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Social Skills
for 

Success
TeamMates Social Skills for Success
· This booklet includes the following social skill building activities

· Introductions

· Manners – In Public

· What To Wear – Proper Attire For All Occasions

· Telephone Etiquette

· Invitations, Dance Etiquette, General Courtesy and Thank You Notes
· Introduce and practice each skill with your TeamMate
· The success of this project totally depends on the efforts of mentors to guide TeamMates through these lessons. Mentor feed back is very important.  After you complete each lesson please email your coordinator to share challenges and successes.  By sharing your successes and concerns we can share ideas and information between mentors to make the most of these activities.
Introductions
Mentor Notes:  The purpose of this activity is to teach your TeamMate how to shake hands, introduce themselves and others. 

           This is a skill they will be able to use throughout their life.
· Go through the steps to properly shake hands and make introductions

· Review the “Other Tips”

· Practice each skill with your TeamMate until they are comfortable

· Complete the tasks – If you can’t find someone to help with the introductions, its okay to pretend!
SHAKING HANDS

STEPS

· Look the person in the eye
· Extend your right hand and grasp their hand firmly (no limp hands…)
· Shake twice – do not over shake.
· Let go of their hand.

PRACTICE 

· Practice shaking hands with each other

TASK
· Student should use a handshake when they are introducing themselves to someone they don’t know.
DATE COMPLETED________TEAMMATE MENTOR_____________    TEAMMATE______________

INTRODUCING YOURSELF


STEPS

· Greet people with “hi” or “hello”

· Say your first and last name

· Ask for the name of the person you are meeting

PRACTICE 
· “Hello, I’m _______ ________.  What is your name?

· “Hello, I’m _______ ________.  And your names are?”

· “Hello, I’m _______ ________.  We haven’t had a chance to meet?”
TASK
· After practicing with their mentor each TeamMate should introduce themselves to someone they do not know. (Remember to shake hands.) They can use the “practice” method that was most comfortable for them. It’s OK for mentors to “set up” a situation.
DATE COMPLETED______________TEAMMATE MENTOR____________TEAMMATE___________________
Introductions – Continued

INTRODUCING OTHERS


STEPS


Basically, you are telling someone the name of another person.  Use first and last names and remember to….

· Say an adult’s name before a child’s

· “Mrs. Meg Smith, this is Bobbi Adams.”

· Say a woman’s name before a man’s
· “Meg Smith, this is my father, Will Jones.”

· Say a girl’s name before a boy’s.
· “Maggie York, this is Mark Jones.”

· Say an older person’s name before a younger person’s
· “Mrs. Meg Smith, this is my mother, Janey Jones.”

PRACTICE 
· If you are introducing your friend to your TeamMate – What would you do?
· If you are introducing your mom to your TeamMate – What would you do?

· If you are introducing your best “guy “friend to your sister – What would you do?
· If you are introducing your best friend to your grandma – What would you do?

· If you are introducing your science lab partner to your TeamMate – What would you do?
· If you are introducing your female English teacher to your uncle – What would you do? 
· If you are introducing the quarterback on the football team to your sister – What would you do?

· If you are introducing your TeamMate to you best friend – What would you do?

TASK
· After answering the practice questions, the TeamMate should introduce their mentor to someone of their choosing.
DATE COMPLETED___________
TEAMMATE MENTOR_____________      TEAMMATE______________
OTHER TIPS:

· When you introduce a friend to a small group, you say everyone’s name.
· When you introduce a friend to a large group, you say, “Everyone, this is Mark Evert” and let everyone introduce themselves.
· If you don’t understand someone’s name, it’s okay to ask the person to repeat it. I’m sorry I didn’t understand how to pronounce your name. Could you please repeat it?
· When introducing an adult you know well, to a younger person, explain the adult’s relationship to you. “Aunt Jenny, this is Taylor Jones.  Taylor, this is my aunt, Mrs. Burns.”
· When you make an introduction, share something about the person you’re introducing to help get the conversation started: “Jane Moor, this is Meg Black.  She’s a forward on the soccer team.”
· Rescue a friend in “Introduction Trouble”.  “Kurt Smith, this is …..Oh no, I forgot your name!!!!”  “That’s okay, Jeff, It can happen to anyone.  Hi, I’m Brett White.”
Manners In Public
Mentor Notes:  The purpose of this activity is to teach your TeamMate how behave at a cultural event or movie.

· Review the following information with your TeamMate.
· Talk about instances when you have observed good behavior and poor behavior and what your thoughts 
were about the people.
· Ask your TeamMate if they have observed good or poor behavior and what they thought about the 

people.

