
External Examiner Nomination and Appointment Process

PROSPECTIVE EXTERNAL EXAMINER
indicates informal agreement with the Department

DEPARTMENT
 informally approaches a prospective external examiner, 

bearing in mind suitability and possible conflicts of interest

PROSPECTIVE EXTERNAL EXAMINER 
checks and signs the Form,  attaches a C.V.  and returns it to 

the Department

DEPARTMENT 
partially completes the Nomination Form and sends to the 

prospective external examiner

DEPARTMENT
HoD (or rep) signs the Form and sends it with the C.V. to the 

Faculty Office  

FACULTY 
Dean, Faculty Board (or representative) approves the 

Nomination Form and forwards to ESU 

ESU
 sends Appointment Letter and other info to the 

External (appointing for 3 years).  Copy of the letter is 
sent to the Dept contact as shown on the Nomination 

Form  

EXTERNAL EXAMINER
Receives paperwork and returns 

the Acceptance Form to ESU 

DEPARTMENT 
sends the appropriate paperwork to the External 

Acceptance Form

Note: the word Department can also denote School or Unit  

External Examiner Nomination Form 
can be found at: 

www.bris.ac.uk/esu/assessment/
exexs/nominationform.doc

Includes section E which outlines 
possible conflicts of interest.  

DEPARTMENT - as the externals three year term is coming to an 
end,  the Department may request a one year extension.  This needs 
to go through the same process as above, (different form, externals 

signature not required.) 

Re-appointment Form can be 
found at:

www.bris.ac.uk/esu/assessment/
exexs/reappointment.doc
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