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APPOINTMENT OF SCRIBE  

 

 

PREAMBLE: 

Physically handicapped candidate writing the Continuous Internal Evaluation Tests and 

Semester End Examination can take assistance from another person who is normally called as 

Scribe or Amanuensis. A scribe can be appointed by the COE of the college to the candidate 

who is really disabled to write his/her examination with his own hand. While appointing the 

scribe the following guidelines are to be followed strictly as per proceedings given by 

JNTUA and AICTE.  

Guidelines:  

a) A scribe can be appointed to the candidate who is blind or disabled from writing the 

examination with his/her own hand. 

b) A candidate seeking the assistance of scribe shall submit a request letter to the COE 

through the HOD of the department duly recommended by the Principal, with the following 

documents.  

i. Medical Certificate from Medical Officer of a Government District or higher grade hospital 

or a registered Medical Practitioner showing the inability of the candidate to write the 

examination with his/her own hand, which shall be attested by the HOD.  

ii. No relation Certificate: Both, the candidate as well as the scribe, will have to give the 

undertaking form, in the prescribed format.  

iii. One A4 size paper hand written matter which is written by the scribe.  

c) The scribe appointed must be a faculty or Lab assistant working in Institute only. No 

outside scribe will be permitted.  

d) Services of the scribe shall be provided free of cost.  

e) Prior to the Examination, the COE should provide an opportunity for the candidate and the 

corresponding scribe to practice working together. 



 f) The COE shall arrange a suitable room for the candidate and the scribe and appoint an 

invigilator for the candidate who shall be changed daily. The dictated response of the 

candidate must not be overhead by other candidates taking exam.  

g) If the disabled candidate (temporarily disabled) requests to write the examination with his 

own hand with a compensatory time (60 minutes for 3 hours examination i.e. 20 minutes per 

hour), he/she shall apply to the Principal of the college through the COE seeking grant of 

extra time to write the examination, with concerned medical certificates.  

h) The permission granted in the case of permanently disabled students shall be valid for the 

entire period of his study in the program, whereas, in the case of temporary disability the 

facility extended shall be for the specific period only.  

i) A physically disabled / blind / hearing impaired candidate and the scribes for such a 

candidate shall be allowed a compensatory time of 20 minutes per hour.  

j) As the hearing impaired students are having language problems, possibilities of grammar 

mistakes, mistakes in building the sentences are there. Hence, the answer papers shall be 

identified separately and evaluated with additional care. 

 

 

 

 










