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PROGRAM STATEMENT 
 

The Easter Seals New Brunswick (ESNB) and WorkingNB (WNB) joint Assistive 
Technology (A.T.) Loan Program helps eligible students overcome barriers to education 
and course training placements by ensuring that they are provided with the right A.T., 
for the right purpose, at the right time. The Program also includes an A.T. assessment, 
orientation, and training with a designated professional. 

The A.T. Loan Program can be accessed by eligible students requiring accommodations 
for the duration of their program of study. Clients can access it in employment situations 
only under specific circumstances: 

1) when a client has an emergency situation (i.e. equipment broken, in repair, 
backordered); 

2) or to trial the A.T. Clients on Workplace Connections placements will also be able 
to access the loan program during their placement. 

 
For both cases in the employed scenario, it is for short intervention periods.  

 
 
 
ESNB’s new email for all applications and forms: atloans-pretTA@easterseals.nb.ca 
 
 
Please note: This email is for incoming applications only. Any questions/inquiries should 
still go through the Client Coordinators’ (CC) or AT Facilitator’s (ATF) email.
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GLOSSARY 
 

 
Term Definition 

A.T. Assistive Technology 

A.T. Plan A plan developed by a qualified Assessor that details the A.T. 
recommended for a client, submitted to the Referral Agent, and 
included with the TESS Application. 

ATF Assistive Technology Facilitator at ESNB 

CC Client Coordinator at ESNB 

EAS Employment Assistance Services.  

ESNB Easter Seals New Brunswick 

Loan Agreement Kit ESNB documents that provide information to the recipient of 
the loaned A.T., the Loan Agreement Letter that requires the 
client’s signature, and Care of Your Technology information 
sheet. 

NS Neil Squire 

WorkingNB A.T. 
Order Summary 
Form 

A WorkingNB form that details each piece of technology that is 
recommended by a qualified Assessor for a client, and 
accompanies the TESS Application. 

P# Prefix of the inventory number of the A.T. in the database 

PSE Post-Secondary Education 

Psych Ed Psycho-Educational Assessment 

R# ESNB client identification number 

RA Referral Agent 

Return Letter ESNB letter for clients who have not returned their A.T. once it 
is no longer being used for its intended purpose. 

SCCR Stan Cassidy Centre for Rehabilitation 

Spec Sheet An ESNB form that details all pre-authorized A.T. available for 
loan to clients who have an approved TESS Application. 

TESS Training and Employment Support Services 

WNB WorkingNB 
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A.T. LOAN PROGRAM AT A GLANCE 
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CLIENT INTAKE 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
WORKFORCE CONSULTANT 

 
COMMUNICATION: 

During the intake process, the RA and the Assessor coordinate services to the 
client. 

 

CLIENT INTAKE 

 RA meets with client to acquire information and contacts the Workforce Consultant 
to determine eligibility for TESS Program supports.

 
 RA completes in-house paperwork, verifies whether client has had or may require 

a Psych Ed. Assessment, and refers if required. If a Psych Ed. assessment is 
required, RA coordinates and refers client to appropriate psychologist.

 
 RA determines that the client may need A.T.

 
 RA refers client for an A.T. assessment with the appropriate Assessor and 

coordinates appointment. With consent, RA provides client and Assessor with 
a copy of the reports, i.e., Psych Ed. RA may attend assessment meetings. 
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ASSESSMENT 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

During the assessment process, the Assessor and RA coordinate assessment 
services to the clients. Assessors also communicate with ATF to acquire 
information such as costs for items not listed on the A.T. Spec Sheet (non-
inventoried items) (Appendix A), opportunities for trial loans, emergency loans 
and shipment dates. 

 

ASSESSMENT 

 Assessors receive referrals from RAs for an A.T. assessment and 
schedule a session with client, accompanied by RA, if desired.

 
 WNB-approved Assessors perform assessment and begins A.T. Plan.

 
 Assessors determine the A.T. required by the client and type of loan.

 
 Assessors check the A.T. spec sheet for items in inventory that are 

recommended in the A.T. Plan.
 

 Assessors contact the ATF to acquire costs for items not listed on the 
specification sheet (reference: Procurement: Non-Inventoried Items). Disability 
Specialists may consult with ATF regarding the acquisition of A.T.
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RECOMMENDATIONS 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

During the recommendation process, the Assessor and RA coordinate services to 
clients. Assessors also communicate with ATF to acquire costs for items not listed 
on the spec sheets (reference: Procurement: Non-Inventoried Items). 

 

RECOMMENDATIONS 

 Assessor aligns requirements of a client’s disability, program of study, and place of 
employment to the recommended A.T. and prepares rationales.

