MAT-DOC
Mounting Assistive Technology Documentation

[Enter Client Name in Document Properties]
Section 1 – Pre Assessment Information
	YOUR DETAILS

	Name
	Organisation
	Email
	Phone

	
	[Enter service name in properties]
	
	

	Form Started By
	Form Started On
	Form Completed By
	Form Completed On

	
	05/05/2016 15:24
	
	04/06/2016 22:09


	CLIENT INFORMATION

	User’s weight
	kg
	Estimated/Measured

	Is user’s weight likely to fluctuate?
	Decrease / No expected change / Increase

	Transfer method
	Hoist / Standing / Side (specify which) / Other (specify)

	Access required for carer activity?
	Front / Rear / Left / Right / No

	Transport method
	None / Taxi / Adapted vehicle / School bus or public transport

	Does client have unintentional movement?
	Yes / No

	Does client have intentional movement?
	Yes / No

	Additional comments
	


	EQUIPMENT TO BE MOUNTED

	Devices
	Access Method
	Total Weight

	
	
	kg

	ENVIRONMENT

	Home
	Where is time spent and access required?
	

	
	What wheelchairs/seating systems are used?
	

	
	Will the device need to be accessed from bed?
	

	School Work
	Where is time spent and access required?
	

	
	What wheelchairs/seating systems are used?
	

	
	Will the device be accessed at any desks?
	

	Outside Leisure
	Where is time spent and access required?
	

	
	What is the terrain like? e.g. slopes/uneven
	

	
	What wheelchairs/seating systems are used?
	

	
	Describe any other locations where the technology may be required?
	


	DECISION TABLE

	Ref
	Mounting Type (delete as appropriate)
	Details

	1
	Wheelchair/floor/desk/other (specify)
	

	2
	Wheelchair/floor/desk/other (specify)
	

	3
	Wheelchair/floor/desk/other (specify)
	

	4
	Wheelchair/floor/desk/other (specify)
	

	5
	Wheelchair/floor/desk/other (specify)
	


Section 2 – Wheelbase Information
	
	WHEELBASE 1
	WHEELBASE 2
	WHEELBASE 3

	If manual, how is the chair propelled? (e.g. self or attendant)
	
	
	

	If power, how is the chair controlled? (e.g. joystick) 
	
	
	

	Joystick/switch site
	
	
	

	Wheelbase Owner
	
	
	

	Owner Contact Phone
	
	
	

	Owner Asset ID
	
	
	

	Manufacturer
	
	
	

	Model
	
	
	

	Serial number
	
	
	

	Tube size
	
	
	

	Base weight (kg)
	
	
	

	Max user weight (kg)
	
	
	

	Any plans to change base?
	
	
	

	Any plans to change seat?
	
	
	


Section 3.1 – Feasibility of Wheelchair Mounting
	WHEELBASE WEIGHTS

	Wheelchair Ref (from Section 1)
	Asset ID
	Weight Limit
	Weight of Devices
	Weight of Mount
	Weight of User
	Available Capacity

	
	
	(A)
	(B)
	(C)
	(D)
	(A – B – C – D)

	
	
	
	
	
	
	


	WHEELBASE MOUNTING DECISION TREE OUTCOME

	Decision Tree Outcome
	Seek alternative / Provide interim solution / Proceed

	Notes
	


	SYSTEM DECISION
	Y/N

	Factors considered
	Weight of AAC device
	

	
	Type of terrain chair will be used on (indoors, outdoors, rough, smooth)
	

	
	Desired position of AAC device
	

	
	Should device be fixed in place, or does it need to move
	

	
	Does device need to swing away to side of wheelchair when not in use
	

	
	Does position of device need to be altered for driving
	

	
	Quick removal of device from chair
	

	
	Will device be moved/removed by user or carer
	

	
	Compatibility with other mounting systems (including other chairs, floor mounts, desk mounts)
	

	Decision
	Daessy
	

	
	Rehadapt
	

	
	Mount n Mover
	

	
	Other (specify)
	

	Notes
	


	LOCATION DECISION
	Y/N

	Factors considered
	Tray
	

	
	Wheelchair used at desks and tables
	

	
	Method of transfer (likely to change in future?)
	

