	NOTIFICATION OF A CHANGE IN CHAIR OF A BOARD OF EXAMINERS
Taught Programmes
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This form should be completed, if possible, by the outgoing Chair of the Board of Examiners in conjunction with their Head of Department and the incoming Chair.  When completed it should be signed by both the incoming Chair and the Head of Department concerned. It should be emailed to examiners@ucl.ac.uk  with the subject heading – Change of Chair (Board Name).
All correspondence will be sent to the member of staff whom the Academic Policy and Quality Assurance team has on record as the current Chair until formal notification of a change has been received, endorsed by the relevant parties.  It should be noted that the expected minimum period of service for Chairs of a Board of Examiners is three academic years.  Attention is drawn to the Chapter 4: Assessment Framework: Taught Programmes - Section 8 Boards of Examiners of the Academic Manual which explains the conditions of appointment and responsibilities of a Chair of a Board of Examiners.  

	Board of Examiners (exact name) 
	


	Department
	


	Faculty Board of Examiners
	


	Name of outgoing Chair
	

	Department
	


	Reason for Change
	


	Name of incoming Chair
	

	Department
	


	
Effective from (dd/mm/yyyy)
	

	End date (dd/mm/yyyy)
	


	Signature of incoming Chair
	
	Date
	

	Signature of Head of Dept
	
	Date
	


Approved for appointment by Chair of the Education Committee:

	Signature of Education Committee Chair
	
	Date
	


� Chairs are expected to service the full academic session until the reporting cycle has been completed. For administrative purposes please notify � HYPERLINK "mailto:examiners@ucl.ac.uk" �examiners@ucl.ac.uk� by completion of this form.






