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Overview

The following document is a communications handbook
for guidelines on how to reference persons with disabilities
in official communications and documents for public or
mass consumption.

The handbook provides clarifying information on
misconceptions regarding disabilities, vocabulary “dos”
and “don’ts,” and tips for framing stories, conducting
interviews with persons with disabilities, and preparing the
information in accessible formats for inclusive
consumption.
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Myth vs. Reality

Myth

Using the term “disability” is the same as using

“handicapped,” “crippled,” or “special needs.” They all
mean the same thing.

Reality

The terms “handicapped”, “crippled”, “special needs”, and
others are outdated terms that presume persons with
disabilities are different from the rest of society and in
“need” of being treated differently or “specially.” People
with disabilities have the same needs and interests as
everybody else: school, work, family, and participation in
their community.

The term “disability” refers to the interactions between
an individual and their environment. When a person
encounters a barrier to participation, that barrier is
disabling.

Therefore, the appropriate term accepted by the
international community and the United Nations is
“persons with disabilities”.
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Myth vs. Reality

Myth

If, for example, a person who has a hearing or visual
impairment is a “person with disability”, then a person who
doesn’t have a disability should be referred to as “normal’”.

Reality

What is “normal”? All communities around the world are
comprised of groups with a wide range of diversifying
factors. Persons with or without disabilities are simply part
of the diversity at large of any community.
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Myth vs. Reality

Myth

We need to feel sorry for persons with disabilities.
Reality

Feeling sorry for a person with disability is patronizing.
Persons with disabilities don’t need pity. They need

removal of barriers that limit their ability to fully function in
their community and access opportunities.
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Myth vs. Reality

Myth

Persons with disabilities are easily offended if you use the
wrong word to refer to them.

Reality

Persons with disabilities are no different than others in
terms of what offends them. Not knowing how to address
someone is not cause for concern. If you are not sure as
to what to say or do, simply ask.
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Myth vs. Reality

Myth
All persons with hearing disabilities can read lips.
Reality

Lip-reading skills vary among people who use them and
are never entirely reliable.
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Vocabulary DOs and DON’Ts for
Official and Public Documents

The chart below provides useful tips on the official and
appropriate vocabulary for official and public documents
when referring to persons with disabilities.

The vocabulary in the “SAY” list is comprised of the official
globally accepted terms by the international community
also endorsed by the United Nations in all official
documentation pertaining to the Convention on the Rights
of Persons with Disabilities (UN CRPD).
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Official and Public Documents

SAY THIS...

Persons with
disabilities: this is the
globally recognized
appropriate term, and the
one promoted by the
United Nations. “People
with disabilities” may also
be used in conversation
and unofficial documents.

DON’T SAY THIS...

The handicapped,;
The disabled;

People with special needs;

The Blind;
The Deaf;
The crippled;
Invalids;
Victims;
Patients.

These connote that any
kind of iliness is a
negative experience.
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Vocabulary DOs and DON’Ts for
Official and Public Documents

SAY THIS...

Person with visual
impairment: This
emphasizes the person

first, then their condition.

Person with hearing
impairment: This
emphasizes the person

first, then their condition.

Person who uses a
wheelchair: This
emphasizes the person

first, then their condition.

DON’T SAY THIS...

The blind

The deaf

The handicapped,;
Wheelchair bound;
Wheelchair confined
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Vocabulary DOs and DON’Ts for
Official and Public Documents

SAY THIS...

Person with intellectual
disability

Person with mental
disability — Down
Syndrome

Person with
developmental disability
— Autism

Person with psychiatric
disability or mental and
social disorder

DON’T SAY THIS...

Mentally retarded,

mentally delayed

Mongol

Autistic

Crazy, loony, fool
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Vocabulary DOs and DON'Ts for Qs Salg Lvalasiwl jga dlapan
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Vocabulary DOs and DON'Ts for Qs Salg Lvalasiwl jga dlapan
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Vocabulary DOs and DON’Ts for
Official and Public Documents
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SAY THIS...

"Disability is a human
rights issue"

"Disability is diversity and
a natural human
difference"

“We must achieve justice
and equal opportunities for
persons with disabilities"

"This group that is being
excluded and
discriminated against in
terms of rights”

DON’T SAY THIS...

"Disability is primarily a
humanitarian issue"

“Disability is trial and
error”

"We must provide care
and attention for them..."

