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Purpose

The purpose of this manual is to assist teachers, related service providers, and administrators in
providing assistive technology devices and services to students with disabilities as required by
the Individuals with Disabilities Education Act. The manual contains operating guidelines that
address all the components of the assistive technology delivery process. It also contains
procedures that IEP teams will use when providing assistive technology services. Resources that
will be beneficial to IEP teams in developing and implementing assistive technology are also
included.
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Part 1

Definition of Assistive Technology Devices and Services

The Individuals with Disabilities Education Act (Public Law 105-17) offers clear definitions of
assistive technology (AT) devices and services.

Assistive Technology (AT) Device:
AT devices are identified in IDEA as:

Any item, piece of equipment or product system, whether acquired commercially off the
shelf, modified or customized, that is used to increase, maintain, or improve the
functional capabilities of children with disabilities. (Section 300.5)

The definition of an AT device as provided in IDEA is very broad and gives IEP teams the
flexibility that they need to make decisions about appropriate AT devices for individual students.
Although IDEA uses the term “device”, IEP teams should remember that AT also includes
hardware, software and various tools.

As used in this document, AT device includes devices, hardware and software that are required
by a student with a disability. AT devices can be purchased from a local store or a vendor that
specializes in the production and sale of AT devices. AT devices often need to be modified or
customized to meet the individual needs of a student with a disability. A range of light
technology to high technology AT devices are available, based on the student needs.

AT devices are available in a variety of categories to address functional capabilities of students
with disabilities. These categories include but are not limited to:

Academic and Learning Aids: Electronic and non-electronic aids such as calculators,
spell checkers, portable word processors, and computer-based software solutions that are
used by a student who has difficulty achieving in his or her educational curriculum.

Aids for Daily Living: Self help aids for use in activities such as eating, bathing,
cooking, dressing, toileting and home maintenance. Such as; adapted cup with large
handles, suction bowls, weighted handle spoons, button hooks.

Assistive Listening Devices and Environmental Aids: Electronic and non-electronic aids
such as amplification devices, closed captioning systems, and environmental alert
systems that assist a student who is hard of hearing or deaf with accessing information
that is typically presented through an auditory modality.




Augmentative Communication: Electronic and non-electronic devices and software
solutions that provide a means for expressive and receptive communication for students
with limited speech.

Computer Access and Instruction: Input and output devices, alternative access aids,
modified or alternative keyboards, switches, special software, and other devices and
software solutions that enable a student with a disability to use the classroom computer.

Environmental Control: Electronic and non-electronic aids such as switches,
environmental control units, and adapted appliances that are used by a student with a
physical disability to increase his or her independence across all areas of the curriculum.

Mobility Aids: Electronic and non-electronic aids such as wheelchairs (manual and
electronic), walkers, scooters that are used to increase personal mobility.

Pre-Vocational and Vocational Aids: Electronic and non-electronic aids such as picture-
based task analysis sheets, adapted knobs, and adapted times and watches that are used to
assist a student in completing pre-vocational and vocational tasks.

Recreation and Leisure Aids: Electronic and non-electronic aids such as adapted books,
switch adapted toys, and leisure computer-based software applications that are used by a
student with a disability to increase his or her participation and independence in
recreation and leisure activities

Seating and Positioning: Adaptive seating systems and positioning devices that provide
students with optimal positioning to enhance participation and access to the curriculum.

Sensory Aids: Weighted blankets, weighted vests, hand fidgets and movement cushions
for students needing a sensory diet.

Visual Aids: Electronic and non-electronic aids such as magnifiers, talking calculators,
Braille writers, adapted tape players, screen reading software applications for the
computer, and Braille note-taking devices that assist a student with a visual impairment to
blindness to access and produce information that is typically present in a visual (print)
modality.

(Adapted from the Assistive Technology Guidelines for Kentucky Schools, Department
of Education)



The need for AT devices is determined by the student’s IEP team. Typically, AT solutions are
identified through consideration of AT or through an assessment. Once an AT device has been
determined educationally necessary, the student’s IEP team should document the required
device(s) in the IEP. Information on considering and assessing the need for AT devices and
documenting them is included in subsequent sections of this manual.

