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Disability Service
Alternative Format (AF) / Assistive Technology (AT) Facilitator
Job Description
An AF or AT facilitator is a person who can cover some or all of the following:
· Assist students who have substantial difficulties accessing or producing print material by assisting the student in obtaining relevant documents in the Library, from departments, tutors or from other sources, and helping the student to arrange for these materials to be converted into an appropriate format (Braille, enlarged print, machine-readable format).  And/or
· Assist students who need training with specialist equipment in order to access print or spoken material.  And/or
· Assist students who have substantial difficulties accessing spoken presentations (lectures, seminars, films and videos) by providing typed transcription of audio or video recordings
In some colleges some of the above work is done by an Assistive Technology Support Officer.  Where this exists, training in the above areas will be given by the officer.  This session will be booked by the Disability Officer.
Person Specification
· AF/AT facilitators, when sourced and managed through Disability Support Services, are expected to work in accordance with the ‘Terms of Registration for Educational Support Workers’.
· Ideally you must be able to demonstrate a clear understanding of mainstream packages and IT equipment and have experience of training others to use it.
· Scanning is generally used as the first step in the provision of material in alternative format.  Training will be given in the use of this equipment.
· You should ideally have some understanding of specialist assistive technology packages (although training can and will be arranged).
· You must have an understanding of the format you are expected to work in (for example, Grade II English Braille) or be willing to develop an understanding.  Access to appropriate equipment will usually be arranged through the Disability Service.
· You should be a competent typist and have access to appropriate equipment.
· It is a condition of this role that you will familiarise yourself with, and abide by –
The College’s Safety Regulations: Link to the College Safety Regulations 
The College’s Health and Safety Policies:  Link to the College Health and Safety Policies  and may we draw your attention to the college’s Policy on Bullying and Sexual Harassment details of which can be found on the following website: Link to the College’s Policy on Bullying and Sexual Harassment Details  
Please also be familiar with the College Code of Conduct for users of the Trinity College computing facilities: Link to the College Code of Conduct for users of the Trinity College Computing Facilities
Guidelines for Alternative Formatting Facilitators
· Having assisted the student in obtaining relevant documents in the Library, from departments, tutors or from the student’s academic assistant then the material must be scanned.
· The following is a guideline for the editing of scanned material.  This will then allow the material to be used by screen-readers or be ready for converting to Braille.
Guidelines for scanning material for blind and visually impaired students
This set of guidelines has been compiled to assist those scanning printed material for blind/visually impaired students and students with specific learning difficulties.  
It details specific points to consider for academic material, and so that the scanned end-product is as useful and versatile to the vision impaired user as possible.  
Why scan in the first place?
If a person cannot access printed material, then an alternative format is needed. The most common formats used by blind and visually impaired people are large print, Braille, electronic formats (such as reading a Word document) and audio, such as tape or mini-disk.  Scanning text means that it is available electronically, so that it can be read using assistive technology, such as screen readers or magnification, but it also means that the text can be manipulated and produced in another format – it can then be brailed out or printed in a font that the person can read.  Scanning is therefore the key to producing information in almost any format, and if a little care is taken, a common text may only need to be scanned once and then accessed by several different people, using a variety of different formats.
These guidelines are designed to make scanning as efficient as possible, so that it is easy for the student to make best use of the material, and also that it can be formatted easily (in Braille, large print and so on).  
Before starting to scan
Ask the student to prioritise material, so that you know where to start, and so that the student can start work with the most important things first.  Ask the student to specify exactly what they want from a book - there is no point in scanning a whole book when only chapter 17 is relevant!  The rest of the book can always be scanned at a later date, for the sake of completion.  It is the student, not the assistant, who should decide what needs to be scanned.  
Scanning Material
Make sure that you scan each page of the document, in order.   The actual scanning is the easy part!  The most important part of the assistant’s role, from the vision impaired student’s point of view is the accurate editing of the scanned piece.  This, in reality, is also what takes the most time, and is what is impossible for the vision impaired user to do.
Before beginning to Edit and Format
It’s a good idea to save the “raw” scanned document before beginning any editing, and it’s also a good idea to scan the whole document before editing.  (That’s where the scan repeatedly function becomes useful, as it speeds up the actual scanning.)
Some people prefer to edit text in the scanning programme itself, others prefer to use a common word processing programme such as Word.  Either way, it doesn’t matter too much.
