











Avoid saying “Never mind” or “It’s not important”
when people who are deaf or hard of hearing do
not understand. This is insulting because it is often
seen as an indication that they do not deserve

the patience involved in repeated communication
processes.

GREETINGS

Speak clearly in a normal tone of voice. Do not
exaggerate your lip movements.

Remember, not all people who are deaf or hard

of hearing can read lips. If they do read lips, they
will struggle to understand how you articulate your
words. Still, do not exaggerate or change the way
you speak.

Do not chew gum or tobacco. Remove your
sunglasses, so people who are deaf or hard of
hearing can see your eyes.

Avoid touching your face while speaking. This
prevents people who are deaf or hard of hearing
from seeing your mouth.

REQUESTING INFORMATION

Use short simple sentences.
Do not fluctuate the volume of your speech.

When you seek a lot of information, ask for
feedback to make sure you are understood. You
may have to repeat your request verbatim several
times. When you request something complex, give
examples.

GIVING DIRECTIONS

Use short simple sentences.

Do not fluctuate the volume of your speech.
When you have a lot of information to convey,
ask people who are deaf or hard of hearing for
feedback to make sure they understand. You may
have to repeat information verbatim several times.
When you talk about something complex, give
examples.

Try to give people who are deaf or hard of
hearing options rather than telling them what to
do.

WORKING WITH AN INTERPRETER
Speak directly to people who are deaf or hard of
hearing, not the interpreter. Remember, the people
who are deaf or hard of hearing are the people
with whom you are speaking,

Do not fluctuate the volume of your speech.

When you have a lot of information to convey,
ask people who are deaf or hard of hearing

for feedback to make sure they understand.
Sometimes information is lost during the
interpretation process. You may have to repeat
information verbatim several times. When you talk
about something complex, give examples.

Plan for frequent breaks. Interpreting is physically
and mentally demanding because the interpreter

translates the information into another language.




Appendix F
People-first Checklist
Writing for People with Disabilities

Easy modifications to your writing style will ensure you
communicate effectively with people with disabilities



ExampLEs oF PeoPLE FIRST LANGUAGE

BY KATHIE Snow
VISIT WWW.DISABILITYISNATURAL.COM TO SEE THE COMPLETE ARTICLE

SAY:
People with disabilities.
He has a cognitive disability/diagnosis.

She has autism (or a diagnosis of...).

He has Down syndrome (or a diagnosis of...)

She has a learning disability (diagnosis).
He has a physical disability (diagnosis).

She’s of short stature/she’s a little person.

He has a mental health condition/diagnosis.

She uses a wheelchair/mobility chair.
He receives special ed services.

She has a developmental delay.

Children without disabilities.
Communicates with her eyes/device/etc.
Customer

Congenital disability

Brain injury

Accessible parking, hotel room, etc.

She needs . . . or she uses . . .

INSTEAD OF:

The handicapped or disabled.

He'’s mentally retarded.

She’s autistic.

He’s Down’s; a mongoloid.

She’s learning disabled.

He’s a quadriplegic/is crippled.

She’s a dwarf/midget.

He's emotionally disturbed/mentally ill.
She’s confined to/is wheelchair bound.
He's in special ed.

She’s developmentally delayed.

Normal or healthy kids.

Is non-verbal.

Client, consumer, reciplent, etc.

Birth defect

Brain damaged

Handicapped parking, hotel room, etc.

She has a problem with . . .
She has special needs.

Keep thinking—there are many other descriptors we need to change!

©2007 Kathie Snow, all rights reserved.
Excerpted from Kathie's People First Language article, available at www.disabilityisnatural.com.
You may copy and share this with others as a handout, in its entirety,
Protected by Copyscape: request permission (kathie@disabilityisnatural.com)
before republishing in any newsletter, website, list serve, etc.

VISIT WWW.DISABILITYISNATURAL.COM FOR OTHER NEW WAYS OF THINKING!




Appendix G
Plain Language Checklist
Writing for People who are Deaf

Writing concisely and precisely will enable you to
communicate effectively with people who are deaf



Plain language ensures that your audience can understand not only the technical terms
and concepts but also the directions and descriptions you provide. Writing in a concise
form with an emphasis on the most important information will help your audience
understand your meaning and engage more fully in the concepts.

Visit http://www.plainlanguage.gov for more tips and resources on writing in a plain
language style.

Lead with your main point(s) in the beginning of your message.

Use active voice verbs. If the sentence uses is/am/were by the ,
then you've probably got a passive construction. Pull out the main
concept/character and action. Then rewrite.

