Etiquette and Manners

for the Workplace or Anywhere Else

Presented Julie Owens



Workplace disrespect affects morale,
productivity and [flzE1iy.

eI ge1 ) employees have witnessed or

experienced incivility in the workplace.

, most of which stems from incivility on

the job costs U.S. businesses $300 billion a yeatr.

Incivility is and is more likely to create a

greater chance of rudeness throughout the workplace.



In a 2014 survey conducted by Accountemps,

the world's largest staffing service for temporary
accounting, finance and bookkeeping professionals
in the U.S.

\Ylel(cMsFTaM85% survey respondentsit=ileel=qle!
courteousgieRelaWel CIFECEpRimpacife]gR=Wel=If{olg ks

careerl



A Long Time Ago...



“The philosophy of Sifel8lEiis is timeless and everlasting, whereas

— the of the underlying principles of

etiquette — are ever-changing. Manners, by their very nature, adapt

to the times.”

“And as fluid as manners are, they all rest on the same fundamental

elfglelfel[sXYelWNile[IlElilzMCONSIderation, respect, and honestyjs



THE DIFFERENCE IS?

Etiquette: Provides the form or structure within which
good manners operate.

It’s what you do under various circumstances.

Manners: Are polite behaviors that reflect an attitude
of consideration, kindness and respect for others.

I’s how you behave towards other people.



IN OTHER WORDS...
ETIQUETTE = FORM
MANNERS = FEELINGS

FEELINGS = RELATIONSHIPS



“School plea to parents to ‘teach manners at home' goes viral”



9 Things We Learned By the Age of

1. When asking for something say “Please”.
2. When receiving something, say “Thank You”.

3. Ifyou need to get someone’s attention or bump into them say
“Excuse me”.

4. Keep negative opinions to yourself or between you and your
friends.

5. Always knock on a closed door before opening.
6. Answer a phone call politely and introduce yourself.

7. Evenif a play or an assembly is boring sit through it quietly and
pretend your are interested.

8. Cover your mouth when you cough or sneeze.

9. Show respect for school and personal property



Being a good colleague is more than just doing your job well.
Professional manners get positive attention.
A respectful workplace is more pleasant.

Treating other people with respect makes them want to be nice
back to you.

Driving with good manners can help prevent accidents.

Good social etiquette will keep your name on the guest list and
promotion list.

Knowing and using proper etiquette can help with confidence.

Good manners fosters positive relationships.



What Else?

No one likes to work with or be associated with

peoplel
Business etiquette is also about [ofelpalpalVigller=18Tela B ALK

Etiquette is about the space and time of others.

Poor etiquette and/or manners are [JeJglele{e]VE.



BAD MANNERS
\



BAD MANNERS



HAVE YOU USED THESE LATELY?

Thank you You’re Welcome
No, Thank you Excuse Me
Please am Sorry

Could You Apologize
Would You Hello

May | Goodbye



BUSINESS ETIQUETTE

(O




Pay Attention

Be Courteous

No Cell Phones

Arrive on Time

Be Prepared Be Quiet

Dress Properly Participate



Listen

Don’t leave early

Be respectful of other
viewpoints

Stay on topic

Ask relevant questions

Don’t interrupt

No over talking
Speak clearly
No side conversations

Watch your body language



Video & Phone Conferences

|dentify yourself when speaking
Do not use a speakerphone
Dress professional from the top up

Use the mute button to minimize background noise






DRESS PROFESSIONALLY

IR eI HleldC asual Business

KEEP THE DRINKS TO A MINIMUM

You are still working after all

BE PREPARED

Have your itinerary and important numbers
available so you can call if delayed.

MAINTAIN PROFESSIONAL BOUNDARIES

Do not use travel as an opportunity to complain or
gossip about your boss or coworkers. You never
know who might be listening or watching.



BASICALLY...

Act as if your boss is by your side during the entire trip.

Enjoy your trip, but remember who is paying the bill.



DINING IN GROUPS

LET'S EAT

. Arrive on time.

. If running late or not coming let your host
know.

. Rule of 6 - If a party of 12 or more, once 6
people have been served, begin eating.

. If sending back food please let everyone
know it is alright to begin eating.



TIME TO PAY

Yes, dinner includes tax and gratuity.

If splitting the bill, limit each person to one alcoholic drink.
Ask first if the bill can be spilit.

It is your responsibility to keep track of what you order.

Carry cash.

Agree to have one person pick up the bill and for the others
to pay their share of the bill electronically using an app like
Cash App or Venmao.

Don’t nickel and dime over a dollar or two. If you leave early

iInclude some extra money to avoid hard feelings or
misunderstandings later.






DINING = SOME REMINDERS
PUT YOUR NAPKIN
Pass food from left to right HN Y'UR [LAP

Fold your napkin and place to the left of the plate DON'T REACH
. : ACROSS éi’%!“*u"[ﬂlﬁﬂE
Take part in conversation SHFTS O,
AT THE TABLE HATS OFF
Place knife and fork on plate when finished ASK TO BE

EXCLSED FROM
THE TABLE

(parallel to each other)

Remember to say please and thank you

Keep personal items (including cell phones and purses) off the table
Place your napkin on your lap once seated

Wait until all guests are served and the host begins eating

Chew with your mouth closed

Always pass the salt and pepper together






TELEPHONE

Let a person know if they are on speaker

* Return phone calls [e]ge]gg]e]t
IRRCEWVCRIallout of office messagefiiYeliRelo]lsleRieN oI=NolVli
« Don’t @ or during the call

e Turn off the radio

IR e]I[@elals)sets the stage

I Thank/ApologizeRiolf Gl ellgle - Wel=IflelsRe]lg N lo][o!

