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External Examiner Nomination Form 
Before completing this form, please review the University’s Handbook on External Examining, which details the process and criteria for the appointment of external examiners.
In addition to this form please append the nominee’s full academic curriculum vitae, detailing their employment history, roles and responsibilities and levels of research and scholarly activity.   You may use extracts from the CV, when completing this form, but please do not submit a CV in place of the form.
You are reminded that external examiners are appointed normally for a period of four years only.  An external examiner who has previously acted as a taught course external examiner for the University may be re-appointed in exceptional circumstances but only after a period of five years has lapsed since their last appointment.

Part One: Proposed External Examiner
	Full name of proposed external examiner:
	

	Title of proposed external examiner 
(Professor of …..):
	

	Department/School in which external examiner will serve:
	

	Programme(s)/Majors on which the external examiner will serve:
	

	Current institutional affiliation of external examiner and full address:
	

	Appointment to commence from:
	Month            
	Year



	Email address:
	

	Proposed external examiner’s academic and/or professional qualifications:
	

	Professional registration no (if applicable):
	

	Are there any potential conflicts of interests associated with this appointment?

Please see the University’s handbook for further information.
	

	Does the proposed external examiner currently hold, or has the proposed external examiner previously held, an honorary contract with the University?
	

	If applicable, name of existing external examiner that will be replaced and their affiliation:
	


Eligibility to work in the United Kingdom

As you will probably be aware, the Home Office requires that all those undertaking work in the UK have the legal right to do so and as such Liverpool Hope University has a legal obligation to ensure that all nominees are eligible to fulfill the role of external examiner.  To do this, proposed external examiners are asked to submit a copy of their UK/EEA passport (please scan or photocopy the page containing the photograph, and the front cover of the passport), or a passport with a valid visa entry, or other relevant documentation that demonstrates their eligibility to work in the UK.  External examiners will be asked to bring originals for verification when they come to the University.
	Copy of UK/EEA passport, or passport with a valid visa entry, or other relevant documentation is attached (see Eligibility to work in the United Kingdom below).
	


Part Two: Experience of Proposed External Examiner
Please complete the following section as fully as possible.  This information allows the proposed external examiner’s eligibility and suitability to examine at the University to be considered. 
	2.1
	Proposed External Examiner’s Taught Course Teaching Experience

Please comment on the proposed external examiner’s teaching experience. 
Please specify:

· At what level(s) the proposed external examiner’s teaching experience was gained, e.g. Undergraduate/ Postgraduate;
· At which institution(s) this experience was gained; 
· How many years’ experience has been gained; 
· When this experience was gained.

	



learning experience. 

	Please confirm (by ticking the box to the right) that to the best of your knowledge, the proposed examiner meets these criteria.

· External examiners should also, where applicable, meet criteria set by professional, statutory or regulatory bodies.

If applicable to this appointment, please provide further information below:
	Please tick below
	

	
	
	

	


	2.3
	Prior Experience as an External Examiner

	
	Please give details of any previous or current experience as an external examiner.
Please specify the level(s) at which external examining experience has been gained, eg. Undergraduate/ Master’s/ Research, the number of years’ experience gained and at which institution(s) this experience was gained.  
Please note that external examiners appointed by the University should not normally hold more than 2 taught course external examiner appointments at any one time.

	


Part Three: Further Information

	3
	Please supply any further information you consider relevant to the proposed external examiner’s suitability for appointment. 

Eg. current or previous relevant administrative post(s) held, evidence of training in teaching/ educational development, research interests.

If potential conflicts of interests associated with this appointment have been indicated in Part One please also provide details of these here.

If the proposed external examiner currently holds, or has previously held, an honorary contract with the University, please provide details of this here.

	


	Approval

	Completed forms should be sent to the relevant University Executive Manager who will liaise with the Head of Department/School to ensure School Academic Committee endorsement prior to applications being sent to Academic Committee for consideration. 



	Head of Department/School 
(Electronic submission of this form will indicate that the Head of Department/School supports this nomination).
	
	Date

	

	Endorsed by (signed) by School Academic Committee (Chair)


	
	Date

	Academic Committee Minute Reference 


	


Please return completed forms to: 
Mr. Chris Leyland (Humanities & Social Sciences)

Mrs. Sarah Meir (Business School & Education)

Ms. Natalie Dermott (Creative & Performing Arts)  
Ms. Jane Blackmore (Psychology, Geography & Environmental Science, Health Science and Mathematics, Computer Science & Engineering) 

If you have any questions about the form/nominations, please contact the relevant University Executive Manager for your Department/School in the first instance.  
Revised March 2021
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