 
 Assessor creates the A.T. Plan, completes the WorkingNB A.T. Order Summary Form 

(Appendix B), and sends both to RA.
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REFERRAL TO TESS 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

During the referral process, the RA communicates with the Assessor and/or ATF 
for clarifications. 

 

REFERRAL TO TESS 

 RA reviews A.T. Plan, including rationales required under the TESS Supports 
Requested, Rationale section of the TESS Application.

 
 The WorkingNB A.T. Order Summary Form must be completed in order to 

process the application. Please include client’s name, duration of study, and 
shipping instructions. When applicable use the Spec Sheet to enter the 
information on to the WorkingNB A.T. Order Summary Form. 

 
 RA sends the TESS Application, A.T. Plan and the WorkingNB A.T. Order 

Summary Form to the Workforce Consultant.
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TESS APPROVAL OF APPLICATION 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
WORKFORCE CONSULTANT 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

During the TESS approval process, the Workforce Consultant may communicate 
with the RA, Assessors, or ATF for additional clarifications of the TESS Application 
or A.T. Plan. 

 

TESS APPROVAL OF APPLICATION 

 Workforce Consultant verifies that recommended A.T. meets TESS Guidelines.
1. Acquires missing or other required information from RA, Assessor, or 

ATF. 
2. Requests and receives amended TESS Application. 

 
 Workforce Consultant approves or denies the application. If the application is 

approved or denied, the RA is notified. If approved, the RA initiates Activation of A.T. 
Plan. (Best practice is for the RA to forward the approval email with the paperwork 
to ESNB).
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ACTIVATION OF A.T. PLAN 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Client Coordinator (CC), Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

During the activation process, CC and ATF communicate with the RA and 
Assessors. CC communicates with ATF, RA, and Assessor that TESS Application 
has been received. 

 

ACTIVATION OF A.T. PLAN 


 ESNB (atloans-pretta@easterseals.nb.ca) receives the approved TESS 
Application and WorkingNB A.T. Order Summary Form from the RA.

 
 RA, Assessor, and ESNB activate the A.T. Plan.

 
 RA notifies the client (or employer, if applicable) the A.T. Plan has been activated.

 
 CC enters client information into the database, then notifies the ATF, RA and 

Assessor so the ATF can prepare A.T.
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A.T. LOANS - TRIAL/BRIDGING/LONG TERM 
 

ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Client Coordinator (CC), Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

ATF communicates with RA and Assessor regarding availability of items and 
possible shipping dates. 

 

A.T. LOANS: TRIAL/BRIDGING/LONG TERM 

 ATF checks inventory on hand to determine if item(s) are available or if 
procurement is required.

 
 ATF notifies RA and Assessor of the status of the items to be loaned, whether they 

are new or re-loaned, whether or not all item(s) will be shipped at once, possible 
shipment date(s), and status of item(s) to be shipped later.

 
 ATF selects item(s) currently in inventory and configures it according to the 

client’s needs
 

 ATF loans the item(s) to client in the ESNB database.
 

 ATF prepares Loan Kit (Appendix C) for client’s signature.


Please note: The professionals working with the client must refer the client to an EAS Provider 
who will make application for bridge funding through TESS. TESS will fast-track applications that 
are approved. 
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A.T. LOANS - EMERGENCY 
 

ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Client Coordinator (CC), Assistive Technology Facilitator (ATF) 
WORKFORCE CONSULTANT 

 
COMMUNICATION: 

CC communicates with ATF, RA, and Assessor that TESS Application has been 
received. ATF communicates with RA and Assessor regarding availability of items 
and possible shipping dates. 

 

A.T. LOANS - EMERGENCY 

 The client, RA, or Assessor sends an email to ESNB and the Workforce Consultant, 
indicating the need for an emergency loan.

 
 The email outlines the problem in as much detail as possible and provides contact 

information in case the ATF needs to make telephone contact for more 
information.

 
 The Workforce Consultant needs to be advised of the request.

 
 If shipping the A.T. back to ESNB is required, the ATF will provide shipping 

information to the client, RA, or Assessor.
 

 ATF will give priority to this request.
 

 ATF reviews the client’s original loan and attempts to match, as closely as 
possible, the A.T. that was originally loaned.

 
 ATF will prepare and ship the A.T., including a new loan agreement, to the 

client, RA, or Assessor.
 

 ATF will assess the returned A.T. and determine whether the A.T. should 
be repaired or discarded.

 
 In situations where the A.T. cannot be repaired, replacement A.T. will be 

provided to the client as soon as possible, including a new loan agreement.
 

