[image: image1.png]UNIVERSITY

PRIFYSGOL
(CARDY(



Form: PGR_Examiner_Nomination_2011_01
NOMINATION OF EXAMINERS FORM (ALL RESEARCH DEGREES)


Purpose

This form is to be completed by the Head of School or Convenor of Examining Board when nominating an External and Internal Examiner for a research degree candidate, so that a letter of appointment can be sent by Registry to the External Examiner. No person should commence duties as an External Examiner before a letter of appointment has been issued by Registry.


Process

Senate Regulations for research degree awards, including provisions for the composition of the Examining Board and appointment of examiners can be found in the current Academic Regulations Handbook available at http://www.cf.ac.uk/regis/sfs/regs/index.html 

Action to be taken by School:
1. This Form must be signed by the Head of School or Convenor and should be accompanied by any required supporting documentation.  In signing the form the Head of School or Convenor is confirming support for the nomination of examiners.  

2. The Head of School may delegate the administrative tasks concerning the submission and examination of a thesis to a senior member of his/her academic staff who then acts as Convenor of the Examining Board.  Where the Head of School is also the supervisor of the candidate concerned, the duties of Convenor shall be delegated to a senior member of the academic staff of the School.

3. Limited experience of a nominated examiner may be acceptable if compensated by greater experience of the other members of the examining board.  Schools are asked to provide additional documentation in support of their nomination wherever examiner experience is limited.
4. Schools are asked to provide additional documentation in support of their nomination wherever an external examiner has examined more than twice in a three-year period.

5. Please provide a Curriculum Vitae or similar biographical details of the nominee.  If the nominee doe not hold an academic post in a higher education institution please provide a brief statement outlining her/his suitability to examine the thesis in terms of: (a) current relevant research expertise; (b) previous experience of doctoral supervision and (c) previous experience of examining.

6. A second external examiner is required for a candidate who is, or who has been within the past three years at the time of submission of the thesis, a member of the academic staff (at the grade of Lecturer or above) shall be constituted with a second external examiner in lieu of the internal examiner.  Please complete a second Nomination of Examiners form
7. in order to ensure the timely issuing of documentation to examiners the completed form, including any relevant supporting documentation to assist the consideration of the nominations, should be returned at least 6 week prior to the proposed viva date to:

Student Records Team, Registry, 30-36 Newport Road, Cardiff, CF24 0DE
NOMINATION OF EXAMINERS FORM (ALL RESEARCH DEGREES)

SECTION A: CANDIDATE’S DETAILS

	Candidate’s student number
	

	Candidate’s last name
	

	Candidate’s first name(s)
	

	School
	

	Title of degree 
	

	Provisional date of viva (for school use only) 
	


SECTION B: EXTERNAL EXAMINERS DETAILS
PERSONAL DETAILS

	Examiner’s name and title
Please Print Name
	

	Academic & professional qualifications*
	

	Present post & place of work
	

	Confirmation of most senior position that proposed examiner has held 
	

	Correspondence address
Please print address
	

	Email address
Please print email address
	


* PLEASE SEE  GUIDANCE NOTE 5 WHERE THE NOMINATED EXTERNAL EXAMINER DOES NOT CURRENTLY HOLD AN ACADEMIC POST

EXPERIENCE

How many theses have previously been examined by the nominated External Examiner:

	AS INTERNAL EXAMINER
	More than 3:  YES / NO**
	If NO, how many

	AS EXTERNAL EXAMINER
	More than 3:  YES / NO**
	If NO, how many


** PLEASE SEE GUIDANCE NOTE 3 

ASSOCIATION WITH CARDIFF UNIVERSITY

Is the nominated external examiner:

	a former member of Cardiff University Staff?
	YES / NO

	a former higher degree student of the School at Cardiff University?
	YES / NO


	If the answer is YES to either or both of the above statements please confirm that, for each positive response, the nominated person qualified for their award and/or left the employ of the University more than 5 years ago.  

Please provide details of any other known association with the University.
	


ASSOCIATION WITH THE CANDIDATE

	Has the nominated external had any direct professional or personal knowledge of the candidate?
	YES / NO 

	If YES, provide details
	


PREVIOUS APPOINTMENTS

	Has the nominated External previously served as External in your School?
	YES / NO

	If YES, please provide details

Please note: it is unusual for an external examiner to be appointed to a research degree examination more than twice in a three-year period
	


PLEASE SEE GUIDANCE NOTE 4
ELIGIBILITY TO WORK IN THE UNITED KINGDOM

	The University is required by the UK Borders Agency (UKBA) Immigration Regulations (2008) to verify the right to work in the UK of any person undertaking work at Cardiff University.

Is the nominee eligible to work in the UK?
	YES/NO


SECTION C: INTERNAL EXAMINERS DETAILS

PERSONAL DETAILS

	Internal examiner’s name and title
Please Print Name
	

	Present post
	

	Email address 
Please print email address
	


EXPERIENCE

How many theses have previously been examined by the nominated Internal Examiner:

	AS INTERNAL EXAMINER
	More than 3 YES / NO**
	If NO, how many

	AS EXTERNAL EXAMINER
	More than 3 YES / NO**
	If NO, how many


* PLEASE USE GUIDANCE NOTE 3 

SECTION D: SCHOOL SIGNATURES

I nominate the examiners detailed above, who have confirmed their willingness to be appointed, for the candidate detailed on this form.

	Signature
	

	Print name
	
	Date
	

	Name and email address of member of staff to be sent confirmation of the approval of the appointment.
	


Should you have any queries concerning the nomination of examiners, please contact schoolrecords@cf.ac.uk or ext 79555.













