Instructions for External Examiners submitting Annual Report

The Royal Veterinary College utilises an online system for submitting External Examiner Reports. This allows External Examiners to view the
report that they have submitted and the responses made to them, online for the duration of their appointment. External Examiners are required
to submit annual report via a web form on our External Examiner Report System at: https://exr.rvc.ac.uk/Account/Login.aspx?ReturnUrl=%2f .

External Examiners can choose to submit individual reports or work collaboratively. 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:

e Forindividual 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 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, and approved in case of collaborative report, the External Examiners will receive an email with a claim
form for fees and expenses and instructions how to submit it.

Please see below some further instructions with screenshots!

For any queries, please contact Academic Quality Officer Ana Filipovic afilipovic@rvc.ac.uk

THANK YOU!


https://exr.rvc.ac.uk/Account/Login.aspx?ReturnUrl=%2f
mailto:afilipovic@rvc.ac.uk

For Collaborative Report: Personalised Portal — Name of
External Examiner will appear

here!

Instructions for the Lead Examiner:

Home page

Welcome gedlis !
Log Out

Status

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!

Weicome gellis !
Log Out

External Examiner Report System

Instructions | 1 The Programmes | I Studest performances = 3 Assessment Process | 4 Assessaent Procedures | 6 Goneral Stataments | § Completion

Inatructions for completion

» For soctsoom 1-2 please type your commments = e spaces provided You are asked 1o indicate 1f you expect to receive & response from the College
* Forsecncan 5, please select as appeopraate (Yes. No or N'A). You e asked to provide addmonal comments, particularly if yos answered "No
* Nuors of all srodents snd w3 should be omanted from extemal exammers” reposts, to maintain approgmate confidentinlity. Please do not inciede any text that could identify wénadsal staff stvwdenty. (for exumple, pronsdmg a candidase mumber of a student

* Unless comments are retumned withan shree weeks of completion of the Exam Board meeting, it may not be possible 10 act upon these comments n the forthcoming acodemic venr
* Please retm expense clums widh secerpty attached by post 1o the Acadennc Quality Manager, The Roval Vetermary College, Hawkshead Lane, North Mymswe, Hatfield, ALY TTA

Once you have read

the instructions,

please click ‘Next'.
This will take you to

of they were the only mdividual underaiong the module tesit examnation)




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.

Weilcome gedlis |
Log Out

External Examiner Report System

Home Aaministrason

strecsions | 1 The Programms | 2 Student performance | 3 Asseasment Frocess | 4 Assessument Procedures S Cenernl Statemants | & Compietion

Please comment, as appropriate, on the following aspects of the programme:
1.1 Course content

Fiease check If you require a response from the College.
1.2 Leaming objectives, and the extent to which they were met

Please check if you require a response from the College.
1.3 Teaching methods

Please check if you require s response from the College.
1.4 Resources (in 50 far as they affected the assessment)

Please check if you require a response from the College.



Final page of the report!

Weicome gellis |

Log Out

External Examiner Report System

Home Agmnntration

Imstucnons 1 The Programme | 2 Fludent peciormancs | J Assassment Frocess | € Assessment Procedures | 3 General Statementy | & Compistion

If you have identified any areas of good practice, please commant more fully hera. We may use information provided in our annual external examining report:
Do you have any suggestions for improvements based on experience at other institutes? We may use information provided in our annual extermal examining report:

Please check if you require a response from the Callege.
E d Examiner : 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,

[ |

Pop up when ‘Submit’ clicked!

Thank you for submitting your collaborative report as a Lead Examiner. Your report will now be reviewed by other examiners coliaborating on this report. If they request any changas to the report you will receive an
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,

Plaase click on 'Save’ 1o submit the report.

Please check if you require a response from the College. | /

Once you have
entered the
report, click

Submit! You will

receive a pop up

helow!

Click
‘Save’ to
submit
the
report!




Personalised Portal — Name of
External Examiner will appear
here!

