BASIC RULES

TABLE MANNERS

Good table manners form one of the cornerstones
of etiguette, Fundamentally, they are the practical
techniques for eating as easily and discreetly as
possible; their object is for a person to be able to
eat food from his or her plate without disturbing
or embarrassing other people at the table. But
there is much more to table manners than the way
you eat: they include everything from sitting down

at the beginning of a meal to leaving the table at
the end.

Taking your scat
At a formal meal the guests should not sit down until their host-
ess and guest of honour are seated, or untit they are invited to by
their host. They should ensure they are in the correct seat and
help neighbours into theirs. Try 1o sit upright with your hands
either in your lap or resting lightly on the table. Don’t put your
elbews on the table: you might tip the table and you will make it
difficult for those on either side of you to'talk to each other.
Ifyouare provided with a napkin, you should unfold it and lay
it on your lap soon after sitting down. Napkins are not bibs; they
are used to dab the mouth or ¢hin for stray morsels.

Refusing things

If there are certain things you cannot eat, for whatever reason,
try to warn your host when you reply to their invitation. If this is
not possible, take onty a small amount of the food and a large
portion of accompanying foods, and then leave the ‘offending’

food as discreetly as possible. It is perfectly acceptable to refuse
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winc or any other kind of drink. To reinforce your refusal, lay
your hand briefly over your glass.

Starting a mneal .

Should the host encourage you to starl earing as s00Mm as you are
served, wait until one or twu_other people are ready to start
eating and start at the same time as them'. If you are un]igrs
which cutlery to use or how 1o go abou% eating a partlcula.r 1r1'd
of food, either ask or observe the Lagtigs of more expcrlcncfc
diners. As a general rule, cutlery is laid in the correcF order 0;
the courses, with cutlery for the first course to the outside of eac

ng. )

pl?lgisfenllngy be a smali knife to the far right hand side of the
place sctting, this is for buttering bread. Buttcr sl.lould be taken
from the butter dish using the butter knife provided, not your
own knife. Bread rolls should be broken open and buttered a bit

ata time.

Extras on the table
If there is something, such as an accompa.nyi_ng sauce, that you
would like but cannot reach, either ask forit dlrcctly_ or Fﬁer it to
your neighbour, hoping that they will eventuallj‘y offer it to you.
Lt is impolite to add salt and pepper to food without tasting it
first; it implies you think the food will be bland. . fon
All condiments and pickles should be put on the side of the
plate and added to individual forkfuls of food; only Par{nesan
cheese, freshly ground pepper or salt from a salt mlllll' are
sprinkled directly over the food. You shoul‘d_ not ask for t hmgs
that are not on the table; this looks like a criticism of your host,
and it would be doubly embarrassing if they did not have wha;
you asked for. It is, however, acceptable to ask for a glass o

water.
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Coping with cutlery

The recognized way to hold cutlery is intended to make eating
easy for you, and to stop you prodding your neighbour with your
elbows. The most common cutlery combination is the knife and
fork: the handle of the knife should nestle in the right hand
with the first finger pointing along the top of the handle towards
the blade; the thumb and second finger clarmnp the handle in
place. The knifc should only be used for cutting food and for
pushing it onto the downturned prongs of the fork. It should not
be used for shovelling food, and should never be brought to the
mouth,

The fork should be held simifarly: the handle nestling in the
left hand, the first finger pointing along to the root of the tines,
and the thumb and second finger clamping it in place, The tines
should point downwards onto the plate and should prong the
food so that it dees not fall off on its way to the mouth. The fork
should not really be used as a ‘shovel’ — although this is generally
constdered acceptable for rice and peas (see below) — and it
should not be turned over in the right hand and used to cut food.
Spagherti and rtagliatelle should be wound onto a fork in the
bowl of a spoon, In the US, itis customary for the fork 1o be held
in the right hand. Although this is becoming more acceptable it
is really only suitable for less-formal occasions.

A soup spoon is held across the body, the ¢nd of its handle
held down onto the first two fingers by the flat of the thumb. The
spoon should be pushed away from the body not towards it, and
brought to the mouth but not put in it. The soup should be
poured from the side of the spoon into the mouth, not sucked. As
you finish your soup, tip the bowl away from the body, not
towards it, 1o spoon up the last of the soup.

If you have aspoon and fork for dessert, you should use both,
manoeuvering fqod onto the spoon with the fork, which is hefd
in the left hand. It is acceptable to use the fork alone, but not the
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spoon ulone. Desserts served in small dishes or glasses are usu-
ally eaten with a teaspoon.

Cutlery should be lifted 1o the mouth, not the mouth lowered
to the plate, and cutlery should never be waved about»or used to
emphasize a point in conversation. If you pause while you are
eating, rest the cutlery on the plate, not the table:; and'at the end
of each course put your cutlery down in a straight line up the

centre of the plate.

Eating difficult foods .
Certain foods are difficult to cope with, some are eaten with the
fingers and others require special ‘tools’. Foods such as peas and
rice are very difficult to manage with a downturned fork, but at
formal occasions this is the correct way of eating them, so cope as
best you can. However, at a more relaxed, informal meal it is
quite acceptable to turn the fork ever and scoop the food up that
way. .
Foods eaten with the fingers that you are most likely
to encounter include artichokes, asparagus land unpeeled
prawns. When eating with your fingers never lick them, they
should be wiped clean on a napkin and use a finger bowl! if pro-
vided. ' _ o
To eat an artichoke, remove each leaf individually, holding it
by the fibrous tip dip the fleshy, white base in the sauce and then
scrape the flesh off with your teeth. Discarded leaves shou.ld b.f:
arranged neatly on the cdge of your plate, or separate dlsh.l if
provided. The fluffy choke should not be eaten and the remain-
ing heart is eaten with a knife and fork. . ’
Whole asparagus, served as a separate dish, is eaten with the
fingers. Pick each stalk up individually by the tougher, 'blum end
of the stemn, and dip the pointed end in the accompanying sauce.
The entire stalk may be eaten if the asparagus is young and
tender, but if the end is tough just leave it on the side of your
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plate. Asparagus served ag part of another dish should be caten
with & knife and fork.

When served unpeeled prawns, first pull ofl the tail, then case
the fleshy body away from the legs and shell, and finally tug it
away from the hiead. If 2 sauce is provided dip it in it and then
cat,

Many creatures served stil] in their shells are eaten with
special *tools’, For example, snails shauld be eaten with a special
pair of tongs, which hold the shell steady, and a litde pick or
two-tined fork for prying the flesh from the shell. Fresh OYsters
in their shells should be eaten with a small fork. Use the fork in
your right hand and hold the sheli down with your left, and work
the flesh free, then either lift the flesh out with the fork or tip the
shell up and empuy it straight inte your mouth. Mussels may be
served with a special pick for plucking out the flesh, or the Aesh
may be removed using anocher shell as a pincer. If lobster is
served freshly cooked in its shell, scoop the flesh our with your
knife and fork, and then cur it upasyouwould any other food. A

special pick should be provided to extract the flesh from the
claws.

