
Academic Registry

External Examiners’ Accommodation Booking Procedure

External Examiners for taught programmes
1. Circulation of e-mail and accommodation procedures sent annually to administrators with a request that they inform us of the date set for their Exam Boards. 
2. Accommodation requests must be made as soon as the date of the Exam Board is known and no later than 25th April for summer exam boards, and 1st September for autumn exam boards.  Adequate notice must be given to the Academic Registry for the booking to be made.

3. External Examiners will be informed of the accommodation details and sent a location map 4–6 weeks before the exam board, with the annual circulation of reports and claim forms.   For bookings made after the relevant deadline, the School will be responsible for informing the external examiner. 

4. The Academic Registry is only responsible for the organisation and payment of external examiners accommodation according to the number of visits required as stated on the nomination forms.

Research Degree External Examiners, Internal Quality Auditors, Validation Assessors
5. E-mail circulation will be sent annually to administrators with the accommodation procedures. 

6. Accommodation should not be offered to Research Degree External Examiners travelling from Aberystwyth, Chester, Liverpool, Manchester or Wrexham.

7. Accommodation booking must be sent to the Academic Registry as soon as the date of the viva voce/meeting/audit is known.  Adequate notice must be given to the Academic Registry for the booking to be made.

8. It is the responsibility of the School/meeting organiser to inform the guest of the accommodation details by forwarding the booking confirmation from the Management Centre.
Booking Information
9. All bed & breakfast accommodation will be booked at the Management Centre, College Road, Bangor as far as is possible.  The Academic Registry will not be responsible for the payment of any accommodation booked directly by the School into another establishment.

10. All bookings to the Management Centre must be made by the Academic Registry.  The Academic Registry will not be responsible for the payment of the accommodation booked directly by the School into The Management Centre.  
11. The Academic Registry will not be responsible for payment of bar bills.   If the cost of the external examiner’s overnight subsistence exceeds the maximum amount indicated on the External Examiners claim form a reimbursement will be sought from the School. 
12. Telephone bookings will not be accepted.  All bookings must be made by e-mail to sharon.williams@bangor.ac.uk and contain the following information:
School
Date of arrival and departure

Number of nights

External examiner’s name

Any special request (e.g. bring a partner)

13. If an External Examiner wishes to bring a partner, then they will be responsible to the Management Centre for the additional cost (£15).   The School will be responsible for relaying this information in the first instance to the external examiner. 

14. An enquiry e-mail will be sent to themanagmentcentre@bangor.ac.uk 

15. The Management Centre or alternative hotel will confirm the booking by supplying a booking reference number.
16. This e-mail is then forwarded to the School as confirmation that the booking has been completed.   It is the School’s responsibility to check that all details are correct and inform the Academic Registry if amendments are required. 

17. If the School has not received this confirmation then they should contact sharon.williams@bangor.ac.uk to verify that the booking has been made.

Cancellation at the Management Centre
18. A booking can be cancelled up to 24 hours prior to arrival without the late cancellation penalty of full payment being incurred from the Management Centre.  
19. Up to two working days before the date of arrival cancellation information should be sent by e-mail to sharon.williams@bangor.ac.uk
20. The e-mail will be forwarded to the Management Centre with a cancellation request.  A cancellation number will be provided and the School informed.    
21. For late cancellations, within two working days of the date of arrival, cancellation information should be sent by e-mail to the Management Centre themanagementcentre@bangor.ac.uk and copied to sharon.williams@bangor.ac.uk
22. If there is any doubt about last minute cancellation, please call the Management Centre direct.  In such cases the School should forward the cancellation number provided to the Academic Registry.
23. In the event of a ‘no show’ ie the examiner does not use the accommodation that has been booked, the cost of the accommodation may be claimed back from the School.

Cancellation at alternative hotel
24.  Contact Sharon Williams as soon as possible to let her know.  Sharon will cancel the booking.

25. For late cancellations, contact the alternative hotel directly and also inform Sharon Williams.
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