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SELECTION AND APPOINTMENT OF EXTERNAL EXAMINERS

For full details of the criteria pertaining to the appointment of External Examiners please refer
to the following:

a) For taught programmes.

b) For research programmes.

External Examiners must inform the University if their circumstances change (e.g. academic
position, institution, Visa status, contact details), using the External Examiner Change of Details
Form.

RIGHT TO WORK ELIGIBILITY AND VERIFICATION

Overview

Procedures for checking the eligibility to work in the UK for all new External Examiners of the
University who will examine provision in the UK must be robust and systematic in order to
ensure that the University complies with its obligations under the law. As such, the roles,
responsibilities and points at which eligibility checks are undertaken are clearly documented,
and must be adhered to at all times.

Proof of eligibility includes a current UK/EEA passport, or a passport with a valid visa entry, or
other relevant documentation.

The UK Visa and Immigration (UKVI) agency provides guidance on checking an applicant’s right
to work documents and guidance on what constitutes evidence of eligibility. However queries
on completing right to work checks can be directed to HR in the firstinstance.

A colour scan of the original eligibility documents should be taken when the External Examiner is
present, and saved as a .pdf file to the designated document store. Local or additional copies of
these documents should not be maintained. Any queries relating to the evidence of eligibility
can be directed to HR.

ROLES AND RESPONSIBILITIES

External Examiner

External Examiners are required to complete an External Examiner New Starter Form as part of
the nomination and approval process. In completing this form they confirm their right to work in
the UK, and that they will provide evidence of this right, in its original form, in person on their
first visit to campus.

Terms of office for External Examiners (taught programmes) at the University is normally for 4
years. However in cases where an External Examiner’s Visa may expire before the normal term
of office is completed, the nominee will only be appointed for the period remaining on their
Visa. Where the individual is successful in renewing or extending their Visa beyond this time
their contract with the University may be reviewed and extended up to the normal full term. In
such cases the External Examiner should inform the University, by email, that their Visa has
been renewed or extended, including a colour scan of their new Visa. When next visiting
campus, the External Examiner should bring the new Visa for a further face-to-face check to be
completed.
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(research programmes). External Examiners claim forms are submitted to Student Registry
following completion of their allotted work. These claims are then checked and submitted to
Payroll for processing. At this stage Student Registry will confirm if face-to-face right to work
checks have been conducted and recorded. Where this is not the case, Student Registry will
contact the External Examiner in question to notify them that payment will be withheld until
such checks have been completed.
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Bailrigg campus (see section 4.4 above) and training provided for Designated Officers.
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