Earning your meal

You can be considered to have earned your meal if you are cour-
teous and consideratc at table. Look afier your neighbours and
make sure that they have everything they need. Contribute to
the conversarion but don’t dominate it, and compliment the host
on the foed.

Eat with your mouth shut and certainly don’t speak with a
mouthful, however eager you may be to make a point. Many
people inadvertently say ‘don’t cat with your mouth full’, when
telling children not to speak with a mouthful. This slip of the
longue is in itself a sound piece of advice: eat only small mouth-
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fuls —if your mouth is really fuil it will be difficult to keep it shut
4s you chew. _

N I}I you have to spit out any pips or chewy mouthfuls, do it as
discreetly as possible. Pop them anto yvour fork and teave them
on the side of the plate. If you spill a small amount of fgod
or drink, ignore it; if you spill enough to cause possible
damage, apologize and offer 1o help clear up or even pay for
cleaning bills. Make as little fuss as possible and get back te your
meal quickly.

Try to moderate the speed at which you eat so thtu\t you are
ncither waiting for ages with an empty plate nor keeping every-
one else waiting. This is cspecially true if people have been asked
to start eating before everyone is served. Keep an eye on the
other plates around the table, ro gauge your speed. Finally, how-
ever much you have enjoyed vour food, d-cm’t doggedly scrape
your plate clean; this is not only greedy, it also makes a lot of
noise and can even damage the cutlery or the plate.
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when youngsters come in contact with candles and kettles of

boiling water.

The children themselves should be involved in the ‘adminis-
tration’ of the party. The host children shoutd -help with the
invitations and all the arrangements; and the yOung guests
should be involved in replying ro their invitations and thanking
for the party. It is never too early to learn these social skills.

CORRECT CLOTHES

‘The safest way to ensure that you are wearing the
correct clothes is to check with someone else. You
will generally feel more comfortable if you are
slightly underdresscd than overdressed, but if you
are very underdressed this may appear as a snub
to your hosts. Invitations to most occasions will
indicate what the man should wear; outlined below
are the unotlicial ‘rules’ about what a woman
should wear in cach instance.

Black tic

This tradivnonally refers to a man’s blaek dinner suit —a match-
ing black jacketr and trousers, often trimmed with satin — worn
wirh a white shirt and black bow tic. Nowadays, ironically, the
tic is often anything but black. Amusing bow ties are often worn
with matching cummerbunds or with equally gaudy waistcoats.
In summer or warm climates, white tuxedos may be worn in the
place of dinnerjackets. Black tie is worn to dances, smart dinners
and some weddings.

The corresponding women’s clothes vary according to the
occasion: from a short, smart dress or suit for a dinner or a
wedding, o a ‘ballerina-lengith’ (mid-calf) ball gown for a
dance. The key is 10 be smart in accordance with the formality of
the man’s dinner suit.

White tic

Tnvitations to formal balls and royal or diplomatic functions
may stipulate this increasingly rare outfit, which comprises
black tail coar and trousers, a stiff-fronted shirt with a wing
collar and studs, and a matching white bow tie and waistcoat.
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White-tie functions give women the opportunity to push the
beat cut with lavish, full-lengrh dresses or skirts. Gloves —
which should be removed only for eating — and elaborate jewcl-
lery are also appropriate. If the function does not include danc-
ing, women are expected to be more ‘covered up’. Off-the-
shoulder gowns are suitable for white-tie occastions that incor-
porate dancing.

Morning dress

A day in the Royal Enclosure at Ascot eor a formal wedding could
call for morning dress: a black or grey tail coat worn with mateh-
ing trouscrs, a waistcoat, stiff-collared shirt and top hat. A groy
cravat can be substituted for a tie with morning dress.

Ladies should be dressed elegantly: anything from a chic
tailored suit to a smart, fHoaty dress, preferably with a hat (at the
Royal Enclosure the crown of the head must be covered),
Lounge suit
Lounge suits are worn by men for many different oceasions:
work, job interviews, parties, weddings, christenings and fun-
erals. For more formal oceasions, darker coloured suits are more
appropriate, and suit jackets should net be removed. Women'’s
clothes for the same occasions can vary cnormously, but they
should reflect the [act that a suit is a smart form of dress. Some
places that stipulate that men should wear suits will not accept
ladies wearing trousers or culottes, lowcever smart.

[sicked and tic

Some parties or outings may call for something more than casual
butless than asuit. The safestoption fotr amanis to weara blazer
or sporls jacket with a tie. Women may wear anything so long as
it takes into account the fact that the men are sufficiently formal
10 be wearing tics.

CORRECT CLOTHES

Special occasions

Although first nights and charity performances may stipulate
black tie, most outings to the opera, ballet or theatre are no
longer very formal. What people choose to wear usually depends
on who they are going with and how much they paid for their
tickets.,

Glyndebourne 1s an cxccption: part of the pleasure of
attending opera performances at Glyndebournc is to have a
plcnic in evening dress (but be sure you have a raincoat in the
back of the car). The Royal Enclosure at Ascot requires morning
dress for men and formal wear, including a hat, for wemen. The
Stewards”™ Enclosure at Fenley Royal Regatta reguires men to
wear a jacket or blazer, which they must never remove; women
are not permitted to enter the enclosure if they are wearing
trousers, denim, cudoites or above knee-length skaris,

Ontional extras

Both men and women may wear jewellery; although it is still less
acceptable for men o da so. More tavish jewellery is appropniate
for evening funcuons but inappropriate for work and job inter-

CORRECT CLOTHES - CHECKLIST

Important dos and don’ts

formal occasions
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views, and tactless at funcrals, Hats can be worn by men und
woinen at any time; a woman should keep a hat on when going
instde, whereas a man should remove his (unless entering a
synagoguc). Men should raise their hats as a sign of respect when
ntroduced to 4 lady. Veils can be an attractive addition to hats
for women, but they are not always practical: at weddings they
may interfere with eating and drinking, and at funerals they may
make it difficult to wipe tears away. Furs are becoming increas-
ingly unacceptable, and many people are uninhibited when ori-
ucizing others for wearing them. '
See also Scottish Formal Dress in the A to Z section.

CORRECT GIIFTS

Whether a gift is a sign of love or a token of gratitude try 1o inake
sure that itisappropriate: if you go to stay with somceone who has
just moved house, give him or her something useful or attractive
for the houschold; 1if veu visit a friend who has just given birth,
give her something for the baby, When you are invited out fora
meal, you are not expected to take a present, but many guests
like to rake chocolates or flowers.

Birthday presents are often diflicult; try to make presents rele-
vant to the person’s interests and hobbies. Wedding presents are
sometimes the easiest because so many couples have wedding
lists (sce Weddings). Unless you know the couple especially
well and are sure they will like something vou have chosen for
thon, 1o s safest w choose a present from their st this will
avold cimbwrrassing doubling up of presents, and will ensure
they gec the things they need for their new life. Whoever you are
buying a present tor, reniember that it is always best to get some-
thing small and appropriate. Sce also, in the Special Occasions
section, Christenings and Christmas Cards and Presents.
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DRIVER’S ETIQUETTE

Driver’s etiquette should be a combination of
common sense and respect for the highway code.
Its principal aim is to make sure that the roads arc
safe to use.

