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UCL STUDENT AND REGISTRY SERVICES
Research Degrees

Assessment and Student Records
Guidance Notes: Nomination of Examiners Form for UCL Research Degree Candidates

	These guidance notes summarise the UCL guidelines for the completion of the Nomination of Examiners form for UCL research degree level examination candidates. An explanation of the UCL procedure for the nomination and appointment of examiners is available from the following web page http://www.ucl.ac.uk/srs/academic-regulations/res-deg
N.B This form must be submitted before the candidate submits his or her thesis.


	Section A:  Candidate and Supervisor Details                                                                                                                                                        

	Name of Candidate: Name as it appears on PORTICO and the candidate’s UCL Student ID card
Student Number : Number as it appears on PORTICO and the candidate’s UCL Student ID card

Principal Supervisor/Subsidiary Supervisor: Please provide details of the candidates’ Principal and Subsidiary Supervisor, or the supervisory team (where applicable), to administer the nomination and appointment of examiners.  Please include email addresses and telephone numbers.  Departments are required to ensure that students’ supervisory details are kept up-to-date on Portico.


	Section B: Description of Thesis to be Examined

	Thesis Title: Full title of thesis as approved on the examination entry form 
Thesis Description: Please cut and paste a description of the thesis as supplied by the candidate. The description should provide an overview of the thesis and enough information for a judgment to be made about the expertise required for its examination, but should not exceed 300 words.


	Section C: Nominated Examiners

	Examination Team: UCL’s Research Degrees are examined by two examiners: one Internal Examiner, and one External Examiner.  In exceptional circumstances two external examiners may be nominated.  Examiners from outside the UK are only agreed in circumstances where alternative UK examiners cannot be sourced.

Internal Examiner: For UCL awards, the Internal Examiner must come from within the UCL community.  This includes those holding Honorary UCL contracts.  A candidate’s supervisor (Principal or Subsidiary) should NOT be nominated as an examiner.  
External Examiner: The External Examiner must come from outside the UCL Community, i.e. must not hold a UCL contract of employment or an Honorary contract with UCL. A period of at least three years should have elapsed between a proposed External Examiner holding a post at UCL and his or her nomination as an External Examiner.  
Two External Examiners: RDC permission is required for the appointment of two external examiners.  To obtain this approval, please provide a statement in the box provided on the form to support your nomination. Reasons may include: no suitable examiner from UCL due to lack of expertise or a close connection existing between the candidate and/or supervisor(s) and any potential examiner from within UCL. N.B. the two external examiners must not come from the same institution.
Overseas Examiners: RDC Permission is required for the appointment of examiners from overseas. Supervisors are required to provide a supporting statement on the form explaining why an alternative examiner from the UK cannot be found and confirmation that the Department will cover any costs in excess of £400.  
From 6 April 2012, the UKBA have created a new route for permitted paid engagements for a limited group of professionals who are invited to come to the UK because of their particular skill or expertise. Permitted activities will include visiting to give a lecture, examining students and participation in or chairing selection panels. Entry will be restricted to one month. Visits of longer than one month to undertake paid activity will require sponsorship under Tier 2 or 5, as appropriate; full details as http://www.ucl.ac.uk/hr/docs/cos.php.
Subject Expertise: Please provide a statement demonstrating the suitability of the nominated examiner to conduct the examination of the candidate. This information is needed to assist the signatories in making their decision.  
Research Degree Examining Experience: The number of previous research degree examinations conducted by the proposed examiner for both UCL/University of London and other UK HE Institutions must be indicated for each examiner. The examiners should have sufficient research degree examining experience between them. If an inexperienced examiner is nominated, he or she should be paired with an experienced examiner.

Supervisor’s declaration confirming the independence of examiners from the thesis to be examined: The proposed examiners should not have any close connection which might inhibit an objective and transparent examination. It is exceptional for an examiner to be appointed whose own work is the focus of the thesis. As a rule, collaboration partners or those who have worked or been closely associated with the candidate in a professional and/or private capacity should not be nominated. This may also apply to supervisors who have undertaken extensive, or recent, collaboration with any of the nominated examiners. Sometimes examiners may be acquainted with the supervisor/s and sometimes the candidate.  This should not necessarily be a bar to appointing an examiner but full disclosure of such links should be made.


