WRITING OF EXTERNAL EXAMINERS ANNUAL REPORT
Notes for External Examiners on how to submit their annual report within the online system


External Examiners are required to submit annual report via a web form on our External Examiner Report System at https://exr.rvc.ac.uk/ 
using their credentials provided at the start of their appointment. 
External Examiners can choose to submit individual reports or work collaboratively to submit one report on behalf of a team of External Examiners for one course/year of the course. In case of Collaborative report, External Examiners need to decide among themselves who will act as a Lead Examiner to enter the final report. This needs to be confirmed with the Exam Officer at the Board of Examiners.

Following Board of Examiners, External Examiners will be emailed a link to the online system, log in details with a short instruction on how to submit the report.*** Once the collaborative report is entered by the Lead Examiner, Collaborating examiners will be emailed and asked to approve it.

Here are some key facts:

· For individual report you will be asked to submit a  report within 2 weeks from the Exam Board
· For collaborative report, the lead examiners will have 1 week to write and submit the report and collaborating examiner(s) will have 1 week to approve it. ***Please note the following - At the approval stage, should one or more collaborating examiners disagree with any of the comments written by the lead examiner, they will be able to comment in a relevant sections of the online report. The lead examiner will be notified of this and will be able to edit the report while taking these comments into consideration. Please note that the system will allow editing of the report only once. If collaborating examiner(s) continue to disagree(s) with the final report and do not wish to approve it, they will be offered to withdraw from collaboration and asked to submit their individual report.***

After the report has been submitted, the External Examiners will receive an email with a claim form for fees and expenses and instructions on how to claim these.

Please see below some further instructions with screenshots.

For any queries, please contact externalexamining@rvc.acuk or Senior Academic Quality Officer Ana Filipovic afilipovic@rvc.ac.uk
[bookmark: _GoBack]July 2022
For Collaborative Report: Personalised Portal – Name of External Examiner will appear here! 

Instructions for the Lead Examiner:
 Home page[image: ]If you are acting as External Examiner for more than one course, please select the course you are writing the report for. Otherwise, if you have one course only, click on the title of the course. 


Instruction Tab – please pay attention to these, specifically with regards to confidentiality when writing the report![image: ]Once you have read the instructions, please click ‘Next’. This will take you to the report form. 


Enter the report!  There are 6 different sections of the report form, please navigate through these by using the ‘Next’ button at the end of each page or simply by clicking on the tab buttons in the top row. [image: ]



Final page of the report![image: ]Once you have entered the report, click Submit! You will receive a pop up below!


Pop up when ‘Submit’ clicked![image: ]Click  ‘Save’ to submit the report!

Instructions for the Collaborating Examiner – Review Report - Home Screen[image: ]If you are acting as External Examiner for more than one course, please select the course you are writing the report for. Otherwise, if you have one course only, click on the title of the course. 
Personalised Portal – Name of External Examiner will appear here! 

Instruction Tab – please pay attention to these, specifically to the first bullet point! Please note that the report can be changed once only following collaborating examiner’s comments. If after this, you still do not wish to approve the final report, you will be offered to complete your individual report. [image: ]


Review Report – First part of report (allowing Collaborating Examiners to enter their comments). 
*There are 6 different sections of the report form, please navigate through these by using the ‘Next’ button at the end of each page or simply by clicking on the tab buttons in the top row[image: ]



Review Report – Final part of report! [image: ]Once you have reviewed the report, click Submit! You will receive a pop up below!

Collaborating Examiner – Review Report – Pop up when submit button clicked[image: ]Click ‘Save’ to submit the report!

Personalised Portal – Name of External Examiner will appear here! 

Individual Examiner – Home Page[image: ]If you are acting as External Examiner for more than one course, please select the course you are writing the report for. Otherwise, if you have one course only, click on the title of the course. 

Instruction Tab – please pay attention to these, specifically with regards to confidentiality when writing the report![image: ]Once you have read the instructions, please click ‘Next’. This will take you to the report form. 


Individual Examiner – write your report! There are 6 different sections of the report form, please navigate through these by using the ‘Next’ button at the end of each page or simply by clicking on the tab buttons in the top row[image: ]

Individual Examiner – Final Page of Report[image: ]Once you have entered the report, click Submit! You will receive a pop up below!

