
Template for an External Examiner Appointment email/letter

Dear 

Appointment as External Examiner

I write to inform you that the University of Edinburgh would like to appoint you as External Examiner in the following courses/programmes
Add courses/programmes
Appointment period
Your appointment will be for a period of X years from 1 October 201x until 30 September 201x.
Please find attached to this letter important information about your role as an External Examiner which includes the following topics:

1. Confirmation of right work in the UK

2. Providing evidence of right to work in the UK

3. Agreement for External Examiners

4. Annual reports

5. Information to support the role of External Examiner
6. External Examiner Fees

7. Greater transparency of the External Examining process
Please do not hesitate to contact me if you have any queries about the above topics or require any further information
Yours sincerely
XXXXXXXXXXXXXX

XXXXXXXXXXXXXX
The University of Edinburgh

Important information about your role as an External Examiner
1. Confirmation of right to work in the UK

As you will be aware, the University of Edinburgh is legally bound by the United Kingdom Border Agency (UKBA) requirements that anyone undertaking work in the UK must provide evidence they are entitled to work in the UK.

Please see the letter below, which takes you to a letter from the University of Edinburgh  Director of Human Resources, giving full information about the documentation required to confirm the right to work in the UK
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2. Providing evidence of right to work in the UK
You must present your evidence in person as we cannot accept original documentation sent through the post or a notarised copy.

Please could you present your documentation showing your entitlement to work in the UK in person to XXXX XXXX, Secretary to the Examination Board for XXXX.  

If you plan to be in Edinburgh before the Examination Board I would be grateful if you could present your documentation then. 

 I very much appreciate your assistance in helping the University with this matter.
No payment can be made until you have provided the University with evidence that you are entitled to work in the UK for the duration of your appointment as External Examiner.  This must be done in person and usually when you attend the Board of Examiners, if not before.  If there is any reason why you cannot present your evidence in person during the first year of your appointment please let me know as soon as possible.

3. Agreement for External Examiners

I enclose an  ‘Agreement for External Examiners’ form together with an HMRC P46 form and I would be grateful if you could complete and return it to me as soon as possible.
  
The ‘Agreement for External Examiners’ acts as the contract between you and the University of Edinburgh.
The agreement form can be accessed via this link: 

Agreement for External Examiner and P46    

4. Annual Reports
The University’s Quality Assurance procedures require External Examiners to submit an annual report to the College Office on any courses, programmes and examinations for which they are responsible by 31 July 201x.  
To aid this process, the School will email you an annual request together with a report form, during the period of your appointment for your annual report 

(report form also available at:  CHSS UG External Examiners report form)
5. Information to support the role of External Examiner

The following links take you to documents which will be of help in your role as External Examiner.
The University of Edinburgh External Examiners Code of Practice   
http://www.ed.ac.uk/schools-departments/academic-services/quality-unit/quality-assurance/external-examining/codesofpractice
The University of Edinburgh Assessment Regulations
http://www.ed.ac.uk/schools-departments/academic-services/policies-regulations/regulations/assessment
The relevant degree regulations and programmes of study
Add in current drps url

The outgoing External Examiner’s most recent report
Either embed doc or include hard copy. 

6. External Examiner Fees

External Examiner annual fees are set in accordance with the College of Humanities and Social Science’s undergraduate external examiner fee structure. For information on the fee structure please refer to the CHSS External Examiners webpages
You will be allocated to Band XXX of the fee structure giving a fee of £XXX. 
This will be paid directly into your bank account, contingent upon receipt of your annual report and confirmation of your right to work in the UK. 

If a substantial change is made to the number of courses for which you are responsible the School may allocate you to a different Band at a future point.  

7.  Greater transparency of the External Examining process
The University’s Code of Practice on External Examining has been revised to comply with the UK Quality Code Chapter B7: External Examining.  The UK Code introduces the principle of greater transparency of the external examining process, including the names of External Examiners being made available to students.  The information below aims to make you aware of how this principle will work in practice and of the publication or dissemination of your name as External Examiner.

1. The names, positions and institutions of External Examiners will be made available to students, normally in the relevant course/programme handbook. 

2. Students are informed that they must not make direct contact with External Examiners, and that other routes exist for queries about the assessment process.  Should a student make an attempt to contact an External Examiner, the External Examiner should not respond to the student.  The External Examiner should report the details immediately to the University through the relevant School contact.    