· Complete the task.
Discussion 

Manners When Attending a Cultural Event or Movie

· Be on time.

· Settle into your seat before the event starts (coat arranged etc.)

· No talking during ANY part of the performance.

· No rustling or rattling that keeps others from hearing.  If you must have candy, cough drops, tissue, etc.,

take them out of the wrapper before the event starts.  At the end of the performance, pick up your trash

and deposit it in the trash receptacle.

· Keep your feet on the floor, not on the seats around you or on your own seat.

· Do NOT throw any items into the audience or at the performers, stage or screen.

· No booing, hissing, or rude noises.  If you do not like the performance refrain from clapping.
· No loud noises or cheers during the performance.

· Show appreciation with applause at the end of a performance.
· If you are late, you must wait to be seated when there is a break in the show unless there are seats in 
the back.  If you take that seat, BE SEATED QUIETLY without drawing attention to yourself.

· Turn off all electronics (watches, cell phones, and pagers)

Entering Or Exiting A Row of Seats.

· When climbing in and out of a row of seats when others are already seated, face the stage or front and

Press closely to the backs of the seats you are facing, being careful not to drag your coat, purse, backpack, food or anything else you might be carrying, over the heads of those seated in front of or behind you.

· “Excuse me, please,” is the natural thing to say when you have to disturb anyone in order to get to or

leave your  seat. If someone is obliged to get up and let you pass, you add “Thank you,” or “I’m sorry.”

· When you are seated, you must give others enough room to pass.  If the seats are far enough apart, you 

can do this by turning your knees sideways.  If there is not enough space, you must stand and let the person pass by.
Chewing Gum In Public

· If you chew gum in public, do it VERY discreetly (mouth closed, no smacks, crackles, popping or blowing 
bubbles).

Greeting

· Whether you are at home or in a public place, all youth must respond when spoken to.  (Stop, look at the 
person who spoke to you, smile and respond). 
Burping

· When an individual burps and then says “Excuse Me”, you DO NOT reply back with a comment. (No 
reply is appropriate).
· Burping in public is not appropriate
Language and Topics of Conversation

· It is never appropriate to use bad language in public
· Be careful to choose appropriate topics of conversation when in public places.  Just because you are 
only talking to your friend doesn’t mean those around you cannot hear your conversation.
Manners – In Public, Continued

TASK
· After the above information has been reviewed and discussed, have your TeamMate take the following

True/False quiz. Let them try it on their own first. The goal is 100%.  Work with them until they earn a perfect score. It’s ok to read the questions to them and have them give you a true or false answer.

Manners – In Public!

1. _____ Popping your chewing gum is okay in public as long as your mouth is closed.

2. _____ At the movie theatre you should always turn off your cell phone, pager and watch alarm.

3. _____ If you do not like a performance it’s alright to not clap.
4. _____ If you are walking down the hall and a teacher speaks to you, look and the floor, grunt and hurry away.

5. _____ Your best friend just took a big drink of COKE, burped and said “Excuse me”; you should say nothing.

6. _____ When you are at the movies and someone needs to pass you, you should remain seated exactly how you are   

                         so they won’t trip.
7. _____  If you are late for a movie, find YOUR FAVORITE seat regardless of where it is and get seated as soon as 


            possible.

8. _____ You should always be on time for a movie or performance.

9. _____ If you don’t like a movie or play, you should tear up your program and throw it at the stage.

10. _____ Say “MOVE” if you have to disturb someone in order to get to or leave your seat.

11. _____ When you are seated at a theatre, if there is enough room, turn your knees sideways when someone is  

                  passing.

12. _____ Sitting with your feet in your seat is NEVER appropriate at a movie or performance.

13. _____ If someone is obliged to get up so you can pass, don’t tell them thank you. It will disturb them.

14. _____ You should face the front when entering a row of seats when others are already seated.

15. _____ When entering a row of seats keep your coat, purse, food, etc. over the heads of the people in the row in front 

                  of you so you have room to get by.

16. _____ Booing, hissing, or rude noises are NEVER appropriate behavior.
17. _____ It’s OK to put your feet on the seat in front of you.

18. _____ You should not talk during any part of a performance.
19. _____ If wearing a coat, it is appropriate to place it on the back of your chair.

20. _____ Leave your candy wrappers and cups on the floor by your seat when you leave.  (It gives the kids who work 

    at the theatre something to do.)

