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UNIVERSITY OF ABERDEEN
EXAMINERS’ MEETINGS PROCEDURES
PROCEDURES

These procedures set out the number, composition, conduct and responsibilities relating
to Examiners’ Meetings, and were approved by the Quality Assurance Committee on 16"
April 2025.

These procedures are designed to be read in conjunction with the University’s Codes of
Practice on Assessment (Undergraduate and Postgraduate Taught) and External Examining
documentation. Further information on Assessment at the University is available in
the Academic Quality Handbook (AQH).

The Quality Assurance Committee (QAC) can be consulted (via Academic Services) should
a School wish to discuss matters relating to Examiners’ Meetings in more detail.

GLOSSARY OF TERMS
A glossary of terms is provided as follows:

. Internal Examiners’ Meeting: A meeting of internal academic staff (e.g. the
Professors, Readers, Senior Lecturers and Lecturers within a specific programme or
discipline) normally held following the end of an assessment diet.

. Examiners’ Meeting: A meeting of internal and external examiners normally held
following the end of an assessment diet.
° Final Examiners’ Meeting: A meeting of internal and external examiners normally

held following the end of an assessment diet to determine classifications and
consider borderline cases. This is normally held at the end of the Term 2 assessment
period for undergraduate programmes, and end of the Term 3 assessment period for
postgraduate taught programmes.
e Examinations Officer: The individual member(s) of academic staff within a school
with oversight of the assessment procedures as detailed in section 6.

NUMBER, COMPOSITION AND PURPOSE OF MEETINGS

The outcomes of assessments are approved by Examiners’ Meetings. It is the responsibility
of Heads of School to decide how many Examiners’ Meetings they need to convene each
year and to ensure that External Examiners are informed of the dates well in advance.

Normally, Final Examiners’ Meetings are held at the end of the Term 2 assessment diet for
undergraduate programmes and at the end of the Term 3 assessment diet for postgraduate
taught programmes. At least one External Examiner is required to attend these meetings.
In addition, Schools should normally hold a meeting of internal examiners after the Term 2
or 3 assessment diet and immediately before a Final Examiners’ Meeting, primarily to
identify any potential borderline candidates. This would allow a candidate’s scripts and in-
course assignments to be collated and made available to the Final Examiners’ Meeting, in
order to ensure that sufficient time is allocated to candidates for whom the assessment
outcome may be unclear.

In cases where a final Examiners’ Meeting would be considering a very small number of
candidates, it is acceptable for an External Examiner to request that they should be
excused from attending the University provided they have been sent the following:
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e advice regarding any mitigating circumstances that a student has submitted regarding
their performance so that these can be taken into account by the External Examinerin
approving overall course grades and programme awards;

e summative assessments for each individual candidate which have not been previously
seen by the External Examiner.

The External Examiner must also agree to raise any issues with the Head of School by
telephone or e-mail prior to confirming the marks and awards and in sufficient time for the
School to meet the Senate-approved deadlines for the submission of results to the Student
Records team, and to provide feedback to the Head of School in regard to the
appropriateness of the assessment procedures and the standards attained by candidates,
and the appropriateness of the curricula.

Schools may also elect to hold an internal Examiners’ Meeting at the end of Term 1 or resit
summer assessment diets, to agree the marks, scripts and other information to be made
available to the External Examiners. There is no requirement for External Examiners to
attend these meetings. Where an Examiners’ Meeting is not held at the end of Term 1 or the
resit diet, it shall be for the Head of School and Course Coordinator to approve the marks
for an individual course, which should be submitted to the External Examiner for award of
the final overall mark.

The primary purposes of Final Examiners’ Meetings are: -

e to make recommendations in regard to programme awards (including decisions made
regarding borderline candidates);

e to finalise the Term 1 grades for courses for Honours and postgraduate taught
candidates;

e to finalise the grades to be awarded for all Term 2 courses and those Term 1 courses
that are assessed at the end of Term 2 for Honours;

° to finalise the grades to be awarded for all Term 2 or 3 courses and those Term 1
courses that are assessed at the end of Term 2 or 3 for postgraduate taught;

e for borderline candidates only, to take into consideration any medical or other
mitigating circumstances that had been submitted to the School within the required
time limits (this is normally done via a separate School Mitigating Circumstances
Committee);

e to assist Heads of School in identifying candidates for the award of any prizes that are
the responsibility of a School;

e to receive oral comments from the External Examiner(s) in regard to (a) the
appropriateness of the assessment procedures and the standards attained by
candidates, (b) the appropriateness of the curricula, particularly in regard to any
external reference points such as the national subject benchmark statement, where
relevant, and (c) the structure and content of existing programmes of study, as part of
a systematic reflection on the provision and appropriateness of these programmes.