Instructions for the Collaborating Examiner — Review Report - Home Screen

Weicome sbadger |
Log Out

External Examiner Report System

'Your Reports

Comrse Name Coarse Yeur Academic Year Meeting Dase Status

[CombnedDegroe 1 201318 10032018 Collaboratng Exaemuses Plesse submi st tenew

Instruction Tab — please pay attention to these, specifically to the first bullet point! Please note that the report can be changed once only

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

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.

Welcome shadger !
Log Out

External Examiner Report System

Instructions | 1 The Programme | 2 Stwdent performance | 3 Assessment Frocess | 4 Assessment Procedures | § General Statements | & Completon

Instructians for completion

¢ Note If you wak the Lead Examines w0 make any changes o additions 10 the report plesie smake commments in the spece provuded apainat the appropratte secton below aad these wall be passed o the Lead Exanunes foe connderation. When the lead
exanune has made changes revudting from amy commenis made by examiners collaboesting co this report. you wall be mnfoemed that the amended repoct 1 mailable foe further yeview

+ Nemes of ol srodenns and staff should be omumed from exteenal examinsn’ sepom, 10 approg: fidenmalny Please do oot smcludes amy 1o thar could wdesnty indivadual sratf srudenn (for example, geoviding a candudoe number of a ssodem
of they were the ealy individual undenaling the module et exassgtion)

+ Unless commesnts are returned withm theee weeks of complenion of the Exam Board meenng, it may oot be possible 1o act upon these commeenns m the forthooonmg azademic year

* Please teturs expense ciums with recerpes attached by post w0 the Academor Quality Mauager, The Royal Vetennnary College, Hawkshead Lane, Norts Mymmy, Hatbeld, ALY 7TA




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

Welcome sbadger |
‘ ’ Log Out
Royal

Emw External Examiner Report System

Instructoms | | The Programme | 2 Student performance | J Assesasment Process | 4 Assessment Frocedures | § Generat Statements | & Completion

Please comment, as appropriate, on the following aspects of the programme:

= 1.1 Course content

Lead Examiner's Comments:

Text for tast raport - ancugh to make the report look farly realistic n terms of the amount of text entered. Second sentence of that taxt In the 1est report. A thed and finad sentance for tha paragraph which will
hapetully make it 3 regsonable size

Resp from d: NO

These are CoEments mede by the collanorating exmsiner, 1f for enayple TRay would like sceething chanped is the report.

r~1.2 Learning objectives. and the extent to which they were met

Lead Examiner's Comments:

Text for test repor - anough to maks the report lnok farty realistic n tarms of the amount of text entered. Second sentence of that text in the tast report. A thed and finad santance for ths paragraph which will
hopatully make it 3 reasonable size

Resp from colls q d: NO

Your C ts:

i—1 3 Teaching methods



Review Report — Final part of report!

Wolcomo sbedger !
Log Out

O
a%—v External Examiner Report System

If you have iduntified any areas of good practics, plesse comment more fully here. We may use information provided in our @ report:
- D0 you have any for based on arparence st othes iInsttiuiae 7 Wa may uss Infarmation provided in owe annual mport:

Lead Examiners Comments:

Toont S Tarsl et - weoughy 10 ke Ui report Iook ety (it i Sems of B srourdt OF el eriniod. Second Seniunce of St bext o P el vport A Sed and el semiunos o e parmgneess woech wil
Popeddly make f x ressonable sioe

Response from college requested i n
Your C Lol
r__zz-_"-...

~ External £ L For o oty (R W0 Extornal £ * Mo G0 e Colloge s webaite Flaane only ae This BOX 16 ST wry COmmonts 1hat you wish to remain confidentisl,

Your Commants:

e
@é |

Collaborating Examiner — Review Report — Pop up when submit button clicked

Thank you for reviewing the Lead Examiner’s report.
Please select one of the options below to complete your review:

© | approve the report as entered by the Lead Examiner and | am not requesting any amendments
@ 1 wish to request changes to the report as specified in my comments

[ Save ][ Cancel |

Once you have
reviewed the
report, click
Submit! You will
receive a pop up
helow!

Click ‘Save’ to
submit the
report!




Personalised Portal — Name of
External Examiner will appear
here!