21. ____ You should not rustle your candy wrappers or make any noise that would cause others to not be able to hear.

22. _____ You should always say “Thank you” and “I’m sorry” if someone let’s you pass when entering a row of seats.

23. _____ When in a public place, all youth must respond when spoken to.

24. _____ Before the movie starts it’s okay for you and your friends to purchase a COKE and have a burping contest.

25. _____ You should chew gum with your mouth closed.

26.  _____Using the “F-word” and other cuss words in public is perfectly fine.
DATE COMPLETED___________
TEAMMATE MENTOR_____________      TEAMMATE______________

Manners – In Public Answer Key

1. False

2. True

3. True

4. False

5. True

6. False

7. False

8. True

9. False

10. False

11. True

12. True

13. False
14. True

15. False

16. True

17. False

18. True

19. True

20. False

21. True

22. True

23. True

24. False

25. True

26.  FALSE!!!!
What to Wear-Proper Attire
Mentor Notes:  In today’s society, dressing appropriately for an event can be a challenge.  The definition of a particular dress code can vary greatly, depending upon many factors such as the area of the country in which the event takes place, or upon who is hosting the event.  The purpose of this lesson is to give your TeamMate some guidelines about what is appropriate to wear to different kinds of events. This is a lesson to help your TeamMate start thinking about our Holiday Party and what they will wear.

· Discuss different types of events
· Discuss the definitions of different types of dress

· Practice what types of dress are appropriate for different occasions

· Talk about clothes your TeamMate has that would be appropriate for certain events
DISCUSSION
Types of Occasions

· Black Tie – A ball or gala; a special dinner for dignitaries or a fundraiser; a very, very fancy holiday party.
· Black Tie Optional – a ball or gala; a special dinner for dignitaries or a fundraiser; the opera, orchestra or major
· theatre productions; an annual awards banquet for company employees.
· Sunday Best – church; some wedding (i.e., evening); anniversary celebrations; funerals; concerts; theater 
· productions; formal restaurants.
· Business  - Daily business wear at an office; business meetings; interviews.
· Business Casual – Business meetings; some churches; nice restaurants; parties; some weddings (i.e. afternoon 
or outdoor weddings).
· Casual – Backyard barbecues, picnics, athletic events, movies, many casual restaurants.
Proper Attire 
· Black Tie
Women – evening gown

Men – tuxedo

· Black Tie Optional
Women – evening gown, cocktail dress, or a very fancy pantsuit
Men – tuxedo or business suit with a tie
· Sunday Best
Women – a dress, skirt and blouse, or a very nice pantsuit

Men – business suit and tie, sport coat and dress pants (tie optional, depending upon the shirt worn)

· Business
Women – business suit, a conservative dress, or a blouse and skirt

Men – business suit and tie

· Business Casual 

Women – a casual dress, skirt and blouse, dress pants or khakis with a blouse or sweater

Men – Casual pants or khakis with a shirt that has a collar or a sweater; a tie is not required
· Casual
Women – shorts, sundresses, jeans, casual tops & sweaters, t-shirts

Men – shorts, jeans, casual tops, sweaters, t-shirts
What to Wear – Proper Attire, Continued


Practice 1






Practice 2

Match the following “occasions” below with their description
         Match the following “occasions”  with the proper dress. 







        each answer will be used twice.




1. ____ Black Tie

2. ____ Casual
3. ____ Sunday Best

4. ____ Business

5. ____ Black Tie Optional

6. ____ Business Casual
a. A ball or gala; a special dinner for dignitaries or a fundraiser; a very, very fancy Christmas
 party.
b. a ball or gala; a special dinner for dignitaries or a fundraiser; the opera, orchestra or major theatre productions; an annual awards
 banquet for company employees.
c. church; some wedding (i.e., evening); anniversary celebrations; funerals; concerts;
theater productions; formal restaurants
d. business meetings; some churches; nice restaurants; parties; some weddings (i.e. afternoon or garden weddings).
e. backyard barbecues, picnics, athletic events, movies, many casual restaurants.
f. daily business wear at an office; business meetings; interviews.