	
	Carer activities (e.g. feeding) performed from a particular side
	

	
	Mount must not impede operation of footplates, brakes, tilt mechanism, means of propulsion, tie-down points, folding of wheelchair
	

	Decision
	Left
	

	
	Right
	

	
	Centre
	

	
	Other (specify)
	

	Notes
	


Section 3.2 – Feasibility of Desk/Table Mount
	TABLE/DESK MOUNT DECISION TREE OUTCOME

	Decision Tree Outcome
	Seek alternative / Proceed

	Notes
	


	SYSTEM DECISION
	Y/N

	Factors considered
	Weight of AAC device
	

	
	Size and stability of surface where mount is being used
	

	
	Desired position of AAC device
	

	
	Stability of desk mount
	

	
	Compatibility with other mounting systems (including other chairs, floor mounts)
	

	
	Could it be placed in an unsafe position
	

	
	Does it get in the way of other activities
	

	Decision
	Daessy
	

	
	Rehadapt
	

	
	Other (specify)
	

	Notes
	


Section 3.3 – Feasibility of Floor Mount
	TABLE/DESK MOUNT DECISION TREE OUTCOME

	Decision Tree Outcome
	Seek alternative / Proceed

	Notes
	


	SYSTEM DECISION
	Y/N

	Factors considered
	Weight of AAC device
	

	
	Desired position of AAC device
	

	
	Stability of floor mount
	

	
	Environment where floor mount being used (space/manoeuvrability)
	

	
	Compatibility with other mounting systems (including wheelchairs, floor mounts, desk mounts)
	

	
	Must not impede care activities
	

	
	Must not impede operation of other equipment (e.g. bed or armchair)
	

	Decision
	Daessy
	

	
	Rehadapt
	

	
	Other (specify)
	

	Notes
	


Section 3.4 – Feasibility of Bespoke/HYBRID MOUNT
	BESPOKE/HYBRID MOUNT DECISION TREE OUTCOME

	Decision Tree Outcome
	Seek alternative / Proceed

	Notes
	


	SYSTEM DECISION
	Y/N

	Factors considered
	Weight of AAC device
	

	
	Attachment points
	

	
	[List other factors considered]
	

	
	[List other factors considered]
	

	
	[List other factors considered]
	

	
	[List other factors considered]
	

	
	[List other factors considered]
	

	Decision
	List components used
	

	
	List components used
	

	
	List components used
	

	
	List components used
	

	Notes
	


Section 4 – Wheelchair Stability Assessment
	
	VALUE

	Base Type
	Powerchair
	Manual
	Hi-Lo chair
	

	
	1
	3
	5
	

	Location
	Inside only
	Used outside
	Steep environments
	

	
	1
	2
	5
	

	User Movement
	Moves within base
	Moves outside footprint1
	Moves significantly outside base2
	

	
	1
	3
	5
	

	Kit Weight3
	< 2kg
	2 – 5kg
	> 5kg
	

	
	1
	2
	3
	

	Kit Position
	Within footprint
	< 20cm outside footprint
	> 20cm outside footprint
	

	
	1
	2
	5
	

	Special Seating
	Wheelchair seating only
	Seat cushion only
	Special seating
	Special seating in atypical position4
	

	
	1
	2
	3
	5
	

	TOTAL
	


1 Centre of gravity remains inside base; 2 Centre of gravity of user moving outside of base; 3 Weight of the assistive technology being mounting and the mount itself; 4 If the special seat is mounting in a forward position or rearward position.

