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Abbreviations 

Acronym Term 

HE Higher education 

HEI Higher education institution 

ICT Information and communications technology 

InSIDE Including Students with Impairments in Distance Education 

IwI Individual with impairments 

JKU Johannes Kepler University 

LMD Licence, Master, and Doctorate 

UABT University of Aboubekr Belkaid Tlemcen 

UAE Abdelmalek Essaadi University 

UB2LA Blida 2 University 

UCA Cadi Ayyad University 

UIT Ibn Tofail University 

UM5R University of Mohammed V in Rabat 

UMMTO Mouloud Mammeri University of Tizi-Ouzou 

UOA National and Kapodistrian University of Athens 

UOM University of Macedonia  

US University of Sousse 

USFAX University of Sfax 

USTO University of Sciences and Technology of Oran Mohamed Boudiaf 

UTM University of Tunis El Manar 

ViHeMo Visual, hearing, mobility/physical 

WP Work Package 
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About InSIDE 

The aim of the project is to develop accessible DE programmes for individuals with ViHeMo 

impairments. The concrete aims are to: a) develop an accessible, inclusive and educationally effective 

model of DE that will deliver key competences for vocational rehabilitation, and provide 

opportunities for lifelong learning, skills enhancement, and personal fulfilment with the ultimate aim 

of suggesting an intelligent solution against the problems of limited access or high percentage of 

dropouts in HE in IwI, b) structure a strong cooperation between organisations with sound expertise 

in accessible and inclusive HE and organisations where both the modernisation of HE and the 

promotion of the right to education of IwI is imperative, and c) widen the horizons of local HE 

towards an international and intercultural education through DE programmes. 

The overall objectives of the project are to: 

1) Develop new and innovative, accessible and inclusive DE programmes improving the quality 

of HE for individuals with ViHeMo impairments and offering flexible learning and virtual 

mobility 

2) Upgrade the facilities through establishing accessibility offices and acquiring assistive 

technology resulting in modernization of university services 

3) Build capacity and professional development in administrative and teaching staff in 

developing and carrying out accessible and inclusive DE programmes, and operating the 

accessibility offices 

4) Involve individuals with ViHeMo impairments in a user-center design so that accessibility and 

usability are achieved in conjunction, and the links between education and society are 

strengthened 

The specific objectives of the project are: 

• The preparation of the development stage through an extended literature review for 

precedent trials in DE for IwI 

• The development of the most suitable educational material for IwI (ViHeMo) in terms of 

accessibility, usability and educational efficacy through the study of end-user 

requirements 

• The adaptation of a course delivery system that best serves the needs of IwI (ViHeMo) in 

DE 

• The foundation of accessibility services in HE so that SwI would be supported during their 

attendance in HE 

• The training of advisors in the services of the accessibility offices, and the training of the 

trainers (advisors and representatives) so that they will be able to train the end-users 

(teaching staff and IwI) 

• The examination of the regular co-operation of all the above to deliver inclusive DE 

courses effectively when learning and skill enhancement are concerned, considering end-

users feedback too 

• The dissemination and exploitation of the project deliverables on an international level. 
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1. Introduction 

The present report refers to the Task 4.2 “Training of the trainers – the 2 accessibility advisors and 4 

representatives – from each participant university (Partner Countries) on a) the delivery of accessible 

and inclusive DE programmes, and b) the training of the rest teaching staff in their universities” and 

to the Activity 4.2.4 “Three-days training in the settings of each participant university (Partner 

Countries)”. Specifically, the report includes the training material prepared by the University of 

Macedonia, the Johannes Kepler University and the National and Kapodistrian University of Athens 

for this training activity (A.4.2.4). 

This training was decided to be implemented in two modes - online/from distance and face-to-face - 

in two distinct time periods. The decision was based on 2 key factors: 

a) The partners have not acquired the equipment yet, while this would be important for the right 

implementation of the training activity. 

b) The COVID-19 restrictions which could raise serious challenges (and additional costs) during the 

visits in the partners’ settings. 

The above reasons in combination to the need to continue the progress of the project, lead the 

consortium to the following decision:  the implementation of Activity 4.2.4 in 2 parts: a) a 2-days 

online training session for each partner (partner countries) separately - 1 day organised and 

implemented by JKU (Austria) and 1 day organised and implemented by UOM (Greece), and b) 1 day 

training session organised and implemented by UOA (Greece) in the settings of each participant 

university (partner countries) with the physical presence of the team from the UOA (Greece). This 

second part of A.4.2.4 (1 day in the settings of each participant) should be combined with Activity 

4.1.4 "1-day training in the settings of each participant university on the use of the proper assistive 

technology and the services of the accessibility office" (TASK 4.1 Training of two accessibility advisors 

from each university on the use of assistive technology and the operation of the accessibility office in 

and beyond the context of DE programmes) and would be realised later, when the partners would 

have acquired the equipment. Thus, the project would continue progressing without more delays 

while the training of the partners will be completed with the quality and the standards of the initial 

design. 
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2. Training material used in Part A – Day 1 (JKU) 

2.1. Introduction to the follow-up training 
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2.2. Review of the previous 12-days training 
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2.3. Delivery of inclusive distance education programmes. 
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2.4. How to get support 

 

  



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [23|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

2.5. Practice 
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3. Training material used in Part A – Day 2 (UOM) 

3.1. Accessible e-book and Accessible presentation 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [30|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [31|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [32|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [33|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [34|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [35|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [36|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [37|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [38|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [39|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [40|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [41|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [42|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

 

 

  



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [43|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

 

 

 

 

 

 

 

 

 

Exercise 1 

Exercise 2 
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Development through 
the lifespan

 

Ecological Systems Theory 1 of 3

• “Ecological systems theory views the person as developing within a complex system of 
relationships affected by multiple levels of the surrounding environment.”