Practice 1 – Answers





1.  a


2.  e

3.  c


4.  f

5.  b


6.  d

a.  Black Tie

d.  Business
b.  Casual

e.  Black Tie Optional
c.  Sunday Best

 f.  Business Casual

1._____evening gown

2._____shorts, sundresses, jeans, casual tops & 
              sweaters,  t-shirts

3._____ tuxedo

4._____shorts, jeans, casual tops, sweaters, t-shirts
5._____evening gown, cocktail dress, or a very fancy 
              pantsuit

6._____casual pants or khaki’s with a shirt that has a
             collar  or a sweater; a tie is not required

7._____tuxedo or business suit with a tie
8._____a dress, skirt and blouse, or a very nice pantsuit

9._____business suit and tie, sport coat and dress pants 
             (tie optional, depending upon the shirt worn)

10._____a casual dress, skirt and blouse, dress pants or 
                khakis with a blouse or sweater

11._____business suit, a conservative dress, or a blouse
               and  skirt
12._____business suit and tie

Practice 2 – Answers
1.  a

2.  b

3.  a
       4.  b
5.  e

6.  f

7. e
       8.  c
9.  c
             10.  f                   11.  d
     12.  d
TASK
Use a catalog, internet or pictures below to help your TeamMate pick out pictures of age appropriate clothing that they could wear to the holiday dinner. Dress will be Sunday Best/Business Casual or as close as we can come without the kids having to spend money. Then help them brainstorm an outfit using the clothes they already have in their own closets.  Help them see that “nearly-new” clothes work great especially when they are CLEAN AND PRESSED.

DATE COMPLETED___________
TEAMMATE MENTOR_____________      TEAMMATE______________
WHAT TO WEAR – PROPER ATTIRE SAMPLES
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   Black Tie Optional

    Black Tie or

            Black Tie
                       Casual




            Black Tie Optional
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   Sunday Best

                      Casual
                    Black Tie Optional                   Business Casual

     Or Business


                                         Sunday Best or Business
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            Sunday Best                           Business or                    Business Casual                     Black Tie Optional
                                                           Sunday Best
Telephone Etiquette
Mentor Notes:  The purpose of this activity is to teach your TeamMate telephone etiquette.

· Review the following information with your TeamMate.

· Talk about times you called someone and they answered the phone in an “interesting” way.
· Ask your TeamMate if they have ever called someone who answered the phone differently.

· Practice
· Complete the tasks.

Discussion


Making Phone Calls

When a person makes a call to anyone:

· Greet the person who answers the phone, immediately identify yourself, and politely ask for the 
individual you are calling.
Example:  (“Hello Mrs. Anderson.  This is Sammy TeamMate.  Is Sally there?”

· The person making the call, should end the call politely and say “Goodbye.”
· Example: If Sally isn’t there – “Thank you Mrs. Anderson. Have a nice evening. Goodbye.”
· If Sally is home and you have talked with her – ”Well, I better let you get back  to what you were 
doing.  We’ll see you tomorrow at school. Good-bye.”


When Calling Someone With An Answering Machine
        Always leave a brief, clear, and concise message.  Information to include:
· Your Name

· The day and time of your call (some machines do not record this info)

· The reason you are calling

· Telephone number s-l-o-w-l-y (numbers are always difficult to understand)
Example: “This is Sammy TeamMate. I am calling on Thursday afternoon to speak with Stan about going to a hockey game this weekend.  Would you please ask him to call me back at 5-5-5--5-5-5-5.”

When You Receive A Call From Someone
· Use an appropriate family greeting.  Some families answer, “Smith residence, this is Susan 
speaking.” Some families just answer by saying “Hello.”
· If the person identifies himself (and you recognize the person’s name), go ahead with their request 
to speak with another member of the household.

Example:  “Smith residence.  This is Susan speaking.”

          “Hello, Susan.  This is Joan Miller, Is your mother home?”

          “Yes, she is.  I will get her, will you please hold?’
· If the person does not identify him or herself, it is appropriate to ask who is calling.


Example:  “Smith residence, this is Susan speaking.”




   “Well hello Susan.  Is your mother home?”





  “May I ask who is calling?“





  “Yes, this is Joan Miller, I work with your mother.”



  “Mrs. Miller, my mom is not available..  May I take a message?“

· If the person asks you to take a message, make sure you take a very detailed message (repeat the 

message back to the caller to make sure you took down the right information):

· Name of the person who called

· Time they called

· Telephone number where they can be reached

· Any other information the person may want you t relay to the person (ie., reason for the call).

Example:  “Mrs. Miller, my mom is not available.  May I take a message?
 “Yes. Would you tell your mom that Joan Miller called to ask if she could fill in for her at a 
  committee meeting tomorrow?’

 “Yes, Can I take down a phone number where she could reach you tonight?”