	SCORE
	ACTION
	DECISION REASONING

	< 9
	Static stability test is unlikely to be required
	

	10 - 18
	Static stability test to be considered by clinician on a case-by-case basis
	

	19 +
	Static stability test is recommended
	


Section 5 – Wheelchair Static Stability Test Results
	WHEELBASE DATA

	Wheelbase
	Front Track Width
	Rear Track Width

	mm
	mm
	mm


	TEST SUMMARY

	Ref
	Test 1

	Configuration
	After install / before install / other (specify)

	Notes
	

	Uphill
	Downhill
	Sideways (L down)
	Sideways (R down)

	deg
	deg
	deg
	deg


	LOAD CELL TEST DATA

	
	
	Left
	Right

	Front wheels up
	Front
	kg
	kg

	Base level
	Front
	kg
	kg

	
	Rear
	kg
	kg

	Front wheels down
	Rear
	kg
	kg


Section 6 – Driving Assessment
	ASSESSMENT DETAILS

	Assessor
	Assessor Phone
	Assessor Email
	Assessment Date
	Assessment Location

	
	
	
	
	


	BACKGROUND INFORMATION

	Brief description of environment and conditions in which the assessment took place
	

	Brief description of user’s driving abilities prior to provision of mounting
	

	Any special considerations, relating to driving, identified during pre-provision process?
	Yes (detail in notes below) / No

	Notes
	


	OBSERVATIONS

	User demonstrates ability to
	Y/N/-
	Comments, inc. how assessed

	Negotiate narrow openings
	
	

	Manoeuvre in areas with limited space
	
	

	Awareness and avoidance of obstacles
	
	

	Awareness and avoidance of others
	
	

	Approach and stop next to desk/table without knocking into it
	
	

	Follow instructions when driving, e.g. STOP, without being distracted
	
	

	Other, please specify:
	
	


Section 7 – Risk Management
	RISK IDENTIFICATION CHECKLIST

	Is there a risk of any of these hazards occurring?

	Ref
	Hazard
	N
	Y/?
	Risk

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	


	RISK ANALYSIS

	If risks have been identified, analyse them further.

	Ref
	Risk
	S
	P
	T
	Notes/management

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	8
	
	
	
	
	

	9
	
	
	
	
	

	10
	
	
	
	
	

	11
	
	
	
	
	

	12
	
	
	
	
	

	13
	
	
	
	
	

	14
	
	
	
	
	

	15
	
	
	
	
	


S – Severity; P – Probability; T – Total (S x P)

	SAMPLE 3 x 3 RISK MATRIX

	Probability
	Severity

	
	1 (Negligible)
	2 (Moderate)
	3 (Significant)

	1 (Remote)
	1
	2
	3

	2 (Possible)
	2
	4
	6

	3 (Certain)
	3
	6
	9


	SAMPLE 5 x 5 RISK MATRIX

	Probability
	Severity

	
	1 (Negligible)
	2 (Minor)
	3 (Moderate)
	4 (Severe)
	5 (Significant)

	1 (Remote)
	1
	2
	3
	4
	5

	2 (Unlikely)
	2
	4
	6
	8
	10

	3 (Possible)
	3
	6
	9
	12
	15

	4 (Likely)
	4
	8
	12
	16
	20

	5 (Certain)
	5
	10
	15
	20
	25


	COLOUR DEFINITIONS

	RED
	Very detailed risk assessment needs to be carried out and risks must be reduced.

	AMBER
	Efforts should be made to reduce the risk and risk reduction measures implemented where possible within a defined time period. Further assessment may be necessary to establish more precisely the likelihood of harm as a basis for determining the need for improved control measures.

	GREEN
	Keep risk register to demonstrate awareness of risk


	TERMINOLGY DEFINITIONS

	Severity
	Probability

	Remote
	Extremely unlikely to occur in equipment life
	Negligible
	Very unlikely to sustain any injury

	Unlikely
	Unlikely to occur in equipment life
	Minor
	Minor injury (first aid not required), repair not required

	Possible
	Could occur
	Moderate 
	Minor injury first aid required, some damage that will need repair

	Likely
	Likely to occur
	Severe
	Significant injury possible that requires hospital treatment

	Certain
	Will happen in equipment life
	Significant
	Major injury or death


Section 8 – Safety and Handover Information
	HANDOVER DETAILS

	Handover Date
	Handover Location
	Handover By

	
	