“This marginalized group’
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Framing The Story

The following are recommendations for appropriately
framing stories of persons with disabilities.

When to Mention the Disability

It is recommended to omit mention of the disability unless
it is absolutely pertinent to the story. The article should

always be about the person first, the condition second.

How to Frame Achievements

It is recommended to depict to also provide balanced
news coverage of average achievers with disability, not
just the super-achievers. To only focus on the super-
achievers sends the wrong message that only above-
average achievements are worth noting, and risks putting
the disability condition at the center, not the person.
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Framing The Story

Achievements that also merit focus may include:
educational achievements, prominent job appointment,
research achievements, sports achievements, or any other
achievement that denotes success in everyday life.

Portrayals may include:

Everyday Life: Depict people with disabilities
experiencing the same successes or challenges that
others have in everyday life, such as work, parenting,
education, sports, and community involvement.

Variety: Disabilities include those that are both visible (i.e.,
a person who uses a wheelchair) as well as non-visible
(i.e., a person with autism). Featuring a balance of stories
across the spectrum of disabilities is important for
educating the general public.

Collaboration: Depict stories where persons with and
without disabilities work together.
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Framing The Story

Remain Objective

It is important to avoid biased statements that in any way
pass judgment on any aspect of the person’s condition.
Focus on providing accurate descriptions that focus on
facts, rather than an evaluation of the situation.

Consultation

It is important to be in constant consultation with persons
with disabilities for them to provide correct information and
assistance with respect to their circumstances so as to
avoid stereotypes in the media.
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Interviewing Persons with
Disabilities

When interviewing a person with a disability, relax!
Conduct your interview as you would with anyone. Be
clear and candid in your questioning and ask for
clarification of terms or issues when necessary. As with
any interview, be upfront about deadlines, the focus of
your story, and when and where it will be featured.

The following are additional factors to take into

consideration when interviewing a person with disability.
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Interviewing Persons with
Disabilities
Interview location

Assessing the interview location of potential barriers is just
as important as the interview itself. In selecting venues for
meetings, training sessions or other events, ensure that
accessibility requirements are met.

If in doubt about accessibility requirement, consult with
organizations of persons with disabilities, as they may
have expansive knowledge of accessible venues in the
area. Whenever possible, consult directly with the
person(s) participating in the interview to ensure that their
particular requirements are met.

Please mind the following accessibility considerations:

+ Choose a venue that does not require going up stairs. If
interview location is not on a ground floor, venue should
include adequate entrance ramps, elevators, and ample
pathways (at least 32" wide) to interview room.

» Venue should have a nearby accessible toilet.

+ Participants should be able to reach venue using cost-
effective and accessible transport.

» Adequate easy-to-read signage should be provided in
the multiple and necessary formats to reach the
location.

+ Onsite venue staff should be readily available to assist
participants and be briefed on protocols for assisting
persons with disabilities.
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Interviewing Persons with
Disabilities
Time management

When planning the total time needed for the interview,
ensure that adequate time is allocated to avoid a rushed
scenario.

Be sure to factor in potential delays in travel time to venue
due to transportation inaccessibility, travel time inside the
venue itself to arrive at the interview room, plus additional
preparation time and briefing prior to commencing the
interview. It is strongly recommended to consult the
interviewee regarding how long the pre-interview
preparation time should be to get a realistic sense of what
the interview time slot should be.
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Interviewing Persons with
Disabilities

Resources

It is important to factor in that additional resources may be
needed for the success of the interview. Factoring in the
disability, be it a hearing impairment, deaf-blindness, or
intellectual disabilities, among others, it is important that
the interviewee understand at all times what is being said
by others and can communicate their own ideas. This may
include arranging for:

+ Sign language interpretation

* Real-time captioning

* Communications assistants

* Any other resource that will facilitate communication
between interviewer and interviewee.
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Interviewing Persons with
Disabilities

General etiquette

Shake hands when introduced to someone with a
disability. People with limited hand use or artificial limbs
do shake hands.

Speak directly to people with disabilities, not through
their companions.

Don'’t be embarrassed using such phrases as “See you

soon”, “Walk this way”, or “Got to run”. These are
common expressions, and are unlikely to offend.

If you offer to help, wait until the offer is accepted.

Consider the needs of people with disabilities when
planning events.

Conduct interviews in a manner that emphasizes
abilities, achievements and individual qualities.