• Structure of the environment in ecological systems theory.

1. The microsystem.

2. The mesosystem.

3. The exosystem.

4. The macrosystem.

5. The chronosystem.

 

Exercise 3 
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Ecological 
Systems Theory 2 
of 3
Figure 1.5 Structure of the 
environment in ecological systems 
theory. The microsystem concerns 
relations between the developing 
person and the immediate 
environment; the mesosystem, 
connections among immediate 
settings; the exosystem, social 
settings that affect but do not contain 
the developing person; and the 
macrosystem, the values, laws, 
customs, and resources of the culture 
that affect activities and interactions 
at all inner layers. The chronosystem 
(not pictured) is not a specific context. 
Instead, it refers to the dynamic, ever-
changing nature of the person’s 
environment.

 

Ecological Systems Theory 3 of 3

Verbal description of the figure 1.5: There are three layers of circles 
depicting different ecological systems. The first layer of the circle 
called microsystem (for example, the individual). The individual is 
surrounded by the immediate family, the child-care center or school, 
neighborhood play area. In other words, this is the mesosystem. 
Around the mesosystem there is the second layer of the circle called 
exosystem. The exosystem consists of the extended family, the friends 
and neighbors, the workplace and community health services. Around 
the exosystem there is the third layer of the circle called macrosystem. 
The macrosystem consists of the values, the laws, and the customs of 
different states. The three layers of the circle are joined, as one is 
within the other, starting from the smallest layer of the circle to the 
largest.
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Genetic foundations

Chromosomal Abnormalities

• Down Syndrome.

• Abnormalities of the Sex Chromosomes.

 

Down Syndrome
An 8-year-old with Down syndrome, 
at right, plays with a typically 
developing classmate. Despite 
impaired intellectual development, 
this child benefits from exposure to 
stimulating environments and from 
opportunities to interact with peers.
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Down syndrome and all 
chromosomal abnormalities 1 of 3

Figure 2.5 Risk of Down syndrome 
and all chromosomal 
abnormalities by maternal age. 
Risk rises sharply after age 35. 
(From R. L. Schonberg, 2012, “Birth 
Defects and Prenatal Diagnosis,” 
from Children with Disabilities, 7th 
ed., M. L. Batshaw, N. J. Roizen, & 
G. R. Lotrecchiano, eds., p. 50. 
Baltimore: Paul H. Brookes 
Publishing Co, Inc.)

 

Down syndrome and all chromosomal 
abnormalities 2 of 3
Verbal description of the figure 2.5: This is a line graph. There are two lines in the graph. 
The first line concerns Down syndrome, while the other one concerns all chromosomal 
abnormalities. The vertical axis refers to the incidence per 1000 births and the horizontal 
axis to the maternal age in years. In the vertical axis, the course line representing Down 
syndrome seems to be on a lower level than the other one, however as the age of the 
mother increases, the distance between the two lines seems to grow. According to the 
graph, for a 20-year-old mother, the risk of Down syndrome is at 1 in 1770 births, while the 
respective risk for all chromosomal abnormalities is at 1 in 1525 births. For a 35-year-old 
mother, the risk of Down syndrome is at 1 in 400 births, while for all chromosomal 
abnormalities is at 1 in 200. For a 40-year-old mother, the risk of Down syndrome is at 1 in 
100 births, while for all chromosomal abnormalities is at 1 in 65. For a 45-year-old mother, 
the risk of Down syndrome is at 1 in 30 births, while for all chromosomal abnormalities is 1 
in 20 births. Finally, for a 50-year-old mother, the risk of Down syndrome is at 1 in 11 births, 
while for all chromosomal abnormalities it is at 1 in 7 births. Both course lines, the one 
referring to Down syndrome and the other to all chromosomal abnormalities, follow an 
upward trend due to the fact that when the mother’s age exceeds 35 years the risk for Down 
syndrome and all chromosomal abnormalities is also increased.
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Down syndrome and all chromosomal 
abnormalities 3 of 3
Table start

Maternalage in years Down syndrome (incidence per 
1000 births)

All chromosomal abnormalities 
(incidence per 1000 births)

20 1/1170 1/1525

25 1/1170 1/1525

30 1/1170 1/1525

35 1/400 1/200

40 1/100 1/65

45 1/30 1/20

50 1/11 1/7

Table end

 

Bibliography

Berk, L. E. (2018). Development through the lifespan (7th edition). 
Boston: Pearson Education, Inc.

Library of Congress; Development through the lifespan

 

Homework: Turn the chapter Watters, J. J., & Christensen, C. (2014). Vocational education in science, 

technology, engineering and maths (STEM): Curriculum innovation through school industry 

partnerships. In conference (pp. 89-110) accessible.  
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3.2. Mathematical equations 

The partners were trained on how to create mathematical equations with MathType and Microsoft 

Word. 

