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External Examiners - Assessment processes
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Assessments Team

➢ One point of contact for an external examiner – this colleague is from 

the Assessment Teams

➢ Comments and approval of in-semester tests and examination 

papers during course of year (L5 and above, with some exceptions)

External examiners only need to approve papers for in-semester tests 

and see samples of work if the 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

➢ Moderation of samples in advance of a Board of Examiners

➢ Troubleshooting/ queries



SurreyLearn

As an external examiner you will have 
access to external examiner area in 
SurreyLearn where you can find materials 
for moderation and access to student 
module areas of the VLE (with exceptions 
of departments using SharePoint).

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

Faculty External Examiner Areas



Assessments

Coursework

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

staff in the VLE. 

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

Exams/ online exams

Majority online through SurreyLearn

We can make sample of scripts available in advance of Board– but in case of 

“physical exams”, all scripts need to be scanned, made into pdf and uploaded. 

External Examiner approval / comments

Email your comments to the Assessments Officer to be reported at Board



Board of Examiners

Typical Final Year (L6) Agenda

Welcome and apologies for absence

Minutes of previous meeting 

Matters arising 

Consideration of Exam Board reports  

Review of L6 statistics

Student Prizes 

External Examiner’s Comments

Any other business

Meeting held remotely via Teams/Zoom



Board of Examiners

Board Reports- Example of key statistics



Board of Examiners

External Examiners can view the Power BI dashboard through the link below:

https://app.powerbi.com/groups/8b1ab61f-3e80-4db9-b933-

bf7618b307e8/reports/4f2cb00b-ee14-4328-b030-a699f81289b4

https://app.powerbi.com/groups/8b1ab61f-3e80-4db9-b933-bf7618b307e8/reports/4f2cb00b-ee14-4328-b030-a699f81289b4


Senate Progression and Conferment Executive (SPACE)

- Chaired by the Chief Student Officer, Kerry Matthews

- Receive the final award marks and award classifications

- Approve awards

- Monitor academic standards and compliance

- Award prizes

- Discuss mark scaling cases
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1 Programme Materials: did you have access to (via web link/hard copy) Yes No* N/A 
 a. Programme Handbook(s) / Module Descriptions? 

 

x   

 b. Regulations and Codes of practice? 

 

x   

 c. Assessment briefs/marking criteria? 

 

x   

 *If you answered “No” to any of the above questions, please include your comments here: 
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Draft Assessment Papers 

      

 a.   Did you receive all the draft papers?  

 

 x  

 b.   Was the nature and level of the questions appropriate?  
 

   

 *If you answered “No” to any of the above questions, please include your comments here: 

 

I was not sent any draft papers.  However, this course is assessed through research-focused course work assignment, 

rather than exams. 

 

 

3 

 

Exam/Coursework Scripts 

      

 a. Did you have access to a sufficient number of scripts? x   

 

 

b. Was the general standard and consistency of marking appropriate? x   

 *If you answered “No” to any of the questions above, please include your comments here: 
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Dissertations/Final Year Project Reports 

      

 a. Was the choice of subjects for dissertations/projects appropriate? 

 

  x 

 b. Was the method and standard of assessment appropriate? 

 

  x 

 *If you answered “No” to any of the above questions, please include your comments here: 

 

Dissertations were reviewed by another external examiner this year.   
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Orals/Performances/Recitals/Appropriate Professional Placements 

      

 a. If relevant, were suitable arrangements made for you to conduct orals and/or 

moderate performances/recitals/appropriate professional placements? 

  x 

 b. Was the method and standard of assessment appropriate?   x 

 *If you answered “No” to any of the above questions, please include your comments here: 

 

        

6 Were the marking criteria appropriate?       

 a. Examination scripts 
 

  x 

 b. Coursework assignments/dissertations/final year projects 
 

x   

 c. Practical/clinical assignments 
 

  x 

 *If you answered “No” to any of the above questions, please include your comments here: 
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Board of Examiners’ Meeting (where final degree awards have been agreed) 

  



QUESTIONS?

Head of Assessments and Awards: 

Camilla Davis: c.l.davis@surrey.ac.uk

Assessment Managers:

FASS: Terri Parrish: t.parrish@surrey.ac.uk

FEPS: Sarah McArthur: s.mcarthur@surrey.ac.uk

FHMS: Sarah-Jane Maze: s.maze@surrey.ac.uk

Quality Enhancement and Standards

mailto:c.l.davis@surrey.ac.uk
mailto:t.parrish@surrey.ac.uk
mailto:s.mcarthur@surrey.ac.uk
mailto:s.maze@surrey.ac.uk
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