COMPOSITION OF EXAMINERS’ MEETINGS

For programmes delivered by one School, the Head of a School (or their nominated Deputy)
should normally serve as Convenor of all Examiners’ Meetings for that School. In addition,
all Course Coordinators would be expected to attend where the results for their courses
were being considered and/or where the results for their courses would contribute to a
candidate’s overall programme result. All other examiners are also eligible to attend
internal Examiners’ Meetings. Other markers may be permitted to be in attendance, but
without power to vote. The membership of each Examiners’ Meeting will be at the
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discretion of the Convenor. The quorum for a Final Examiners’ Meeting would be the
Convenor, at least one External Examiner, and normally at least three other internal
examiners.

For programmes delivered by more than one School, the final decision on the award should
be taken by an Examiners’ Meeting consisting of up to three examiners from each of the
participating Schools, plus appropriate External Examiners where available. Where an
External Examiner is not available, decisions will be subject to subsequent ratification by
the relevant External Examiner(s). For multi-disciplinary programmes with a designated
Honours Coordinator and separately identified External Examiners, the Examiners’ Meeting
must comprise at least the Honours Coordinator, the External Examiner(s), and at least one
representative from each School which has contributed courses.

For joint and major/minor Honours degrees in which a candidate has studied two subjects,
in practice one School will hold its Final Examiners’ Meeting and decide candidates’ marks
to be awarded for the assessments for whichitis responsible before the equivalent meeting
for the second subject. Examiners representing the first School/subject will then take joint
candidates’ marks to the Final Examiners’ Meeting for the second subject. The examiners
for the two subjects will then jointly determine the overall programme award. This must be
agreed in advance between the Examiners.

CONDUCT OF EXAMINERS’ MEETINGS

Examiners’ Meetings shall be convened by the Head of the relevant School (or their
nominated deputy) or Honours Coordinator where appropriate. The meetings should be
scheduled to ensure that the School can submit results, approved by the External
Examiner, by the Senate-approved deadlines.

Those attending Examiners’ Meetings are obliged to declare any personal interest,
involvement or relationship with a student being assessed, as defined in the Personal
Relationships Policy.

Only data, and any personal information, required for Examiners to reach an appropriate
outcome should be shared for the meeting. Schools should determine an appropriate
mechanism (e.g. a dedicated Teams site) for the distribution and management of this
information. Examiners should be provided with instructions around restrictions on sharing
and handling data, and instructions for deleting information following the conclusion of the
meeting. Data should only be kept for the minimum period necessary to complete the task.
Multiple copies of information must not be kept.

All summative assessments should be available for Examiners’ Meetings, if requested, in
regard to any student for whom an assessment outcome is being considered.

Where the Examiners have evidence (e.g. a candidate’s past performance) to believe that a
candidate’s performance has been impaired for a prolonged period of time (e.g. long-term
illness of a parent), the Examiners may take account of this in reviewing borderline cases
to determine final degree classification or postgraduate taught award. Should mitigating
circumstances already have been applied at course level, they should not be also applied
at programme level. See also the relevant Code of Practice on Assessment.
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The Code of Practice on Assessment indicates that, in regard to degree classification,
where the Examiners use their discretion to depart from the class indicated by the Grade
Point Average, such discretion can only be used in an upward direction. In all
circumstances where discretion is applied, clear reasons must be identified for doing so
and a record kept in the minutes of the Examiners’ Meeting. It is the responsibility of the
Convenor to ensure that an appropriate record is kept of the procedures and decisions of
each Examiners’ Meeting. An optional template for School use for the minute of all internal
and Final Examiners’ Meetings is provided in Annex A.

External Examiners, as full members of the relevant Examiners’ Meeting, must normally be
invited to attend all Examiners’ Meetings at which significant decisions are to be taken in
regard to the specialisms with which they have been concerned (including those for which
they have approved question papers). At least one External Examiner must be present at all
Final Examiners’ Meetings.

In addition to noting the comments from External Examiners, minutes of Examiners’

Meetings should include the following set of information as a minimum:

e  Fulltitle of Examiners’ Meeting

e Date and location of meeting

e Those present followed by those who have submitted apologies

e List of programmes and/or courses being examined

e Explanation of calculations to be used in determining grades, including instances in
which the Degree Classification Tool in the Students’ Record System has not been
used

e Criteria used in consideration of borderline candidates

e Candidates with special circumstances possibly affecting their performance

e List of results, including details of any borderline decisions made and the rationale for
them

Additionally, the following points should be taken into consideration when compiling
minutes:

e The use of personal information should be avoided as much as possible

e  Students should be referred to by ID numbers

e Alldecisions should be attributed to all Examiners

THE ROLE OF AN EXAMS OFFICER

Each School must appoint an Examinations Officer, hereafter referred to as an Exams
Officer, who will have oversight of the examinations process in that School. Schools can
appoint an Exams Officer for undergraduate programmes and one for postgraduate taught
programmes, if they wish, or a single Exams Officer can oversee both levels. If they wish,
multi-discipline Schools can appoint an Exams Officer for each Discipline but in that case,
it is expected that they would meet routinely throughout the year to agree on School
policies and the timings and delegation of duties. In such instances, Schools should
appoint a Senior Exams Officer to ensure consistency and compliance across the School
and to provide a single point of contact for the School. The Exams Officer(s) must be an
experienced academic member of staff who has an in-depth knowledge of the University’s
policies on Feedback and Assessment and the dates by which actions need to have been
taken.
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All Exams Officers are required to attend an annual training session prior to the final
Examiners’ Meetings of the academic year to apprise themselves of any changes to
University policy. Support for Exams Officers is available throughout the year and in
particular at the time of Examiners’ Meetings from members of the Quality Assurance
Committee and Academic Services staff.

