


What Is Your Future?
Describe your dream.

What are your talents? (programming, math, chemistry, graphic design, 
etc.)

When you do what you love doing, how does it make you feel?

! Special

! Powerful

! Worthy of attention

! In control

! On top of the world

! Free



Leadership Qualities

! Adopt a “cando” Attitude.

! Always do your best.

! Never give up.

! Be civilized and pleasant.

! Be flexible and helpful.

! Be wellpresented.

! Learn to be a great listener.

! Treat others with respect and 
kindness.

! Be a leader.

! Reach your goals.

! Respect others.



Action Steps For Students

! Listen to your friends if they share troubling feelings or thoughts, 
encourage them to get help from a trusted adult.

! Share your feelings if you experience extreme fear, anger, 
intimidation, anxiety or desperation.

! Refrain from teasing or name calling.

! Use appropriate language.

! Respect the rights of all students but seek 
help and advice if needed.



Introductions

5 Important Steps:

! Stand up for all introductions.

! Smile to make people 
comfortable.

! Make eye contact to 
establish trust.

! Say your full name (first 
and last).

! Shake hands .



Phone Manners

! Say hello.

! Speak clearly and slowly.

! Identify yourself (don’t say “guess who this is?”)

! If a call is for another person, say “Just a moment 
please.”

! Take a message promptly, write down the phone 
number and name.

! When leaving a message, say “Thank you” before 
hanging up the phone.

! Don’t eat or chew gum.

! Leave a message if you reach an answering machine.



5 Commandments For 
Placing Calls That Impress
! Apologize, if you dialed a wrong number.

! Identify your company and yourself.

! Let person know, if someone else is on the 
line with you (conference calling, 3way calling).

! Be organized and have your facts in front of 
you (don’t search for a document or file 
while on the line).

! Don’t interrupt, listen carefully and take 
notes until the other person is finished talking.



The End

Thank You For Listening!


	Slide Number 1
	 What Is Etiquette
	Slide Number 3
	What Does It Mean To Have Good Manners?
	Who Are You?
	What Is Your Future?
	The Building Blocks Of Character
	Qualities You Admire In Others
	Making Choices
	How To Develop A Strong Character? What Do We Need To Have?
	Test Your Knowledge
	Leadership Qualities
	Mind Over Matter
	Polish Your Image – Take Positive Action
	Are You A Person Of Integrity?
	Definition Of Violence
	Definition Of Bullying
	Why Bullying Occurs?
	Bullying
	Action Steps For Students
	Action Steps For Students
	Conflict Resolution
	First Impression
	First Impression
	Introductions
	Slide Number 26
	Introductions
	Your Perfect Handshake
	Incorrect Handshakes
	Phone Manners
	Voicemail�
	5 Commandments For �Placing Calls That Impress
	Cell Phone
	Cell Phone Etiquette
	E-mail Etiquette
	Conversation Tips
	Conversation Don’ts:
	The Don’ts:
	The Dos:
	After a Job Interview:��		Thank-You Notes
	The End