Thinking of others

In all situations, we should be considerate towards other road
users. 1f the left side of the road is obstructed, for example, with
parked cars, drivers should wait for a break in the encoming
traffic, rather than launching out into the right side of the road
and forcing the other traffic to wait. When traffic is amassing in a
side road, it will only add a matter of seconds to your journey
ume if you let the first car onto the main road in front of you. Let
other road users know what manocuvre you are planning to do:
mdicate or, if necessary, signal with your hands.

The single most important clement of driver’s etiquette is the
thank you: a simple wave of your hand in your rear-view mirror
wilt let fellow drivers know that you appreciate the fact that they
have watted for you or et you into the trafitc. The more people
thank each other on the roads, the more inclined we al} feel to
obiige other drivers. '

Avoiding confrontations
However late or frustrated you are, you should always oy to
avoid provoking other drivers: don’t steal a parking space that
someone else was obviously about to use, don’t overtake a car
and then slow right down, and don’t cutin front of another car so
that it is forced to slow down.

If another driver provokes you, try to keep your cool; if you
rise to the bait you are giving exactly the desired reaction and
you may lose concentration, which is dangerous.

12

FRIENDS AND ETIQUETTIEZ

In order to keep our friends we have to observe a
few courtesies towards them. Always remember
this simple formula: treat your friends as you
would have them treat you. You shouldn’t invade
your friends’ lives and press yourself on them, nor
should you abandon them because you are carried
away by a new love aflair or job. Be considerate
towards your friends and contribute by paving for
your share of rounds of drinks and splitting the
cost of outings.

Sharing a flat

Living with prople requires a degree of thoughtfulness and con-
sideration, and perhaps even a certain ameunt of reasonable
compromise. Whether you share accommodation with an old
friecnd or with people you enly met when you moved in, there
will be times when you find their habits, their friends or their
untidiness irritating. The best way to deal with minor irritations
is to ignore them. If there is something that your flatmate does
regularly that really annoys you — like spending hours in the
bathroom every morning — it's best to be frank and discuss the
problem openly,

It is important to respect a flatmate’s privacy and property:
knock betore going inte his or her own room, and never use his
or her belongings without asking. Two people will usually have
different ideas about tidiness, so try to sort out in advance who is
responsible for which chores around the flat,

Some of the most awkward problems between flatmates may
arise over telephone bills; the easiest way to deal with this tricky
issue is to make a note of each of your calls and to ask for an
itcmized bill,
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the format *may 1 introduce my wife, sir’. You should address
them initially as “Your Royal Highness' (or “Your Majesty” for
the Queen) and subsequently as ‘sit’ or ‘ma’am’. Dukes and
Duchesses are addressed as “your grace’, and other nobles are
addressed as ‘lord’ or ‘sir’ and ‘Lady’. Ambassadors are
addressed as ‘ambassader’ and referred to as ‘his cxeeilency’;
senjor clergymen may be ‘your grace’(if a bishop}, ‘yvour lor‘d—
ship” or *your eminence’(if a cardinal}, If in doubrt, it is usually
safest o revert (o ‘sir”. See the Forms of Address section at the
cnd of the book,

LETTER WRITING

Although telephone conversations have to some
extent superseded the letter, letters are still an
important way of commmunicating. They allow you
to lay out information clearly and in your own
time, they show more respect for the
correspondent than a quick telephone call, and
they can remain as a physical record of
commmunication. Letters should be written
promptly, preferably within a week of the event or
letter to which they refer.

Starting a letter

Belore you write a letter, think whart sort of paper you should
use. If you are writing 1o a friend the choice is yours, but if the
letter is at all formal or if it is a business letter you should use a
good size sheet of white, cream or pale blue paper. Business
letters should be typed whenever pessible — typing is clearer
than handwriting — or written in black or blue ink. Typed letters
are acceptable in mest circumstances, although intimate letters
and letters of sympathy or thanks seem more sincere if they are
handwritten. .

All letters should carry your address and the date; business
letters should also include the addressee’s name and address as
well as any reference numbcrs. The text of the letter should
begin a little way down the page, usually about a third of the way
down, and it should have a margin to either side, rather than
filling the whole width of the page.

Addressing your correspandent
Almost all fetters begin with the word ‘Dear’. If you don’t know
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the correspondent’s name and cannot discover it, put ‘Dear sir
or madam’. Wherever possible, find out their name — even if this
means ringing to ask — and check whether a2 woman likes to be
addressed as Miss, Mrs or Ms.

Doctors, professors and people with a rank in the services
usually like to be addressed as such in a letter. For the forms of
address used for the nobility, religious dignitarics and govern-

ment officials, see the Forms of Address secrion at the end of
the book.

Business letters

An effective business letter is short and to the point, ideally
using only one sheet of paper. If two or more pages are used,
number the pages clearly and, preferably, reiterate the date and
reference number on each page. Avoid very formal language:
you may confuse yourself and your correspondent.

Letters of application should explain bricfly how you know
the post is vacant: you may, for example, be replying 1o a news-
paper advertisement or following up a tp from someone within
the company. You should explain clearly and honestly why you
think you would be suitable for the post, and giverelevant ‘high-
hights’ from your curriculum vitae, which should be enclosed.

If you enclose material in a business letter, put the letters
‘Enc.” after signing your name at the end. If you arc sending
copies of the letter to other people, put the letters ‘cc’ at the end
with a list of their names. Type or print your name, preferred
title and — if relevant ~ position under your signature (unless
these appear in your letterhead), so that your correspondent
does not have (o guess at your name from your signature when
he or she replics to your letter. If you are signing a letter on
behalf of the person whose details are printed at the foot of the
letter, put the letrers ‘pp’ (abbreviation of the Larin phrase per
precurationent, “‘on behaif of ") in front of their name. Alwayskeep
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a copy of business letters and make a copy of any material sent
with them.

If you arc applying for jobs and using a referee’s name fre-
quently, you should let your referce know all the companies who
have been given his or her name and address. Letters of refer-
cnce should be relevant and truthful. If you really cannot rec-
ommend the candidate it 15 berter to refuse o write the letter

than to lie.

Thank-you letters

Telephone calls are acceptable as thanks only for the most infor-
mal occasions. Postcards are also acceptable for smaller
occasions, but a gift or larger function deserves a letter. Thank-
vou letters should be written promptly; they need net be long
iﬁut should feel sincere and enthusiastic, The letter need not deal
only with the thing you arc thanking for, you may w.am to
include some news about yourself, but it is polite to reiterate
your thanks at the end of the letter. If a thank-you letter for a
party or meal is sent to a couple, it 1s usually addressed to the
wile alone, as the hostess is traditionaliy considered to be
responsible for entertaining. [f you are sent money you should
always send a letter of thanks as this also acts as a receipt.