Group work:  

Create the following equations with MathType 

 

 

 

 

 

 

 

 

 

3.3. Tactile images 

Τhe training involved the creation of tactile educational material from different subjects with the use 

of the free program Inkscape 

Examples: 

1) Anatomy of the skin  
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In-training creations 

  

  

 

2) Concept map 
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The partners were asked to recreate the concept map 

In-training creations 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [52|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

 

3) Bar chart example

 

In-training creations 
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4) Math problem swamp example  

 

In-training creations 
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Homework: Creation the tactile images from the images below. 
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3.4. Audio-tactile images 

The Bar chart with the excuses for being late was used as an example for the training. 
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Homework: The partners were asked to insert sound with Iveo creator software, to the following 

image with the shapes 

 



 

InSIDE Project Page  WP4: Training 

2018-3218 /001-001 [57|96] 
Deliverable DEV4.4-III Report on the training of the trainers-
Training Material 

 

 

 

3.5. Video captioning 

The material used for the specific subject can be found in the Padlet following the link 

https://padlet.com/lefkos1/SeminarINSIDE  

 

 

  

https://padlet.com/lefkos1/SeminarINSIDE
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4. Training material used in Part B (UOA) 

4.1. Settings on the use of the proper assistive technology 
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4.2. Setting on the Services of the accessibility office 

 

 

 

https://access.uoa.gr/en/services-2/ 

 

  

https://access.uoa.gr/en/services-2/
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4.2.1. Activity and Participation Restrictions’ Registration Service 
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4.2.2. Accommodations Service 
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4.2.3. Accessibility Guidelines & Tools 

Software Applications 

 ATHENA Free Assistive Technology Software Inventory 

 mATHENA Free Assistive Technology Software Inventory for mobile devices (smartphones 

and tablets) 

Guidelines for Producing Accessible Documents and Presentations (in Greek) 

Guidelines for Accessible Online Teaching 

Accessibility Guidelines for the Websites of the University of Athens 

Web Content Accessibility Guidelines  

The Braille Writing System 

 The Braille Code System 

 The Greek Braille System 

 Braille Through Distance Learning 

 WinBraille: Text conversion software into the Greek Braille System (it also supports the 

production of tactile graphics) 

The Nemeth Code for Scientific Symbols in Braille Code 

 The Nemeth Mathematical Symbol Code in the Greek Braille System: A Practical Learning 

Guide for the Primary School, Gymnasium and Lyceum (in Greek) 

 Mathematical Symbols in Nemeth Braille Code – Comparison with the Meneides’ Code 

System (in Greek) 

 Rules and examples of the Nemeth Code (in Greek) 

 The complete book of the Nemeth Code (The Nemeth Braille Code For Mathematics and 

Science) 

UoAMathCorpus: A collection of representative mathematical expressions in MathML 

http://athena.uoa.gr/eng/pages/home
http://mobileathena.uoa.gr/index.php/en/
http://mobileathena.uoa.gr/index.php/en/
https://access.uoa.gr/DAG/index.html
https://access.uoa.gr/en/guidelines-for-accessible-online-teaching/
https://access.uoa.gr/en/services-2/e-accessibility/instructions-for-the-accessibility-of-nkua-websites/
https://www.w3.org/WAI/standards-guidelines/wcag/
https://en.wikipedia.org/wiki/Braille
https://access.uoa.gr/nemeth/NemethSources/Greek%20Braille%20System.pdf
http://www.brl.org/
http://access.uoa.gr/ATHENA/eng/applications/view/69
http://access.uoa.gr/ATHENA/eng/applications/view/69
https://access.uoa.gr/nemeth/
https://access.uoa.gr/nemeth/
https://access.uoa.gr/Unit%20Instructions%20Files/Braille%20Math%20Symbols.pdf
https://access.uoa.gr/Unit%20Instructions%20Files/Braille%20Math%20Symbols.pdf
https://access.uoa.gr/Unit%20Instructions%20Files/Nemeth's%20Rules.pdf
http://www.gh-mathspeak.com/examples/NemethBook/
http://www.gh-mathspeak.com/examples/NemethBook/
https://speech.di.uoa.gr/math/uoa-corpus.xht
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4.2.4. Library Workstations for SwD 

Workstation for students with visually impairment or students with hearing impairment 

 

Workstation for students with motor impairment or students with learning disability 

 

Workstation for students with low vision 
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4.2.5. Accessibility Support Voluntary Service 

The Accessibility Support Voluntary Service (ASVS) aims to coordinate the systematic, discrete and safe 
support of students with disabilities (SwD) of the NKUA in matters related to their studies by properly trained 
volunteer-students. 

The ASVS coordinates a network of solidary students wishing to accompany their fellow students on a 
voluntary basis within the framework of a formal collaboration based on the peer-to-peer model. 

Volunteers support SwD in multiple ways, thus contributing to the improvement of SwD’s access to the 
academic functioning and to the university premises as well as of their socialization. 

The type of support is decided in accordance with the SwD’s activity limitations and participation restrictions 
related to the academic functioning. 

Some Tasks 

For example, volunteers can undertake one or more of the following tasks: 

Welcoming first-year students 

 Familiarization of SwD with the university premises and in particular the 
lecture rooms, halls and laboratories. 

 Advising first-year students on matters regarding academic life. 

Accompanying SwD in their route to NKUA premises: 

 Seminar rooms, laboratories, lecture halls, 
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 Canteen, 
 Restaurant, 
 Secretariat, 
 Library, 
 Faculty members’ offices, 
 Public transportation stations around the university premises. 

Enhancing the participation of SwD in lectures, laboratory or clinical work: 

 Taking notes. 
 Support in handling objects. 
 Relaying visual or audio information presented during lectures. 

Converting educational material in digital accessible form 

 Notes taken by fellow students. 
 Notes and presentations by faculty members. 
 Textbooks. 

Support during studying 

 Study groups. 
 Guidance by senior students. 
 Developing study plan. 

Offering workshops for SwD’s skills development 

 Using software applications. 

Keeping the SwD up-to-date in case of his/her absence 

 Informing the SwD about what happened during the skipped session. 
 Relaying announcements. 

Collecting the textbooks from the distribution points 

Collaborations 

Collaborations between volunteers and SwD can be either through personal contact 
or remotely. 

Τhe SwD may know personally the volunteers supporting him/her or get anonymous 
support. In that case volunteers offer support to SwD without knowing each other or 
having any personal contact. 
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A SwD’s support through personal contact can be undertaken by one volunteer or by 
a group of volunteers. 