	Section D: Departmental Approval

	The Departmental Graduate Tutor must sign this section if he or she is satisfied that the nominations are being made in accordance with the guidelines for the appointment of examiners and having taken into due account the rationale provided for any departure from these norms. Where the Departmental Graduate Tutor is a supervisor of the candidate concerned, the Examiner Nomination form should be signed by the Head of Department.


	Section E: Faculty Approval  

	The Faculty Graduate Tutor must sign this section if he or she is satisfied that the nominations are being made in accordance with UCL guidelines on the appointment of examiners and having taken due account of the rationale provided for any departure from these norms and any comments appended by Student and Registry Services.

In instances where the Faculty Graduate Tutor is the supervisor of the candidate, the nomination and appointment form should be approved by the Dean of the Faculty or referred to Research Degrees, Student and Registry Services for advice.  In general, if there is any potential conflict of interest or potential for compromise, the nomination and appointment form should be signed by the Chair of the RDC or the Chair’s nominee and a senior member of UCL staff.


Overview of Nomination Form Process:
	Principal Supervisor completes:
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	Departmental Graduate Tutor completes:
	 SHAPE  \* MERGEFORMAT 



	Research Degrees Office
Student and Registry Services

	· Section A

· Section B

· Section C
	
	· Section D
	
	· Checks Form

· Forwards to Faculty Graduate Tutor to complete Section E
· Return to Research Degrees
· Confirms outcome to Principal Supervisor


UCL STUDENT AND REGISTRY SERVICES 
Research Degrees

Assessment and Student Records
Nomination Form:   Examiners for UCL Research Degree Candidates
UCL guidelines for the nomination of examiners, an explanation of the process and the nomination form can be accessed by following this link: http://www.ucl.ac.uk/srs/academic-regulations/res-deg/guidance#supervisors. 
Please explain clearly any aspects of the nominations being made that do not fully comply with the guidelines for the nomination of examiners. 
	Section A:  Candidate and Supervisor Details


	Candidate:  
	

	Title:       
	Forename:         
	Surname:      

	Department:       

	Student Number:       

	

	Please confirm which award the candidate has opted for:        UCL:   FORMCHECKBOX 
              UoL:   FORMCHECKBOX 



	Level

PhD    FORMCHECKBOX 
      MPhil/MPhilStud    FORMCHECKBOX 
      EngD     FORMCHECKBOX 
      MD(Res)    FORMCHECKBOX 
      DDent/DSLT    FORMCHECKBOX 



	Principal Supervisor:   



	Title:        
	Forename:       
	Surname:      

	Email:     
	Telephone:        

	Department or Institute:        

	Subsidiary Supervisor: 

	Title:        
	Forename:        
	Surname:        

	Email:      
	Telephone:         

	Department or Institute:        



	Section B: Description of the Thesis to be Examined 


	Thesis Title:      


	Thesis Description (NB not to exceed 300 words): 

      



	Section C: Nominated Examiners


	1) Internal Examiner: 


	Title:    

     
	Forename:    

     
	Surname: 
     

	Email: 
     
	Telephone: 
     

	Department or Institute Address: (Please provide the full postal address and post code) 
     
Post Code:       


	Subject Expertise:         
 

	Research Degree Examining Experience:

Please indicate the following: 

	Number of UCL research degree examinations undertaken:                                         
Number of UoL research degree examinations undertaken:                                         
Please specify the names of institutions:      
Number of research degree examinations undertaken for other institutions:                                                                                                  
Please specify the names of institutions:      
Please note that the nomination form will not be processed without this information.


	2) External Examiner:          
If an External Examiner from overseas has been nominated, please complete point 4 below

	Title:    

     
	Forename:    

     
	Surname: 
     

	Email: 
     
	Telephone: 
     

	Department or Institute Address: (Please provide the full postal address and post code) 
     
Post Code:       


	Subject Expertise:         


	Research Degree Examining Experience:

Please indicate the following: 

	Number of UCL research degree examinations undertaken:                                         
Number of UoL research degree examinations undertaken:                                         
Please specify the names of institutions:      
Number of research degree examinations undertaken for other institutions:                                                                                                  
Please specify the names of institutions:      
Please note that the nomination form will not be processed without this information.

