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Head of Examinations & Assessments: Role and Responsibilities

Background

The Head of Examinations and Assessment is appointed by the Principal of the Faculty of Medicine, in consultation with the Head of Undergraduate Medicine, and in agreement with the relevant Head of Division.  The Head of Examinations and Assessment is responsible to the Head of Undergraduate Medicine.  The appointment is normally made for three years and reviewed annually thereafter.  It is expected that the Head of Examinations and Assessment will have experience of MB BS/BSc teaching and examining, and of, or have received training in, Committee Directorship, and will attend other such courses/training as the Head of Undergraduate Medicine may recommend.

Role
The Head of Examinations and Assessment provides academic leadership for examinations and assessment policy development and implementation, and the development, delivery and evaluation of all examinations and assessment associated with the Undergraduate Medicine (MB BS/BSc) programme at Imperial College. 

Responsibilities

1. Ensure the overall integrity of the examinations and assessments of the MBBS/BSc course.

2. Ensure that Sub-Board Chairs manage the examinations and assessments for their courses in compliance with University and College policy and with Faculty of Medicine policies and procedures. 

3. Chair the Board of Examiners, as delegated by the Principal of the Faculty of Medicine.

4. Lead the development and oversee the implementation of new examination and assessment processes and procedures as appropriate.

5. Liaise with Chairs of the Sub-Boards of Examiners and supervise the working of the examination sub-boards to ensure all their responsibilities are met in an appropriate and timely fashion.

6. Participate fully as a member of the Education and Medical Studies Committees, reporting to the Committees on issues relating to assessments and examinations within Undergraduate Medicine.

7. Receive external examiner reports and minutes of examiners meetings, working within the existing College structures for these matters, ensuring, in collaboration with the relevant sub-board chairs, that appropriate action is identified and implemented in response to external examiner comments and that the required reports are received by the Education Committee and Medical Studies Committee.

8. Lead, in collaboration with the Head of Undergraduate Medicine, on the appointment of examiners and Chairs of Sub-Boards of Examiners.

9. Liaise between School and College committees on matters concerning assessment. 

10. Advise the Head of Undergraduate Medicine on the progress or otherwise of students whose examination performance is unsatisfactory.

11. Work closely with the Registry and the UMO Examinations and Assessment (E&A) Team to ensure the smooth running of examinations, and that assessment procedures comply with College regulations.

12. Work closely with the UMO Examinations Administrator, maintaining an overview of activity within the UMO E&A team and assisting when help is needed to enforce deadlines with clinical/academic staff.

13. Assist in the appointment of administrative (PS Level 3b and above) staff associated with examinations.

14. Lead, in consultation with the Head of Undergraduate Medicine, the review and agreement of amendments to the examinations and assessment components in the College Requirements for Programmes of Study (regulations). 

15. Monitor the detailed examinations and assessment information and instructions for students contained in course/study guides and year guides.

16. Represent the Faculty in discussions with external bodies on matters of assessment, such as the General Medical Council, QAA and University of London.
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