The collaboration with a SwD can have the following forms: 

 Systematic collaboration, from the beginning till the end of each semester. 
 Particular collaboration, when there is a particular demand. 
 Collaboration during the exam period. 
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I wish to become a volunteer 

What tasks do volunteers undertake? 

Volunteers can choose one or more among the following tasks: 

 They undertake the familiarization of first-year students with the university premises and give them 
advice on matters regarding academic life. 

 They accompany SwD within the university premises (e.g. lecture halls, seminar rooms, 
laboratories, canteen, restaurant, secretariat, library, public transportation stations surrounding the 
buildings) thus ensuring their access to the university premises. 

 They enhance the participation of SwD in lectures, seminars, laboratory and clinical work by taking 
notes, supporting them in handling objects or relaying visual or audio information presented during 
classes. 

 They facilitate the access of SwD to the educational material by converting it in digital accessible 
form or collecting their textbooks delivered through the EUDOXUS system from the distribution 
points. 

 They support SwD with their study by taking part in study groups every week or helping them 
develop a study plan. 

 They offer workshops for skills development (e.g. using software applications). 

 They play an important role as links between SwD and the academic function. 

 

Are there any limitations regarding the tasks which can be undertaken by volunteers? 

 Volunteers cannot undertake the support of SwD on their own initiative. The Accessibility Support 
Voluntary Service (ASVS) assigns the support of SwD to suitable volunteers based on objective 
criteria. 

 Volunteer students offer support to SwD only in matters related to their academic studies. 
Voluntary support is offered only within the NKUA premises and the exact places are determined in 
collaboration with the ASVS. 

 Students wishing to become volunteers must give an interview; they are offered preparatory 
training for the tasks they are going to undertake. 

 Under no circumstances can volunteers undertake tasks that are potentially dangerous for them, 
for the SwD or other members of the academic community (e.g. administering medicines, 
accompanying SwD in the toilet). Furthermore, volunteers do not provide psychological support 
services. 

 Volunteers cannot support SwD in anything they consider unethical (e.g. using drugs, cheating in 
the examinations) or contradicts anything stated in the “Terms of participation in the voluntary 
support program”. 

 Volunteers don’t undertake anything SwD can do themselves (e.g. communication with other 
members of the academic community). 

 The collaboration between volunteers and SwD is not expected to evolve into a personal 
relationship, such as close friendship. Volunteers are persons who help SwD feel comfortable and 
make friends of their own. 

 Volunteers communicate directly with the SwD. If the presence of a member of the SwD’s family in 
the university premises is inevitable, he/she can distance himself/herself during the collaboration 
between SwD and volunteers; for example, he/she could go for a coffee. 

 The NKUA does not depend only on volunteer students in order to achieve the inclusion of SwD. 
The ASVS collaborates with other services and departments of the NKUA, whose aim is to help 
SwD overcome the obstacles they face, without overlapping their duties. The tasks undertaken by 
volunteer students are complementary. 
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I want to participate in the voluntary support program for the first time. 

In order to participate in the voluntary support program of the Accessibility Unit for the first time, you must 
do the following: 

 take part in an introductory meeting, 

 give a brief interview, 

 submit a formal declaration stating that you do not suffer from any psychological disorder which 
could result in potentially dangerous behavior for the physical integrity of yourself as well as of 
others (e.g. suicidal tendencies, use of substances, uncontrollable temper tantrums, impulsivity), 

 comply with the procedures of the Accessibility Unit of the NKUA and sign the “Acceptance 
Statement of the Terms of participation in the voluntary support program”. 

Contact the Accessibility Unit per telephone 0030 210 7275130 or per e-mail at access@uoa.gr. 

 

Do I need to have any previous experience or special knowledge? 

No. The ASVS offers fast-track preparatory training to volunteers (either in person or remotely) in order to 
prepare them for the tasks they will undertake. Training sessions are held either in groups or individually 
and according to the volunteers’ availability. Volunteers are advised to take part every semester in the 
training sessions offered by the Accessibility Unit, if their schedule allows it. 

The Accessibility Unit offers training in the following topics: 

 disability, stereotypes and prejudices (experiential workshop, 2 hours) 

 wheelchair users’ escort techniques (experiential workshop, 4 hours) 

 guiding techniques for the visually impaired (experiential workshop, 4 hours) 

 collaboration with students with loss of hearing (2 hours) 

 collaboration with students with autism spectrum disorders (2 hours) 

 collaboration with students with ADHD (2 hours) 

 print-disability and educational material: accessible notes and textbooks (informatory session, 2 
hours) 

 recording built environment accessibility issues (4 hours) 

The schedule of the training session will be announced at the Accessibility Unit’s website. 

Registration is mandatory. 

Attendance certificates will be available. 

 

How long is my commitment as a volunteer? 

Your commitment as an active volunteer is for one semester. You can offer voluntary support to SwD every 
semester for as long as you are a student. 

 

How many hours do I need to volunteer each week? 

That depends on your schedule. For example, you can choose tasks related to the courses you attend or 
escort a SwD studying in the same Department/Faculty as you, so that voluntary support may be combined 
with your schedule and everyday routine. 

mailto:access@uoa.gr
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Apart from that, you can spend from 20’ up to 15 hours per week for the support of SwD depending on your 
free-time. 

 

Will I support SwD from my department/faculty? 

The ASVS ideally assigns the support of SwD to volunteers studying in the same department/faculty, are at 
the same semester and attend the same courses; that is to ensure that volunteers will be familiar with the 
SwD’s field of study and their schedules will coincide. However, if that is not possible, SwD may be 
supported by older students of their department/faculty or even by students from other 
departments/faculties, if they express such interest. If you wish to support SwD studying in 
departments/faculties other than yours, your contribution can be useful. Do not hesitate to express your 
interest. 