	3) Second External Examiner (if applicable):      
If an External Examiner from overseas has been nominated, please complete point 4 below


	Title:    

     
	Forename:    

     
	Surname: 
     

	Email: 
     
	Telephone: 
     

	Department or Institute Address: (Please provide the full address and post code) 
     
Post Code:       


	Subject Expertise:         
 

	Research Degree Examining Experience:

Please indicate the following: 

	Number of UCL research degree examinations undertaken:                                         
Number of UoL research degree examinations undertaken:                                         
Please specify the names of institutions:      
Number of research degree examinations undertaken for other institutions:                                                                                                  
Please specify the names of institutions:      
Reasons for nominating two External Examiners (see guidelines):

     
Please note that the nomination form will not be processed without this information.


	4)  Reasons for nominating an Examiner from outside the United Kingdom (if applicable – See guidelines)
     
Please note that the nomination form will not be processed without this information.


	5) Supervisor’s declaration 
Are you aware of any professional, academic or personal connections between (a) the candidate and either examiner or (b) the supervisors and either examiner?    Yes:  FORMCHECKBOX 
                             No:  FORMCHECKBOX 
   

If yes, what are they?:       


	In order to demonstrate the independence of the nominated Examiners, please answer the following questions:

Have any of the nominated examiners been involved in the research reported in the thesis? 

Yes:    FORMCHECKBOX 
     
No:    FORMCHECKBOX 

Were any of the nominated examiners party to the candidate’s transfer from MPhil to PhD?   

Yes:    FORMCHECKBOX 
          
No:    FORMCHECKBOX 

If you have answered yes to any of the above, please provide further information:      


	Where the examiner’s expenses claim exceeds £400, Student and Registry Services will reclaim the excess amount from the Department via IDT.
I confirm that the examiners are being nominated in compliance with UCL guidelines on the appointment of Research Degree Examiners.            

 Signature of Supervisor : _____________________________________________ Date: ___________________ 


	Section D: Department Approval

	Department Approval

Yes:    FORMCHECKBOX 
                                            No:       FORMCHECKBOX 


	Departmental Graduate Tutor:       
Title:                                                                
	Forename:          
	Surname:        

	Email:       
	Telephone:       

	Departmental Graduate Tutor’s Signature: ____________________________________________________  Date: _______________________________


Departments must ensure that sections A to D (only) of the Nomination Form are completed before sending to:

Research Degrees, 
Assessment and Student Records, 
Student and Registry Services, 
UCL, 
Gower Street,
London WC1E 6BT.  
N.B. Please do not submit the form directly to your Faculty Graduate Tutor.  Any queries will be referred back to the supervisor(s), Departmental Graduate Tutor or Faculty Graduate Tutor if necessary by the Research Degrees Office.

	Section E: Faculty Approval  

	The Faculty Graduate Tutor will sign this section if they are satisfied that the nominations are being made in accordance with UCL guidelines on the appointment of examiners and having taken due account of the rationale provided for any departure from these norms and any comments appended by Student and Registry Services.

	Faculty Approval

Yes:  FORMCHECKBOX 
            No:  FORMCHECKBOX 
  *

* Comments (If approval has not been given please specify next steps to be taken):      


	Faculty Graduate Tutor:      

Title:        
	Forename:         
	Surname:       

	Email:       
	Telephone:       

	Faculty Graduate Tutor’s Signature:________________________________________________________   Date: _______________________________



	Section F: UCL Approval

	UCL  Approval

Yes:  FORMCHECKBOX 
            No:  FORMCHECKBOX 
 
Comments (If approval has not been given please specify next steps to be taken):      


	Signature of Chair of RDC or Chair’s Nominee: ____________________________________________  Date: _______________________________
 


Submits to	





Submits to	
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