	


	
	CONTACT INFORMATION

	
	Name
	Organisation
	Phone
	Email

	Device Provider
	
	
	
	

	Named Receiving Professional
	
	
	
	

	First Line Support
	
	
	
	

	Handover Contact
	
	
	
	


	HANDOVER NOTES

	


Important Safety Information
Please take you time to read this safety information. It is important and will help you get the most out of the equipment, and above all to stay safe. These are the most important points to remember:
· Ensure this information is communicated with everyone who comes into contact with the equipment. This could include carers, teachers, friends, drivers and support workers.

· Always refer to the manuals we have provided you from the manufacturers of the equipment provided, as well as the information provided to you by other services, the wheelchair service for example.

· When removing a device from a mount, hold the device with one hand and unclip with the other

· If you use your device while in a wheelchair:

· Remove the device and safety stow it elsewhere when travelling in a vehicle. This is to ensure the user and other people in the vehicle are safe in case of sudden braking or manoeuvring or in an accident.

· Remove the device from the mount before removing a wheelchair mount from the wheelchair.

· If you are charging the device on a powered wheelchair, always turn the powered wheelchair off while connected and remove the charger cable before turning the powered wheelchair back on.

· Mounting assistive technology onto wheelchairs will affect their stability and may affect performance (such as braking in a powered wheelchair or the force required to push a manual wheelchair up or down a kerb). Take time to get used to the configuration and notice any changes to the wheelchair’s characteristics. Contact us immediately if you have any concerns.

· Let us know immediately if anything on the system, including cables and wires, become loose or damaged.

· Always ensure any integral locks are always used and fully engaged.
Information Specific to this Configuration 
[Delete as appropriate]

Always remove the communication device from the wheelbase before transferring into or out of the wheelbase / We recommend you remove the communication device from the wheelbase before transferring into or out of the wheelbase

Always remove the mounting system from the wheelbase before transferring into or out of the wheelbase / We recommend you remove the mounting system from the wheelbase before transferring into or out of the wheelbase

Always remove the communication device when tilting the seating system / We recommend you remove the communication device when tilting the seating system / Take extra care when tilting the seating system with the communication device in place

Always remove the communication device when raising the seat above [X]cm from the floor / We recommend you remove the communication device when raising the seat above [X]cm from the floor / Take extra care when raising the seat with the communication device in place

Always remove the communication device while driving to give a clear field of vision / We recommend you remove the communication device while driving to give a clear field of vision / Take extra care while driving with the communication device in place and ensure you have a clear field of vision

Always remove the communication device while self-propelling / We recommend you remove the communication device while-self propelling / Take extra care while self-propelling with the communication device in place

Do not position the communication device over the user as it could cause an injury should it fall. / Avoid positioning the communication device over the user as it could cause an injury should it fall. / If positioning the communication device over the user ensure all fixings are tight and the device is secure before using it.

This system should only be used on flat, horizontal surfaces inside when the communication device is in place.

This system extends beyond the boundaries of the wheelbase. Please be aware of this when using your system and mobility combination.

You should contact us if [Enter Client Name in Document Properties]’s weight rises above [X]kg

General Responsibilities

The device is provided for the exclusive use of the user and their support team. 

The device and any installed software remains on loan to you for as long as it supports your communication needs. When it no longer meets your needs you can request a review.
You should contact us with any queries regarding the device, access or mounting system.

Should the Named Professional change whilst the device is on loan, please contact us so this responsibility can be transferred.

Following the manufacturers information when cleaning but this will normally involve wiping the equipment with a damp cloth.

Insurance

We strongly recommend you insure your equipment for the time it is in your possession.  It is of high value and would need to be replaced quickly if it is lost, stolen or damaged.   The total value of your equipment for insurance purposes is shown in the Conditions of Provision information. We will inform you of the value of the system for insurance purposes.

