Guidelines for Using an Amanuensis or Scribe during an exam

· An amanuensis or scribe is a person who in an exam writes down the students answers

· The person acting as a scribe should be able to write legibly and be able to write in any language subject chosen by the student and be familiar with subject specific vocabulary and notation in scientific, technical and mathematical subjects

· The scribe should write down the exact text as dictated by the student 

· The scribe should not write any other text other than that dictated by the student and should not give any advise to the student on any part of the exam 

· There should be no communication between the student and the scribe during the exam except to clarify the students answers

· A scribe may read back the students answers to the student as requested but may not read the exam paper to the student unless the student has also been granted the facility of a reader

· A student using a scribe must sit the exam in a separate examination centre

· A student using a scribe should receive additional time e.g. 10 mins per hour 

· A student may have worked with a scribe throughout the year and may want to ask this person to act as a scribe during the exams. However it would not be appropriate to have a fellow student or a family member act as a scribe during the examination

· Both the student and the scribe should have the opportunity to participate in practice sessions before sitting the exam

· The scribe should be given a five minute rest break each hour 

Copies of the examination guidelines should be given to the student, the scribe and to the invigilator
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