Please note: It is important that the expectations regarding timeframes to complete this 
process are understood. It may take as long as 3 working days after ESNB receives approval to 
ship replacement A.T. to the client, RA, or Assessor. 
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A.T. LOANS – OUTSIDE EMERGENCY 
 

ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Client Coordinator (CC), Assistive Technology Facilitator (ATF) 
WORKFORCE CONSULTANT 

 
COMMUNICATION: 

CC communicates with ATF, RA, and Assessor. ATF communicates with RA and 
Assessor regarding availability of items and possible shipping dates. 

 

A.T. LOANS – OUTSIDE EMERGENCY  

 The client, RA, or Assessor sends an email to ESNB and the Workforce Consultant, 
indicating the need for an emergency loan.

 
 The email outlines the problem in as much detail as possible and provides contact 

information in case the ATF needs to make telephone contact for more 
information.

 
 The Workforce Consultant sends approval for a new loan.

 
 ATF will give priority to this request.

 
 ATF will prepare and ship the A.T., including a new loan agreement, to the 

client, RA or Assessor.
 

 The client will proceed through the A.T. loan process. The A.T. will be provided 
to the client as an emergency loan.
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PROCUREMENT: WNB INVENTORY 
 
ORGANIZATIONS AND STAFF: 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

Communication for the purchase of new A.T. is internal within ESNB. 
 

PROCUREMENT: WNB INVENTORY 

 ATF determines that A.T. needs to be purchased for the inventory (i.e., unable 
to fulfill a request to loan or depleted/low in-house inventory level(s).

 
 ATF places order for new A.T.

 
 ATF receives ordered A.T.

 
 ATF enters A.T. into the ESNB database.

 
 ATF engraves inventory number and tags all item(s) immediately after entering 

into the ESNB database (including AT Help Desk sticker).
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PROCUREMENT: WNB INVENTORY 
NON-INVENTORIED ITEMS 

 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

ESNB: Assistive Technology Facilitator (ATF) 
 
COMMUNICATION: 

Communication for this procurement process (non-inventoried items) is between 
Assessor and ATF. 

 

In line with TESS Guidelines and ESNB’s standard operating procedures, two quotes will 
be sourced, whenever possible, for any inventory items procured. Quotes will be kept 
on file at ESNB’s office for a period of time as determined by WNB Central Office. ESNB 
will ensure that items procured for the inventory will be scrutinized for return on 
investment (ROI) factors such as benefits, value, time, durability, and longevity. ATF and 
Assessor will communicate to ensure that the most appropriate A.T. is provided to the 
client. 

 

PROCUREMENT: WNB INVENTORY 
NON-INVENTORIED ITEMS 

 ATF receives a request from an Assessor to price A.T. that is not listed on the 
spec sheet.

 
 ATF contacts vendors for the non-inventoried item(s) and secures two quotes, 

whenever possible.
 

 ATF provides the best price option to the Assessor.
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PREPARE A.T. 
 
ORGANIZATIONS AND STAFF: 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

All communication for preparing the A.T. are internal to ESNB unless additional 
information is required from the RA and/or Assessor by the ATF. 

 

PREPARE A.T. 

 ATF selects all approved A.T. items from inventory.
 

 ATF configures A.T. in accordance with recommendations on the WorkingNB A.T. 
Order Summary Form and contacts RA and/or Assessors for clarifications, if 
necessary.

 
 ATF tests configurations and passwords.

 
 ATF prints and reviews the Loan Agreement before shipping.
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SHIP A.T. 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

ATF will communicate with the RA and Assessors. 
 

SHIP A.T. 

 ATF ships the A.T. according to RA or Assessor’s instructions from the WorkingNB 
A.T. Order Summary Form.

 
 ATF notifies RA and Assessor via email the shipping date and expected delivery.

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RECEIVE A.T. 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

ATF communicates with RA and Assessors. 
 

RECEIVE A.T. 
 
The RA or Assessor will perform the tasks below: 

 
 RA and Assessor receives an email from ATF notifying them that the A.T. has 

been shipped
 

 If A.T. is shipped to the RA or the Assessor, they unpack the A.T. and 
verify contents of the shipment per the Loan Agreement and notifies 
ESNB if item(s) are missing or damaged.

 
 RA or Assessor coordinates meeting with client to deliver A.T. and 

schedule orientation and training.
 

 RA or Assessor reviews documents with client and obtains signature(s) on the 
Loan Agreement.

 
 RA or Assessor sends the signed Loan Agreement to ESNB within one working 

day. NOTE: If Assessor receives A.T., the Assessor will fax copies of the signed 
Loan Agreement to the RA. 

 
 RA retains copies of the Loan Agreement and instructions for returning the 

A.T. 
 



Page 19 
Updated: Oct 17, 2023 

 

LOAN CHECKS 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Client Coordinator (CC); Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

Communication for the loan check process is between CC and RA, and possibly 
between the CC and Assessor, only when necessary. CC notifies ATF of any change 
in status of client’s use of A.T. 