The responsibilities of an Exams Officer are as follows:

Being fully cognisant of, and keeping up to date with, all institutional policy and
regulations in regard to assessment;

Attending annual Exams Officer training;

Ensuring School/Discipline knowledge of, and compliance with, the University’s
current assessment policies and regulations, including internal moderation;
Coordinating the preparation of examination papers for all courses assessed by
written papers, including checking for accuracy and, where appropriate, ensuring they
are in the requested format for special needs students;

Ensuring that the School’s External Examiner(s) are fully inducted (see External
Examining for further detail) and have been familiarised with the University’s policies
and practices; ensuring that the External Examiner(s) have received accurate and
timely information and documentation relating to the course/programme being
examined; liaising with External Examiner(s) to obtain feedback on draft exam papers,
and supplying them with course grade lists and samples of student coursework and
exam scripts; providing additional information requested by the External Examiners,
regarding assessments, programmes and courses, during their visit;

Liaising with the University’s Central Timetabling Team, Academic Services and the
Quality Assurance Committee, as required, on academic matters relating to
assessment;

Ensuring staff are aware of, and comply with, all deadlines for the setting of
assessments and the return of marks;

Liaising with and supporting the work of non-academic staff concerning the School’s
assessment processes;

Establishing and chairing a School/Discipline Mitigating Circumstances Committee,
to ensure a consistent approach to, and consideration of, all students in the
School/Discipline;

Attending the School’s/Discipline’s Examiners’ Meetings (potentially chairing such
meetings if requested by the Head of School), ensuring they are held in accordance
with University policy; arranging for the provision of materials for Examiners' Meetings
within the School/Discipline, including any second marking/moderation issues and
mitigating circumstances of particular students (anonymised); reviewing final degree
examination results and, when necessary, bringing to the attention of External
Examiners and Examiners' Meetings any borderline cases or others which require
consideration; where appropriate, making statistical analysis of course grades
available to internal and External Examiners;

Ensuring production of records of the discussions and actions taken at Examiners'
Meetings, including formal minutes in line with Academic Quality Handbook guidance;
ensuring that such records are retained in an appropriate format in accordance with
the University’s retention policy;

Agreeing an approach to and liaising with other Schools/Disciplines regarding results
and decisions for students on joint degree programmes (NB: this should be agreed
prior to the Examiners’ Meeting);


https://www.abdn.ac.uk/staffnet/teaching/academic-quality-handbook/external-examining/
https://www.abdn.ac.uk/staffnet/teaching/academic-quality-handbook/external-examining/

m) Supporting Administrative Staff to carry out a final check of course grades for accuracy
prior to the School Office entering them into Student Records, and a further check after
entering has been completed but before ‘committing’;

n) Reporting and investigating, as appropriate, any instances of academic misconduct
during examinations in accordance with the University’s normal procedures.

All queries should be addressed to academicservices@abdn.ac.uk
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ANNEXA
Template for optional use by Schools to produce the
Minute of all Examiners’ Meetings
(both Internal and Final)

<FULL TITLE OF EXAMINERS’ MEETING>
Date and location of meeting (NB A note should be made as to whether the Examiners’
Meeting was conducted remotely or in person)

List of those present identifying the Convenor, the Internal examiners, the Exams Officer(s), the
External Examiner(s) and the meeting clerk. Where an examiner is not present at the meeting, the
minute should acknowledge receipt of any written comments.

1. List of programmes and/or courses being examined
2. Explanation of calculations to be used in determining grades, including instances in
which the Degree Classification Tool in the Students’ Record System has not been used
3. Criteria used in consideration of borderline candidates
4. Candidates with special circumstances possibly affecting their performance (if
appropriate)
5. List of results, including details of any borderline decisions made and the rationale for
them
6. For any meeting which has an External Examiner in attendance, comments from
External Examiners on the following:
e the appropriateness of the assessment procedures and the standards attained
by candidates
e the appropriateness of the curricula, particularly in regard to any external
reference points such as the national subject benchmark statement, where
relevant
e the structure and content of existing programmes of study,

Remember:

¢ The use of personal information should be avoided as much as possible
e Students should be referred to by ID numbers
¢ Alldecisions should be attributed to all Examiners
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