Individual Examiner – pop up when submit button clicked! [image: ]Click ‘Save’ to submit the report!
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External Examiner comments: For College information only (Responses to External Examiners are published on the College’s website. Please only use this box to add any comments that you wish to remain confidential,

if any)

Please check if you require a response from the College.





image5.png
g your collaborative report as a Lead Examiner. Your report will now be reviewed by other examiners collaborating on this report. If they request any changes to the report you will receive an

Thank you for submif
email asking you to review their comments and make any necessary changes.
Otherwise, the report will be forwarded to the Academic Quality Officer and Course Director.

Please click on ‘Save’ to submit the report.

(Cancel)





image6.png
Welcome sbadger !
Log Out

External Examiner Report System

our Reports
Role Status

Course Year Academic Year Meeting Date

‘Course Name
 Gmbasinees 5 h0l3/4 130052014 |Collsboring Examiner
1





image7.png
o Royal . Welcome stlj_adg;:'i
E bl External Examiner Report System =
it AT

Instructions | 1 The Programme | 2 Student performance | 3 Assessment Process | 4 Assessment Procedures | 5 General Statements | 6 Completion

Instructions for completion:

Note: If you wish the Lead Examiner to make any changes or additions to the report please make comments in the space provided against the appropriate section below and these will be passed to the Lead Examiner for consideration. When the lead
examiner has made changes resulting from any comments made by examiners collaborating on this report, you will be informed that the amended report is available for further review

Names of all students and staff should be omitted from external examiners” reports, to maintain appropriate confidentiality. Please o not include any text that could identify individual staff'students. (for example, providing a candidate number of a student
if they were the only individual undertaking the module/resit examination).

Unless comments are retumed within three weeks of completion of the Exam Board meeting, it may not be possible to act upon these comments in the forthcoming academic year

Please refurn expense claims with receipts attached by post to the Academic Quality Manager, The Royal Veterinary College, Hawkshead Lane, North Mymms, Hatfield, AL9 7TA.
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Please select one of the options below to complete your review:
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© wish to request changes to the report as specified in my comments
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Instructions for completion:

+ For sections 1-4 please type your comments in the spaces provided. You are asked to indicate if you expect fo receive a response from the College
+ For section 5, please select as appropriate (Yes, No or N/A). You are asked to provide additional comments, particularly if you answered ‘No
+ Names of all students and staff should be omifted from external examiners” repors, fo maintain appropriate confidentiality. Please do not include any text that could identify individual staff/students. (for example, providing a candidate number of a student
if they were the only individual undertaking the module/resit examination).
Unless comments are retumed within three weeks of completion of the Exam Board meeting, it may not be possible to act upon these comments in the forthcoming academic year
Please refurn expense claims with receipts attached by post to the Academic Quality Manager, The Royal Veterinary College, Hawkshead Lane, North Mymms, Hatfield, AL9 7TA.
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Do you have any suggestions for improvements based on experience at other institutes? We may use information provided in our annual external examining report:
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One final semtence just to fill it out a bit more.

Please check if you require a response from the College. [
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Thank you for submitting your report. It will now be passed to the Academic Quality Officer and Course Director..

Please click on ‘Save’ to submit the report.

(Cancel)
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Instructions for completion:

+ For sections 1-4 please type your comments in the spaces provided. You are asked to indicate if you expect fo receive a response from the College
+ For section 5, please select as appropriate (Yes, No or N/A). You are asked to provide additional comments, particularly if you answered ‘No
+ Names of all students and staff should be omifted from external examiners” repors, fo maintain appropriate confidentiality. Please do not include any text that could identify individual staff/students. (for example, providing a candidate number of a student
if they were the only individual undertaking the module/resit examination).
Unless comments are retumed within three weeks of completion of the Exam Board meeting, it may not be possible to act upon these comments in the forthcoming academic year
Please refurn expense claims with receipts attached by post to the Academic Quality Manager, The Royal Veterinary College, Hawkshead Lane, North Mymms, Hatfield, AL9 7TA.





