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Introduction
Your attitude can make a big difference

One of the most difficult barriers people with disabilities face is negative attitudes and perceptions of other people. Sometimes those attitudes are deep-rooted prejudices, based in ignorance and fear. Sometimes they are just unconscious misconceptions that result in impolite or thoughtless acts by otherwise well-meaning people. In either case, they form an obstacle to acceptance and full participation in society for people with disabilities. The most insidious aspect of negative social attitudes is that persons with disabilities may actually integrate that perception into their self-image.
This pamphlet is not a list of strict rules and regulations. It's an attempt to foster understanding, clear up misperceptions and help you relate as a service provider, and as a person, to people with disabilities. Some support staff are part of an office designed to support the students with disabilities. Others are computer, technical staff with no training and little background working with people with disabilities and may feel unprepared to relate to these students. Disability is often perceived as a yes-or-no proposition. You either are disabled or you're not. The truth is that disability is a continuum. At one end are perfect people --not many of those around-- and at the other end are people with severe impairments. Most of us fall somewhere in the middle of the spectrum, but, we're all people and we all want to be treated with respect. You will be aware that the current “correct” way to talk about someone who has a disability not as a disabled person but as a person with a disability. The point is to view ourselves and others as persons first and as being able-bodied, impaired, disabled or whatever as a secondary characteristic.
Tips on dealing with people with disabilities
General tips
These first comments are general and will relate to most situations and all disability categories. Below will be information related to more specific disability types and concrete technologies to be supported.
· DON'T ASSUME a person with a disability needs your help. Ask before doing anything as it may be perceived as interfering rather than helping.
· MAKE EYE contact and talk directly to the person, not through the person's companion. 

· AVOID ACTIONS and words that suggest the person should be treated differently. It's OK to invite a person in a wheelchair to go for a walk or to ask a blind person if he sees what you mean. These remarks are intended to be general comments and not necessarily meant literally.

 TREAT PEOPLE with disabilities with the same respect and consideration that you have for everyone else. 

Some Helpful tips for specific disability types
Visual Impairments 

· BE DESCRIPTIVE. You may have to help orient people with visual impairments, and let them know what's coming up. If they are walking tell them if they have to step up or step down, let them know if the door is to their right or left, and warn them of possible hazards. 

· YOU DON'T have to talk loudly to people with visual impairments. Most of them hear just fine. 

· OFFER TO READ written information for a person with a visual impairment when appropriate. 

· IF YOU are asked to guide a person with a visual impairment, offer him your arm, instead of grabbing his arm as the person holding your elbow will sense when you turn, step up or step down.
· Asking for the name of someone with a visual impairment and call them by name when talking to them.

· At the point you start talking to someone else, help the first person know you are no longer talking to them

· When walking away from a discussion with a student who is blind, instead of quietly vanishing, let them know you are leaving
Some people with a visual impairment may still have some functional vision. Others may have no light perception. Some adjust better to their disabilities than others. Each person is an individual.
Speech Impairments

· LISTEN PATIENTLY. If the person has trouble getting words, don't complete sentences for him or her unless he looks to you for help

· Politely asking people with the speech impairment to repeat themselves is acceptable

· Do not express frustration as the person already feels frustrated without your making it worse.

· DON'T PRETEND you understand what the person with a speech disability says just to be polite. 

· ASK THE PERSON to write a word if you're not sure of what he is saying. This may be extremely important when dealing with technical information where clear, accurate communication can be crucial.
Hearing Impairments

· When you talk with persons with hearing impairments, face them so they can see your lips. Someone with limited hearing may depend on your lips to help them interpret what they hear. For those who have no hearing, they may be lip readers and your facing them is basic.
· SLOW the rate at which you speak when talking to a person with a hearing impairment. 

· Pronounce your words distinctly.

· INCREASE THE LEVEL of your voice, but shouting is not necessary. Distinctness is as important or more important than voice volume.
· If the person is having trouble understanding you, never make the mistake of assuming that their problem is a mental processing problem.
· COMMUNICATE BY WRITING if necessary. 

· If there is an interpreter with you, still face and talk to the person who is deaf and do not direct your comments at the interpreter.
Mobility Impairments 

· TRY SITTING or crouching down to the approximate height of people in wheelchairs or scooters when you talk to them. 

· DON'T LEAN on a person's wheelchair unless you have his permission --it's his or her personal space. We all feel uncomfortable when someone “invades” our space.
· GIVE A PUSH to a wheelchair user only when asked. 

· BE AWARE of what is accessible and not accessible to people in wheelchairs such as high desks at reception and similar counters.
· Be sure that there is at least one computer table with adjustable height, and be certain that it can be operated by someone in a wheelchair.