Complaint, condolence and sympathy

Letters of condolence and sympathy are often the most difficult
but they are worthwhile: they are a great comfort. Always tell
your correspondent that they need not thank you for your letter
of sympathy or condolence, because this relieves them nfa. buF—
densome duty at a time of unhappiness; on the other hand, it will
not stop them from replying if they would like to. Many people
who are ill or have recently been bereaved feel lonely and are not
sure how to use their time, they will very much appreciate a
letter and may take pleasure in replying. If you receive letters of
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envelope. For sccurity reasons, many people in the services no
Jonger like their rank to be used on envelopes.
Addressing letters to a woman is more difhicult: a woman may
- be Miss, Mrs, Ms or she may have some form of title - ry to
I'LEhECk before writing. Traditionally a married or widowed
woman is addressed using her husband’s name, for example Mrs
Jehn Carmichael; and a divercée uses her own name, for cxam-
ple Mrs Sheila Carmichaec!l. Many women now prefer to be
addressed using their own name ceven if they are married, and
some professional women still use their maiden names for busi-
ness purposes cven after they are married,
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A large percentage of most of people’s waking
hours are spent at work, and that time will be
spent far more pleasantly if they and their
colleagues observe a few simple courtesies towards
each other.

Newconiers
\When a new person joins a company he or she should be ntro-

duced to immediate colleagues as well as the head of
department. Newcomers should be given a ¢lear idea of every-
onc’s specific job — and of where their own jobs fit into that
structure. They should not be kept in the dark about everyday
things such as wherc the lavatorics are and how to get a cup of
coftec.

If you start a new job and feel you haven’t been told enough,
ask your colleagues, it will help you get to know them.

Respecting the company

[f you are a goud employee you should respect the company you
work for, and you should be a good representative for the com-
pany in your contact with other peeple. You should be polite and
helpful with any visitors, and you should ensure that they are
offered something to.drink if they are kept wainng. Your tele-
phone manner should be cqually courteous and helptul (see

You should not exploit the company by sysrernatically
arriving late, leaving ¢arly; taking long lunch hours, asking for
extra time off or failing to do your share of chores. Neither
should you exploit the facilities by taking stationery orf blocking
the telephone lines with your personal calls.
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Working togcther

In order for people to work “well together each employee must
know his or her own role within the company, and the relation-
ships between all employees must be based on mutual respect.
Those in senier positions should be firm but not imperious with
their staff, delegating justly accerding to each person’s abilitics
and work schedule, Junior employees should treat their seniors
with deference, without simpering, in order to maintain the
structure of the company.

I'alking to cach other

At all levels, people should communicate with each other: when
you ask someone to do something be precise, don’t expect them
1o know automartically what you want. If you are asked to do
something and are not sure that you have understood, it is
always better to ask than to spend a long time doing the job
incorrectly.

You should also talk to your colleagues about more general
things; your working atmosphere will be more pleasant if you
arc on friendly terms with them. But you should not talk so
much that you detract from your own and colleagues’ work, and
you should aveid talking at iength about your personal life.

Turther intimacy
Sexual intimacy between people who work together s not
recommended; indeed, in some companics it is a sackable
offcnice. It strains working relationships and can damage
careers. If you are irresistibly drawn 10 somceone at work, you
should think secriously about the consequences before suc-
cumbing to his or her charms.

The suggestion of sexual intimacy can be equally disturbing
in the work place..If something you say or do seems 1o upset or
offend a colleague, you should respect his or her wishes and stop

24

OFFICE ETIQUETTE

immediatcly. If you are the ‘victim’ of such comments or
actions, confront the person who is upsetting you. Let the
offending person know that you do not like what he or she is
doing, and warn him or her that you will speak 10 someone else
within the company if you have 10.

peggg;ml
i%‘féﬁ,
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SPECIAL OCCASIONS

ETIQULETTE AGROAL

It is virtually impossible to generalize about
etiquette in other countries because traditions and
courtesies vary so much from one country to
another, even from one region to another. It is,
however, true to say that basic good manners
speak most languages. The best way to tackle the
problem of etiquette abread is to have the correct
attitude to your host nation: be tolerant, adapt
quickly and always show respect.
What to wear ’

Some nations may appear to attach more importance thun the
Britishh to puncruality and formality, and you should respect
this. Always pay attention to notices about dress codes. For
example, on beaches somie countries do not tolerate nudity or
topless sunbathing, while others cannot accept bare arms in
public. Many prefer people 1o be well covered up when entering
places of worship, It is best to arrive at any function covered up
and what may appear to you to be overdressed — you can always
remove layers of clothing and of fomi:'ali_ty. If you have any
doubr about what is expected, it is always better to ask rather
than give offence inadvertently.

Communicating

It is polite to attempt to speak to waiters and shop assistants in
their own language, rather than assuming that they spcak
English. If they do, they will scon put you out of your misery.
Take a small dictiopary or phrase book with you to help make
yourself undergtood. If you go to somcone’s home or iravel in
remote regions, your company will he much more welcome if
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vou show a willingness to speak the host language. Any attempt
4t communication is usually appreciated, for example, it is polite
toask before taking a photegraph of someone, instead of treating
them Iike an inanimate tourist attraction or part of the scenery.

The pitfalls of tipping

Tipping may cause preblems abroad. In some countries a ser-
vice charge 1s automatically added to bills, so you should check
bills before parting with a tip unnecessarily. If in doubrt give a
small tip. In some instances you will be left in no doubt that a tip
i1s expected, for example in many other Buropean countries
cinema usherettes will hover around after showing you to your
seat, waiting for you to hand them a small tip.

man HEI'S €n ough

Check before you go

If vou are geing to spend any length of time in a country or are
going on a business trip there, it is best to read about the country
beforehand or even to contact the embassy to ask for guidance,
You need to know, for example, that in France you should
always say ‘bonjour, madame/monsieur’ and ‘su revoir,
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Leaving and thanking

On the fast morning of your stay, take the bed linen off and fold it
n-eatly with the towels you have used. Always try to leave at the
t:mf‘: you and your hosts agreed when they first invited you:
having people to stay is quite an effort and, however much your
hosts appear to be relishing your stay, they will be grateful to
you for leaving at the agreed time, especially if they have to go to
work the following day.

It goes without saying that, as you leave, you should thank
your hosts for having you to stay. Very soon afterwards you
should also write to thank them; a telephene call would not be
adequate. You may like to send them flowers or a small giftas a
token of thanks. If you took photographs during your stay, you

might even order a second set of prints and send one sct to your
hosts.

e

HOUSE GUESTS - CHECKLIST

ng you are inviting

s, if any, there will be
thank your hosts -

children and pets withaut asking
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X DON'T overstay your
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INTERVIEW TECHNIQUE

A job interview can be a daunting experience with
a great deal at stake for the intervicwee.
Unfortunately, nerves are almost inevitable and
they do not act in favour of the interviewee. But if
he or she is well prepared the interview should go
more smoothly and nerves may not be so much of
a problem. It is always best to find out as much as
possible about the company you are being
interviewed by and about the job for which you are
applying. This will help you understand the
questions asked and should arm you with some
intelligent questions to ask in turn. Interview
etiquette revolves around honesty, a show of
confidence and common courtesy.

