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This manual is intended to provide its reader with a wide range of 
information including assistive technology adaptations with an 

emphasis on learning, devices and services. Through lived 
experience and the devastating effect of COVID-19, MCS knows 

more than ever about the benefits of assistive technology to 
enhance the lives of older individuals and people with disabilities, 

promoting independence, access, & equity. Its intention is to 
provide information about smart technology & adaptations to 

educators, therapists, users, families, and rehabilitation specialists, 
and for the reader to obtain information to make better informed 

choices. 
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Assistive Technology E-manual & Toolkit 
2021 Edition 

Using this Manual/Toolkit 

This toolkit has been put together to help people to get online and support 
them while they are using the internet. It has lots of information with links to 
other relevant resources. It has been divided up into sections to make it easier 
to use, however there may be some overlap.  

If you have any suggestions for the toolkit, we would love to hear from you, 
please get in touch with the assistive tech team;  

 07368 487263         gail@millenniumcommunitysolutions.com 

Introduction 

The concept of assistive technology and inclusion has been in the domestic 
domain and workplace for over 15 years. COVID-19 has brought many 
changes in society and the workplace, from which we are unlikely to return, 
Millennium Community Solutions CIC is aims to sustain this watershed 
moment, to champion and address digital poverty & non-inclusivity in the 
borough of Lambeth. We offer our sincere gratitude to Claire Bishop from 
Leonard Cheshire and our lived experience members of Millennium who 
shared theIr expertise with us, making this toolkit possible.  

Digital assistive technology (or AT), is any software or hardware that can help 
a person accomplish tasks otherwise difficult for them to perform. It plays a 
vital role in connecting people to friends & essential services. Unfortunately 
there are many people who are unable to take advantage of this technology.  

At Millennium Community Solutions CIC we are constantly reminded that 
there is still much to do to improve support and ensure that all relevant 
information is available to various partner organisations, libraries, and 
stakeholders. I am confident that by continuing to work together we can affect 
further important change as I know that many share the vision to make a real 
difference. 
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• Millennium Community Solutions CIC (MCS) provides IT support for 
older people and people with disabilities of any age. Talk to us about 
your needs and we will advise you further on a bespoke accessibility 
strategy to meet a beneficiary’s requirements. Through our network, we 
can support people with all sorts of IT challenges, from setting up a 
new equipment, fixing technical issues, advise on a bespoke 
accessibility and usability support. 

• Although Millennium Community Solutions CIC volunteers are not 
able to visit you in your home at this time, our team are busy 
supporting people remotely (all volunteers are DBS checked before 
working with us).                                     
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Getting Started with Assistive Tech 

You don’t have to be an expert in IT to help people get online. All you need is 
a willingness to learn and patience! Are you a digital champion with lived 
experience? A digital champion inspires others to use computers and Internet, 
by teaching them about the benefits of assistive tech. 

No matter the problem, assistive tech leaders such as Millennium 
Community Solutions will get you up to speed with basic computer and 
online skills and digital inclusion. 

In any training setting, it’s good to think about people’s learning skills. 
Understanding this about a client can help you set learning goals and 
determine the best resources for them. For example, there are three types of 
learning styles and a teacher/lecturer must ensure they use the correct 
teaching style for each child. 

Visual: Learn through seeing. 
Auditory: Learn through hearing. 
Kinesthetic: Learn through doing. 
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Making Computers More Accessible 

Many people aren’t aware that all computers have built in accessibility 
settings without needing any additional software or hardware. The settings are 
a great, free way to test out accessibility to see what works for each user. For 
example, you may think that a person with limited vision will benefit from 
having a computer screen read out for them. Rather than investing in an 
expensive screen reader, there are internal settings that can achieve this. 

Windows 

Windows computers are the most commonly used computers in the world & 
software and hardware features are being continuously improved. To find 
accessibility features in the ease of Access Centre go to;  

http://windows.microsoft.com/en-us/windows/make-computer-easier-to-use 

Mac 

Macs have always been built with accessibility in mind and have the best 
accessibility of all operating systems. To find accessibility features in the 
System Preferences section of the Accessibility Menu go to;  

https//www.apple.com/u/accessability/osx/ 

You can find general help for Mac on the official support pages; 

https//.apple.com/en-gb/mac 
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What Types of Device are Used? 

For our purposes, we have separated devices into three categories: 

1. Augmented and Alternative Communication Devices (AAC): a range of 
strategies and tools to help people who struggle with speech. AAC 
helps someone to communicate as effectively as possible, in as many 
situations as possible. Examples can vary from bluetooth enabled 
hearing aids to simple letter and/or picture boards. 