Assistive Technology Service:
As defined in IDEA, an AT service is:

Any service that directly assists a child with a disability in the selection, acquisition, and use of
an AT device. The term includes-

(a) The evaluation of the needs of a child with a disability, including a functional
evaluation of the child in the child’s customary environment:

(b) Purchasing, leasing or otherwise providing for the acquisition of AT devices by
children with disabilities:

(¢) Selecting, designing, fitting, customizing, adapting, applying, retaining, repairing, or
replacing AT devices;

(d) Coordinating and use of other therapies, interventions, or services with AT devices,
such as those associated with existing education and rehabilitation plans and
programs:

(¢) Training or technical assistance for a child with a disability or, if appropriate, that
child’s family, and

(f) Training or technical assistance for professionals (including individuals or
rehabilitation services), employers or other individuals who provide services to
employ, or are otherwise substantially involved in the major life functions of children
with disabilities.

(Section 300.6)

As stated in the IDEA, AT services are provided to assist in the selection, acquisition, and use
of an assistive technology device. Often IEP teams focus their energies on the device itself and
forget that the AT services, as described in this document, are critical to the student’s use of the
device. For some students, appropriate AT devices are identified through an assessment
conducted in the student’s customary environment. After a device has been selected to meet the
student’s needs, the next step or “service” is to actually provide the AT device for the student’s
use. After the device has been obtained, and if appropriate, modified, all appropriate individuals



should be trained in the use of the device and the device should be made available for the
student’s use across instructional settings as needed.

Required AT services should be addressed in the student’s IEP. Information on addressing AT
services in the IEP is included in subsequent sections of this manual.



Procedures for Providing and
Accessing
Assistive Technology



Part 11

Considering Assistive Technology Needs

Requirement:

Each IEP team in the school system will consider AT as a part of the development, review, and
revision of the student’s [EP.

Procedures:

The IEP team should use the AT Consideration Checklist (found in Appendix A) when
discussing AT during the initial evaluation and annual IEP’s. When completing, the IEP team
should:

® Review the instructional and access areas that are relevant for the student and determine
the required tasks within each of the areas.

® Determine whether or not the student can accomplish the required tasks within each of
the standard classroom tools.

* If the student cannot accomplish the required tasks using available standard classroom
tools, the IEP team should determine whether or not the student can accomplish the
required tasks with modifications, accommodations, and AT solutions that are currently
in place.

e If the student cannot accomplish the tasks independently with standard classroom tools or
with modifications, accommodations, and AT solutions that are currently in place, then
the IEP team must determine what additional solutions (including AT) are required.

The consideration process may include an opportunity for the student to use AT on a trial basis
in order to obtain information on the potential effectiveness of the AT device. AT for trial use
may be available within the classroom or school. Contact the school system AT Facilitator to
obtain additional technology for trial use if needed.

Possible conclusions of the consideration process include:

® The student independently accomplishes required tasks within the relevant instructional
or access areas using standard classroom tools. AT is not required.

¢ The student accomplishes the required tasks within the instructional or access areas
using standard classroom and modifications and accommodations that are currently in
place. AT is not required.



* The student accomplishes the required tasks within the relevant instructional or access
areas with AT that is currently in place. AT is required. Document required AT devices
and services in the IEP. Monitor the use of the AT and make changes as needed.

® The student cannot accomplish the required tasks within the relevant instructional or
access areas with modifications, accommodations, and/or assistive technology that is
currently in place.

o Ifpotential AT solutions are known to the IEP team, trial use of the identified
AT solution may be documented in the IEP and implemented. Following the trial
use period, the AT should be documented in the student’s IEP if the team
determines that it is required.

o If the IEP team does not know potential solutions, a referral should be made to
the AT Facilitator.

The following procedure will be used for requesting additional assistance:

1. Refer the student to the AT Facilitator by calling or e-mailing the district
representative.

2. Send a copy of the AT Consideration Checklist with all possible sections completed
to the AT Facilitator as soon as possible.

3. The AT Facilitator will determine if a consultation or evaluation is necessary based
on information given by the team.



Part 111

Evaluating Assistive Technology Needs

Requirement:
An AT evaluation will be completed when the IEP team determines that the student’s AT needs

cannot be effectively addressed through current programming, modifications, adaptations, or
AT being used and the team does not have the knowledge base to make other AT
recommendations. Students may also be referred for an evaluation upon parent request.

