People with disabilities prefer that you treat them like anyone else and that you focus on their abilities, not their disabilities.  Many people who have disabilities would never think of themselves as “handicapped”.  The preferred usage is “people with disabilities”.  Etiquette considered appropriate when interacting with people with disabilities is based primarily on respect and courtesy.  Outlined below are some tips to help you interact with persons with disabilities.   

People with Mental Retardation/Cognitive Disabilities 


                                  People with Mobility Impairments
People with Visual Impairments
People with Speech Impairments
People who are Deaf or Hard of Hearing
People with Mental Retardation/Cognitive Disabilities
· Keep your communication simple. Rephrase comments or questions for better clarity.  
· Stay focused on the person as he or she responds to you.     

· Allow the person time to tell or show what he or she wants.
· Don’t assume the person is not listening just because you are getting no verbal or visual feedback. 
· Don’t assume you have to explain everything.    
· Offer to read written material aloud, when necessary.
· Do not say: “retarded”, “defective”, or “mentally deficient” instead say “person who has / person who experienced…..”  
People with Mobility Impairments
· Enable people who use crutches, canes or wheelchairs to keep them within reach.
· Rearrange furniture or objects to accommodate a wheelchair if you know ahead a time or when the person arrives.   

· Be aware that some wheelchair users may choose to transfer themselves out of their wheelchairs (into an office chair, for example) for the duration of the interview. 

· Here again, when speaking to a person in a wheelchair or on crutches for more than a few minutes, sit in a chair. Place yourself at that person's eye level to facilitate conversation.
· Do not push, lean one, or hold onto a person’s wheelchair unless the person asks you to.  The wheelchair is part of his or her personal space.
· When giving directions to a person in a wheelchair, consider distance, weather conditions and physical obstacles (curbs, stairs, steep hills, etc.).
· Offer to tell where accessible rest rooms, telephones, and water fountains are located.
· Do not say: “Wheelchair bound” or describe someone as “confined to a wheelchair”.  Instead say: “Wheelchair user or “person who uses a wheelchair”.  Remember that a wheelchair represents freedom to its user.    

People with Visual Impairments
· When greeting a person with vision impairment always identify yourself and introduce anyone else who might be present. 

· If the person does not extend their hand to shake hands, verbally extend a welcome. 
· When offering seating, place the person's hand on the back or arm of the seat. A verbal cue is helpful as well. 

· Let the person know if you move or need to end the conversation. Allow people who use crutches, canes or wheelchairs to keep them within reach.
· As you enter a room with the person, describe the layout and location of furniture, etc. 
· Be specific when describing the location of objects. (Example: “there is a chair three feet from you at eleven o’clock.”)
· Don’t pet or distract a guide dog.  The dog is responsible for its owner’s safety and is always working.  It is not a pet.
· If they are walking, tell them if they have to step up or down; let them know if the door is to their right or left, and, warn them of possible hazards.  
· Offer to read written information, when appropriate.
· When offering a seat, place the person’s hand on the back or arm of the chair.
· It is okay to use vision references such as see or look. 
People with Speech Impairments
· Give your whole attention with interest when talking to a person who has speech impairment.
· Wait for the person to complete a word or thought.  Don’t finish it for the person.  

· Ask short questions that require short answers or a nod of the head. 

· Do not pretend to understand if you do not. Try rephrasing what you wish to communicate, or ask the person to repeat what you do not understand.
· Ask the person to write down a word if you’re not sure what they are saying.  
· Do not raise your voice. Most speech-impaired persons can hear and understand.
· Be prepared for various devices or techniques used to enhance or augment speech.  Don’t be afraid to communicate with someone who uses an alphabet board or computer with synthesized speech.
· Its okay to say, I don’t understand.  
People who Are Deaf or Hard of Hearing
· If you need to attract the attention of a person who is deaf or hearing impaired, touch him or her lightly on the shoulder. 

· If the individual lip-reads, look directly at him or her. Speak clearly at a normal pace. Do not exaggerate your lip movements or shout. Speak expressively because the person will rely on your facial expressions, gestures and eye contact. (Note: It is estimated that only four out of ten spoken words are visible on the lips.) 

· Place yourself placing the light source and keep your hands, cigarettes and food away from your mouth when speaking. Shouting does not help and can be detrimental. Only raise your voice when requested. Brief, concise written notes may be helpful. 

· In the United States most deaf people use American Sign Language (ASL.) ASL is not a universal language. ASL is a language with its own syntax and grammatical structure. When scheduling an interpreter for a non-English speaking person, be certain to retain an interpreter that speaks and interprets in the language of the person. 

· If an interpreter is present, it is commonplace for the interpreter to be seated beside the interviewer, across from the interviewee. 

· Interpreters facilitate communication. They should not be consulted or regarded as a reference for the interview.
· If you are asked to repeat yourself several times, try rephrasing your sentence.
· Be aware of the environment.  Large, crowded rooms and hallways can be very difficult for hearing impaired persons.  Bright sunlight and shadows also present barriers.
· Use facial expressions and body language to communicate the emotion of a message, such as displeasure or approval. 

