
https://www.ucl.ac.uk/academic-manual/sites/academic_manual/files/examiner_nomination_form.docx
https://www.ucl.ac.uk/students/exams-and-assessments/research-assessments/format-bind-and-submit-your-thesis-general-guidance
https://www.ucl.ac.uk/doctoral-school/key-contacts/faculty-and-department-contacts
https://www.ucl.ac.uk/students/exams-and-assessments/research-assessments/examination-entry
http://www.ucl.ac.uk/portico
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7. If you learn of a change to an examiner’s contact details at any stage of the 
examination process, you must update the Research Degrees Team immediately. 
 

Stage Two - Departmental Level Approval (DGT) 
 
1. As DGT, review the completed nomination form, checking for potential issues such 

as conflicts of interest and whether an examiner has been used too frequently (full 
guidance below).  

2. Add your approval by completing Section D of the nomination form, ensuring that 
the nominations are being made in line with the guidelines for the appointment of 
examiners. If this is not the case, add a supporting statement.  

3. If approved, promptly email the signed form to the Research Degrees Team   for 
review, as further approval steps are still required by multiple teams after you, and 
delays during this period can be particularly stressful to candidates. 

4. If you do not approve the form, return it to the supervisor for further clarification or 
new nomination(s).   

5. Members of the supervisory or examining teams cannot approve their own 
nomination form. If you are a member of the supervisory or proposed examining 
team, the form must be signed by the Head of Department or a Deputy DGT. 

 

Stage Three – Checks by Research Degrees Team 
 
The Research Degree Team carry out checks to ensure that the nominations meet 
UCL’s regulations and guidelines. If there are any queries, they will email the 
supervisor and the DGT for further information. This can take time, which is why it is 
important for the form to be submitted at least four months before the thesis 
submission. Please note that the candidate may submit their thesis before the 
examiners have been appointed but this may delay the viva date. 

Stage Four – Faculty Level Approval 

The Research Degrees team pass all nominations to the relevant Faculty Graduate 
Tutor (FGT) for consideration. 
 
If the FGT is also a member of the supervisory or proposed examining team, they will 
send the nomination form to an alternative FGT. 
   
The FGT will consider the details provided by the Department and the Research 
Degrees team. If they are satisfied that the nomination meets UCL’s regulations and 
guidelines, they will approve it.    
 
If a nomination is not approved by the FGT, they will return it to the Research Degrees 

mailto:researchdegrees@ucl.ac.uk
https://www.grad.ucl.ac.uk/essinfo/facGradTuts.pht
https://www.grad.ucl.ac.uk/essinfo/facGradTuts.pht
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10)  You must not nominate an examiner who has undertaken meaningful, direct, and 
recent, collaboration with you or any other of the candidate’s supervisors. If you or 
the other supervisor(s) have any joint publications with the examiner, you must give 
full details in the relevant section of the nomination form.  You must indicate: 

 
 how recent these are 
 the extent of the collaboration 

 
 

Frequency of appointment: 
 

11)  As primary supervisor, you should not nominate an internal examiner who has 
been appointed for one of your supervisees in the previous twelve-month period. 

 
12)  You should not nominate an external examiner who has been appointed for the 

candidate’s academic department within the previous twelve months. Your PGR 
Administrator can find information on examiner appointment frequency using the 
Research Degree Examiner view in Portico. 

 
13)  If you nominate an examiner who exceeds the recommended number of 

appointments, you must include a supporting statement on the nomination form 
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20)  If a candidate is a member of staff of UCL, you should not nominate an internal 
examiner from the same department as the candidate or supervisor(s).  However, 
where no one else is available with sufficient expertise, an examiner from the same 
department may be appointed if a Viva Chair is used. You should nominate a Viva 
Chair on the separate Nomination Form for Viva Chair. The Chair must be from 
another department in UCL, they must have experience of UCL’s examination 
processes and must be independent of the supervising team and candidate. The 
supervisor will be responsible for liaising with the Chair when making arrangements 
for the viva examination. 

 
 
Eligibility of external examiner:  
 
21) The external examiner must come from outside UCL (i.e. must not hold a UCL 

contract of employment or an honorary UCL contract).  
 

22)  Former members of UCL academic staff can act as an external examiner after 

https://www.ucl.ac.uk/academic-manual/sites/academic_manual/files/nomination_form_for_viva_chair_non-ioe.docx
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fpermitted-paid-engagement-visitor%2Fapply-permitted-paid-engagement-visitor-visa&data=04%7C01%7Cs.kenny%40ucl.ac.uk%7C6f37e02e2e1842064bc808d9fb70ea3e%7C1faf88fea9984c5b93c9210a11d9a5c2%7C0%7C0%7C637817284656866303%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=D07HwHyfCQQeo%2FrRGlfutbcAVHKxAqBVwxHTuwnE1k4%3D&reserved=0
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