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PURPOSE
This document outlines the activities of the Educational Assistive Technology Centre (EATC), which primarily works to deliver Assistive Technology (AT) support to students at the University of Limerick.

RESPONSIBILITY
Overall responsibility for this process lies with the Head of the Educational Assistive Technology Centre. Implementation of the procedures in this document relies on the collaboration and input of all EATC staff.

PROCEDURE
The EATC works to foster a culture of inclusive practice for teaching and learning. Primarily, EATC works with students with disabilities to provide technology solutions to enable them to overcome educational barriers. Furthermore, EATC works on projects to develop and introduce new technologies, while also advocating for the implementation of, while also advocating for the implementation of the Universal Design for Learning (UDL) framework.
The work of the EATC can be divided into several key areas as follows:
· Assistive Technology Assessment
· Procurement and Allocation of Technology 
· Assistive Technology Training
· Facilitation of End of Semester Examinations
· Inclusive Projects
· Outreach
Each area is summarised below, with relevant working guidelines provided in the Documentation section.
Assistive Technology Assessments
In collaboration with Disability Support Services (DSS), EATC identifies students with disabilities who require support. EATC staff meet with students and carry out an AT Needs Assessment to identify potential solutions. After this assessment, EATC staff update the Accessibility Accommodations Module (AAM) on the Student Information (SI) system.
Procurement and Allocation of Technology
Working within relevant procurement policies and funding sources, EATC staff procure necessary software and hardware to meet student needs. EATC staff maintain records of all technology and details of each student to which technology is  allocated. EATC staff work with DSS at designated times each year to complete a financial return to the Higher Education Authority.
Assistive Technology Training
EATC staff develop AT training plans for each student. EATC staff deliver training to students on both an individual and group basis.
Facilitation of End of Semester Exams
In cooperation with DSS, the Information Technology Division (ITD), and Academic Registry (AR), EATC coordinates all AT required for examination periods. EATC staff prepare the exam computer lab and work with students to ensure their requirements are met. During exams, EATC staff provide technical support where needed.
Inclusive Projects
EATC staff research, propose and implement various projects. These projects aim to increase inclusivity and accessibility within learning and teaching.
Outreach
The EATC department receives requests from the wider community to provide AT support and training. These requests are processed according to the latest outreach procedure.

DOCUMENTATION
· Assistive Technology Assessment Process.docx
· Assistive Technology Training Process.docx
· Common Software Assignment Procedure.docx
· Distributing Student Laptops Process.docx
· End of Semester and Repeat Exam Management Process.docx
· Grammarly Allocation Process.docx
· Inclusive Projects Process.docx
· Outreach Process.docx
· Procurement & Allocation Process.docx
· RAR Return Process.docx
· Technology Loan Service Process.docx
· Updating the AAM Process.docx

RECORDS
Records are held by the Educational Assistive Technology Centre for the period defined by individual processes. All members of staff operate in accordance with the University’s Records Management and Retention Policy. Any personal data that is used as part of this process is processed in accordance with the General Data Protection Regulation (GDPR) / Data Protection Acts 1988-2018 and the University of Limerick Data Protection Policy. 

PROCESS VERIFICATION
Evaluation of this Process is carried out using internal audits. Changes to the process are put in place as required.   
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