 

My time schedule is full / I do not attend classes regularly / the periods of free time between 

the courses I attend are not regular. Could I participate in the voluntary support program 

nonetheless? 

There are tasks that may fit you and you may be able to undertake. You should contact the ASVS in order 
to get information about the tasks you could possibly undertake. 

 

Will I choose the tasks I will undertake? 

At the beginning of each semester, you will fill in the Volunteer’s Form (VF), in which you will mention how 
many hours a week you would like to engage in the voluntary support program. 

After that, you will be informed about the available tasks in each Department/Faculty. You can choose 
among them the tasks you could undertake. 

The ASVS assesses the suitability of the volunteers who have expressed their interest for each task. Then, 
it will contact the chosen volunteer in order to provide more information regarding the tasks assigned to 
him/her and to confirm that he/she wishes to undertake it. 

 

I want to declare my availability for the current semester. 

If you have followed the required steps, fill in the Volunteer’s Form (VF). 

 

I have filled in and submitted the Volunteer’s Form (VF). Which are the next steps? 

1. You will receive a link to the file containing the available tasks in the current semester per e-mail. 
There you will be able to choose those you would like to undertake. 

2. The ASVS will contact you to provide you more information regarding the tasks you are going to 
undertake. If you consent to undertake them, a meeting with the SwD you will be supporting will be 
arranged. 

3. That first meeting will take place in the Department/Faculty of the SwD. The conditions of 
participation in the voluntary support program will be mentioned in detail during that meeting. In 
case the SwD will be supported by a group of volunteers, the tasks undertaken by each of them will 
be specified. After that, you will sign the Voluntary Support Agreement, which defines the 
framework of your collaboration. 

4. During your collaboration with the SwD you will send feedback to the ASVS every week (Cf. 
Collaboration Journal). If any problem arises, the ASVS will seek a solution. 

5. At the end of the semester you will fill in some brief evaluation forms in order to evaluate your 
experience from your collaboration with the SwD. 

6. You must submit the VF every semester on your own initiative. 
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7. If you do not wish to participate anymore in the voluntary support program, you will have to fill in 
the Volunteer’s Withdrawal Form. 

 

Will the ASVS supervise my collaboration with the SwD? 

Yes. The ASVS supervises the collaborations between volunteers and SwD in the following ways, in 
order to ensure that they are effective and pleasant for both parties: 

 Every party involved in the voluntary support program must give feedback to the ASVS every week; 
this is to ensure that the collaborations progress within the agreed framework and that there are no 
problems (cf. Collaboration Journal). 

 Volunteers have the opportunity to meet every week with a member of the Accessibility Unit’s staff, 
if they wish to share their experiences, concerns or indicate good practices. 

The ASVS intervenes immediately, if any of the parties involved reports a problem. 

 

Which will be my obligations towards the Accessibility Unit? 

 You must comply with the ASVS’s terms and conditions of participation. 

 You must send feedback to the ASVS systematically (cf. Collaboration Journal) 

 You must inform the ASVS in time, if you won’t be able to undertake tasks which have been 
assigned to you. 

 You must fill in the evaluation forms at the end of the semester. 

 You must fill in a questionnaire, in case you don’t wish to be an active volunteer any more. 

 

I am a student with disability 

 

How will I benefit from my collaboration with volunteer students? 

Υour collaboration with volunteer students will contribute to the following: 

 it will allow you to disengage the members of your family or your professional personal assistant for 
some time, during which you don’t need specialized personal care, 

 it will encourage your fellow students to add you to their social circle, 

 it will make you an equal, autonomous member of the academic community and facilitate the 
acquisition of social skills which are typical of persons at your age, especially in matters related to 
the academic life. 

 

What tasks can be undertaken by volunteer-students? 

Volunteers can choose one or more among the following tasks: 

 The familiarization of first-year SwD with the university premises and give them advice on matters 
regarding academic life. 
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 Tο accompany SwD within the university premises (e.g. lecture halls, seminar rooms, laboratories, 
canteen, restaurant, secretariat, library, public transportation stations surrounding the buildings) 
thus ensuring their access to the university premises. 

 Tο enhance the participation of SwD in lectures, seminars, laboratory and clinical work by taking 
notes, supporting them in handling objects or relaying visual or audio information presented during 
classes. 

 Tο facilitate the access of SwD to the educational material by converting it in digital accessible form 
or collecting their textbooks delivered through the EUDOXUS system from the distribution points. 

 Tο support SwD with their study by taking part in study groups every week or helping them develop 
a study plan. 

 Tο offer workshops for skills development (e.g. using software applications). 

 Tο play an important role as links between SwD and the academic function. 

 

Are there any limitations regarding the tasks which can be undertaken by volunteers? 

 Whether your demand for voluntary support can be met or not, depends on the availability of active 
volunteers during each semester and their interest to undertake the tasks related to your support. 

 Volunteers cannot undertake any task directly from you. You must express your demands to the 
Accessibility Support Voluntary Service (ASVS).The ASVS will assign them to suitable volunteers 
respectively based on objective criteria. 

 Volunteer students offer support to SwD only in matters related to their academic studies. 
Voluntary support is offered only within the NKUA premises; the exact places are determined in 
collaboration with the ASVS. 

 Volunteers must give an interview and receive preparatory training for the tasks they will undertake. 
However, one cannot expect that volunteers will have the attitude or the experience of a 
professional personal assistant or a person who supports you for years. 

 Under no circumstances can volunteers undertake tasks that are potentially dangerous for them, 
for you or other members of the academic community (e.g. administering medicines, 
accompanying you in the toilet). Furthermore, volunteers do not provide psychological support 
services. In case you need any of the above mentioned types of support, you must provide for it 
independently from the voluntary support you will receive from your fellow students. 

