TTY ETIQUETTE
	             RECEIVING A TTY CALL
1. Recognize a TTY call - Listen for fax sound, silence on the line, or

    announcer this is a hearing impaired caller use TTY.

2. Place the handset on the TTY.  Be certain that the telephone cord is on         the left hand side of the TTY.  If it is directly connected just turn on           the TTY.

3. Turn on the TTY with the on/off button. (Check the light on the TTY to be       certain the power is on.)

4. Begin typing & briefly identify yourself (Hi this is VADV Stacy here).

5. Remember to use the proper abbreviations.

6. GA lets the caller know when to begin to type. (Stacy here GA)

7. As you finish the conversation let the caller know you are ready to sign off       by typing GA to SK.

8. Sign off by saying Bye SK SK

9. Turn the TTY off and return the handset to the phone.
	                CALLING A TTY USER
1. Dial the phone number on the regular phone. Make sure the phone is           ringing.  If directly connected learn how to dial on the TTY using the          directions enclosed with your new TTY.

2. Turn on the TTY with the on/off button. (Check the light on the TTY to      be certain the power is on.)

3. Place the handset in the acoustic coupler.  Be certain that the                     telephone cord is on the left hand side of the TTY
4. Wait until the TTY user answers the TTY and begins to identify                  her.  You will begin type when the TTY user types GA.

5. As you finish the conversation let the caller know you are ready to sign      off by typing GA to SK.

6. Sign off by typing Bye SK SK
7. Turn the TTY off and return the handset to the phone.



ADDITIONAL HINTS:

CA - stands for communication assistant (relay operator)
GA - Go Ahead, signals the other person to talk, type

GA to SK- the person is ready to sign off and hang up

SK - Stop keying, means you’re going to sign off

XXX - signals a typing error in place of using the backspace

PLS - please        
Q  - used instead of a question mark (?)

TMR - tomorrow
U - you

HLD - hold

UR - your
MSG - message

*Make the call simple using short sentences and simple English, use abbreviations where possible

*Make use of “typing expressions” so the reader gets an idea of the tone of voice used (for example: Hi Mary! (smile), awww (pout), etc

Material adapted with permission from “TTY Hotsheet” developed by the disAbility Resource Center in Fredericksburg, VA.
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