Requesting an AT Evaluation:
IEP teams may request an AT evaluation from the AT Facilitator when needed.
When requesting an evaluation do the following:
1. Refer the student to the AT Facilitator by calling or e-mailing the district
representative.

2. Send a copy of the AT Consideration Checklist with all possible sections completed
to the AT Facilitator as soon as possible.

3. Contact the parents to get permission to do an AT Evaluation. The AT Facilitator
will put the necessary test or tests in SpedForms. The case manager will send home
the necessary paperwork for signature.

4. The AT Facilitator will contact the case manager to coordinate testing and meeting
times for the evaluation. (Please note: some data will be collected by the case
manager and then analyzed by the AT Facilitator. All team members should give
input to the SETT Process.)

5. The case manager will establish an evaluation meeting time once the AT Facilitator
has completed the report. The report will then be reviewed with the IEP team and
parents. (Please note: all due process procedures must be followed.)

6. AT devices and services determined to be educationally necessary based on the AT
evaluation will be documented in the student’s IEP.

Other staff who may be involved:
AT evaluations for assistive listening devices will be conducted by an audiologist in consultation
with the student’s IEP team.

AT evaluations for seating, positioning, mobility aids, daily living aids will be conducted by a
physical therapist and/or occupational therapist in consultation with the student’s IEP.



Part IV

Documenting Assistive Technology in the IEP

Requirement:
AT devices and services that have been determined educationally necessary by the IEP team will

be documented in the student’s IEP.

Procedures:
The IEP team will document required AT devices and services in the component or components

of the IEP that are most relevant to the student.

AT devices and services may be documented in one or more of the following components of the
IEP:
¢ Present levels of performance: This component of the IEP includes statements
regarding the student’s current level of functioning across curricular areas. This is an
appropriate place to discuss how AT will be used to remediate deficits and to provide
compensatory technology for enhancing access to the classroom curriculum.

Example:

John demonstrates difficulty completing all writing assignments using standard
classroom tools such as pencil and paper. His writing samples are characterized
by spelling, grammar, and punctuation errors. He uses a hand-held spell checker
to aid him in editing his hand written communication. John also uses a computer-
based word processing program with built-in spell check, grammar, and
punctuation check.

* Adaptations: The need for AT devices and services will be documented for each student
in the adaptation section of the IEP.

Example of device descriptions:
Johnny uses a voice output device with sequential messaging throughout his
school day to participate in activities (i.e. greetings, attendance, commenting)

Example of service time description:
Training in the use of text to speech software will be provided to the case
manager by the AT Facilitator by next conference period.

e Modifications Needed for Participation in Statewide and District-wide Assessments:



AT that the student requires to participate in statewide and district-wide assessments
should be documented in this component of the IEP. The type of technology that is used
by the student will determine whether or not the test is considered a standard or non-
standard administration.

Example:

Due to her severe visual impairment, Shantae requires that all testing materials
including directions and, if appropriate, answer sheets should be provided for her
use in Braille. *Refer to MDE website for accommodations that are allowed for
state testing.

* Annual Goals and Objectives: Typically, if a student is using AT, it is addressed in the
goals and objectives. The AT is simply a tool that assists the student in accomplishing the
objective. The IEP team should determine the goals and objectives first and then decide
how technology will be used to accomplish the goals and objectives.

Example:

After food is placed in a blender, Bob will maintain activation of a single switch
attached to an appliance adapter for 2 minutes in order to puree his food for lunch.

Sarah will initiate a daily social greeting with classmates using her voice output
device

Kira will write a three to five sentence paragraph with less than two misspelled
words when using a hand-held spell checker to correct misspelled words.

e Statement of Transition Services: This component of the IEP is the place to address AT
that may be required by the student in post-secondary environments. When addressing
AT for students transitioning out of the school system, it is important to address required
AT devices and funding for the device. It is also important to address training and
technical support for the student and family, if appropriate.

Example:

Colin’s school staff, vocational rehabilitation counselor, and family will contact
public and private agencies to assist him in obtaining funding for an augmentative
device that can be used after he graduates from school. They will begin contacting
agencies at the beginning of his senior year. The vocational rehabilitation
counselor will identify potential sources for technical support that will be
available to Colin after he graduates.



