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CIA University Accreditation Program – External Examiner (EE) Process  
Guidelines on the Review Process at Universities, Applicable to CIA Staff and Ees 
Effective in April 2016 
This document conveys the CIA’s minimum standards surrounding the annual university review 
process. To maintain the quality and thoroughness of the University Accreditation Program, CIA 
staff and EEs are expected to maintain a high level of scrutiny throughout the process. The main 
areas of activity are outlined below, with applicable specifications that should be part of the 
review. 

1. Goals of EE Visit 

The primary goal of the EE visit is to ensure that universities are delivering the quality education 
and evaluation that is expected of them and agreed to through the various agreements signed 
by the CIA and the universities. Some of the structures are set out in the CIA UAP Policy and/or 
the CIA UAP Preferred Practices and those should be specially commented on in the EE process. 
The secondary goal is to share experiences and knowledge of the EE to help universities deliver 
the best education with the best evaluation methods possible in their situation. During the 
process, please encourage this dialogue. 

2. Duration of the Visit 

The visit is scheduled over 1.5 days on the university premises. The first half day (or more if 
required) is dedicated to documentation review, while the second day consists of meetings 
with the course instructors and university management if applicable. Meetings will be 
organized with individual instructors, without the presence of the accreditation actuary. 

3. Documentation 

CIA staff and EE should ensure that all required documentation has been provided: 

• A sample of all examinations, tests, or quizzes used in accordance with each approved 
course outline; 

• For each assessment, one of each anonymized sample marked copies of a paper at 
plus/minus 10 percent of the credit grade; 

• A detailed distribution of the grades, including the class average; 
• The alphabetic grading scale, if applicable; 
• The grading outlines or exam solutions as used by instructors; and     
• The course outlines and completed instructor acknowledgment forms. 

CIA staff and EE should report on any missing documentation that may have an impact on the 
accreditation status of a course (e.g., sample exams not provided). 
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4. Accredited Courses Examinations Review 

Anonymized exams are provided for each accredited course, one of each with grades at +/- 10 
percent of the exemption grade. The EEs and CIA staff are expected to perform the following 
tasks as part of the review of the exam papers: 

• Ensure consistency of the final grade calculation with the course outline: exam weights, 
calculation of final grade, basis of any alphabetical grading scale; 

• Evaluate marking consistency between the papers (e.g., similar error resulted in similar 
amount of lost marks between papers); 

• Ensure that total marks reconcile with the candidates’ grade on the paper (or at least to 
the raw grade before any adjustment); 

• If a grade adjustment was applied on an exam, reconcile the adjusted score, starting 
from the raw score; 

• Ensure that marks are appropriately attributed for each question (e.g., no points 
inadvertently given for blank answers); 

• For a sample exam candidate, ensure that the grades used in the final result are 
consistent with the grades obtained in the examinations; 

• For a sample exam candidate, reconcile the calculation of his/her final grade using the 
results from the examinations and other assessed material, including any adjustment; 

• Ensure compliance with CIA UAP Policy in terms of the 80 percent of final grade 
calculated from formal exams requirement; and 

• Document any deviation from CIA UAP Preferred Practices (e.g., same or very similar 
exams if course offered in concurrent terms, any best x of y grading, transfer of exam 
weights, selection of questions). 

CIA staff and the EE are free to perform any additional assessment they feel appropriate for the 
purposes of their review. 

5. Formula Sheets 

As per CIA UAP Preferred Practices, candidates should not bring self-prepared documentation 
into the examination or test environment. University course instructors may provide formula 
sheets to candidates for tests and examinations upon their good judgment. If formulas other 
than those provided in the Society of Actuaries (SOA) and Casualty Actuarial Society (CAS) 
professional exams are provided to candidates, instructors should provide justification on why 
or where it would be more beneficial for candidates to focus on the application of the formulas 
to demonstrate an understanding of the material, rather than to focus on the memorization of 
the formulas. 

6. Requirements as per the Agreement with the EE 

In addition to the above, EEs are required to perform all tasks outlined in the signed agreement 
governing the EE Process. 
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4. Accredited Courses Examinations Review

Anonymized exams are provided for each accredited course, one of each with grades at +/- 10 percent of the exemption grade. The EEs and CIA staff are expected to perform the following tasks as part of the review of the exam papers:

· Ensure consistency of the final grade calculation with the course outline: exam weights, calculation of final grade, basis of any alphabetical grading scale;

· Evaluate marking consistency between the papers (e.g., similar error resulted in similar amount of lost marks between papers);

· Ensure that total marks reconcile with the candidates’ grade on the paper (or at least to the raw grade before any adjustment);

· If a grade adjustment was applied on an exam, reconcile the adjusted score, starting from the raw score;

· Ensure that marks are appropriately attributed for each question (e.g., no points inadvertently given for blank answers);

· For a sample exam candidate, ensure that the grades used in the final result are consistent with the grades obtained in the examinations;

· For a sample exam candidate, reconcile the calculation of his/her final grade using the results from the examinations and other assessed material, including any adjustment;

· Ensure compliance with CIA UAP Policy in terms of the 80 percent of final grade calculated from formal exams requirement; and

· Document any deviation from CIA UAP Preferred Practices (e.g., same or very similar exams if course offered in concurrent terms, any best x of y grading, transfer of exam weights, selection of questions).

CIA staff and the EE are free to perform any additional assessment they feel appropriate for the purposes of their review.

5. Formula Sheets

As per CIA UAP Preferred Practices, candidates should not bring self-prepared documentation into the examination or test environment. University course instructors may provide formula sheets to candidates for tests and examinations upon their good judgment. If formulas other than those provided in the Society of Actuaries (SOA) and Casualty Actuarial Society (CAS) professional exams are provided to candidates, instructors should provide justification on why or where it would be more beneficial for candidates to focus on the application of the formulas to demonstrate an understanding of the material, rather than to focus on the memorization of the formulas.

6. Requirements as per the Agreement with the EE

In addition to the above, EEs are required to perform all tasks outlined in the signed agreement governing the EE Process.
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