Bad: The smoke alarm was included in the installation by the firefighter.
Good: The firefighter installed a smoke alarm.

Use positive methods when describing what actions people should take.
Negative forms of expression may confuse people during an emergency
situation.

Bad: Do not put a hot pan directly on the table.
Good: Set the hot pan on a heat resistance surface.

Introduce key details to clarify, but limit the jargon.

Bad: The detector has dual photoelectric and ionization smoke sensing technology
and electrodes so that it alerts the residents through a better early warning
system.

Good: The smoke alarm has sensors to detect both smoldering fires and flaming
fires, so people are alerted earlier, giving them more time to escape.

Avoid hyping the information with too many adjectives or stylistic
embellishments.

Bad: During a fire, the deadly heat and toxic smoke will rise and mercilessly engulf
your defenseless body, making escape impossible.
Good: During a fire, rising smoke and heat make escape difficult.

Avoid using colloquial and idiomatic expressions. They add more concepts or
noise instead of explaining the main concepts.

Bad: When it comes to fire safety, you cannot pass the buck; everyone must protect
themselves.
Good: When it comes to fire safety, you must be responsible for your own safety.

Remove as many words as possible while ensuring your meaning is clear.
Fewer words to read leads to faster, more interested reading.

Bad: A good home escape plan is absolutely essential in planning your response to a
sudden and unexpected home fire.
Good: A home escape plan will help you respond to a fire.



Appendix H
APH Guidelines for Large Print
Writing for People with Visual Impairments

Downloading APH’s font and formatting your documents with the right type
sizes will ensure people with visual impairments can read your messages



These guidelines are specified by the American Printing House for the Blind (APH). For more
information, visit http://sun1.aph.org/edresearch/lpguide.htm

Definition of Large Print

Large print is generally defined as print for text passages that is larger than the print used by that
segment of the population with normal vision. The sizes of print most commonly used by the
sighted population range from 8-12 points in size. The American Printing House (APH)for the Blind
takes the position that large print for use by the low vision population is print that is 18 points in
size or larger.

Guidelines

APH’s recommendations are based on replicated research performed by APH and other agencies.
Researchers studied the impact of various large print characteristics on reading speed,
comprehension, literacy, and usability by large print users and found subjects had better scores in
all areas tested when using APHont.

A font that is at least 18 points in size.

X-height and t-heights of at least 1/8 inch.

A typeface without serifs.

Spacing between lines of print of at least 1.25 spaces.

Headings and subheadings that are larger and bolder than regular large print text.

Paragraphs that are block style and use 1 inch margins. The left margin should be
justified and the right hand margin should not be justified. There should be no first-line
indentations to delineate paragraphs.

7.  Printed materials with no columns or divided words.

8.  Black print on white, ivory, cream, or yellow paper with a dull finish so as not to
promote glare.

9.  Print that is not used over a background design or other graphical material.
10. Graphics that are not only enlarged, but
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maintain the same contrast, clarity, and APHont™ Character Set
appropriate coloration as those prepared for APHont Reqular:
their sighted peers. ABCDEFGHIJKLMNOPQRSTUVWXYZ

. . abcdefghijkimnopgrstuvwxyz
11. Graphic materials, such as maps, graphs, and  1334567890.,/;'[]-=

charts, which also adhere to type size, font, I@#$%AR*()><:"{}_+
and other large print guidelines.
12. Full-color or high-quality black line art APHont Italic:
rather than gray-scale or shaded drawings. ABCDEFGHIJKLMNOPQRSTUVWXYZ
. abcdefghijklmnopqrstuvwxyz
13. Books that weigh no more than 32 ounces 1234567890.,/:'[]-=
and are no larger in dimension than 9 inches I@#$%AE&*()><:"{}_+
by 12 inches by 2.5 inches.
APHont Bold:
How do I get APHont? ABCDEFGHIJKLMNOPQRSTUVWXYZ

abcdefghijkimnopgrstuvwxyz
1234567890.,/;'[1-=

To download the new APHont Suite, visit I@#$%AR*()><:"{}_+

http://sun1.aph.org/products/aphont.html

APHont Bold Italic:
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijkimnopqrstuvwxyz
1234567890.,/;'[]-=

I@#$% &*()><:"{}_+






For More Information

Fire Protection Publications
1-800-654-4055
http://www.ifsta.org

Oklahoma ABLE Tech
1-888-885-5588 (V/TDD) or 405-744-9748
http://okabletech.okstate.edu

Ip

Located at Oklahoma State University