Don’t emphasize differences by putting people with
disabilities on a pedestal.
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Interviewing Persons with
Disabilities
When interviewing people with hearing impairments

 Attract the person’s attention by tapping on his or her
shoulder or waving.

« If you are interviewing someone with a partial hearing
loss, ask where it would be most comfortable for you to
sit so they can hear you best.

* Not all persons with hearing impairments can read lips
and lip-reading is not entirely reliable to ensure effective
communication. Get clarification beforehand if the
person will need a sign-language interpreter or
captioning services.

« If lip-reading, look at the person directly and clearly at a
moderate speed. Do not exaggerate lip movements or
shout. Be sure to speak expressively, as facial
expressions, gestures, and body movements will help
them understand you.

 Position yourself facing the light source so they have a
clear view of your face to best read lips.

« Keep your hands away from your mouth when
speaking.
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Interviewing Persons with
Disabilities
When interviewing people with vision impairments

» Always identify yourself and anyone else who might be
present.

» When offering a handshake, say, “Shall we shake
hands?”

* When offering seating, place the person’s hand on the
back or arm of the seat.

+ Let the person know if you move or need to end the
conversation.
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Interviewing Persons with
Disabilities
When interviewing people with speech impairments

» Ask short questions that require short answers when
possible.

+ If there is a long pause after you have asked a question,

it does not necessarily mean lack of comprehension.
Stay looking directly at the interviewee with a calm,
friendly expression like you have all the time in the
world. Avoid looking frustrated or impatient as that may
exacerbate the delay in the interviewee’s answer.

* Do not feign understanding. Try rephrasing your
questions, if necessary.
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Interviewing Persons with
Disabilities

When interviewing people with cognitive or
intellectual disabilities

* Whenever possible speak directly to the person, not
their family or caregiver.

» Ask short and direct questions that require short
answers when possible.

+ Treat the person as an adult, not as a child.

$95 yalaiill ga dllda clja)
alale)

duldc gl sl aldle] sga yalaubl ga jiga eljal aic

ailile vl gulg sl vl 6 ko &35 JLGoYl aic  »
ayle qangll gi

Ela YLS 13] éund dugal wll Aliad dubla dliwl aphl - o

Jahs gulg adbils il Jole .




Interviewing Persons with
Disabilities

When interviewing people using a wheelchair or
crutches

Do not lean on a person’s wheelchair. The chair is a
part of his/her body space.

Sit or kneel to place yourself at eye-level with the
person you are interviewing.

Make sure the interview site is accessible.

Check for:

* Reserved parking for people with disabilities

« Aramp or step-free entrance

» Accessible restrooms

* An elevator in the event the interview is not on
the ground floor

« Water fountains and public telephones low
enough for wheelchair use.

» Be sure to notify the interviewee if there are
problems with the location. Discuss what to do
and make alternate plans.
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Dissemination of Information in
Accessible Formats

The following is a list of considerations to keep in mind
when disseminating information for public consumption, so
that it is as accessible as possible. These tips are also
useful for interactions in smaller settings, such as for
meetings or presentations.

Printed Materials

Ensure that printed materials are made available in the

formats and languages required to ensure full participation.

This includes Braille, large print, and “easy-to-read-and-
understand” formats. Whenever possible, survey
participants to ensure which formats are ideal for their
information consumption.

Electronic Materials
When preparing materials for electronic distribution it is

important that documents be made available in formats
that are ideal for screen-reading software.
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Dissemination of Information in
Accessible Formats

What formats should we avoid?

PDFs can be recognized by specific screen-reading
platforms, such as ABBYY Fine Reader, and a handful of
others. However, Microsoft software has the most
compatibility across the wide variety of screen-readers.
Whenever possible, it is recommended to have a Microsoft
equivalent—be it in Word, Excel, or PowerPoint—to any
PDFs being distributed.

How should we handle images and video?
It is important that any and all images have captions or Alt-

text that can be read by the screen-reader. All video
material should include captioning.
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Dissemination of Information in
Accessible Formats

Visual Aids

When presenting visual aids, it is important that the
information conveyed is communicated clearly, so that
participants who have visual impairments can follow along
in alternative formats. This is applicable for:

+ Slides

* Photographs

+ Diagrams

* Maps

* Videos

* Any other visual aids.

+ Slide presentations should be prepared in Microsoft
PowerPoint. All images should include captions and
image descriptions.
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