Individual Examiner — Home Page

Weicome shall |
o Log Out

o g%w External Examiner Report System

z Urrsarmty of London

[Your Reports
Course Nasus Course Yasr Academic Year Mooting Date Status
Biologacal Sciences (Sandwich) 2 201314 10:052014 Indrrvdoad E ‘Repar 1, 1o action required
) al § (Sandwich) s 201314 13052014 |Indivadual Examner |Report submatted, no action requiced
B5¢ Buoveteritiry Sciences {Sanduwch) - 201514 15082014 Indrvadoal Examaner [Report submatiesd, no actvon 1equired
B wnary Scoences (Saedusch) 5= 3013714 16052014 dradaal E subuunad, no acton 1gquised
Accelerated BV etMed B 201314 17052018 [indivedual Exams [Piease subemut sepon
bized 1 201415 18052014 |Indivadual Examaner [Report submtted, no sction required
[Combuned Degres 2 2013 44 17052014 Indirsdual Examaner [Piease submus report

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.

Weicome shall !
Log Out

Mstructions | 1 The Programme | 2 Student performance | J Assesament Process | 4 Assessment Procedures | § General Statements | § Completion

Instructions for completion:

* For sectoms 1.4 please type your comments in the spaces provaded. You are asked to mdicate if vou expect 1o recerve 2 respome from the College

* For sectiom 5, please select as appropraste (Yes, No or N'A). You see seked to provide additional comeents, particulasly 1f you snswesed ‘No

» Names of all studesty snd staff should be omuimed from external exmminens’ reports, 0 maintmn appropriste confidentiality Please do mot include any text that could 1destify individual veaffstudemt (for example. providing a candidate smamber of 2 studdent
if they wese the cnly indnadual endertaing the module r2se examinatica)

* Usless comments are remureed withus three weeks of completion of the Exam Board meecing, i may not ke possibis 10 act upon these comments = the forthcoenng academe: year

¢ Please recom expense clams with recespts amacked by post to the Academic Quality Manager, The Roval Veterinary College, Hamkshead Lane, Noeth Mywama, Haefield, AL 7TA /|

Once you have read
the instructions,
please click ‘Next'.
This will take you to




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

Weicome shall |
Log Out

O..:L., ;
Eg,,;g;w External Examiner Report System

Imstructions | 1 The Programme | T Student performance | 3 Assessment Process 4 Assessment Procedures | 8 General Statements | & Completion

Please comment, as appropriate, on the following aspects of the programme:

1.1 Course content

Pleass check If you require a response from the College.
1.2 Leamning objectives, and the extent to which they were met

Please check If you require a response from the College.
1.3 Teaching methods

Please check if you require a response from the College.
1.4 Resources (in 50 far as they affected the assessment)

Please check if you require a response from the College.

4 EDlnnea menulde ame nlodibinmal b el At melir e $hm Do




Lndividual Examiner — Final Page of Report

Welcome shall |
Log Out

External Examiner Report System

instructions | T The Programme | 2 Student performance | 3 Assessmant Process

4 Assessment Procedures | 5 Genmeral Statements | & Completion

If you have identified any areas of good practice, please comment more fully here. We may use information provided in our annual external examining report:
Do you have any suggestions for improvements based on experience at other institutes? We may use information pr

ded in our i external examining report:
Lets of text for the 1ndivisual examiners fepcit LO 2ARe the feport 1ook hice and ful oS53 sentence cf the paradraph whish will shostly be followed Dy & thlisd sestense. This 13 the
third sentenoe e proxised in the second sentence above. One final semtence Just ©o fill it oot @ bit more.
Please check if you require a response from the College,
Once you have
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, entered the
it any)
- y - - — report, click
R0te of sext fo7 the individoal eXRmInATS CEEGIT to FAXe the repoit look nice and full. Secood sentease of the paragraph whach will shortly be followesd Dy & third sestence. This Ls the -
third sentamce a3 promised in the seccad sentence above. One f£inal swatence J=st tc £3ll it oot m bit scre. Submit! You
will receive a

- pop up below!
Please check If you require a response from the College.
(s (Gusanit

Individual Examiner — pop up when submit button clicked!

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.

Click
‘Save’ to
submit
the
report!




