
 
 
 

Exam and In Class Test Adjustments for Disabled Students 
 

FAQ’s 
 
How do we find out what adjustments a student may require for 
exams and in class tests? 
 
The Disability Service sends each Programme Director, information on every student 
we support on your particular programme of study. This information contains the 
adjustments each student will require to access the teaching and assessment 
undertaken and should be communicated to all relevant staff. Teaching staff should 
contact their Programme Director in the first instance to establish the adjustments 
each student requires or to clarify arrangements 
 
 
A student requires the assistance of a scribe/reader. Who provides 
this support? 
 
This is the responsibility of the Programme/School to arrange for in-class tests. In 
the formal exam period (January/May-June/August) the Disability Service make 
those arrangements in conjunction with Academic Registry.  
 
 
What recommendations are generally made for disabled students? 
 
Each student is an individual and should be treated as such. Two students may have 
the same impairment or specific learning difficulty, for example dyslexia however this 
may affect them in very different ways. As a result they may have different 
recommendations made when it comes to exams. 
Generally all students are recommended 25% extra time as an adjustment. Some 
students may also be recommended the use of a computer, assistive software, a 
Scribe or Reader, rest breaks or use of a separate room. 
 
 
Who could fulfil Scribing and/or Reading roles within our school? 
 
This could be a member of the academic or administrative team. They will naturally 
need excellent literacy skills (reading and hand writing) as well as good 
communication (clear speaking voice) and interpersonal skills (calm and reassuring). 
Staff undertaking this role will also need to have experience and a strong sense of 
working within boundaries due to the nature of this work.  
Scribes/readers must take direction from the student and only read/write what they 
say. 



 
 
Will Scribes and Readers require subject specific knowledge? 
 
The role of Scribes and Readers are very specific. They are not required to have any 
subject knowledge as they are only required to write exactly the information a 
student dictates or read the exam questions or a student’s answer back to them. In 
some instances subject specific knowledge may be an advantage with the spelling of 
technical words while at other times it could be a disadvantage as a Scribe/Reader 
may inadvertently react to an answer a student may have given, providing them with 
a clue as to whether their answer is right or wrong.  
 
 
What are the boundaries Scribes and Readers work to? 
 
The Disability Service can offer Scribes and Readers working within schools training 
on the boundaries attached to these roles. Please contact the Disability Service if 
you are interested in this training for you or colleagues.  
 
 
What are the rules surrounding the use of computers in tests and 
exams? 
 
Students should use clean laptops either provided by the course or by ISD. If the 
course is unable to source a computer, then ISD may be able to provide a suitable 
laptop. Students should not be allowed to use their own laptops due to the risk of 
unfair practice.  
Laptops should not be networked and should only have a Word document open to 
allow the student to input their answer. The course should provide a USB stick to 
save the student’s work and should be returned to a member of staff at the 
conclusion of the exam.  
If a student has been recommended the use of assistive software then you should 
contact the Disability Service for advice.  
 
 
Could a Scribe/Reader support more than one student at a time? 
 
This isn’t recommended as it could be very distracting for the students present and 
the Scribe/Reader would find it very difficult to divide their time equably and therefore 
potentially disadvantage multiple students.  
 
 
 
 
 
 
 
 



Will students need a separate room to take their test/exam? 
 
Students who require Scribe/Reader support, those who experience issues such as 
extreme exam anxiety or those who require frequent rest breaks are likely to need a 
separate room. In these instances the Scribe/Reader is also able to act as an 
invigilator. Courses need to take into consideration the logistical needs of supporting 
disabled students during exams and plan accordingly.  
 
 
For further advice and guidance in relation to adjustments for 
disabled students in tests and exams please contact: 
 
Neil Davies, ext no.7121 or ddavies@cardiffmet.ac.uk  
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