 Volunteers cannot support you in anything they consider unethical (e.g. using drugs, cheating in 
the examinations) or contradicts anything stated in the “Terms of participation in the voluntary 
support program”. 

 Volunteers don’t undertake anything you can do yourself (e.g. communication with other members 
of the academic community). 

 Your collaboration with volunteers is not expected to evolve into a personal relationship, such as 
close friendship. Volunteers are persons who will help you feel comfortable and make friends of 
your own. 

 The NKUA does not depend only on volunteer students in order to achieve the inclusion of SwD. 
The ASVS collaborates with other services and departments of the NKUA, whose aim is to help 
SwD overcome the obstacles they face, without overlapping their duties. The tasks undertaken by 
volunteer students are complementary. 

 

When can I apply for voluntary support? 

You can apply for voluntary support: 

 at the beginning of the semester, in order to receive systematic support from volunteers throughout 
the semester, 

 whenever a particular demand arises, you can apply for particular voluntary support, 

 before the examination periods. 
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Will I be supported by one only volunteer? 

If you have numerous demands, you will probably be supported by a group of volunteers. Each volunteer 
will undertake specific tasks, which will be decided at the beginning of your collaboration. 

The tasks undertaken by volunteers are not interchangeable without prior notification and consent of the 
ASVS. 

 

Will volunteer students follow the same classes as me? 

The ASVS ideally assigns the support of SwD to volunteers studying in the same Department/Faculty, are 
at the same semester and attend the same courses; that is to ensure that volunteers will be familiar with 
your field of study and your schedules will coincide. 

However, if that is not possible, SwD may be supported by older students of their Department/Faculty or 
even by volunteer students from other departments/faculties, if they express such interest. 

 

Will volunteers have access to my personal data and the data mentioned in the diagnosis 

certificate I have submitted? 

The Accessibility Unit shares your contact details and the data mentioned in the diagnosis certificate you 
have submitted with the Student’s Activity and Participation Restrictions’ Registration Form (ReF) with the 
volunteers you are going to collaborate with. Volunteers are committed to treat your personal data in 
whatever way you wish. You will state your preferences regarding the disclosure of your personal data in 
the Acceptance Statement of the Terms of participation in the voluntary support program; for example you 
can have your personal data treated with discretion and prevent their disclosure to your fellow students and 
mutual friends. 

If you do not agree with the disclosure of your personal data to volunteers even under these conditions, you 
can apply for types of support that do not involve personal contact between volunteers and SwD. These 
types of support can become totally anonymous thanks to the intervening role of the ASVS. You won’t have 
personal contact with the volunteer(s) supporting you and they won’t know the SwD they are supporting 
personally. Volunteers will only receive knowledge of your activity limitations and participation restrictions, 
whereas your personal data will be withheld. 

 

Will all my demands for voluntary support be met? 

The ASVS depends on the contribution of students who wish to spend some of their time offering voluntary 
support to their fellow SwD undertaking specific tasks, which could improve the access of SwD to the 
academic function. They choose to undertake tasks, in which they think they can be proven really useful. 

Some semesters, however, active volunteers or do not respond to every task. 

In any case, if you believe that you can benefit from human multidimensional support by volunteer students, 
don’t hesitate to apply to the ASVS every semester for voluntary support. Each new application results in a 
new targeted search for new volunteers. 

 

Are there any prerequisites for joining the accessibility support voluntary program? 
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You can receive voluntary support as long as you are an active student, i.e. you attend classes regularly 
(either in person or remotely), you participate in laboratory or clinical work, you submit assignments, you 
study and take exams. 

In order to join the voluntary support program you must: 

 have submitted the Student’s Activity and Participation Restrictions’ Registration Form (ReF), 

 have submitted to the Accessibility Unit a recent thorough diagnosis certificate issued by an 
official/state entity or healthcare provider. The diagnosed disability/severe disease/other condition 
must justify the services you are applying for. It must also certify that you do not suffer from any 
psychological disorder which could result in potentially dangerous behavior for the physical integrity 
of yourself as well as of others, such as suicidal tendencies, use of substances, uncontrollable 
temper tantrums, impulsivity etc. (Instead of a formal certificate you can submit a signed Official 
Statement stating that you do not suffer from any psychological disorder; this is required only in 
case you are applying for voluntary support that involves personal contact with volunteers), 

 have participated at least once in an introductory meeting with a staff member of the ASVS, 

 have met at least once with the Counseling Professor of your Department/Faculty in order to confer 
with him/her about the limitations and restrictions you face when you attend classes, study and sit 
for an exam; you should have reached an agreement regarding the accommodations to be applied. 
You should inform the Counseling Professor about the classes you are going to attend every 
semester. 

 have understood and accepted the rules and procedures followed by the Accessibility Unit and 
have signed the Acceptance Statement of the Terms of participation in the voluntary support 
program. You must send feedback to the ASVS systematically (cf. Collaboration Journal) and fill in 
the Evaluations Form at the end of every semester. 

 

I want to apply for voluntary support during the current semester. 

As soon as your class schedule has been announced and you have decided which classes you are going to 
take, write an email to ariadni@di.uoa.gr stating your demands including the following details for each one 
of them: 

 Type of support you wish to receive (e.g. notes taking, converting notes in accessible form) 

 Day 

 Time and duration of the support 

 Title of the class (if there are more than one groups of the same class, mention which group), 

 Instructor’s name 

 Exact place of the support 

 Other details 

In case you wish to receive particular support, you can apply by sending an email with the same details, 
whenever such a demand arises. 

If it’s your first time applying for voluntary support, your collaboration with the volunteer(s) may begin within 
a period of one month. 