Telephone Etiquette, Continued



Something to Remember

· Don’t eat, drink, or chew gum while talking on the phone.
Safety First

· Never give information about your parents’ where-abouts to a stranger.
· Always ask who is calling before telling someone your parents or another adult is not home.
Cell Phone Etiquette

Everyone seems to have different ideas of when and how they should use them. As a cell phone user, how can you avoid being thought of as offensive? Try following these simple etiquette guidelines to continue taking pleasure in the convenience of cell phones.
· When riding on public transportation, try to avoid loud and annoying conversations by 
keeping your voice low or to a relaxed, normal level. 
· Be sure to always avoid extensive phone calls. 
· Maintain at least a 10-foot zone from anyone while talking. 
· Be aware of your environment
· Keep ringer volume low 
· Use the silent or vibration modes if you must carry your phone with you.
· Let incoming calls roll over to voice mail when it's inappropriate to take a call. 
· If you are attending any type of public gatherings, don't interrupt them with the sound of 
your cell phone ringing.
· Never talk in theaters, libraries, elevators, museums, dentist or doctor waiting rooms, 
restaurants, churches or other enclosed community spaces, such as hospital emergency rooms or buses.
· If you have to make a call, make sure to make it from another area that will be 
less disrupting.
· Don't make a call during a date. It's rude and offensive.
· If you foresee yourself absolutely having to make or receive a call while on a date, then lay 
the groundwork by mentioning it early in the evening.
· Always follow the rules about wireless phone use in hospitals, on airplanes or in 
emergency situations (i.e. lockdown, bomb threat.) These places have their own type of radio waves and outside interference such as that from a cell phone could interfere with the signals or other sensitive equipment. Be sure to adhere to all posted signs and instructions in such places.
Task  
· Using their new telephone skills, TeamMate students should practice with their mentor

a mock phone call to their mentor to ask about the next meeting.
· Using their new answering machine skills, TeamMates should practice leaving a message 

on the phone of a friend if appropriate or make a mock phone call for their mentor to hear.
	


    DATE COMPLETED___________
TEAMMATE MENTOR_____________      TEAMMATE______________
Invitations, Dance Etiquette, General Courtesy, and Thank You Notes
Mentor Notes – This is the final TeamMate Social Skills lesson and it contains a little bit of everything.
· Discuss each section.
· Talk with your TeamMate about “real life” instances that they would use the etiquette discussed in 
each section.

· Complete the Tasks.

Invitations
Discussion

· Extending an Invitation – Written invitations or phone calls are both acceptable ways to extend an 
invitation. Make sure both types of invitations include all the information a guest would need to know about the event.
· Names of host, hostess or both
· Type of party
· Purpose of party
· Date
· Time
· Place
· Special instructions
· Reply instructions
· Replying to an Invitation – All invitations require a response.  
· Invitations should be responded to within a week or by the response date if noted on the invitation.
· Failure to send your regrets to an invitation could result in your carelessness being advertised on a placecard in front of an empty seat. 

· Some invitations (usually formal events) will include a RSVP card to be filled out and returned. An RSVP is a request to let the host know whether or not you will be attending the event.  Some invitations may ask for “Regrets Only”. In this case you are expected to attend unless you let the host know you will not attend.

· If there is no card, use a piece of good stationary with a matching envelope to write a PROMPT reply.

· A phone call to accept the invitation or send regrets is also acceptable if the event is not formal.

Etiquette at a Dance
Discussion
· Asking someone to dance if you know them:
· Look them in the eye – Greet them, “hello or hi” – Ask them if they would like to dance.
· “Hi, Would you like to dance?”
· Asking someone to dance if you don’t know the person.
· Introduce yourself (They will probably introduce themselves in return.) – Ask if they’d like to dance.
· “Hello I’m Taylor Jones. (“Hi, I’m Maggie Smith”) “Would you like to dance, Maggie?”
· Responding to an invitation to dance – If you would like to accept
· Respond clearly and quickly “Sure”, “I’d like that”, “Thanks” and move toward the dance floor.
· Responding to an invitation to dance – If you don’t want to accept.
· Respond clearly but kindly: “No thank you, I’m sorry, I’m here with a date”. (Remember your aim is just to turn down the dance, not humiliate the other person.)
General Courtesy
Discussion 
As a general rule, thinking of others will point you in the right direction.

· Defer to others who are older than you.

· In conversation, a younger person waits until there is a pause in the conversation. No interrupting.

· In attitude, a younger person shows respect for those in authority: parents, grandparents, teachers, 
mentors, pastors, referees, police officers.
· In action, look for ways to demonstrate your respect:

· A young woman opens a door for an older women

· A young man opens a door for any woman or an older man.
· At a meal, a young person passes the food to his parents and guests first.
· When an adult, who is not a family member, enters a room, a  young person should stand

· A polite (and smart) person never swears or uses bad language.