The documentation of AT devices and services will be clearly written so that all IEP team
members, including parents, have a full understanding of how the AT devices and services will
be provided. It is not necessary to name the specific name brand of an AT device. It is best to
describe features of the required technology. For example, the IEP team may use the description
of a “talking word processing application with built-in spell check” rather than the name of a
particular program. * Refer to the Generic Description of AT Supports in Appendix C

The IEP will be amended, as the student’s technology needs change.



PartV
Assistive Technology Implementation and Integration

Requirement:
The student’s IEP team will implement the student’s AT as outlined in the student’s IEP. In

certain situations, it may be beneficial to develop an AT implementation plan to serve as a guide
in implementing the AT.

Procedures:

When appropriate, the [EP team will develop an AT implementation plan (See Appendix B) to
ensure that the AT is implemented as documented in the student’s IEP. This plan outlines the
status and tasks the technology supports, the student’s perceptions of the technology, the
training/ supports needed by the staff and the staff responsible to implement the AT . The IEP
team will follow school procedures to ensure that the recommended AT is made available to the
student as required in the IEP.

The IEP team will contact the school system AT Facilitator to obtain the required AT if it is not
readily available in the school setting. The required AT may be available in another school
system’s loan program or an outside agencies loan program. If the device is available in the
school system’s loan program, the AT Facilitator will check it out to the case manager who is
responsible to keep track of all items related to the equipment (i.e. manuals, chargers)

The [EP team will install, modify, customize, and program the obtained AT to meet the student’s
individual needs. If the school staff requires assistance with these tasks, they should contact the
AT Facilitator.

The school staff will participate in professional learning courses as needed to obtain skills and
expertise necessary to implement the AT implementation program. Professional learning
training may be requested from the school system AT Facilitator. Professional courses are also
offered throughout the school year. Watch for course offerings sent out by e-mail.

The IEP team will ensure that the AT is made available in all relevant environments. If the
student requires the AT in the home setting, the school staff will complete the agreement for
home use form in Campus Blank form section.

The school staff will ensure that the available AT is integrated into all appropriate curricular
activities.

When equipment is not in working order, the school staff will
1. Check the manual for troubleshooting information
2. Contact the device’s company technical support.
3. Contact the AT Facilitator to obtain directions on how to get the device repaired.

The AT implementation program will be modified as needed based on student needs and
curriculum.



Trouble Shooting:
" The student’s IEP team may request assistance from the AT facilitator when needed. The
following types of assistance are available:

Device Repair (After staff have checked the manual and called the company)
Have you read the manual to obtain troubleshooting assistance?
Have you contacted the manufacturer for technical support?
What has been done within your school to correct/address the
problem?

Device Loan Program

Device Training and Support



Part VI
Monitoring the Use and Effectiveness of Assistive Technology

Requirement:
The student’s IEP team will monitor the student’s use of the recommended AT and make

changes in programming as needed.

Procedures:
The student’s IEP team will collect data on the student’s use of AT as outlined in the IEP

or AT implementation plan.

The IEP team will analyze the data to determine the continued appropriateness of the AT
and to make changes in programming as needed.

The school staff will make changes in the student’s AT implementation plan as needed
based on data collected by the team.



Appendix A

Assistive Technology
Consideration Flowchart,
Checklist and Resource
Guide



AT CONSIDERATION PROCESS
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Appendix B

Assistive Technology
Implementation Plan



Technology Implementation Plan

School: Date:
Student: Grade:
Case Manager:

Status of Technology Tasks the Technology Supports | Frequency and
Location of Use

Student’s Perception of the Technology:

Building Capacity Within the School
Training/Support Needed Staff Responsible Dates/Times

Transition Issues
» To a new classroom

»  School to home

» To a new school

Implementation Review Date:

' Procedural Checks:

01 Implementation Plan filed in student’s folder

1 A.T. Devices and Services appropriately documented on the IEP
1 Supplementary aids appropriately documented on the IEP

Adapted from National Assistive Technology Research Institute MCPS/HIAT/ 1/31/2011
www.montgomeryschoolsmd.org/departments/hiat



Appendix C

Generic Description of
Assistive Technology
Supports
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