3. Students have the right to view External Examiners’ reports.  Requests for the disclosure of any restricted reports made directly, and separately, to the Head of College or the Assistant Principal Academic Standards and Quality Assurance will be judged on a case-by-case in line with the University’s freedom of information obligations. Schools are responsible for making External Examiner reports available to students on request.  The implications for External Examiners writing their report is that staff should be referred to by role rather than name, and individual students should not be identified. 

4. Student representatives are given the opportunity to be involved in the School’s consideration of the comments and recommendations contained in External Examiner reports, including the School’s response. This may be done, for example, through Staff-Student Liaison Committees.  

5. External Examiners’ reports form part of the documentation considered by review teams in the University’s periodic internal subject review process (Teaching Programme Review and Postgraduate Programme Review).

� Please note the ‘Agreement for External Examiners form’ cannot be processed to allow expenses or fees to  be paid until proof of your right to work in the UK is submitted  
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		PRIVATE AND CONFIDENTIAL


19 December 2012




		                                    University HR Services

Direct Dial:  0131 650 8130


Fax:  0131 650 6509


Email:  Sheila.Gupta@ed.ac.uk 





Dear Sir/Madam

Documentation Request – Engagement as an External Examiner


As a Premium Customer Service Sponsor, the University has a number of duties and responsibilities and is bound by both employment and immigration legislation and UKBA Sponsorship Duties.

The Act applies to all employees irrespective of their nationality, therefore the University is legally required to show evidence that it has checked and retained the relevant documentation of every person appointed to work for the University to establish their right to work in the UK, including those who are British or from the EU. This legal requirement covers all work undertaken at the University of Edinburgh including External Examiners. 

Under the Immigration, Asylum and Nationality Act 2006 all employers in the UK have a responsibility to prevent illegal working and must not knowingly employ a member of staff who does not have the right to work in the UK.  The 2006 Act allows employers to establish a statutory excuse against liability for these penalties for employing an illegal migrant by: checking, copying and retaining relevant documents (passports, visas, work permits etc.) before an individual commences employment.

Documentation for UK and EEA nationals 

When you attend the University of Edinburgh in your capacity as External Examiner you will need to bring relevant proof of eligibility to work in the UK for checking before you can carry out work for the University.


 One of the following documents is required:

· a passport showing that the holder is (a) a British citizen, or (b) has a right of abode in the UK, or (c) is a national of an EEA country or Switzerland (a national identity card may be used instead of a passport).

· A residence permit registration certificate or document certifying or indicating permanent resident, issued by the Home Office or Border Agency to a national of an EEA country or Switzerland or a family member.

· A passport or other travel document, endorsed to show that the holder is exempt from immigration control is allowed to stay indefinitely in the UK, has the right of above in the UK, or has no time limit on their stay in the UK.  


If you do not have a current passport, you can prove your eligibility by providing one of the following:

· an official document giving the holder’s permanent National Insurance Number and name. This could be a P45, P60, National Insurance card, or a letter from a Government agency, 

plus one of the following


· (a) a full birth certificate/adoption certificate issued in the UK, which includes the names of the holder’s (adoptive) parents;

· (b) a birth certificate/adoption certificate issued in the Channel Islands, the Isle of Man or Ireland;

· (c) a certificate of registration or naturalisation stating that the holder is a British citizen or

· (d) a letter issued by the Home Office to the holder which indicates that the person named in it can stay indefinitely in the UK, or has no time limit on their stay.

Permitted Paid Engagement – Non EEA nationals who do not have the right to work in the UK

The Permitted Paid Engagement route allows employers to invite visitors outside of the EEA to undertake a short-term, fee-paid permitted paid engagement which falls under a permissible activity. 


External Examiners and Assessors are permissible activities under this route which allows employers to invite External Examiners to visit the UK to examine students for up to a period of one month and to receive payment. For guidance, an invitation by the University of Edinburgh based on your academic standing in your field would be the normal criterion for consideration under this route.  


If you think you fall under this category please contact the relevant School or College office for further information. 

The University of Edinburgh fully appreciates your co-operation in undertaking our duties to comply with the UKBA immigration regulations. 

Yours sincerely,
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Sheila Gupta
Director of Human Resources