Save each scanned piece as one document, with a title similar to the actual title of the article/chapter.  Save onto disk for the student and into the folder to be archived for future use.
General formatting
The standard format for font to be accessed by vision impaired people is Arial 14point.  While the font does not matter to those who access the material through Braille, speech output or other non-visual ways, some people may be able to read the screen or a clear print document – some people can read a few words in large print but could not access a whole document this way.  It’s probably a good idea to select all the text and make it Arial 14 in the beginning, so that the document will be most versatile.
· Ensure that there is only ONE column of text per page.
· Always LEFT justify all text.
· Ensure that the paragraph widths and indentations are standard throughout the document, and that the page margins are appropriate.
· Make sure that there is a blank line between each paragraph.
The title and reference
Begin each document with the full, complete bibliographic information, such as, for a book: the Name, Initial., (year) Title in italics  place:  Publisher.  Pages …, and for a journal article, Name1, Initial1., Name2, Initial2, (year) Title of the article Title of The Journal  Vol (no) pp.
This should be done in the same format as the other references.  If you have the library code or ISBN numbers, these can also be put at the beginning of the document.  
It may be necessary to type out the full reference.  Beautifully scanned and formatted text is useless unless it is properly referenced!
Page numbers
There is usually no need to insert page numbers into a document, but the original page numbers are vital.  Insert p. and the number at the beginning of the text (after the reference), and each subsequent page should be numbered – even if this means breaking up a paragraph mid- sentence, it is important to leave one line, then write p. and the number, leave another line, and continue with the text.  If a student is directly quoting from the work of an author, page numbers must be cited in the reference. 
Italics and Bold text
Some, in fact most OCR software recognises bold and italicised text, and retains this formatting.  Do not change the formatting if it has been correctly recognised.
Never put additional explanatory notes to users solely in bold or italics – always use square brackets [ ] to denote added comments.
Quotations
Quotations are important, so always check that the quotation marks have been correctly recognised.  Occasionally ` rather than “ or ‘ are incorrectly inserted, so it’s best to check these. 
Block quotations are best described with [block quote] and [end of block quote] before and at the end of the quote.
References
Academic literature is practically useless without complete references.  The references should be fully cited at the end of the article, and do need to be checked carefully.
Footnotes
As with block quotes, insert a blank line, then [footnote 1] then another blank line, then the footnote, then another blank line, then [end of footnote 1].
Check if superscript numbers to denote footnotes have come out clearly.  Often it is preferable to insert [see footnote 1] into the text instead of superscript numbers.
Tables
Tables that are well formatted in Word are usually not a problem for blind and visually impaired people to access.  
Ensure that tables are correctly represented, and that tables are used rather than columns of text.  This may mean inserting a table manually and copying the text into the table.
Diagrams
Diagrams are always difficult to describe.  The first thing to ask is how important is this diagram, and what is it?  There is a world of difference between a photograph, a flow-chart, a graph, a picture etc. As each diagram will be different, it is difficult to give guidelines of how best to deal with it, but in general, it is less likely that a visually impaired student will need to know things like the colour of arrows, the style of a picture, the artistic details or what the photograph of the famous author looks like.  It is more likely that they will simply need or want to know what information it is trying to get across. 
Many OCR programmes delete diagrams and pictures automatically.  If this is not done, a description of the image will still be needed.  
Type, in square brackets [ ]:
· A general description, e.g. [figure 1:  flow chart labelled...] or [a photograph of...] 
· In the case of flow charts, it can be useful to give an overall general description of the layout of the chart, before giving the precise details or words within boxes.  It can be difficult to imagine the diagram and consequently make sense of the comments if a clear description of the overall appearance is not given.  Insert something like, [there are three boxes in a row, interconnected with arrows.  An arrow from the middle one points down into a box below it.  The left box from the row contains…] You may need to re-type the contents of boxes.
· For a graph, type a general description first, e.g. [figure 2  pie chart…]
· State the names of the axes, the units, range and increments used.  Then a general description of the shape.  
If the diagram has already been (or will be) fully described in the text, no further description is needed (but it is useful to state that the diagram is fully described in the text).  
Sometimes the best way to get around diagrams is to produce them in another format (e.g. tactile), as description can sometimes be very difficult to do, or to follow. 
Headers and footers
If headers and footers from the original page are retained, these should be deleted.  Provided that an accurate reference is given, there should be no need for further information, and it can be distracting.
Having finished the editing
Save the document both onto disk for the student’s use, and in the central archive for scanned material.
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