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GUIDELINES FOR NUI EXTERN EXAMINERS

PRIMARY DEGREE AND TAUGHT POSTGRADUATE COURSES 

	1.
	EXTERN EXAMINERS APPOINTED BY THE NUI SENATE
Extern Examiners are appointed by the Senate of the National University of Ireland, following which the NUI Registrar will send the following to each Extern Examiner:

-  a formal letter of appointment, 

-  a copy of ‘Guidelines for Extern Examiners’, 

-  a Report Form,

- an Expenses Claim Form.

	2.
	DETAILS OF COURSE AND MARKS & STANDARDS
On appointment, Heads of Departments are expected to send extern examiners full information on the courses which are to be examined including: course aims and objectives, syllabuses; copies of examination papers from previous years (if appropriate); details of methods of assessment including the way in which the results of individual papers or other units of assessment are aggregated, averaged or profiled to produce an overall result; details of any exemption schemes; proposed dates for meetings of the Board(s) of Examiners, and a statement of departmental/school examination procedures.  

Such information should be updated as necessary during the period of appointment.  Departments/schools may wish to provide extern examiners with copies of the relevant quality assessment reports, if available.

	3.
	EXAMINATION PAPERS
- 
All examination papers must be approved by the extern examiner(s).

- 
Draft examination papers should be sent in sufficient time for the extern examiner(s) to be able to propose changes and for discussion of the proposed changes to take place where necessary.  In the relevant disciplines, draft papers should be accompanied by model answers or solutions and a marking scheme for each paper.

- 
Extern examiners may be invited to submit questions for inclusion in examination papers.

	4.


	EXAMINATION SCRIPTS AND OTHER MATERIAL
- 
All examination scripts and other course work that contributes to final assessment should be available to extern examiners.

- 
Appropriate scripts and other course work should be available/sent to extern examiners in advance of the meeting of the Board of Examiners.  Departments should agree in advance with extern examiners what constitutes ‘appropriate scripts and other course work’ in accordance with the guiding principle that externals should receive sufficient evidence to enable them to determine that internal marking has been appropriate and consistent. 

-
Normally, extern examiners should see a sample of scripts drawn from the top, middle and bottom of the mark range, including scripts of borderline candidates.

	5.
	ORAL EXAMINATIONS
Extern examiners may be required to participate with Intern Examiners in oral examinations.

	6.
	PRACTICAL EXAMINATIONS
Extern examiners, where possible, should have an involvement in practical examinations.


	7.
	EXAMINATION BOARD MEETINGS

Extern examiners should be invited to attend Departmental meetings on examination results and, where appropriate, may attend Faculty Examination Board meetings. 

	8.


	REPORTS OF EXTERN EXAMINERS
-
Pro Forma Report Forms shall be sent by the Registrar of the Maynooth University to each Extern Examiner appointed by the Senate. Completed Report Forms should be returned, within one month of completion of examining for the Academic Year, by the Extern Examiners to the Registrar, who will pass them to the President and Head of Department. 

-
It should be noted that Extern Examiners’ reports and related correspondence are used extensively as part of the University’s annual course monitoring process and periodic programme reviews as well as the internal and external processes of quality audit and quality assessment.

-
Payment of the extern examiner’s fee by the Maynooth University is authorised on receipt of the report by the Registrar.

	9.
	REMEDIAL ACTION, WHERE REQUIRED/RECOMMENDED
-
Departments are expected to discuss issues where remedial action is required or recommended, and to report to the President on the action taken, within six months of receiving the report. 



	10.


	CONSULTATION WITH EXTERN EXAMINERS
- 
Extern Examiners may be consulted in relation to matters arising from examination appeals.



	11.
	EXTERN EXAMINERS’ FEES
· Extern Examiners are paid by Maynooth University. The fee  is €250 per day for examining, together with an accommodation and subsistence fee of up to €163 on submission of vouched receipts. This is on the basis of two days for examining in a constituent university or recognised college and two days’ subsistence. Normally no additional fee is paid in respect of work undertaken in the home institution. 

-
In addition to fees and subsistence, travel costs are paid by Maynooth University. 

· Where an Extern Examiner carries out examining duties but does not visit Maynooth University, the fee for one day’s examining will normally be paid.  


