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Summary
❑What is etiquette?

Here’s What
We Will Be
Learning in this
Presentation:
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❑Why is it important?
❑Where do we use etiquette?
❑Exercises.
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VOCABULARY
Society: people living together in a community.
Chores: a routine task, especially a household one.
Messy: untidy or dirty.

A messy room

Interrupting: stopping the continuous progress of an activity.
Neat: in good order, tidy.
A neat/tidy room
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Flip-Flops: a light sandal, typically made of plastic or rubber,
with a thong between the big and second toe.

Gossip: Casual conversation between people consisting of facts
that are not true or unconfirmed.

Mute: deaden or soften the sound of. (Eg: mute a phone)
Customs: A traditional practice or usual way of doing something
that is followed by a social group or people.
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Aisle: a passage between rows of seats in a building such as a church or
theatre, an aircraft, or train.

Overhead Locker: an overhead compartment for stowing luggage on an
aircraft, coach, or train.
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What Is Etiquette?
Etiquette are rules decided by society, which we follow.
The word “etiquette” means tag or label in French. The use of this word has
changed over the years.
Etiquette is defined as good behaviour which separates human beings from
animals.

Why Is It Important?
Having a good understanding about social etiquette helps the person be
more confident and successful in their life.
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Etiquette At Home
People usually learn good manners and etiquette at home, from their parents and
siblings. The first time they practice good etiquette is also at home.
Some rules of etiquette we learn at home are:
Ask permission
before
borrowing
anything.

Knock before
entering any
room.
Help your
parents by
doing all your
chores on
time.
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Always clean up
after yourself.
Never expect
anyone else to
clean your room,
make your bed,
etc…
7

Etiquette in Public Transport
(Buses, Trains, etc…)
Do not put your
feet up in the
bus/car you are
sitting in.

Do not eat on
public transport. It
is very messy and
might disturb other
passengers.
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Turn off your
mobile phone. It
disturbs the
other
passengers.

Give up your
seat for an
adult/ elderly
person.

Mind your
language.
Never say rude
things or use
bad words to
fellow
passengers.

Open doors for
others. Allow
other people to
exit a place
before entering.
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Etiquette on the Telephone: Answering Calls
Always answer the phone
with a pleasant greeting.
For Example:
(Hello, Good Morning, Lisa
speaking. How may I help
you?)

If you were
supposed to call
at a particular
time, call at that
time. Don’t be
late.
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Always know
the reason
for calling.

Listen to the other
person without
interrupting them.
Be polite and
kind to the
caller. Never be
rude.
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When you call someone
and they answer, do not
say “Who is this?” without
first giving your own name.
For Example:
(This is Lisa from Laureigh
Communications. Whom
am I speaking with?)

Speak slowly and clearly
with the person on the
other line. They might not
be able to understand you.
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Etiquette at the Dining Table
Don’t take your
phone to the dinner
table. Give your full
attention to your
family and the food.

Don’t say anything
bad about the food.
It is very hurtful to
the person who
prepared the meal.
Sit up straight and
do not put your
elbows on the
table.
Wash your hand
before and after
every meal.
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Don’t stretch your
hand across the
table for
something. Ask for
someone else to
pass it to you.

Take your plates
to the kitchen
when you are
done eating.

Try not to talk
when your mouth
is full.
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Thank the person
who made the
meal!!
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Images of bad food etiquette.
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Etiquette in the Office
Dress well. Do not
wear casual
clothes like jeans,
flip-flops and
similar items of
clothing.

Remember the names of
the people in your office.
People are always
impressed when you can
remember their names.

Be neat! Always
keep the place
where you work
neat and tidy.
Do not gossip
about anyone
else.
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Arrive at the
office early,
rather than
late.
Say “please”
and “thank
you”.
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Don’t go to work if
you are too sick. You
could make other
people in the office
sick with you.
Keep your mobile
phone on “mute”
while you are in the
office.
Always be
honest and
respectful.
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Etiquette while Travelling
Find out information about
the place you will be
visiting so you know more
about that place, its
people and its culture.
Follow the rules
and customs of
the place you
are in.
Respect the
place you are
going to visit.
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Airline Etiquette
Do not block
the aisle. Find
your seat
quickly.

Don’t kick the
seat in front
of you.
Keep all your
documents
ready to save
time.
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Look to see if
someone needs help
to keep their bags in
the overhead
lockers.
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Exercise 1:
Choose the correct answer from the options:
1) Chores
a) A routine activity

b) A special activity

c) A type of colour

2) This is an etiquette you follow at home.
a) Help your parents by doing all your chores on time.
b) Give up your seat for an adult/ elderly person.
3) Etiquette is a ___ word.
a) Chinese b) French
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4) Neat means:
a)

Clean and tidy

b) Messy

c) Colorful

5) Knocking means:
a)

Hit the door gently, so the people inside should know someone has come.

b)

Breaking the door.

6) Interrupting means:
a)
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Stopping a continuous activity b) Resuming a discussion.
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Exercise 2:
Look at the picture and say whether it is good etiquette or bad.
5)

1)

2)
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3)

4)
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Exercise 3:
Match the columns:
a) Etiquette on the Telephone

1) Washing hands before meals.

b) Etiquette on Public Transport

2) Arrive at the office early.

c) Etiquette at home.

3) Be polite and kind to the caller.

d) Etiquette at the Dinner Table.
4) Give up your seat for an adult/ elderly
person.
5) Helping parents at home by doing
chores.
December 16

e) Etiquette in the office.
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Exercise 4:
Tell whether the following are good etiquette or bad etiquette.
1) Never say “please” or “thank you”.
2) Look to see if someone needs help to keep their bags in the overhead
lockers.
3) Enter a place first, then allow others to exit.
4) Ask permission before borrowing anything.
5) Keep your mobile phone on “mute” while you are in the office.

19

December 16

© Albert-Learning

20

