POLICIES & PROCEDURES FOR WORKING WITH INDIVIDUALS WHO HAVE A DISABILITY

Career Center staff members work with a variety of different people, therefore it is important to understand and provide the services and resources that may be helpful for each individual. When working with an individual who has a disability, remember:

· Treat adults like adults. If you offer assistance, wait until your offer is accepted before assisting.  

· The person might need assistance, but it might not be what you think she/he needs.

· Listen attentively when talking with someone who speaks slowly, and wait for him/her to finish speaking.  If you don’t understand what was said, ask the person to repeat themselves, paraphrase what you heard, ask them to write their question or statement, or ask them to say it a different way.

· Don’t worry if you use expressions related to a disability. (Have you heard about…? Have you seen…?)

The Career Center is responsible for providing resources in alternative formats upon request and making reasonable accommodations when needed. To obtain a list of resources that may be useful when working with an individual with a disability, refer to Career Issues and Services Related to Assisting Persons with Disabilities. This can be found on the J-drive by taking the following path: J://DATA/CAREER/Shared-Career/DATA/Disability/Assisting People who have a Disability

Students who are currently enrolled at FSU can receive services from the Student Disability Resource Center, whereas community members cannot. So, if you are working with a community member who needs accommodations, see the University Community Referral Directory or the Community Resource Directory, which are located on the ready reference shelf. 

When a student who is deaf needs an interpreter to communicate to use Career Center services or attend events (workshop, advising, career planning course, Seminole Futures, interviews, forums, focus groups, etc.), he/she should follow the SDRC policies and procedures in arranging for an interpreter to be present. If an individual(s) who is deaf, is not a student, and needs an interpreter to communicate (for advising, workshop, etc.), the individual should request the Career Center to provide an interpreter 5 days in advance. Here are some suggestions on how to locate an interpreter: 

· The individual may know of an interpreter that he/she prefers to use. 

· Ask the SDRC for a list of freelance interpreters. 

· You can also view the National Registry of Interpreters for the Deaf at http://www.rid.org If this option is used, make sure the interpreter is nationally RID certified or at least state-certified.

If an alternative format is requested, the resource should be provided in another format within one week. If an individual calls requesting information in an alternative format, any staff member can handle the request.

For information about the services provided by the SDRC, refer students to their Web site: http://www.fsu.edu/~staffair/dean/StudentDisability/index.html This Web site also provides information for faculty and staff about a variety of different disabilities as well as possible accommodations.

If you need assistance or have further questions related to assisting an individual with a disability, check with your supervisor and/or a Disability Liaison. Questions concerning these policies should be referred to one of the Disability Liaisons.