What to wear

The type of job you are applying for will obviously have consid-
erable bearing on what you choosc to wear. You should think
about whether your intervicw 1s going to be held in an execu-
tive’s office or on the factory floor. Most interviews take place in
an office and in these circumstances the inrerviewee should be
smartly dressed; men should wear suits or at least a jacket and
tie, and women should choose comparably smart clothes—a suit
or dress.

However smart your clothes are you should net let them
smother your character. Men can hint at their more eccentric or
imaginative streak by their choice of tie, by having a brightly
coloured handkerchief in their top pocket, or simply by the
colour of their socks, Women can achieve the same effect with
accessories and jewellery, although ornate or very showy jewel-
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lery can be off-putting. While women should not
choose dowdy clothes for

overtly sexy clothes,

In short, interview clothes should say somerhing about your-
self while helping you to exude an ajr of confidence and profes-
sionalisni, The most important thing about interview clothes is
that they should be comfortable, If you buy an outfit especially

for an intervicw, make sure you wear it in first so that it is com-
fortable and fecls familiar. '

deliberacely
interviews, they should avoid wearing

Arriving for interviews
You should always leave time 1o arcive

bunctually at intervicews,
but do nor arrive carl

¥. If you have time to spare, spend it col-
lecting your thoughts hefore presenting yourself for the inter-
view. If you present yourself too early you will appear a little
desperate and insecure, and you wilt give yourself time to get
nervous whtie you sit and wait. While yYou are waiting to go into
your interview take a fow deep breaths to calin yourself and
think over the questions you'would like to ask your interviewer.

When your interviewer arrives orwhen yov are shown into his
or her office; smile and make eyc contact. If he or she oifers a
nand to shake, take it firmly but don’t wag it briskly, Make sure
ou ger the interviewer’s name, and use it ar intervals during the
nterview. If you are offered a cup of tea or coffec,
aymng, ‘I don’t mind’ or ‘only if you’'re having one?; although
‘ccommodating, these are indecisive replies that will not
HIPIEss a prospective employer. Whether or not your inter-
lewer is drinking anything, iz is a good idea to accept the offer of

drink; this is an indication that you fee! comforrable, and
:aving the drink may help you to relax. "

don’t resort to

talking shop

‘he main object of an interview js for the prospective employer
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but...” than to lie. . . b
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Leaving an interview ‘ | | -
At the end of the interview the intcrviewer w1ll:lll.1;uall3;titrl:g i«
i egc
i 11 say that the company wi gl

vou for coming, and wi _ h e jor This i
: hether or not you have .
touch to let you know w \ . ois

aur cue to leave, and you should not 11nge.r on after it. Ainy o
. t to your feet, you should thank the interviewer for agreeing
ge ;
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se¢ you and make a final remark abour how much you would
enjoy being a part of the company.

‘Try to put your hand forward to shake hands before the mter-
viewer does; this is a positive, assertive gesture. As you leave the
room, don’t just walk out and clese the door behind you, but
turn round and offer them one last smile before you leave.

: but try not to be 1e0 early
DO smile and make eye contact w1th the :

vink of your own questmns to ask

e

. X:E_DQN Tpamc, try to control your'nerves and-
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PARTIES AND ENTERTAINING

There are many different ways of entertaining
guests less formally than at a dinner party. You
may choose to give a drinks party, a buffet lunch or
a dancing party. These occasions will require
considerable forward planning, particularly if you
are expecting a large number of guests. For some
of the key rules about entertaining, sce Dinner
Parties in this section.

Planning larger parties
Whatever sort of party you decide to organize, you will need to
begin planning some time in advance. Invitations should go out
about three weeks in advance for drinks parties and buffet
parties, and about a month in advance for dancing parties.

When you draw up your guest list, bear in mind that usually
only about 70%, of people asked are free to come to parties
(slightly fewer in summer when people are away on holiday, or ar
Christmas when there are many parties). This means that you
can invite over the odds on numbers in order to ensure that the
party feels full. If there are not enough people for the amount of
space available the party may fall a litzte flar.

If youare asking large numbers of people, you need not worry
50 much about who you invite with whom; if you have two
friends who are bound to disagree, they will be perfectly able to
aveid cach other. Similarly, it does not matter if there are a few
more men than woren or vice versa.

Drinks parties
Evening or pre-lunch drinks parties are a good way of intreduc-
ing your friends te each other, and of extending an invitation to
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new friends and casual acquaintances. Most drinks partics lasta
couple of hours; if you want people to leave at a particular time —
in order to go on to give some of the guests a meal, for examplc -
you should make this clear on the invitation. Daytime parties can
be from 12 ncon until2pm and evening parties from 6.30til1 8.30.
You may of course want the people to stay on longer, in which
case you need only state a starting time on your invitation.

Make sure that you have enough drink and nearly twice as
many glasses as there arc guests; when people move around they
tend to put glasses down and then pick up a new one. It is best
not to use your best glasses when entertaining larger numbers of
peopie, and if you den’t have enough glasses of your own many
wine merchants will loan out glasses ~ often free of charge — if
you buy your drink from them.

What drink you choose to give your guests is entirely up to
you. The more people you have invited, the more simple the
choice should be. You might want to offer just red or white wine,
or ene cocktail that you have made up in large quantitics in
advance. You should always offer soft drinks as an alternative.
When guests are arriving, it is easiest to have trays of drinks
already poured to offer them; and as the party progresses yvou (or
your helpers, if you have any) can circulate with bottles or jugs
10 top up glasses, .

People should always be offered something to eat with a drink,
It is up to you and your culinary skiils whether vou give them
just crisps and nuts or claborate canapés, If you are expecting
people to leave and go on to cat later, the foad need not be par-
ticularly substantial. Food can either be handed round or left in
strategic places around the room.

Builet parties

Buffet parties are a pracrical way of feeding a large number of
people in an informal atmosphere. They can be held at lunch
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time, in which case guests should be invited for 12.30 or
1.00 pm, or in the evening, in which case the invitation should be
for 7.30 or 8.copm.

Make sure that you have enough room to feed all of the people
that you have invited, and that at least some of them can sit.
Check also that you have enough cutlery, crockery and serving
dishes for the occasion. It 1s unwise to use the best dinner service
for a buffet party; you may cven want 1o use paper plates and
plastic cutlery.

Prepare the room or rooms in advance so that there are a
number of chairs and little tables scattered around for people to
use. This is particularly important if you have invited children,
who will not be used to balancing plates of food, or elderly
guests, who may not want to remain standing for too long.

The buffet table should, as far as possible, be laid in advance
so that you are free to welcome your guests, give them a drink
and introduce them to each other. If it is in the same room that
gucsts irst come into you may want to cover it with a Jarge cloth
until it 13 time to cat — usually about 45 minutes after the first
guests arrived. Lay the table with plates at one end, food in the
middle and cutlery at the far end so that guests move one way
along the table. The food should be laid ont so that guests arrive
at the main dish or dishes first, then side dishes (such as salad or
vegetables), then extras (such as garlic bread), sauces and condi-
nients, .

