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External Examiner 
submits CV to the 

School

YES

KEY
Recipients of the External Examiner CV and Nomination Form are ask to not 
download this documents to their computer as represents a potential risk to 
breach GDPR Law. 

Undergraduate External Examiner Nomination and Approval Process Map

MEANING OF ABBREVIATIONS
EE: External Examiners
DUTL: Director of  Teaching and Learning (Undergraduate)
QO: Quality Office

C
o

u
n

ci
l

PRD10 Form: Pension-Related Deduction Employment Declaration
PPS Number : Personal Public Service Number
HR: Trinity Human Resources department

Annual Nomination 
Call for External 

Examiners in October

START

1.0

Course  Coordinator
considers potential 

nominees, request CVs 
and checks for potential 

Conflict of Interest

2.0

2.1

Submit Online 
External Examiner 

Nomination and CV

Submit Online 
External Examiner 

Nomination and CV

2.2

EE Nomination Form

DUTL review CV and 
Sign-off the EE 

Nomination Form

2.3

Review CV and EE 
Nomination Form

3.0

Are there any 
queries raised?

School receives 
queries from QO and 

re-submit Nomination 
Form and CV

3.1

Senior Lecturer 
reviews CV and EE 
Nomination Form

3.2

NO

Microsoft Teams

Microsoft Teams

Microsoft Teams

Has the 
nominee being 

approved?

YES

Email notification is 
sent to the School by 

the system

3.2.1

NO

School sends
Letter of Invite and 
Information Pack to 

approved EE 

4.0
School sends

Letter of Invite and 
Information Pack to 

approved EE 

4.0

External Examiner 
submits Set-up Form 

(first claim)

External Examiner 
submits Set-up Form 

(first claim)

4.1

Irish EE submits 
PRD10 Form

Irish EE submits 
PRD10 Form

4.3

External Examiner 
submits Bank Set-up 

Form

External Examiner 
submits Bank Set-up 

Form

4.2

Non-Irish EE applies 
for PPS Number

Non-Irish EE applies 
for PPS Number

4.4

END

Link to the Form Link to the FormLink to the Form Link to Website

School receives forms 
from the External 

Examiner

4.6

School shares the 
Bank Set-up Form 

with HR

5.0

HR sets up newly 
appointed External 

Examiners on College 
systems

5.2

School requests a 
Trinity Computer 

Account for EE 
from HR

5.1

HR sends email to EE 
with log in details 

(Account username 
and password)

5.3

EE is required to set 
up Two Steps Sign-in 
within 30 days after 

email received

5.3.1

School enrolls the 
External Examiner in 

the relevant 
Blackboard modules.

5.4

Note: Passwords associated with 
Trinity computer accounts expire 
every 180 days (approx 6 months)

A  list of approved  
External Examiners is 

consolidated

3.3

Senior Lecturer 
approves 

Consolidated List of 
External Examiners

3.4

Consolidated List of 
EE is submitted to 

Council for Noting in 
May every year

3.5

END

External Examiner 
Examination and 

Report Process Map

Info required for New 
External Examiners

(Website)
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Approval 
notification is 

sent to the 
School
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https://forms.office.com/pages/responsepage.aspx?id=jb6V1Qaz9EWAZJ5bgvvlK7-_PzOxdBxHpj_JFIaYEG1UM005MlJVMVJKWTlNVVFINk5IMTFFT0ZLOSQlQCN0PWcu&route=shorturl
https://forms.office.com/pages/responsepage.aspx?id=jb6V1Qaz9EWAZJ5bgvvlK7-_PzOxdBxHpj_JFIaYEG1UM005MlJVMVJKWTlNVVFINk5IMTFFT0ZLOSQlQCN0PWcu&route=shorturl
https://www.tcd.ie/hr/assets/pdf/Irish_External_Examiner_Setup_First_Claim.pdf
https://www.tcd.ie/hr/assets/pdf/Irish_External_Examiner_Setup_First_Claim.pdf
https://www.tcd.ie/hr/assets/pdf/prd10.pdf
https://www.tcd.ie/hr/assets/pdf/prd10.pdf
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.tcd.ie%2Fteaching-learning%2FEducation%2FExt.Examiners%2FDocs%2FEE%2520Pay%2520Form%2520Jun%25202020.xlsx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fwww.tcd.ie%2Fteaching-learning%2FEducation%2FExt.Examiners%2FDocs%2FEE%2520Pay%2520Form%2520Jun%25202020.xlsx&wdOrigin=BROWSELINK
https://www.gov.ie/en/department-of-social-protection/services/get-a-personal-public-service-pps-number/
https://www.gov.ie/en/department-of-social-protection/services/get-a-personal-public-service-pps-number/
https://www.tcd.ie/teaching-learning/Education/Ext.Examiners/Information%20for%20Schools.php#Info
https://www.tcd.ie/teaching-learning/Education/Ext.Examiners/Information%20for%20Schools.php#Info
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