 Don’t type or shuffle papers

e Have a paper & pen available
« Don’t just say when answering the phone
 Answer within three rings

« Leave a message

IS peak slowlyg:lgleNel[st11)Y,



OFFICE ETIQUETTE



Keep your voice down (especially if you don’t want people to know your business)

Put your headphones on
(we can still hear your music even if it is low)

Don’t be a privacy invader

Ask if it is a good time for a visit



Stay home if you are sick

Presenteeism
Coming to work when ill and not working to full capacity

Don’t eat at your desk
(especially in an open office setting)




The Kitchen or Breakroom




The Kitchen or the Breakroom

Do...

« Clean up spills in the microwave, refrigerator, counter, table
and yes, the floor.

« Empty and wipe toasters & toaster oven
(nothing like the smell of burnt cheese & old crumbs)

* Wipe the tables when finished eating.
« WASH YOUR DISHES

* Replace or contribute to items used by everyone



Don't...

 Leave old food in the refrigerator

» Adjust the temperature settings

« Eat, move, or use items that are not yours
 Get mad when refrigerator clean day comes

 Leave your popcorn unattended in the microwave



The Little Things Add Up

Where are my scissors?
» Ask before borrowing

e Putit back where you got it from

If it is the last of something or it is empty
Re-order or Fill it up

If it is broken
Leave a note and the date when service was called

No explanation necessary



TECHNOLOGY
ETIQUETTE



EMAIL/INSTANT MESSAGING - Thou Shalt Not

cEI\VAeWAF-TsleMiddOes not apply to all
e Send any correspondence using AARROYAES

« Send an email that has to be to respond
- Use emojis or

N e =R S = anEERECAEEIdcan’t be read or responded to instantl

Send an email where you would be embarrassed QIRWVEICReRoI=N(=T-Te Mo )YAol1g[I(S

» Send an email Wliglelliqelgele]ig=F:-Yellgle] fOr typos and grammatical errors

=NaleBannoyinQEEHS

 Send long emails or large attachments

R espondie =ikl Ne @ el si=1aBout of office message



Do Not Press Send !

v Send
1. If the topic of the email is emotional.

2. If you are angry or upset.

3. If your intentis not to have the message forwarded to others.
4. If the email chain continues to go back and forth.

5. If the response will be lengthy.

6. Until you do a double check for spelling, grammatical errors and tone.



Push send after you ask ...

1. What message am | trying to send?
2. Have | reread this email enough to catch any errors?

3. Should | call or make an appointment instead?



Never text when having in person interaction

Be conscious when using emoticons :-) and shorthand IKr

Don’t text after working hours unless you have a personal relationship
outside of work

Respond separately to a group text

Keep it professional



Do’'s and Do Not's of

according to

Diane Gottsman, author

Modern Etiquette for a Better Life




DOO ®e
Assume there is

Post Discreetly
Avoid Venting

Ask before tagging or posting a photo

Limit access to your social media using [e]f\%z1e3YXe] elife] g}



Do...

UNDERSTAND

That re-tweeting or re-posting another’s content

be interpreted as an endorsement of their views.

AND

Once it is posted, SRR [EIEIETe|, it is



Do Not...

Accept SYEelglE as a friend

Request to become your Facebook friend

Call offligle @ on social media
Post or comment Wigll{sx=18""e]]



I’s Easy ...

Speak. Say Hello and Good Bye when entering or exiting
Be on Time

Be Kind and Considerate

Be Respectful

Use Please and Thank You Often



SOMETHING RANDOM

FAILURE/DISAPPOINTMENT ETIQUETTE

Cry or vent in private

Look for the lesson

Set a limit on how long you allow yourself to be upset
Ask for help

Continue to show up

Own your part



GOLDEN vs. PLATINUM

GOLDEN RULE
Treat Others the Way Want to be Treated.

Implies that people would like to be treated the way that you
would like to be treated.

PLATINUM RULE
Treat Others the Way Want to be Treated.

Takes into consideration the feelings of others. Instead shifts the
focus from "this is what | want, so I'll give everyone the same thing"
to "let me first understand what they want and then I'll give it to

them."



Don’t Forget
1. Please, Thank You and Excuse Me L[ X[ X-R 11 [ KLV
2. BN = Form - [JENNEL = Feelings

< Hellof at the beginning & end of each
day.

It is not about what fork to usef eIV 8 (el AZ IV oy F-To s T-T5S
make someone 33

5. Consideration, [l o5 4& LY are free to give and
receive.

It’s Really SimpleBN V4T3 (1 R



Finally...

“Manners are a sensitive awareness of the
feelings of others. If you have that awareness,
you have good manners, no matter what fork

you use.”
— Emily Post
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