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Initiation PhaseInitiation Phase

Start

emailemail

Annual Call for PGT 
Examiner 

Nominations in 
February

1

Annual Call for PGT 
Examiner 

Nominations in 
February

1

DGS reviews 
Nomination Forms 

and CV and 
approves/ does not 
approve nominee 

3.0

DGS reviews 
Nomination Forms 

and CV and 
approves/ does not 
approve nominee 

3.0

Course Coordinator 
considers appropriate 
nominees and checks 

for potential Conflict of 
Interest 

2.1

Procedure

Course Coordinator 
considers appropriate 
nominees and checks 

for potential Conflict of 
Interest 

2.1

Procedure

Course coordinator 
submits nomination 

Form and CV to 
DTLPG

2.2

Procedure

Course coordinator 
submits nomination 

Form and CV to 
DTLPG

2.2

Procedure

DTLPG sends 
nomination Form 

and CV to 
genadgso@tcd.ie to 

approve

2.3

DTLPG sends 
nomination Form 

and CV to 
genadgso@tcd.ie to 

approve

2.3

Nomination 
Form and CV

3.1

A consolidated list 
of approved PGT 

External Examiners 
is prepared and 

submitted to 
Council for noting 

3.1

A consolidated list 
of approved PGT 

External Examiners 
is prepared and 

submitted to 
Council for noting 

Consolidated List

Council Notes 
Consolidated List

3.2

Procedure
Council Notes 

Consolidated List

3.2

Procedure

School sends 
Information Pack to 
approved External 
Examiner (see EE 

website)

4.0

School sends 
Information Pack to 
approved External 
Examiner (see EE 

website)

4.0

5.0

External Examiner 
submit a Bank Set Up 

Form

5.0

External Examiner 
submit a Bank Set Up 

Form

Non -Irish External 
Examiners apply for 
PPS Number (refer 

website)

5.2

Procedure

Non -Irish External 
Examiners apply for 
PPS Number (refer 

website)

5.2

Procedure
Irish External 

Examiners submit a 
PRD-10 Form

5.1

Irish External 
Examiners submit a 

PRD-10 Form

5.1

6.0

HR sets up newly 
appointed External 

Examiners on 
College systems

6.0

HR sets up newly 
appointed External 

Examiners on 
College systems

External Examiner 
applies for 

password to access 
VLE (see website)

5.3

Procedure

External Examiner 
applies for 

password to access 
VLE (see website)

5.3

Procedure

EE returns forms 
to School

7.0

School sends 
Assessment 

Information,  to EE 
on GDPR compliant 

platform

7.0

School sends 
Assessment 

Information,  to EE 
on GDPR compliant 

platform

Assessment information

GDPR
Alert
GDPR
Alert

EE reviews marking 
scheme, exam pack 
and exam papers 

and provides 
feedback to School

8.0

EE reviews marking 
scheme, exam pack 
and exam papers 

and provides 
feedback to School

8.0

Course Coordinator 
considers and acts 

on EE feedback

9.0

Course Coordinator 
considers and acts 

on EE feedback

9.0 Following assessment 
the relevant scripts and 
assessment information 
and the link to Annual 
Report are sent to the 

EE via a GDPR 
compliant platform

10.0
Following assessment 

the relevant scripts and 
assessment information 
and the link to Annual 
Report are sent to the 

EE via a GDPR 
compliant platform

10.0

GDPR
Alert
GDPR
Alert

Exam Scripts and 
Assessment Information and 

link to Annual Report

Link to Annual Report

x

??
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Examination and Report PhaseExamination and Report Phase

From 10From 10

Courts of Examiners

11

Courts of Examiners

11

EE participates in 
CoE Meeting

11.1

EE participates in 
CoE Meeting

11.1

Following CoE, EE 
submits EE Payment 

Requisition Form 
and any expense 

claim to the School

12

Following CoE, EE 
submits EE Payment 

Requisition Form 
and any expense 

claim to the School

12

PPSN PPSNPPSN PPSN
GDPR
Alert 
PPSN
PPSN PPSN
GDPR
Alert 
PPSN

13

EE presses Submit on 
the Annual Report 

Template

13

EE presses Submit on 
the Annual Report 

Template
EE receives PDF 

of Annual Report

SharePoint

Annual Report 
automatically 

uploads to 
SharePoint

13.1

Annual Report 
automatically 

uploads to 
SharePoint

13.1

emailemail

Notification sent to 
nominated School 
contact to accept 

report. Report listed 
as received on 

School list 

14

Procedure

Notification sent to 
nominated School 
contact to accept 

report. Report listed 
as received on 

School list 

14

Procedure

Annual 
Report

Report sent to GSO to 
acknowledge. GSO 

accepts the report and 
response noted on 

SharePoint list

15

Report sent to GSO to 
acknowledge. GSO 

accepts the report and 
response noted on 

SharePoint list

15

GSO reviews the 
report and escalates 
any issues to DGS

17

GSO reviews the 
report and escalates 
any issues to DGS

17 DGS seeks a 
response from/

meeting with  the 
School on Annual 

Report

17.1

DGS seeks a 
response from/

meeting with  the 
School on Annual 

Report

17.1

Payment 
Requisition Form 

and expense cliam

12.1

School endorses 
Payment 

Requisition Form 
and Expense Claim 
and sends to HR

12.1

School endorses 
Payment 

Requisition Form 
and Expense Claim 
and sends to HR

PPSN PPSNPPSN PPSN
GDPR
Alert 
PPSN
PPSN PPSN
GDPR
Alert 
PPSN

12.2

HR processes Payment 
Requisition Form and 
claims for expenses 

and executes payment 
of EE

12.2

HR processes Payment 
Requisition Form and 
claims for expenses 

and executes payment 
of EE

Report considered 
at School 

Committee and 
actions if required, 

agreed

18

Report considered 
at School 

Committee and 
actions if required, 

agreed

18

End of
Process
End of
Process

School disseminates 
Annual Report to 

Programme Staff for 
consideration and 

response to EE

16

School disseminates 
Annual Report to 

Programme Staff for 
consideration and 

response to EE

16

Response to EE on 
Report 

recommendations

SharePoint
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