The choice of food depends to some extent on how many of
your guests are going to be able to sit down. It is impossible to
stand and cut foed up with a knife and fork so, if not everyone is
to be seared, the food should be easy to eat with a fork or even
with just fingers. Hot dishes with rice and pasta can be eaten
with a [ork and cold quiches can be cut up in advance into indi-
vidual portions. Most buffet partics consist of enly a main
course or a main course followed by dessert or cheese.,
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Drrinks should probably be served in the same way as for
drinks partics above, or you may choose to have a separate table
as a bar so that guests can help themselves. It is easiest to offer a
simple choice of drinks, such as red or white wine, and soft
drinks.

Dancing parties

If you invite pcople for an evening of dancing the invitation
shouid be for 9.co pm onwards (some dances and balls begin at
10.00 pm)unless you are also providing a meal in which case you
may want to ask people for 8.00 pm. If you are providing food, it
is best to serve a buffet supper in a separate room or area, away
from the dance floor. Even if food is not provided it is sometimes
a good idea to have a separate room where peoplc can relax and
chat in relative guiet.

At dancing parties it is particularly important 1o make surc
that you have invited enough guests to fill the space; if there are
oo few guests, they may feel shy and it may be difficult to start
people dancing. If you hire a space, such as a hall, you may be
able to make a more intimate atmosphere by dimming the light-
ing and adding a false ceiling so that the room does nor feel so
large.

Itisusual tooffer guests achoice of wine or bcc1 and of course
soltdrinks. If you would like people te bring a bottle with themn,
say 80 on the invitation, otherwise you can’t rely on them to do
so. Do make sure that you have more than enough for your
guests to drink; few things kill a party more quickly than a dry
bar. Many wine merchants will let you buy drink on a sale or
return basis and they may even throw in the hire of glasses free of
charge.

The best way to serve the drink is to have a large table as a bar.
As each guest arrives take him or her to the *bar’ and pour them
their first drink and let them know that they can help themselves
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from then on, unless ol course you have hired bar staff. Even if
You are not serving ameal, you may like to lay on a small amnount
of food: just crisps and nuts, or a late-night barbecue, or — if the
party 1s intended to go on very late — an carly morning breakfasr.

PARTIES & ENTERTAINING ~ CHECKLIST

- Important dos a;uf ddn_’f

/ DO plah well in advarice

X DON'T cram your guests into one room,’
sure they ¢can move about easily’ -
X DON’T use your best crockery and glasses
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RESTAURANT MEALS

Eating out in restaurants is a very pleasant way of
entertaining whether socially or professionally. I't
is of course more expensive than entertaining at
home, but it involves none of the hard work. If yvou
are organizing a restaurant meal you should
always book the table in advance and, if you arc
inviting a large party, arrange your seating plan
beforehand.

Inviting and payving

[t should beclear at the time of the invitation who will be paying
for a restaurant meal, If you agree to go out for a meal with
lriends you should share the bill. The cost should simply be
livided by the number of people eating rather than each person
working out how much their meal was worth. However, if one
person ate fewer courses or drank no alcghol, the other members
of the party should offer for them to pay less.

If you invite someone out for a meal, you should pay for it.
wonversely, if you are invited out for a meal there should not be
my nced for you ro offer to pay. Some girls like to splitthe costof
imealif they are invited out by a man they do not know very well
vecause they do not like to feel indebted o him. Inany event you
should never arguc about paying the bill when it arrives, and a
zirl should never feel she owes anything to a man just because he
nas insisted on paying for her meal,

What to wear

What you wear to a restaurant depends only to a small extenton
the establishment itsclf: some very smart restaurants or the
dining rooms of certain clubs and hotels may stipulate that men
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wear a tic or they may even require cyvening dress after 6 pm. In
most cases, the choice is yours, and you sheuld agree what to
wear with the person or people you have invited for the meal so
that no-onc feels under- or overdressed. Choose your restaurant
carefully if your party is, for example, casually dressed because
you are going on to an outdoor pop concert or, alternatively,
tantastically clegant in preparation for a formal bali.

When to arrive

A lunch time meal will usually be booked for between 12.30 and
.oopm, and an evening meal any timc bectween 7.30 and
g.copm. If you arc eating after atiending some event or are
going on 1© do something clse, you should check how carly or
how late the restaurant takes bookings, and ensure that they
have noted your booking time.

If you have invited a friend or friends to a restaurant, you
should always arrive a little early se that they do not have 1o wait
for you. Make a particular point of arriving early if your guest is
4 woman; it can be awkward and embarrassing for a woman o
walt alone in a restaurant,

Those invited to cat out should arrive promptly so that their
host is not kept waiting and does not, therefore, run the risk of
losing his or her reservation or annoying the staff by altering it.
If the party of diners arrive together the host or party leader
should enter the restaurant first and ask for his or her table.

Ordering your meceal

Mostmenus offer a choice of dishes, this is known as an a la carte
menu; others may offer a set menu or table d’héte at a fixed price,
this 1s a set meal which may give you one or two choices. Before
ordering your meal you should establish how many courses the
other members of the party are intending to have, If there is
anything on the menu that you don’tunderstand or would like to
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know rnore about, ask your waiter. If you are a guest, you should
ask your host o ask the waiter. Very large parties may agree on a
choice of menu and order it in advance.

The waiter will initially take orders for the first course and
main course. When the main course has been cleared he will
return to take orders for dessert and/or cheese, and coffee. T'ra-
ditionally, the party leader orders the meal, having asked each of
the guests what he or she would like to eat, It is more conumon,
however, for the waiter to ask cach diner in turn for his or her
wrder. Even so, it is considered polite for guests to let their host
know what they would like to eat before ordering it.

When someone asks you out for a meal, some people would
say that 1t 1s rude o choose either the cheapest or the most
cxpensive dish on the menu. It is of course unfair to select some-
thing very expensive if everyone clse is having more modest
dishes, but if you are invited to choose whatever you would like
it1s most polite o do just that. In some restaurants ladies may be
1iven menus without prices; if this happens o you and you are
raid of ordering a terribly cxpensive dish, bear in mind that
sicloin steak, shellfish and certain fish (such as salmon and
nonkfish} are likely to be highly priced.

If you would like something that is not on the menu you
hould ask your waiter very politely, but not make a scene if he is

mnable to help you. Ty general, cheaper restaurants and fran-
hise restaurants will not be able to provide things that are not
m the menu. More expensive establishments that malke every-
hing from fresh ingredients may find it casier to oblige.

Wine and drinks

nmany restaurants diners are asked il they would like an aperi-
if before their meal, If you have been invited by someone else,
heck whether he or she will be having an aperitif before asking
or one, because this may add considerably to the final bill.
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The wine and drinks list may be separare o the menu and it
may be presented to the host alone. The host should cheose a
winc and let his or her guest or guests know of this choice before
ordering it. 1f you have been asked out for a meal don’t be afraid
to say 1f you would pretfer not to drink wine.

T'he winc should be brought to thetable in its unopened bottle
unless you order a carafe. I'he waiter will show you the label
before opening the bottle and will then pour a smal! amount into
the host’s glass. Fasting the wine should be done quickly and
without [uss; this is not an opportunity for you to decide you
den’t like the wine you have chosen, but to sce whether or not
the wine is corked. There may be tiny pieces of cork floating in
the wine — this is quite common and dees the winc no harm at ali.
Corked wing, on the other hand, is rare; it smells and tastes very
sour and should be rejected. Once the person tasting the wine
has approved it, he or she should ask the waiter 1o pour the wine.