If it’s not the first time you apply for voluntary support, your collaboration with the volunteer(s) may begin 
within a period of two weeks. 

 

I have sent my demands. What are the next steps? 

mailto:ariadni@di.uoa.gr
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1. You will receive an email from the ASVS confirming that your demands have been received. 
Maybe, there will be further questions. 

2. The ASVS will notify active volunteers about your demands, so that they can express their interest 
to undertake any of them. 

3. The ASVS will assign each of your demands to the most suitable volunteer and provide him/her 
fast-track preparatory training according to the tasks he/she is going to undertake. 

4. A staff member of the Accessibility Unit will inform you about the fact that your support has been 
assigned to a certain volunteer or a group of volunteers and arrange a meeting. 

5. The first meeting will take place in your Department/Faculty. The conditions of participation in the 
voluntary support program will be mentioned in detail and the tasks undertaken by each volunteer 
will be specified during that meeting. After that, you will sign the Voluntary Support Agreement, 
which defines the framework of your collaboration. 

6. In case no active volunteer responds to (any of) your demands, the ASVS will seek new volunteers. 
A search for new volunteers is carried out in the following ways: either there will be an 
announcement by the secretariat of your Department/Faculty calling your fellow students to join the 
voluntary support program or the instructors of the classes you attend will upload an 
announcement in eclass. In either case your name and contact details won’t be disclosed; only the 
tasks that are to be undertaken by volunteers and the activity limitations and participation 
restrictions you face will be mentioned in these announcements. Should new volunteers be found 
through this procedure, your support will be assigned to them (see steps 4, 5 above). 

7. During your collaboration with volunteers, you will give feedback to the ASVS every week in 
whatever form suits you best (cf. Collaboration Journal). If any problem arises, the ASVS will seek 
a solution. 

8. At the end of the semester you will fill in some brief evaluation forms in order to evaluate your 
experience. 

9. The commitment of volunteers lasts till the end of the semester. 
10. The same procedure is to be repeated for every new demand at the beginning of or during the 

semester on your own initiative. 

 

I want my EUDOXUS textbooks collected by volunteers. 

You can have your EUDOXUS textbooks collected by volunteers. In order to apply for that, you must send 
an email to ariadni@di.uoa.gr; that email must contain the details mentioned in the summary table 
appearing at the last step of the textbooks declaration procedure in EUDOXUS system. (Example of the 
summary table). You must also send a filled and signed Authorization Statement for the collecting of your 
textbooks. As soon as your textbooks are collected, the Accessibility Unit will contact you in order to inform 
you about the next steps. Your textbooks will be collected within seven workdays. (If you have difficulty 
sending any of the above per email, please contact the ASVS). 

 

I want to apply for voluntary support during the exam period. 

First, you must inform the Counseling Professor of your Department/Faculty about the exams you are going 
to take and the accommodations you would have applied for. He/She will subsequently inform other faculty 
members for your intention to take the exam in their courses and for your wish to be supported by a 
volunteer during the exams. If other faculty members agree to the proposed accommodations, they will 
apply for volunteer escort or writing assistant at the Accessibility Unit. They will also confirm the exact 
day and time of the exam and provide an outline of a suitable volunteer for each exam. You will be informed 
by the faculty members about the accommodations agreed. 

Warning: The timely notification of your exam schedule (at least seven days before the beginning of the 
examination period) is prerequisite for processing your request. 

mailto:ariadni@di.uoa.gr
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4.2.6. Adding users to Moodle platform 

InSIDE project’s accessible LMS is a modified Moodle site at http://insidemoodle.di.uoa.gr/. Users 

must be added to the site to implement pilot courses and training. First, Teachers will be added, and 

then they will be able to add Students themselves. You can find instructions for these tasks in this 

document. Extensive help is available at https://docs.moodle.org/401/en/Add_new_users. 

In the Appendix, we have added a form to be sent to project partners to declare their first InSIDE 

Moodle users who should be Teachers. 

Add users to the site 

For people to enter your courses, they first need an account on your site. The Administrator of the 

Moodle platform can create these accounts for Teachers. These instructions are addressed to 

him/her. The two most common ways to add users to the site are: 

Create a user account for them yourself, manually. 

Enable sign-up so they can create their own accounts on the site 

NOTE: The site Administrator will use the first way “Create a user account” to add the first Teacher 

accounts to the platform. Then, Teachers can select the way that suits them to add Student accounts. 

Create a user account 

Manual authentication is enabled by default in Moodle and requires the Administrator to manually 

create all the user accounts. Extensive help can be found at 

https://docs.moodle.org/311/en/Manual_accounts. The Administrator or a Teacher can manually fill 

the new user’s fields to fully control the data entered into the platform (e.g., the user’s personal data 

like name, username, and password). 

1. Log in with your Administrator account 

2. Click Site administration 

3. Click the Users tab 

4. Click Add a new user 

5. Add your user details, using the icon  for extra help. There are required fields in this form 

marked . 

The Administrator should have the following required information: 

 the new user’s first name 

 the new user’s surname 

 the new user’s email address 

 the new user’s username 

 a password, that must have at least 8 characters, at least 1 digit(s), at least 1 lower 

case letter(s), at least 1 upper case letter(s), at least 1 non-alphanumeric character(s) 

such as *, -, or #. 

Note: You can check the Generate password and notify user checkbox so that 

Moodle will generate a new password for the new user and will send an email to the 

http://insidemoodle.di.uoa.gr/
https://docs.moodle.org/401/en/Add_new_users
https://docs.moodle.org/311/en/Manual_accounts
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user’s email address notifying him/her about the new account creation and giving 

him/her the new password. If this option is chosen, the new user will have to change 

the auto-generated password at his/her first log in and set a password of his own 

(only the new user will know this password). 