· Be aware of the location of computer switches and the ports for connecting external devices.
Upper body motor impairments

Some people with upper body motor impairments may have lower body impairments requiring their using a wheelchair. Others may have no significant mobility problems. Their upper impairments may cause severe problems in using a computer which comes to the issues for computer support staff.

Someone will have to explore which adaptive devices will compensate for their particular upper body impairment. Essentially, the problems relate to the effective use of the keyboard or mouse. There are:

· a variety of computer mouse types 

· track balls 

· switches, 

· one-handed keyboards, 

· onscreen keyboards 

· word prediction

· voice recognition. 

· Don’t assume that the device that you think you would prefer will fit the needs of a particular person. 

· Listen to them and be patient while they explore the alternatives.
Learning and cognitive Disabilities 

This is a broad and sweeping category. It covers so many different issues that it is almost confusing to lump them together like this. Some have trouble inverting letters on a page. Some have trouble following complex auditory information. Others invert and scramble numbers. Many have trouble organizing the content they are learning. Scrambling the information in unrelated order will hinder understand and really be a problem for memory. Help organizing information can be crucial. Often counselors train them to underline information with different colors to help with organizing and later locating information. However, for those of us without the problems, we frequently lose patience and rush to judgments about their intelligence or their seriousness as students. Look for opportunities to expand your awareness and take time to count to 10 before becoming frustrated.

DON'T ASSUME the person is not listening just because you are getting no verbal or visual feedback. Ask him if he understands or agrees. 

DON'T ASSUME you have to explain everything to people with learning disabilities. They do not necessarily have a problem with general comprehension. 

OFFER TO READ written material as sometimes being able to both see and hear information reinforces that information for them

Ask them to help you understand precisely the nature of their struggles as that will make them more willing to see you as non-judgmental

People with learning and cognitive disabilities benefit from some specific adaptive technologies, but they just as frequently are helped by mainstream technologies used by everyone but which they can use to compensate for some of the effects of their specific disability.
Major commercial applications include:
· Dragon Naturally Speaking

· TextHelp

· Wynn

· Kurzweil 3000

Some of the mainstream products include:

· Spell checkers

· Calendars

· Organizing software

· Concept mapping software

· Inexpensive or free software to turn text into synthetic speech

Note on Service Dogs 

Many people with visual or other impairments use service dogs to help them compensate for their disabilities. These dogs are workers, not pets, and they have jobs to do. Always ask permission before you interact with someone's dog. Do not pet the dog or divert its attention from its work. 

Besides the guide dogs to help someone with a visual disability, people with motor impairments use service dogs to help in a number of ways including objects dropped on the floor. Those with hearing impairments use them to alert them to unusual sounds including a door bell.

Finding resources

If you are primarily a computer staff person for whom supporting people with disabilities is new, your campus will have a department that serves students with disabilities. Staff in that office can provide you with personal help both about people with disabilities and about the adaptive computer applications that they use. You can also do an Internet search for disabilities and either adaptive or assistive technology which will provide a rich and varied array of sources of information.

If you can obtain funding, there are several national conferences that focus on technology and disabilities:

http://www. csun.edu/cod
http://www.colorado.edu/ATconference
EASI: Equal Access to Software and Information

EASI is a not-for-profit organization whose mission is to serve as a resource by providing information and guidance in the area of access-to-information technologies by individuals with disabilities. We stay informed about developments and advancements within the adaptive computer technology field and spread that information to colleges, universities, K-12 schools, libraries and into the workplace. EASI’s Web site is at:
http://easi.cc
EASI provides live Webinars and online courses that cover a broad spectrum of related accessible information technology topics. There are 2 series of Webinars. One series is free to anyone; the other series provide more in-depth content and is fee-based with participants joining from across the US and from at least half a dozen other countries. The schedule and online registration is on the Web at:

http://easi.cc/clinic.htm
EASI’s courses are month-long and are taught through an LMS system. Anyone completing 5 of these courses will earn the EASI/USM Certificate in Accessible Information Technology which also carries 15 continuing education units from the University of Southern Maine. 
The online courses are:
· Barrier-free Information Technology

· Barrier-free Web Design

· Barrier-free E-learning

· Creating and Repurposing Accessible Documents

· Accessible Multimedia

· Special Topics.

· Train the Trainer 

(Train the Trainer description is below because it is relevant to this topic.)

The course syllabi and online registration are on the Web at:

http://easi.cc/workshop.htm
Train the TrainER COURSE DESCRIPTION
Schedule for 2011: April August and December.