2. Computer Access Devices Computer Access Devices allow people who 
have problems using conventional controls (e.g. keyboards or mice) to 
access the computer. Adaptations to assist with computer access can 
include the following: alternative keyboards e.g. alternative keyboard 
layout; alternative mice e.g. a trackball, joystick or touchpad, head 
tracking or eye gaze; additional accessibility software, e.g. on screen 
keyboards, word prediction, speech recognition. 

3. Adaptive Environments: the use of devices and approaches that allow 
people to manipulate the environment in their day-to-day lives. 
Adaptive Environments can range from ‘smart home’ (an adaptation 
using ‘Alexa’ or ‘Siri’ to control things around the home) to much 
simpler tools such as a remote control for the television. It is also an 
area that provides children with disabilities the opportunity to play with 
adaptive toys and games, thus allowing them to develop cognitive skills 
associated with these activities. 
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Assistive Technology Service 

The Assistive Technology Service is a functional evaluation of any person who 
may need to use AT. It is also known as the “person-technology match”. AT 
devices are not “one size fits all” and may need adjusting or updating to 
ensure they are appropriate for their users. AT evaluation should be 
conducted to ensure every user is given the help they need. 

AT devices can be very simple but all devices require training in order to 
maximise use. This is also the basic notion behind the training of a carer, 
friend or family members, who generally serve as the primary support system 
for the user. However, it is vital that members know how the devices use 
facilitate integration into family and community activities. Without such 
training, the chance of a full implementation of the device is unlikely. 

Service users in Lambeth and South London may wish to make use of St 
George’s Hospital’s Assistive Technology Service at Queen Mary’s Hospital: 

Assistive Technology Service 
St George’s University Hospitals NHS Foundation Trust 

Queen Mary’s Hospital 
Roehampton Lane, 
London SW15 5PN 
Tel: 020 8487 6027 

Email: supportAT@stgeorges.nhs.uk 
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Selection of Accessibility Features, Products and Adaptions:  

Assistive Technology should promote individual independence and ability to 
function for each individuals’ settings. For example a person who has a limited 
use of their arms or hands can use speech-to-text computer system to type. 

Screen Reader: a piece of software that reads out displayed text. 

Screen readers and magnifiers are accessibility options that have been 
developed for people with a visual impairment. 

Many types of visual impairments deteriorate over time, which can make a 
magnifier redundant, as people with no vision rely solely on the screen reader 
to access their PC. Screen reader and magnification software are built into 
modern operating systems. 

Some screen readers require text to be copy/pasted in to them. Others use 
the HTML code from web pages while Optical Character Recognition (OCR) 
technology can scan and ‘read’ any text. 

Software: 

• NVDA - free 

• Read please - free 

• Thunder - free 

• Browse Aloud 

• Duel (screen reader and magnifier) 

• Jaws (screen reader and magnifier) 

• Penfriend XL (screen reader and magnifier) 
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Screen Magnifier: magnifies all content on a web page, including images 
and videos. Users can either have the whole screen magnified or focus on 
relevant information. Some software allows the user to fit the magnification to 
their vision. Supernova allows the user to adjust the screen for tunnel vision, 
for example. 

      Software 

• Zoom text. 

• Supernova. 

• Jaws. 

• Lightning - free. 

• Dual (screen reader and magnifier). 

• Penfriend XL (screen reader and magnifier). 
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Text to Speech/Speech to Text:  

Text-to-speech is another term for a screen reader, which reads out the text 
on a screen.  

Speech to Text: voice activated software allowing the user to either control 
the computer with their voice or dictate text to be typed. Dictation and voice 
control is built into all modern operating systems for computers, smartphones 
and tablets. 

These are not recommended for people with limited or no vision, as this type 
of software requires training and the user needs to be able to see to the 
software while they are training it to their voice. 

Software 

• Dragon Naturally Speaking 

• IBM via voice 

• Windows speech recognition - free 
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Text Prediction: Text prediction software predicts texts as you type to help 
people who struggle with words. 

Some types of text prediction only predict text as the user types. Others might 
learn the language that the user commonly uses and store it, allowing the 
predictor to give the user a list of words for them to use. It is constantly 
learning while being used and therefore makes the user’s typing far more 
productive. 

While this sort of software is often used for people with learning difficulties it 
could also be beneficial for others, like those with diminished use of the arms 
or hands. 

Software 

• Penfriend XP 

• TextHelp Read&Write 

• Ginger 
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Mind Mapping Software:  mind mapping software is a tool for people 
who find it difficult to express or communicate their ideas.  

This software allows them to visualise the idea and build up a picture of it. It 
can assemble an idea onto paper either in Word or in PowerPoint. 

Software  

• Mind View 

• Spark Space 

 

Full Access Control: Some full access control programmes 

allow the user to add all the ‘lists’ they need to access which are 
then accessible through a screen reader or magnifier. 

Others are grid-based and apply grids to the operating system 
allowing the user to make choices using an input device. Grid-based 
software also allows the user to control their environment or 
communicate using their communication device. 