 

LOAN CHECKS 

 CC decides on appropriate timing for individual or group Loan Checks.
 

 CC generates Loan Check from the database and sends to RA or to the 
Assessor, if necessary. 

 
 CC documents questions or problems, and communicates client concerns via email 

to the appropriate person. NOTE: RA and Assessors must report any change in 
status (i.e., withdrawal from program, change in contact information) to CC and 
ATF.
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RETURN A.T. 
 
ORGANIZATIONS AND STAFF: 
ASSESSORS: WNB-Approved including: Assistive Technology Specialists, 

Augmentative Communication Specialists (includes SCCR), 
Disability Specialists, Vision Rehabilitation Specialists 

REFERRAL AGENT: EAS Service Providers (RA) 
ESNB: Assistive Technology Facilitator (ATF) 

 
COMMUNICATION: 

RA, Assessor, or client communicate with ATF during the return process. 
 

RETURN A.T. 
  

 
 Client finishes studies/work placement.

 
 Client, RA, or Assessor notifies ATF that client is no longer using A.T. and needs 

to be returned.
 

 ATF arranges a return method with client, RA, or Assessor:
1. Box and ship A.T. directly to ESNB 
2. Drop A.T. off at ESNB 
3. Drop A.T. off at a Neil Squire office 
4. Drop A.T. off with RA 

 
 ESNB contacts client, RA, Assessor, and Workforce Consultant when A.T. is received.

 
BELOW ARE DETAILED STEPS TO THE FOUR RETURN METHODS: 

 
1. Box and ship A.T. to ESNB 

o A.T. is packaged for shipping, using either the original shipping materials 
or new boxes and packaging. 

o Client, RA, or Assessor contacts ATF and informs them of the package 
dimensions: height, length, width, and weight. 

o ATF sends prepaid shipping slip to client, RA, or Assessor. 
o Package can be placed in a mailbox, or if too large to fit, taken to any 

Canada Post location. 

 
2. Drop A.T. off at ESNB 

o Client drops A.T. off at ESNB office. 

 
3. Drop A.T. off at a Neil Squire office 

o Contact Neil Squire (1-866-446-7999) to arrange for drop-off. 
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o Client drops A.T. off at the NS office. 
o NS will follow the steps in option 1 or 2. 

 
4. Drop A.T. off with RA 

o Client drops A.T. off at the RA’s office. 
o RA follows the steps in option 1 or 2. 

 
NOTE: All peripherals such as cables, chargers, adapters, dongles etc. need to be returned. 
Non- recyclable items such as headphones do not need to be returned. 
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GUIDELINES 
 
Administrative Rights: 

All administrative rights will be retained and maintained by ESNB. For changes or for 
additional software additions that are cost-free, assessors may be given the administrative 
password to update these changes. For any changes that have a cost, this must be done by the 
ESNB’s A.T. Facilitator. Please note: an administrative password is for a one-time use only and is 
to be destroyed after it has been used for its intended purpose. 

 
Amendments to TESS Applications: 

Amendments to previously approved TESS Applications for new or replacement A.T. may be 
received and processed. Clients who have existing loaned A.T. will be required to return it before 
replacement A.T. is loaned. New A.T. will be loaned following the regular process. 

 
Assistance Returning A.T. to ESNB: 

If a client requests assistance in returning their A.T. to ESNB, either the RA or the Assessor 
may assist the client in returning their A.T. The RA or Assessor may perform all or some of the 
tasks listed in the procedure entitled Return A.T. NOTE: If the client contacts the Assessor for 
assistance, the Assessor and RA will communicate and determine who can best support the client 
during the return process. 

In the event that a client does not return their A.T., a Return Letter (Appendix D) will be 
sent from ESNB. 

 
Changes / Updates in Client Contact Information: 

All professionals who serve clients will be required to communicate changes and/or updates 
in client contact information to ESNB. 

 
Confidentiality / Electronic Communications: 

All electronic communications regarding clients will include only the TESS Application Number 
followed by the client’s initials, i.e., #P123456 JB, and not client names. 

 
Partial Shipments: 

When partial shipments are made, only items in that shipment will be detailed on the Loan 
Agreement Letter. An additional Loan Agreement Letter will accompany any future shipments. 
Therefore, a client must sign a Loan Agreement Letter for each shipment. 

 
Trial Loans: 

The duration for trial loans will be two months. Trials may be extended by consulting with 
ESNB. 
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APPENDIX A - SPEC SHEET 
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APPENDIX B – ORDER SUMMARY FORM 
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APPENDIX C – AT LOAN KIT 
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APPENDIX D – RETURN LETTER 
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APPENDIX E – CSG GUIDELINES 
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