Week 1 :
LESSON 1: Introduction to training users with disabilities on adaptive computer technology

The course is not intended to make support staff be advanced experts in any of the technologies on which they provide training or experts in understanding all the variety of types of disabilities they may support. Instead it aims to make support staff facilitators to help students with disabilities begin to learn what they need for success in their studies.

1. Personal introductions

2. Brief introduction to different types of adaptive technologies

3. Brief introduction to different disability types

4. Tips on how to train a person with a disability

LESSON 2 OVERVIEW OF PERSONAL COMPUTER HARDWARE AND OPERATING SYSTEM
Introducing trainees to major hardware components:
CPU
monitor
keyboard
mouse or touch pad
ports and peripherals
Introducing the trainee to understanding and using the operating system
desktop and menus
configuring the system for personal convenience
navigating using the mouse and/or keyboard
using the system help
experimenting with the operating system accessibility features

Week 2:
LESSON 3: TECHNOLOGY FOR VISUALLY IMPAIRED CONSUMERS

Students with visual impairments have problem accessing the computer output displayed on the computer monitor and sometimes difficulty in seeing the letters on the keyboard. Obviously, they need technologies giving them an alternative access to that information. The course will limit its training to 1-2 of the major screen reader and screen magnification systems. Other packages function similarly and have similar command systems so the basic training will carry over to those applications. Participants will spend time actually using both a screen reader and a screen magnification package. Several have demo versions for download. 

Screen magnification
changing font type and size
changing foreground and background colors
using targets to help keep oriented to the page context
learning different ways to personalize the display

Screen reader
selecting the voice and adjusting its speed
learning most basic keystrokes to manage the screen reader

Learning basic keystrokes to navigate the display
experiment with 2-3 popular software applications

(The next lesson has no real hands-on work permitting splitting this hands-on work over 2 lessons)

LESSON 4: TECHNOLOGY FOR PERSONS WITH HEARING RELATED DISABILITIES
While this population does not really need special adaptive technology to use the computer, there are many applications that do provide special support for these users both in their personal and professional lives. E-mail opened up communication with their hearing acquaintances, and now, texting from smart phones is an integral part of their social and professional networks. Support staff will not have to train them in special software, but, on occasion, these staff members may be called upon to assist a hearing impaired person with more general computer issues. Understanding them could be a useful skill and awareness.

The accessibility issues related to information technology that relates to the hearing impaired is the provision of captions for multimedia and real time captions using computers of live lectures.

Week 3
LESSON 5: Reading Support Technology For Persons With Learning Disabilities

Learning disability covers a broad spectrum of impairments and strengths. Applications which help them read include some sophisticated and somewhat costly software and others that are inexpensive or free. Often the application will synchronize the text being displayed with synthetic speech vocalizing the same content. Some common tools support both reading and writing. These include:

· Kurzweil 3000

· Wynn

· TextHelp 

The free and open source applications include tools that read Web pages with synthetic speech, and simple products that turn text documents into MP3 audio files using synthetic speech.

The free and open source products will provide hands-on experiences for this class to test.

LESSON 6: Writing Support Technology For Persons With Learning Disabilities

Some applications support writing including:

· Kurzweil 3000

· Wynn

· TextHelp 

· voice recognition 

Commercial mainstream tools often fill a special support for writers with learning disabilities:

· spell checkers 

· grammar checkers 

· word prediction

Course members will acquire hands-on experience on such software and come to understand how it is an important aid.

Week 4
Lesson 7 Training Users with Motor Impairments (Voice Recognition, Onscreen Keyboards, track ball, etc.) 

Users whose impairments interfere with their effective use of the keyboard require other tools to improve their ability to input information into the computer. 

Common computer applications which support students with motor impairments include:

· voice recognition 

· track ball

· various switch devices

· an alternative mouse

· one-handed keyboard

· onscreen keyboards

· and a multitude of other special switches 

The choice of systems will depend on the specific motor impairment and, to some extent, the personal choices of the user. Many of these tools are inexpensive. 

Lesson 8 Providing Institution-wide Awareness of the Needs of Users With Disabilities
As a trainer, you will have a basic understanding of the technology support needs of people with disabilities and of the technologies that are required to assist them. Some of the things the institution should do include:

providing awareness training for faculty and support staff

developing policies guaranteeing students with disabilities an equivalent learning experience as provided to others

developing policies covering computer hardware and software purchases to monitor their accessibility

providing adequate financing to achieve the support of students with disabilities both on campus and online
(progress always happens best where there are clear policies and some system of accountability)

(Registration is $350 with a discount for EASI Annual Members and for participants from overseas)

(Participants will be expected to download both demo versions of adaptive software or free support software and spend part of almost every lesson actually acquiring hands-on experience.)

Registration for Train the Trainer is on the Web at:
http://easi.cc/workshops/train.htm