 14



Personal development: Some people with learning disabilities 

struggle with everyday tasks. Software has been developed to 
support people in their everyday lives, encouraging them to be as 
independent as possible. 

Software 

• Out and About Assistive Technology Screener 
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Adaptive Equipment 
 
Adaptive Keyboards 

• Large Keys: useful for someone with dexterity problems who may press 
multiple keys at once due to physical impairments. Large format keyboards 
are also useful to the partially sighted as the larger keys are more visible. 

•Ergonomic: ergonomic keyboards are designed to alleviate repetitive 
strain injury and other hand/wrist issues and are built with the human hands 
in mind. 

• ABC: helpful for users who may find it difficult to use a QWERTY keyboard 
layout. 

• Wireless: Particularly for wheelchair users for further than standard 
keyboard reach. 

• Keyboards with Key Guards: comes with a guard that prevents the 
user from accidentally pressing multiple keys at once. Allows the user to rest 
their hands on the keyboard without accidentally inputting data. 

• Touchscreen: Programmable keyboard which allows you to attribute any 
function to any key, for example the user may assign a key to open video 
calling software or start playing a song. 

• On-screen: use a mouse or switch to type on screen, reducing the need 
for a standard keyboard. 

• Washable: maybe useful for users with OCD or who live with compulsive 
cleaning. 

Modifying a Standard Keyboard 

•Sticky keys: enables the user to enter key combinations by 
pressing keys in sequence rather than simultaneously. This will benefit 
users who are unable to press or have difficulty pressing 
shortcut key combinations. 

•Filter keys: an accessibility feature to make keyboard usage easier. It 
regulates keystroke rates. For example, if the user presses too hard 
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on keys, Filter Keys can prevent repetitive keystrokes by adjusting the 
number of seconds a key is pressed before the character is triggered.  

•Mouse Keys: This allows the mouse pointer to be moved using the keys 
on the numeric keypad. 

•Keyboard Shortcuts: operating systems have shortcuts that allow the 
user to use the keyboard for specific tasks. On Windows, for example, most 
people will have used ‘CTRL+C’ and ‘CTRL+V’ to copy/paste text. There are 
dozens of keyboard shortcuts the average user may never come across. 

•Adjusting Mouse Behaviour: as with keyboards, modification of a 
standard computer mouse can have a great effect on its usability as a piece 
of assistive technology. Some options include; mouse speed, scroll speed, 
double-click timing, swapping buttons over (for left handed use), horizontal/
vertical lock and many many more. 
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Switches 

•Switches: may require the use of an adaptor to communicate with the 
computer. These boxes allow the user to plug in multiple switches and 
programme them to have different functions. 

•Design: switches designed for operation with a particular part of the body 
such as the hand, eye or neck. Users with very limited movement can still 
get online with the correct support. 

•Sip’n’Puff:  send signals to a device using air pressure by 
"sipping" (inhaling) or "puffing" (exhaling) on a straw, tube or "wand." It is 
primarily used by people who do not have the use of their hands. 

•Software: imitate keystrokes or mouse clicks. The Crick to USB interface 
automatically detects which software application the user is using and sets 
up the switches for them. There are several programmable switch interfaces 
to suit various applications and even games! 
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Monitors & Displays 

• Large Format Displays: larger displays aid those with visual 
impairments by making the text and images displayed larger and bolder. 

• Touchscreen: touchscreen displays can benefit the user by allowing 
their focus to remain on the display rather than having to switch focus points 
repeatedly from mouse to keyboard to display etc. 

•Contrast: some users with a visual impairment need high contrast or 
adjusted colours to be able to easily see the words on a screen, previously 
this was achieved through physical screen filters but now this can be 
accomplished within the computer’s software. 

•Adjusting Font Size: If someone struggles to read the traditional 12-
point text they may benefit from larger text. The user can increase the font 
size of text on the screen without decreasing the screen resolution, but with 
even larger text the user can decrease the screen resolution to suit their 
needs. 
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Tablets & Phones 

NB. Information on the following pages provided by Apple. 

A range of assistive technologies - including voice over, guided access and 
assistive touch - are built into iPad, iPhone and iPod touch. Here are some 
tips for using them: 

• Read With Fewer Distractions: use Safari reader to reduce the visual 
clutter - like ads and buttons - on some webpages so you can focus on what 
ever you’re reading. Just tap the lined paragraph icon next to the web 
address in Safari. 

• Bold Text: make the text on screen bigger and bolder so it is easier to read. 
Enable bold text in settings > general > accessibility. 

• Increase Background Contrast: you can increase the contrast on some 
backgrounds to improve legibility. Just go to settings > general > 
accessibility and turn on increased contrast. 

• Zoom: allows you to magnify elements on the screen up to 500% and works 
wherever you are in IOS, from mail and Safari to the home and lock screen. 
Go to settings > general > accessibility to turn on the zoom feature. Then 
double tap with three fingers to zoom in and out. 

