
Guidelines for Referral and Candidacy for  
Students in Need of Assistive Technology 

 
 

ATEA 
ATEA refers to the Assistive Technology Equipment Assessment packet. The ATEA 
packet is comprised of many forms. It is approved by District 75 and New York State for 
the purpose of having students evaluated for assistive technology.  
 
This packet serves a dual purpose. It may be used: 

1. as the evaluation tool to be used by schools to perform their own assessments; or 
2. as a basis to refer a student for evaluation by the District 75-based Technology 

Solutions team. 
 
Below you will find a description of the different forms of the ATEA that must be 
completed for either a referral to Technology Solutions or a school-based assessment.  
Each form can be downloaded from the District 75 website. 
 
 
School-based Evaluation 
 
District 75 schools can perform their own AT evaluations as long as they adhere to the 
following guidelines: 

• They demonstrate knowledge and experience with using AT; 
• They have access to equipment to use during the assessment; and 
• They are able to work as a team that consists of 3+ members working on a daily 

basis with the student. Team members can include classroom teacher, 
paraprofessional, parent, speech therapist, OT, PT, vision or hearing teacher, etc. 

 
School-based team will need to fill out the following forms  

1. student identifying information 
2. background information 
3. switch evaluation (if appropriate) 
4. equipment evaluation AAC (if appropriate) 
5. equipment evaluation computer (if appropriate) 
6. equipment recommendations 
7. goals 
8. the appropriate packet for each of the team members (teacher, speech teacher, OT, 

PT, and parent). Other team members can write up their own narratives. 
 
Schools must also include: 

1. a copy of the most recent IEP 
2. a cover letter explaining that the completed packet needs to go to Technology 

Solutions for approval. 
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This entire packet must be submitted to the school-based support team or the IEP 
review team at the school. The evaluation team will generate a type-3 form. The SBST 
must keep a copy of the entire packet and send the original to Technology Solutions for 
approval. Concurrently, the SBST should enter the request for evaluation into the CAP 
system.  
 
Upon receipt of an approval letter from Technology Solutions the SBST will enter the 
results for the evaluation into the CAP system and follow the instructions provided for 
adding AT to the IEP. 
 
In the event that the recommendation is not approved by Technology Solutions, a letter of 
explanation and instructions will be provided. 
 
 
 
District-based Technology Solutions Team Evaluation 
 
In the event that the school feels that the student would be better served by having 
Technology Solutions perform the evaluation, they will then need to complete the 
following forms 

1. student identifying information 
2. background information 
3. the appropriate packet for each of the team members (teacher, speech teacher, OT, 

PT, and parent). Other team members can write up their own narratives. 
 
Schools must also include: 

1. a copy of the most recent IEP 
2. a cover letter requesting the Technology Solutions team perform the evaluation 

 
This entire packet must be submitted to the school-based support team or the IEP 
review team at the school. The school will generate a type-3 form. The SBST must keep 
a copy of the entire packet and send the original to Technology Solutions to perform the 
evaluation. Concurrently, the SBST should enter the request for evaluation into the CAP 
system.  
 
Upon receipt of the completed evaluation and results from Technology Solutions the 
SBST will enter the results for the evaluation into the CAP system and follow the 
instructions provided for adding AT to the IEP. 
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Determining Candidacy for an AT Evaluation 
 
Computer/Computer Access 
Typical candidates for a computer and/or computer adaptations are those students who 
due to their physical and/or cognitive limitations: 
• cannot write, or cannot write legibly, or 
• it has been sufficiently demonstrated that computer access will provide functional 
writing speed that cannot otherwise be achieved. 
 
It is expected that these students will need the power of a personal computer to complete 
their academic work. Certain students may only require access to a computer that is 
already in the school or classroom. For these students adaptive computer access may be 
obtained (e.g., expanded keyboards, keyguards, etc.)  Generally, personal computers will 
not be purchased solely for the purpose of computer based educational instruction. 
 
Alternative Access 
Typical candidates for alternative access are students who demonstrate an inability to 
access computer technology or communication devices through traditional methods. This 
is generally due to a physical disability. Students may be evaluated for either 
programmatically-available devices or IEP-mandated equipment. 
 
Augmentative Alternative Communication (AAC) 
Typical candidates for augmentative communication systems are students who 
demonstrate a greater understanding of language than they are able to express due to 
severe oral-motor dysfunction or structural damage of the speech mechanism.  These 
students may exhibit: 
• no functional speech or 
• speech that is generally unintelligible 
 
It is expected that these students will need an augmentative communication device to 
express their needs, and to take the place of, or add to, their verbalizations. 
 
Vision Devices  
Typical candidates are students whose visual impairments are severe enough to affect 
their ability to access the computer screen beyond built in modifications available in the 
operating system or application. Additionally, the student must show a strong 
understanding of  how to use the computer and have good keyboarding skills. 
 
Notetaking devices and magnification systems are also available to students who 
demonstrate both the need and the appropriate aptitude. 
 
Enabling Devices for Deaf/Hard of Hearing  
Typical candidates are students whose hearing impairments are severe enough to affect 
their ability to participate in the classroom. The technology may support students whose 
primary communication modality is lip-reading. Captioning devices are also available to 
students who demonstrate both the need and the appropriate aptitude. 
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The Team Approach 
In order to make a responsible decision as to appropriate equipment it is important that 
input is received from each team member working with the student.  All team members 
should be involved in the decision-making process and should be available when the 
assistive technology evaluation takes place. It is recommended that prior to the 
evaluation, a team meeting be held to consider the following questions and fill out the 
referral form (ATEA). 

1) Are all team members aware that assistive technology is being considered to 
benefit the student in his/her educational program? 

2) Has the possibility of using assistive technologies been discussed with the student 
and family? 

3) What kind of computers and/or augmentative communication devices are 
currently being used in the school? 

4) Does the student have positioning needs that will be addressed prior to the 
evaluation or during the evaluation? 

5) Who will be responsible for learning the day to day operation, setting up and 
securing of equipment? 

6) Who will be responsible for making sure the equipment goes with the student if 
he/she changes classroom, school or program? 

7) Who will work with the student on a daily basis until independent use is        
accomplished? 

1. What are the specific educational goals that can only be accomplished        
through the use of assistive technology? 

 
 
If there are any additional concerns or questions please do not hesitate to call 
Technology Solutions, Karen Gorman, 212-802-1530. 
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