
 
 

The Role of a Scribe in Exams 
 

As part of your package of support you have been recommended a Scribe for the 
upcoming exams.  
 
This document aims to ensure you are fully aware of the professional boundaries 
your Scribe is required to work within, in other words what they can and can’t help 
you with in your exams. This understanding of the Scribe’s role should mean 
academic standards are maintained and you are provided with the best opportunity 
to form an effective working relationship with your Scribe as quickly as possible. 
 
 
Your Scribe will: 
 

• Write for you in your examination 
 

• Write exactly what you dictate 
 

• Draw maps, graphs or diagrams if needed. They will only draw exactly what 
you instruct them to draw 
 

• Show you what has been written to allow for editing  
 

• Punctuate as appropriate unless told otherwise by you 
 

• Require guidance from you when structuring your answer, e.g. new 
paragraphs 
 

• Change what has been written, if requested 
 

• Read back to you what they have written if requested, you can also read what 
you have written yourself 
 

• Inform you if the speed of dictation is too fast 
 

• Inform you when you have 15 minutes of your exam remaining 
 

 
Your Scribe won’t: 
 

• Provide help with any of your answers 
 

• Clarify any exam questions 
 

• Suggest when an answer is finished 
 

• Re-phrase or interpret your response. Your dictation will be recorded exactly 



 
 

 
 

• React to your answer in any way 
 

• Tell you which question to choose, tell you which question to answer first, or 
tell you when to move onto the next question 
 

• Write for you in rest breaks, if these have been recommended  
 

 
 
 
Tips for using a Scribe in an exam 
 

• Plan your answer before you begin dictation as this can help organise your 
thoughts and structure a coherent response. You could make a plan, some 
rough notes, a mind map etc. Let your Scribe know you are doing this 

 
• Be clear in your head what you want to say before you begin dictating each 

sentence 
 

• Don’t panic or concern yourself that you are answering too slowly for your 
Scribe. They are there to support you and want you to do as well as possible 

 
• If you lose your train of thought or are struggling to express yourself ask the 

Scribe to read out your answer or read it yourself 
 

• Use short sentences where possible 
 

• If you want to make any changes, inform the scribe and they will neatly put a 
line through the sentence/s. You can then dictate any corrections  


