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Access Arrangements: 

A Quick Guide to Using a Scribe* 

Principles of a Scribe 

• A scribe is a person who writes a student’s spoken (dictated) answers in exams 

• This usually applies to students whose impairment makes writing or typing difficult, uncomfortable, or 

tiring, or for those who are able to communicate their ideas more effectively by speaking rather than 

writing 

 

Who can have a Scribe? 

• May have SEND (Special Educational Needs) 

• Have a medical need 

• Have clear evidence from class teachers, the SENCo and/or senior staff that a scribe reflects their 

normal way of working 

All use of a scribe must meet JCQ regulations and be supported by appropriate evidence. 

 

Before the Exam – being prepared 

To use a scribe confidently, students should: 

• Practise dictating answers at home where possible 

• Practise dictation with a Learning Support Assistant (LSA) in lessons or class assessments 

• Develop the habit of planning and organising ideas before dictation 

• Use the structures and writing frameworks provided by teachers 

• Become comfortable explaining ideas clearly and in full sentences 

 

On the exam day 

• The exam will usually take place in a separate room with enough space for both the student and the 

scribe 

• Both the student and the scribe will have a copy of the exam paper 

• A student may not wish to use a scribe for every exam 

• The Exams Officer will contact students by email to confirm which exams they wish to use a scribe (or 

reader) for 

• It is important to reply promptly to this email 

• Before starting, students should explain to the scribe how they prefer to work (e.g. planning first, then 

dictating) 

Students may prepare mind maps or notes before beginning dictation. The scribe should be told when this is 

happening. 
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Dictating answers – helpful guidance 

When dictating: 

• Use a clear, normal speaking voice 

• Speak clearly to help the scribe record answers accurately 

• If you get stuck on a word, stay calm and focus on the idea you want to express 

• If you lose your place, you may ask the scribe to read back what has been written 

• You may also read the work yourself if needed 

• Ask for corrections if something is not right 

• Tell the scribe when you are starting a new paragraph 

Please note: 

• The scribe will usually spell words to the best of their ability 

• Punctuation will normally be added unless the student asks otherwise 

• Scribes do not usually draw diagrams, tables or graphs 

 

Will I lose marks if I use a scribe? 

No. You do not lose marks just because you use a scribe. 

What does the scribe do? 

The scribe writes exactly what you say. 

How do spelling, punctuation and grammar marks work? 

You only get marks for what you tell the scribe: 

• If you say your answers → you can get grammar marks 

• If you also say the punctuation → you can get grammar + punctuation marks 

• If you spell out words → you can get full SPaG marks 

What about GCSE English Language (AO6)? 

Using a scribe does not reduce your marks. 

You get marks for whatever parts of AO6 you say out loud. 

Why is it done this way? 

So marking is fair – you are rewarded for what you know, not what someone else adds. 

Summary 

Using a scribe does not disadvantage a student. It simply means that marks for spelling, punctuation and 

grammar depend on what the student chooses and is able to dictate. This approach maintains fairness while 

allowing students to show their knowledge and skills. 

*All arrangements are provided in accordance with JCQ regulations and must reflect normal classroom practice. 

For further information, please read the document “Scribing & Reading in Exams”  
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Using a Scribe – Student Checklist 

✅ Before the Exam 

☐ I have practised dictating my answers (at home or in lessons). 

☐ I know how to plan my ideas before dictation (e.g. bullet points or mind maps). 

☐ I am used to following answer structures my teachers have given me. 

☐ I feel confident explaining my ideas out loud in full sentences. 

☐ I know which exams I want to use a scribe for. 

 

✅ Before Exam Day 

☐ I have checked my emails from the Exams Officer. 

☐ I have replied to confirm which exams I will use a scribe for. 

 

✅ On the Exam Day 

☐ I know I will be sitting in a separate room with my scribe. 

☐ I understand that both my scribe and I will have a copy of the exam paper. 

☐ I tell my scribe how I want to work (e.g. planning first, then dictating). 

☐ I let my scribe know if I am preparing notes or a mind map before dictation. 

 

✅ While Dictating My Answers 

☐ I speak in a clear, normal voice. 

☐ I say exactly what I want written down. 

☐ I tell the scribe when I am starting a new paragraph. 

☐ I ask for corrections if something is not right. 

☐ I ask the scribe to read back my work if I lose my place. 

☐ I stay calm if I forget a word and focus on the idea instead. 

 

✅ Remember 

☐ The scribe writes only what I say. 

☐ The scribe will usually add spelling and punctuation, unless I ask otherwise. 

☐ The scribe does not usually draw diagrams, tables or graphs. 

☐ Using a scribe helps me show what I know – it is not an advantage. 
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✅ Using a Scribe 

Exam-Desk Reminder 

 

Before You Start 

• ✔ I can take a few minutes to plan my answer (notes or mind map). 

• ✔ I will tell the scribe when I am planning and when I am ready to dictate. 

• ✔ I will explain how I want to work if needed. 

 

When Dictating 

• 🗣 Speak in a clear, normal voice. 

• 🧠 Say exactly what you want written down. 

• ✋ Take pauses when you need thinking time. 

• 📢 Say “new paragraph” when you move on. 

• ✏ Ask for corrections if something is wrong. 

 

If You Get Stuck 

• ✅ Stay calm – think about the idea, not the word. 

• ✅ Ask the scribe to read back what’s been written. 

• ✅ You may also read your work yourself. 

 

Remember 

• ✅ The scribe writes only what you say. 

• ✅ Spelling and punctuation are usually added unless you say otherwise. 

• ❌ The scribe does not usually draw diagrams, tables or graphs. 

• 🎯 A scribe helps you show what you know – it is not an advantage. 

 

You are in control. Take your time. Do your best. 