Your household contents insurance policy may already be sufficient to cover your equipment and you can check this with your insurance company.   You may need to add the equipment as specified items to your existing policy especially if they are of high value.   Sometimes this can be done for no additional cost but if the equipment is of very high value, you may be asked to pay an additional premium.  You should check that the equipment would be covered for use in and outside the home, and if applicable, on holiday abroad.  Your travel insurance may also provide cover for the duration of a holiday. You will need to make it clear to the insurance company that you do not own the equipment, but that it is on loan to you, for your sole use.

Specialist AAC insurance may be available. For more information, you could contact your local AAC service, Communication Matters, DIAL, DLF or SCOPE.

Technical Support

Except where otherwise specified in writing, you should contact us in the first instance with any technical support queries. 

We may put you through to the supplier of the equipment to provide additional support. It is important you contact us first so we can ensure you are directed to the correct organisation and that we can monitor issues with equipment. You SHOULD NOT pay for support or replacement parts – they will be included under warranty or as part of our service to you.

Remote viewing software may be installed on the device, which may allow for fast diagnosis and resolution of some problems. Where problems cannot be solved remotely, we will advise on how best to proceed.

You should not give anyone else consent to access your device in person or remotely. If in doubt, please contact us.
Hardware

No alteration to the hardware setup may be made without our consent.
If the device is in need of repair you should contact us to discuss how this can best be carried out. No repair of the device should be undertaken unless this has been approved by us.

Should the device be lost, stolen or cease to function, you should contact us. Replacements for a device that is broken more than twice cannot be guaranteed and will need to be reviewed by us.

If your equipment needs adjustment, or has been adjusted, contact us so we can ensure everything is set and adjusted correctly.

Let us know immediately if you notice any damage to the charger, plug or wiring. Damage could include scuffing, cuts, signs of over-heating or loose screws.

Software

We will provide support for the software and hardware we provide, but you will need to support additional software you chose to install on your device. In order to resolve a technical issue with the device, we may need to revert the device back to a state before additional software was installed. You will need to ensure you store any relevant files or license information for software you have purchased and using on the device.

All software and operating system updates should be installed as they are released by the manufacturer. 

We will advise you should any critical updates to the software or operating system need to be urgently installed, and will provide instructions and support to ensure this is carried out in a timely fashion.

If your system includes an iPad or other iOS device, we will have installed your communication app with an Apple ID we have created for you. If you wish to purchase additional apps, we recommend you create your own Apple ID. This means any purchases can be transferred to another device if the current system needs to be returned to us. You should always follow notifications on your iPad to update your apps and operating system.
Access

The access system for the device must be setup as instructed. If any additional clarification or training is required, please contact us.
Connectivity

The ACS Team allow the device to be connected to the internet and to local or home networks to which the user may need access, providing these networks are password protected. The device may not be connected to public or unsecured networks.

Connection of the device to any network will need to be in accordance with local network management policies.
Any use of the device whilst connected to a school network must conform to local network policies. The Parent / Carer should ensure that appropriate monitoring and supervision of a child’s internet use takes place in the home.

If the device is provided with virus protection software installed, this will need to be kept updated and running if the device is connected to the internet. On Windows based devices, Microsoft Windows Defender will be enabled. Please continue to use this software to prevent security issues.
Security and Privacy

The device is provided without encryption and without password security for ease of use. 
Any information stored on the device is stored without encryption and that, should the device be lost or stolen, data stored can be accessed by anyone.

Ensure you abide by all relevant local consent policies regarding the use of photos and / or names of children and adults that may need to be stored on the device for use in a communication system.

Backup

You should ensure that any data specific to the device’s use as a voice output communication aid (e.g. gridsets, maps, word lists…) are backed up regularly. We can advise on how this can best be carried out, according to the specific hardware and software setups.

If the device is provided for a short-term loan, all data will be erased when it is returned to us. You should therefore ensure that a backup is made before the review appointment. If this is not possible, you should ask us if this can be carried out at the review appointment.

We accept no responsibility for data lost due to any fault with the device. It is therefore important that regular backups are made and stored securely.
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