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How to contact examiners 

by Simon Moss


Introduction


After identifying potential examiners, the principal supervisor will need to contact these individuals.  You might begin with a casual email if

· you are acquainted with this person
· this person is acquainted with you, or 
· you know someone in common.


An example appears in the following box. 

	Dear Betty

You might remember that we met at the conference last year—and that I am a colleague of Frank.  I was wondering whether you might be interested in examining a thesis on mindfulness.  I have attached an abstract below.  If so, I can send more information later

Cheers

Helen




	Regardless of whether you send this casual email, you should also send a more informative email as well. In particular, you will need to

· convey the honorarium payment that examiners will receive
· specify the due date
· clarify the role of examiners
· determine whether they are willing to receive the thesis electronically.


To achieve this goal, you could utilise the template that appears in the following box.  You would obviously modify the material in square brackets 



	Dear [Betty]

Request
I am an academic at Charles Darwin University in Australia.  One of my PhD candidates, [Sam Sams], will submit [her PhD] thesis in [a month] or so, entitled [Consequences of mindfulness].  The thesis will comprise about [70 000] words. The aim of this project is to [assess whether mindfulness is effective in remote communities].  I understand that you might be very busy—but we would be delighted if you could be one of the examiners.   

Relevant information
To help you decide, I should clarify that

· this University prefers that examiners assess the thesis, and submit a report, within 8 weeks if possible
· the report usually comprises about 2 to 6 pages
· as a token of appreciation, you would receive an honorarium of [$420 Australian for PhD theses or $260 Australian for Masters by Research theses]
· if you feel the thesis should be amended substantially and re-examined, you would need to assess the resubmitted work as well.  

Questions
If you are interested, could you 

· clarify whether you would be willing to receive the thesis over email as a pdf, primarily to save paper, or would you prefer a printed version
· send me a CV, such as your qualifications, appointments, and publications
· send me your contact details—such as your work address and mobile number
· specify how many theses you have marked before

Let me know if you would like more information

Cheers

Helen
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Sometimes, supervisors are unable to locate suiable examiners.  To address this problem, CDU have developed a register of potential examiners, across a range of fields.  This register is limited now but will, hopefully, become more extensive in the future.  


Use of this register

To seek an examiner, email Research.Degrees@cdu.edu.au.  In the email, 

· the subject heading should be something like “Examiners from the CDU register”
· in the body, specify the name of your candidate and include the abstract


Your role: Identify examiners outside your field

To extend this register, we need academics at CDU to supply the research office with the names of possible examiners.  To achieve this goal, supervisors are not permitted to utilize this register until they have supplied two names. In particular, 

· they should supply the names of at least two academics they know and trust who have agreed, in principle, to examine theses
· they should supply the names of academics who are not in their field—and could thus be valuable to other CDU supervisors
· they could utilize the following template to identify these academics, but would obviously modify the material in square brackets
· or they could ask other people, such as CDU professional staff, to help identify these academics











	Hi [Betty]

How are you?  Below is a message that I have been asked to email a couple of academics who I trust—an email about seeking potential thesis examiners. 

Cheers

[Helen]


______________________________________________________________ 

Background

Our university has developed a confidential list of academics who are sometimes willing to examine PhD or Masters by Research theses.  This list is designed to  

· assist academics around the world who would like to examine a thesis, perhaps once a year or so, to maintain awareness of recent advances in their field  
· assist research supervisors at CDU who are not sure which academics in their field might be available to examine a thesis
 

Question 

We simply want to ask whether you might, in principle, be willing to examine a thesis in your field in the future.  If so, can you indicate the topics or fields in which you would be willing to examine.   

 
Conditions 

If your name is included in this list,  

· you will receive no correspondence from CDU, apart from two or fewer invitations a year to examine a thesis 
· you are not obliged to examine any theses 
· if you examine a thesis, you will receive an honorarium of $420 for PhD theses or $260 for Masters by Research theses 
· only the research office can access this list; your name would be distributed only to principal supervisors in your field and only when these principal supervisors are seeking an examiner 
 

Kind regards 

[Helen]
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