• Voice-Over Screen Reader: the voice-over screen reader allows you 
to navigate and interact with your iOS device even if you can't see. Different 
dialects can even be selected to make it easier to follow the commands 
read out by the voice-over screen reader. You can turn on voice-over in 
settings > general > accessibility. 

• Have a Conversation in Sign Language: easy using a FaceTime 
video call. To start a FaceTime call, tap the FaceTime button under a name 
in your contacts or on the screen during a standard call. 

• Personalised Vibration Alerts: the user can create personalised 
vibration patterns for incoming messages, calls and FaceTime calls. Under 
any name in your contacts, just tap edit and then tap vibration. 
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• Subtitles and Captioning: to turn on captions, go to settings > general 
> accessibility > subtitles & captioning. You can even customise captions by 
size, font type and colour. 

• Control Devices Using the Camera or Other Devices: control 
your iPad, iPhone or iPod touch using third-party Bluetooth switches or with 
head movements and the device camera. You will find switch control in 
settings > general > accessibility. 

• Create Your Own Keyboard Shortcuts: if there's a word or phrase 
you use often, create a custom keyboard shortcut and iOS will type it for 
you. To create shortcuts, go to settings > general > keyboard. 
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Digital framework 

(Government guidelines) 

The framework in this document is intended to be used by organisations 
involved in supporting older and disabled people to improve their essential 
digital skills with the assistance of AT. The following knowledge of digital skills 
is based on government essential skills framework. The following foundational 
skills should underpin all essential online skills. By using assistive tech the 
beneficiary will be able to achieve digital engagement.  

One size does not fit all and therefore the following list is not in chronological 
order and will depend on the knowledge of each recipient.  

Any digital framework should include:  

• Familiarising the beneficiary with broadband and getting online. 

• Understand how the internet allows access to information and content.  

• Turn on a device & enter information required. 

• Make use of accessibility tools such as a mouse/keyboard/touchpad/
smartphone, tablet or Accessibility hardware or software. 

• Interact with the home screen. 

• Connect a device to a safe and secure Wi-Fi network. 

• Understand that passwords and personal information need to be kept 
safely & securely. 

• Find application by choosing icon on the home screen. 

• Open a browser to find websites. 

• Update and change password when prompted to do so. 

• Use online facilities such as banking, shopping & doctor appointments. 

• Familiarity with settings & menus. 

• Skill required to communicate via social network/video tools/
collaborate/share information. 
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Skills for Life  

Beneficiaries have turned to technology recently with a high rate of adoption 
for online shopping and video calling, many for the first time during lockdown. 
Beneficiaries should strive to: 

• Set up a group messaging platform such as WhatsApp. 

• Use word processing applications to create CV or letter. 

• Sharing documents and attachments. 

• Post and send messages/photographs/videos. 

• Familiarity with / being a member of social media platforms. 

• Set up and use video calling products such as Zoom, Teams, 
FaceTime or Google drive. 
 
Future skills 

• Additional skills should include digital skills in a work environment.  

• Accessing content for entertainment including films, music, games and 
books. 

• Use search engines to find information such as Google or Bing. 

• Skills required to find, manage and store digital information and content 
securely. 

• Access content for different devices/operating systems. 

• Organise information and content using files and folders on their 
devices or a cloud storage account. 

• Book an appointment with GP. 

• Stream music from sites such as Spotify or Apple Music or watch 
streamed movies from Netflix or Amazon. 

• Skills required to register and apply for services, buy and sell goods 
and services, and administer and manage transactions online. 

• Managing money/bank transactions online safely and securely. 
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If you are looking for information about how you can share your IT skills 
with disabled people and the elderly please visit:  

www.millenniumcommunitysolutions.com 

The 2021 Assistive Technology Toolkit was written by Rev Gail 
Thompson (Millennium Community Solutions) in collaboration with 

Claire Bishop (Leonard Cheshire) 

Edited by James Szumowski 

Rev Gail Thompson: gail@millenniumcommunitysolutions.com 

Tel: 07368 487263 

Claire Bishop: clairebishop@leonardcheshire.org 

Tel: 07885 259312 
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This toolkit is designed to welcome &  introduce individuals/organisations to the world 
of assistive technology and should not be viewed as a  comprehensive document. 

                                                 

Important contact details 

 Millennium Community Solutions CIC 

gail@millenniumcommunitysolutions.com 

Tel: 07368 487263 

Leonard Cheshire 

Claire.bishop@leonardcheshire.org 

Tel: 07885 259312: 10am – 4pm 

Disability advice services Lambeth (DASL) 

336 Brixton Road, London SW9 7AA 

Age UK Lambeth 

Tel: 0333 360 3700 : 336 Brixton Road, SW9 7AA 
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