During the meal

When cating in a restaurant diners should observe the same
courtesies as when invited to ¢at at someonc clse’s house (see
Dinncr Parties in this section and Table Manners in Basic
Rules). They should also remember that they are not the anly
clients in the restaurant. However much you are enjoying a meal
with a group of friends you should not become rowdy at the
expense of other ¢lients.

You should also be especially artentive to the fact that other
people may not like you to smoke while they are eating; some
restaurants have no-smoking areas, others forbid smoking
altogether. If you are sitting very close to the next table and
would like to smoke, you should ask the people at the next table
if they would mind, _ __

Although people do not usually leave the table during adinner
party, it is generally considered acceptable to go to the toifet

107




SPECIAL OCCASIONS

during a restaurant meal. If you want o go to the toilet, wairt for
the end of a course, excuse yourself quictly and return as quickly
as possible,

Waiters and waitresses

Waiting stail should always be treated courteously; they are pro-
fessionals, not servanis and their service will be better if you
treat them as such. Never whistle, call or snap your fingers at
waiters or waitresses across the room — however diligently they
are ignoring you! You should attract their attention by catching
their eyc, raising your hand or saying ‘excuse me’ as they pass
near you. If he or she still fails to come over to your table, or if
there is anything clse about the service that displeases you, go
ever and tell the person discreetly and emphatically what the
problem is rather than making a scene in front of your guest or
gUOSLS.

Some waiting staff can he intimidating, especially to those
who are not accustomed 10 eating in restaurants. However
unsure youleel, always remember that yvou are the customer and
therefore have the upper hand: you arc not obliged to pay for
scrvice if you feel rhat it has been unsatisfactory.

Complaining

Some people complain all too readily in restaurants others are so
afraid to do so that even vegetarians would chomp through a
steak tartare served in error! You should net be embarrassed
about complaining if you have a genuine reason to do so, on the
other hand few problems that arise during the course of a res-
taurant meal warrant a real scence. If you would like to complain
about something it is best to leave your table — thercfore
avoiding embarrassing your guest or guests — and talk to the
waiting staff or the manager.
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Cnly in really extreme circumstances should you refuse 1o pay
for your meal; and you should never refuse to pay for a meal after
completing it, If something about the meal, the restaurant or the
stafl makes you feel unwilling to pay for your meal, you should
stop cating immediately and make your feelings known., Most
establishments will try 1o mollify you by offering you part of the
meal er perhaps the drink on the house; if at all possible you
shauld accept this graciously and continue with the meal.

The hill

When the bill is brought te the table the person who is to pay for
it — or who has decided to do the mathematics for a party of
diners — should signal to the waiter and take the bill frem him.
He or she should check it over briefly but not pick through itin
finc detail unless the toral is very wide of the anticipated mark.
[Titis not clear whethier service has been included in the total,
the host should ask the waiting stafl. Unless you were particu-
larly displcased with the service you should add a tip of 10 or

paying ~

v DO be at,the restauran befqg-e

v .DO complam if you are unhapp
- discreet and pollte ;
X DON’T treat the staﬁ

don’t be mt:mldated

X DON’T become too nmsy or rowdgl

mq*‘

Y, DAL
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15%, when a service charge has not been included. If YOU dare
paying by credit card the waiting staff may leave the toral
column open in the hope that you will add a tip to the subtotal.
You may choose to tip them in this way, but most waiters and
wallresses prefer cash tips.

THEATRE TRIPS AND OTHER
GUTINGS

Trips to the theatre, opera, ballet, concerts and
cinema are a very agreeable way of spending an
evening and of entertaining friends, One golden
rule to remember when attending any public
performance, is that each member of the audience
should make every effort not to inconvenience
those around him or her, nor to distract the
performers.

’lanning the evening

Maost evening performances begin between 7.00 and 8.00 pm,
wlhich may give people little time to change after work. It is,
therefore, best to arrange to meet up onty shortly before the
performance is due to begin. At the weckend you may decide to
make more of a party of it, and arrange to have drinks or an early
meal somewhere before hand.

Some theatres provide snacks during the interval, and you
and the other member or members of the party should decide
whether you would like to eat before, during or after the per-
formancc. There are usually a number of restaurants near
theatres and opera houses that are used to raking late-night
bookings; some even offer a special after-show menu.,

Who pays fer the tickets?

When two or more friends agree to go to a show it is usually
easiest if onc person pays for the tickets and is then paid back by
the others. Most theatres accept credit card bookings, which
means that the party organizer need not be out of pocket until he
or she 1s paid back. :
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[f youareinvited toa performance, this usually means that the
person inviting you intends to pay for your ticket. In order to be
sure, you might want to ask him or her “would you like me to pay
for my ticket’. If your host refuses you should thank him or her
warmly both at the time of asking and on the evening itsell. |f
you feel you would like to reciprocate, you could cither invite
your host out for a meal afterwards or to another show at a larer
date. If this is not within your means you should make a point of
buying a progrumme for the show and of offering your host a
drink during the interval.

What to wear

[t1s no longer a requirement of theatres that the audience wear
evening dress, se what you wear depends on who you go with
and, perhaps, how much you paid for your tickets. At the Royal
Opera House in Covent Garden, for example, spectators in the
stalls, the circle and the boxes are usually dressed formally,
whilst those peering down from the amphitheatre may well he in
jeans. Audiences do, however, tend to dress more formally for
ballet and opera than for the theatre and concerts. At Glyn-
deborne it is customary to wear evening dress.

If you want to make an outing of a trip to the cincma, there is
nothing to stop you dressing up for it; on the other hand, if you
regularly attend the ballet you may not feel the need to dress up
for a full, classical ballet. When you organize an outing to a show
with a friend or friends make surc that you let them know what
you will be wearing so that they can dress accordingly.

Arriving

Uniess you are held up by unforeseen circumstances don’tarrive
at the theatre at the very last minute and hope that yvou will mect
up easily with the rest of your party, Theatre foyers are crow-
ded, noisy places. It is better to arrange (o meet up for a quick
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drink near to the theatre, especially if you are one of a large
party.

When you take your seat in the auditorium you should thank
those who have to move or stand to let you pass; make sure that
you have everything you nced — such as programmes or ice
creams — so that you do not have to disturb them again until the
interval. If someone needs to squeeze past you to get to his or her
seat, stand up and move any bags or belongings out of the
NEITOW Zangway.

if someone else appears to be in your seat, ask politely if you
can sce his or her ticket. Similarly, if someone thinks that the
seat youare sitting in is hisor hers, check your ticket. If the other
person refuses to move or if you need any further help, rcfer the
probliem to an usher or usherette rather than causing a scene. It
goes without saying that if you were in the wrong you should
apologize to the other person.