6. If you want their new account details emailed to them, click 'Generate password and notify 

user' 

7. Click Create user 

 

 Figure 1. Adding a new user to Moodle platform 

Enable sign-up 

The email-based self-registration authentication method enables users to create their own accounts 

via the 'Create new account' button on the login page. They then receive an email at the address 

they specified in their account profile to confirm their account.By default, Moodle’s email-based self-

registration is disabled. If you’d like to allow your users to sign up to your site via email, you need to 

enable the option manually. We have already enabled self-registration in the InSIDE Moodle site. 

You can find extensive help at https://docs.moodle.org/311/en/Email-based_self-registration.  

1. Log in with your Administrator account 

2. Click Site administration 

3. Click the Plugins tab and scroll down to Authentication 

4. Click Manage authentication 

5. Click to open the 'eye' icon of Email-based self-registration: 

https://docs.moodle.org/311/en/Email-based_self-registration
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 Figure 2. Enable email-based self-registration by clicking the eye icon 

6. Scroll down and from the 'Self registration' dropdown section, select Email-based self-

registration: 

 

 Figure 3. Confirm email-based self-registration by selecting it on the dropdown menu 

7. Scroll down and click the button Save changes  

Note: For the InSIDE project new users who will have the role of Teachers it is recommended for the 

Administrator to add Teachers using Create a user account, then Teachers can add new users 

(Students) using Enable sign-up or stick to the more controlled Create a user account option. 

Note: No matter who added a new user, the next step is to Enrol the new users to courses before 

they can interact with the courses according to their role (Teacher or Student). See the next section 

on how to Enrol users. 

Adding users to a course 

Once users have accounts, you then need to give them access to courses. The two most common 

ways are: 

 Add teachers and students to the course yourself manually. 

 Enable course sign up so they can enrol themselves 

Add teachers and students 

The manual enrolments plugin allows users to be enrolled manually via a link in the course 

administration settings. The plugin has to be enabled by the site and should normally be enabled as 

certain other enrolment plugins, such as self enrolment, require it. The InSIDE Moodle site already 

has this plugin enabled. Extensive help can be found at 

https://docs.moodle.org/401/en/Manual_enrolment.  

1. Log in with your Administrator account and go to the course where you want to add 

Teachers and Students. 

2. Click Participants 

3. Click Enrol users 

4. From the dropdowns, select the users you want and the role you want to give them: 

https://docs.moodle.org/401/en/Manual_enrolment
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 Figure 4. The Enrolment options dialog box 

 

 Figure 5. Enrolling a Teacher to the course 
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 Figure 6. Enrolling a Student in the course 

5. Click Enrol users. 

Enable course sign up 

Self enrolment is the method whereby users can choose to enrol themselves into a course, either 

immediately by clicking "Enrol me in this course" or by typing in an enrolment key they have been 

given. The enrolment plugin needs to be enabled by the site Administrator in Enrolment plugins and 

has to be enabled within the course. The manual enrolment plugin has to be enabled in the same 

course as well. We have prepared all necessary plugins. Extensive help can be found at 

https://docs.moodle.org/401/en/Self_enrolment.  

1. Log in as an Administrator or Teacher 

2. Go to the course you want to allow users to access 

3. From Course navigation click Participants 

4. From the dropdown select Enrolment methods 

5. Click to open the eye of Self enrolment (Student) 

 

Managing user roles 

The image below depicts the dummy participants of a dummy course (it is displayed when pressing 
Participants for a course menu): 

https://docs.moodle.org/401/en/Self_enrolment
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 Figure 7. The participants of a course 

Now, the user assigned the role “Teacher” has the ability to enrol Students in the course (already 
added users to Moodle platform by the Administrator or self-sign up) by assigning them the role 
“Student”. Roles are visible in the column “Roles” and can be changed by pressing the pencil icon 
next to a role. 

4.3. Appendix – Part B 

 

 

This project (598763-EPP-1-2018-1-EL-EPPKA2-
CBHE-JP) has been co-funded by the Erasmus+ 
Programme of the European Commission. This 

publication reflects the views only of the authors, and 
the Commission cannot be held responsible for any use 
which may be made of the information contained 

therein. 
 

Please fill all the fields in English by typing into the blank cells. In fields with choices in parentheses, 

please write one of the choices. You can copy and paste more tables if needed. The Username you will 

write is a new one of your choice, the LMS administrator may change it for uniformity reasons. You 

will be notified about your final username and your password (for your login to the LMS of InSIDE) by 

e-mail from the LMS administrator. 

 

List of trainers 
 

University full name:  

Partner acronym  

 

#   

1 

First name:  
Surname:  
Title (Mrs/Mr/Dr/Prof):  
Username:  
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e-mail:  

City:  

Country:  
Role (Accessibility Advisor/Trainer-
Representative): 

 

Position or job in the university:  

HEI Degree (none/BSc/MSc/PhD):  

Member of committee of practice (Yes/No):  

 

#   

2 

First name:  
Surname:  
Title (Mrs/Mr/Dr/Prof):  
Username (for your login to the LMS of 
InSIDE): 

 

e-mail:  

Role (Accessibility Advisor/Trainer-
Representative): 

 

Position (job) in the university:  

HEI Degree (none/BSc/MSc/PhD):  

Member of committee of practice (Yes/No):  

 

#   

3 

First name:  
Surname:  
Title (Mrs/Mr/Dr/Prof):  
Username (for your login to the LMS of 
InSIDE): 

 

e-mail:  

Role (Accessibility Advisor/Trainer-
Representative): 

 

Position (job) in the university:  

HEI Degree (none/BSc/MSc/PhD):  

Member of committee of practice (Yes/No):  

 

 

 

 


