
Communication with external examiners

Assessment processes

Directorate of Quality Enhancement and Standards



Assessments & Awards

Directorate of Quality Enhancement and Standards

1 centralised department (Senate House)– 3 Faculty facing teams

Head of Academic 
Registry

TBC

Head of Assessments 
& Awards

Miv Fagg

Exams & Graduation 
Manager

Sarah Pendred

Awards Manager

Rachel Radcliffe

Assessments Manager 
(FASS)

T Parrish

FASS 

Assessments Team

Assessments Manager 
(FHMS)

S-J Maze

FHMS 

Assessments Team

Assessments Manager

(FEPS)

E Lobb

FEPS 

Assessments Team

Head of OSCAR

Glenn Moulton



Arrangements for moderation: Assessments Team

What will this member of staff be in contact for?

➢ Comments and approval of in-semester tests and examination papers 
during course of year (L5>)

External examiners only need to approve papers for in-semester tests and see 
samples of work if test meets or exceeds 25% weighting in module (exception – Vets)

➢ Board of Examiners: dates/times for academic year & practicalities

➢ Deadlines

➢ Confirmation on which modules you will be examining over 4 years

➢ Liaison on moderation of samples in advance of a Board: availability

➢ Receipt of examiner comments by module

➢ Troubleshooting/ queries
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One point of contact for external examiner = Administrative Officer (Assessments)



Arrangements for moderation – exam papers
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Exam Papers for formal exam periods: emailed password protected or SurreyLearn external examiner area

Liaison with 
External on papers

Student Exams Board of Examiners * Mark Release

Semester 1

Early - mid Nov 16 Jan - 31 Jan (SM1) By 24 Feb TBC

Semester 2

Early - mid April 29 May - 19 June By 30 June (L6) TBC

By 14 July (L4,5,7) TBC

Late Summer Resit

Early - mid July 24 Aug – 4 Sept By 10 Sept TBC

* Boards of Examiners may take place outside of this schedule, especially School of Health 
Sciences, FHMS



Arrangements for moderation: timescales

• Tight timescales between the mark deadline for staff and time available for 

moderation before the Board of Examiners, especially level 6, final year
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Challenges

Date Semester 1 Working days

Friday 25 January Exams finish 0

Tuesday 5 February Deadline for all marks submitted +6

Monday 18 February Boards of Examiners to be completed +10

Date Semester 2 – level 6 Working days

Friday 14 June All Exams finish (L6 frontloaded)

Friday 14 June Deadline for all marks submitted – L6 0

Tuesday 25 June L6 Boards of Examiners to be 
completed

+7

Monday 15 July Graduation ceremonies commence +14



Board of Examiners

• Expectation with dates for academic year published in advanced, you will try and 
attend every Board of Examiners meeting

• As an external examiner you will have access to external examiner area where 
find materials for moderation and access to student module areas of the VLE

Coursework

Most coursework is submitted by students through our VLE only and marked by staff 
in our VLE. 

Assignment brief, module handbook (if there is one) and moderation form

Exams

We can make sample of scripts available in advance of Board– but all scripts then 
need to be scanned, made into pdf and uploaded. Timescales preclude DHL or 
equivalent

External Examiner approval / comments

Email form back to Assessments Officer can be reported at Board
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Surrey VLE = SurreyLearn - + = Green, and can be accessed anywhere in world



SurreyLearn

Logging into Surrey’s VLE 

(SurreyLearn) 

Go to http://surreylearn.surrey.ac.uk. 

Log in using your Surrey University 

username and password. 

Please ensure that you have activated 

your IT Account first
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Faculty External Examiner Areas



A Board of Examiners

Typical Final Year (L6) Agenda

Welcome and apologies for absence

Minutes of previous meeting 

Matters arising 

Consideration of UG Exam Board reports  

Review of UG L6 statistics

Student Prizes 

UG External Examiner’s Report

Any other business
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Typical format

Variations but 1400 start to Board, 

preceded by lunch, with samples and 

materials available in the morning

Or

Samples available in afternoon, and 

Board next morning (e.g. dual degree 

with China and time differences)

Projected Board papers

One Hard copy we ask External 

Examiner to sign, on behalf of all 

external examiners



Boards of Examiners
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Board Reports – live, drill down into individual students from module mark if required 



Board of Examiners
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Board Reports- Example of key statistics



QUESTIONS?

Assessment Managers

FASS: Terri Parrish t.parrish@surrey.ac.uk, 01483 68 9640

FEPS: Emma Lobb e.lobb@surrey.ac.uk, 01483 68 9454

FHMS: Sarah-Jane Maze s.maze@surrey.ac.uk, 01483 68 9775
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