Thank You Notes

Discussion
The impact of a handwritten thank you note is often overlooked. A note written promptly and sincerely is important and much more effective and appreciated than a phone call or electronic messages. Every gift or invitation (i.e. Holiday Dinner) deserves a thank-you. Sending thank you notes for gifts actually improves the frequency and quality of gifts you receive. People like being appreciated, and if they feel you actually notice the nice things they do for you, they’re more likely to give you a gift on the next occasion.

Six Point Formula for Writing Thank You Notes.

· Send thank you notes within 72 hours of receiving a gift or attending an event.
· Use nice paper and black ink.  If you don’t have a black pen, blue is okay.

· Greet the Giver

· Dear Aunt Sally
· Express your Gratitude
· Thank you so much for the slippers.
· Don’t use I’m just writing to say…. That is obvious, if the reader is reading – you have written.

· Never directly mention money.  Thank you for your generosity.  Not – Thanks for the $100.
· Make the expression of thanks heart felt.

· Discuss the Use

· It gets very chilly here in the winter, so they will get a lot of use when winter comes.
· Even if you don’t like the gift – find ONE thing good to say about it.

· If the gift is cash – don’t list what you will use it for specifically. “It will be of great help when I go to college.”
· Mention the Past, Allude to the Future

· It was great to see you at my birthday party, and I hope to see you at Dad’s retirement in February.
· Let the giver know they are important in your life.

· Grace

· Thanks again for your gift.
· It’s not overkill to say thank you again. So say it.

· Regards

· Love, Leslie
· Simply wrap it up. 

· Sign your name

· Neatly address the envelope add your return address and a stamp and mail your thank you.


Task

· TeamMates pretend they are inviting a friend to spend the night by phone. Help them think about what information 
they would want to include in the invitation.
· TeamMates write a practice thank you note for a gift they received on their last birthday.
DATE COMPLETED___________
TEAMMATE MENTOR_____________      TEAMMATE______________
Dinner Etiquette Tips
Good manners are always appropriate and easy to practice even if you are eating school lunch.  Here are some basic table manners to practice with your TeamMate.
· Spread your napkin on your lap when you are seated at your table.
· If you need to leave the dinner table, leave your napkin on your chair.
· Never put a used napkin on the table during a meal.
· When you are done eating, lay your napkin loosely on the table to the left of your plate.
· Always pass salt and pepper together.
· Wait until everyone is seated and served before you begin eating.
· Pass all serving dishes to the person right of you.
· Never pick your teeth at the table.
· DO NOT leave the table until everyone is through eating.  Place your napkin on the table as you leave.
· Never blow on hot soup, stir it to cool it.
· Use the side of your spoon to cut vegetables, meat, cheese, etc. in your soup.
· Don’t use a knife to cut anything in a bowl.
· Never butter a whole piece of bread or roll at one time (except for toast)
· Never cut up an entire piece of meat before you begin eating. Cut one or two bites at a time.
· Eat small bites, slowly.
· Keep your elbows “in” at the table. Don’t put elbows on the table while eating.
· Use the silverware farthest from the plate first.
· Place used silverware on the corresponding serving dish. (Example: used butter knife on bread plate)
· Replace your chair after the meal.
· If there are people at your table you don’t know, introduce yourself.
· Include everyone in conversation.
· Confine table conversation to subjects of general concern. (Avoid: health, politics, religion, gossip)
· Don’t wipe off your silverware before eating.
· Don’t reach in front of the person beside you.
· Don’t help yourself from a dish first.
· Hold your silverware properly and don’t hunch over your plate.
· Don’t dunk.
· Don’t crunch your crackers in your soup.
· Don’t stir beverages too vigorously.
· Don’t stack your dishes.
· Don’t talk or chew with food in your mouth.
· Don’t push your chair back after the meal and sit sideways or with legs crossed.
· Don’t smoke at the table.
· If eating a French fries with a hamburger or sandwich, it’s ok to eat with your fingers.  At other times they should be eaten with a fork.
Working together as TeamMates you have completed TeamMate Skills for Success!
The skills you’ve learned are something you can use everyday with your friends, teachers, parents and co-workers. They are a key to success now and in the future.
Thank you to 

Deb Eickhoff of Kearney TeamMates 

for compiling the information and activities

included in this packet.[image: image14.png]












