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Disability Service
Exam scribe
Job description
An exam scribe is an individual who types / writes down a student’s dictated answers to questions in an examination.  If an exam scribe is provided, additional time, a separate venue and appropriate invigilation will be necessary.  In some instances the exam scribe may also act as the invigilator for the exam.  If the scribe is working as the invigilator then it is important to be aware of the needs and requirements of the exams office and to build that in to time requirements.  The student should have adequate practice of working with an exam scribe before taking an examination by this method.
Person specification
· Exam scribes, when sourced and managed through Disability Support Services, are expected to work in accordance with the ‘Terms of Registration for Educational Support Workers’.
· An exam scribe should be able to produce an accurate record of the student’s answers, write legibly and at an average speed.
· An exam scribe must have proficient typing skills if typing a student’s dictated answers.
· Where possible an exam scribe should have a good working knowledge of the subject matter being examined.
· It is a condition of this role that you will familiarise yourself with, and abide by –
The College’s Safety Regulations: Link to the College Safety Regulations 
The College’s Health and Safety Policies:  Link to the College Health and Safety Policies  and may we draw your attention to the college’s Policy on Bullying and Sexual Harassment details of which can be found on the following website: Link to the College’s Policy on Bullying and Sexual Harassment Details  
Please also be familiar with the College Code of Conduct for users of the Trinity College computing facilities: Link to the College Code of Conduct for users of the Trinity College Computing Facilities

Guidelines for exam scribes
· Be punctual – you should arrive a minimum of 30 minutes before the beginning of the exam.  This time should be used to establish and discuss guidelines for:
· Presentation
· Spellings
· Punctuation
· New paragraphs
· Be relaxed – the student will have the normal anxieties that every student has before an exam so it is important to present yourself as relaxed and comfortable as possible.
· Students are individuals – most of them will have worked with scribes before and will have their own approach.
· Seating – encourage the student to decide the seating arrangements.
· At the beginning advise students of the duration of the exam, the number of questions to be answered and any additional instructions.  Announce clearly the starting time and the finishing time, emphasising that time limits must be respected to ensure equity.
· Students may elect to write some / most of the paper themselves.
· Word processed examinations are preferred.  Depending on the institution it may be necessary to complete the exam on a College computer and not the student’s or scribe’s own laptop.
· If using a computer, ensure that the computer is set to save work regularly (every 3 to 5 minutes).  Go to Tools/Options/Save and select the required time.
· If the student needs a rest / toilet break the scribe / invigilator must accompany them.
· Many students will write their own essay plans or mind maps.  These should of course be included in the answer books.
· Many students will draw their diagrams in rough and the exam scribe will draw a final version of the diagram.  Include both copies in the answer book.
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