"The rules governing late arrivals vary with each preduction.
If you arrive afier the curtain has gone up you may have to wait
for a suitable pause in the action, such as the end of a scene; but
you may not be allowed into the auditorium until the interval.
The only way to avoid this disappointment is to make sure that
you arrive on time. If you do arrive late and are forbidden access
to the auditorium until a given point in the performance, don’t
argue with ushers. When you are aliowed to go to your seat, do
so as quickly as possible with a few quict thanks and apologies to
anyone who may need to move to let you pass.

During the perforimance

Every member of the audience should consider it his or her duty
to inconvenience and disturb the rest of the audience as little as
possible. Remember that you are only one of possibly hundreds
of pecople who are there to enjoy the performance. You should
make every effort te be quiet and still: constant rustling, talking
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and fidgeting can be very annoying and distracting for those
around you.

Itis also important not ta do anything that might distract the
performers. For this reason the use of flash photegraphy is stric-

tly forbidden in most auditoria. Not only can it annoy the rest of

the audicnce it may break the concentration of the performers
which might disrupt the scene or, in the casc of ballct and other
dance routines, could even be dangerous.

You should net leave your seat during a performance unless
vou absolutely have to, for examplc if you have a coughing it or
fcel faint. If you need to cough once or twice it is betrer to let
yourself cough than to try and smother the cough; the latter
would only aggravare the tickle in your throat, probably making
yvou cough more. Sneezes can usually be silenced by pinching
the nose firmly as you sneeze.

If someone else in the audience 1s distracting you with repeat-
ed fidgeting or talking, try tQ catch their cye or tap them gently
on the shoulder to let them know that they are inconveniencing
you. T'ry not to say anything to him or her as this may provoke a
loud retort; and certainly don’t resort to saying ‘sh” loudly as this
wi}l disturb the rest of the audience who may well have been
oblivious to the original troublemaker,

Showing your appreciation
Applauding alone can be very embarrassing, so check before you
put your hands together enthusiastically that you are doing so at
the right moment. lor most performances which include
orchestras (such as concerts, operas, ballets and musicals) the
audjence will clap when the conductor enters the auditorium
and, where applicable, when the soloist or first violinist arrives.
If the sct for a production is particularly beautiful or innovative
the audience may ¢lap as the curtains open.

In most productions the lighting will change or the curtains
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will come down to mark the end of scenes or acts, and these
moments call for applause as does, of course, the end of the
performance. In concerts, however, you should not clap
between movements. Unless you are confident that you know
the right moment to clap you should wait until the applause has
already started.

In the theatre spontaneous applause during a performance,
for example at the entrance of a famous actor or after the delivery
of a well-known passage, is not usually acceptable. It may dis-
tract the performers and irritate the rest of the audience,
although it is more acceptable in musicals. 1t 1s, however, quite
commonplace to applaud an especially famous ariain an operaor
a particularly well executed sequence in a ballet. Such applause
is often accompanied by cries of ‘bravo!” for a male performer or
‘brava!’ for a woman.

= DO plan tfr arrive in good tlme especiall
meeting people e

plaud at the wr
FAL - ey i

a
A

If you arc so moved by something that you rise to your feet
while clapping, have the courage of your convictions and others
will usually join you by rising to their feet. You should sit back
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down again as the clapping subsides. Particularly well received
productions or sequences may cause the audience to show their
appreciation with enthusiastic slow handclapping, or to call
‘encorel” in the hopes that the sequence will be repeated.

At the end of 2 musical performance of any kind you should
not begin clapping until after the music has stopped: the orches-
tra is an integral part of the production. You should also remain
in your seat until after the last curtain call; 1t 1s.very disheart-
ening for performers to see the audience sneaking away as they
take their bows. During the final applausc at first night perform-
ances there may be calls of ‘author’ andjor ‘director’.

6
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Many people spend a good proportion of their time
travelling on public transport. Whether such
travel forms part of a daily trip to work or a long-
awaited annual holiday, it is made far more
agrceeable if people are polite and considerate
towards their fellow travcllers.

They should also respect the staff and
regulations of the company with whom they are
travelling: if there is a limitation on luggage yvou
should respect it, or if you know that you are over
the limit you should ring the company in advance
to warn them and check the charges for excess
baggage. You should also contact the company in
advance if you have any kind of special needs: if,
for example, you are disabled and will need
assistance getting onto the means of transport; or
if, on a service which provides meals, you have
special dietary needs.

Queuing for tickets
The British are sometimes teased by other nations for their will-
ingness to queue, but this willingness should not be mocked.
However, queuing can be very frustraiing especially if you are
running late and if, as always seems to be the case, you feel you
are in the slowest moving queue. But remember that everyone in
the line is in the same situation as yourself and tolerate it with as
good grace as you ¢an manage.

Don’tcramp the person immediately in front of you by edging
your way closer and closer to them in the misguided belief that
this will make the queue move more quickly. You will achieve
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little by sighing and tutting to show your impatience either with
those ahead of you in the queue, or with the unfortunate person
behind the counter who is trying to work under pressure, If you
do demonstrate your impatience you will either fluster them,
therefore making them less efficient, or annoy them se that they
feel inclined to work slowly deliberately!

IFinding a seat :

On most forms of transport seats are not allocated, so you will
have to find one. If there are no seats available and somcone has
put his or her luggage on a seat, ask politely if he or she could
move the luggage so that you can sit down — no-one pays for bags
to sit down! The personnel may be able to tell you where there
are seats if you can’t find any in the particular part of the train,
bus or beat in which you are looking.

When you do find a seat say ‘excuse me’ and ‘thank-you’ 10
anyone who has to stand or move belongings for you te get to it
If someone offers you his or her seat, you should accept it with
profuse thanks unless you really feel you do not need it, or you
arc only going a short distance, in which case you should still
thank him or her and explain ractfully that you arc quite happy
to stand. .

When vou have a reserved seat, finding it should not be a
problem bul you can always ask for help from conductors,
guards or other personncel. Should you find that someone is sit-
ting in your reserved seat ask politely to see his or her ticket or
reservation. If the person refuses to move from your scat, don’t
cause a scene, just get hold of a member of staft to sort out the
problem. Obvicusly, if you find that you have inadvertently
taken a reserved seat you should apologize and move imme-
diately when the person hoelding the reservation arrives.

Once you have established where you are sitting, you should
stow your luggage tidily so that it is neither taking up badly
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needed seats nor blocking the gangways. Luggage stowed over-

!

head should be secure so that it 15 not likely to fall down and »

injure anyone.

Do give up your seat if there is someone who needs it more
than you: the elderly, the disabled, pregnant women or women
irying to cope with small children should all be given priority. If
you want to offer your scat to someone stand up, move aside and
then say ‘would you like my seat?’. If vou are already on vour feet
vour offer looks far more genuinc than if you arc still com-
fortably ensconced. If you arc sitting next to an cmpty scat
it is also polite and thoughtful 16 move to a single seat in order
to free the double space for two people who are travelling
together.

During the journey

IDuring the course of your journey you should make sure that
you don’t inconvenicncoe other passengers. Don't talk too
loudly, play leud music or listen to a very noisy personal stereo;
don’ spread yourself, your belongings or the newspaper you are
reading at the expense of fellow travellers; don’t throw litter;
and don’t smoeke in a no smoking area.

Apologize if cramped conditions mean that you occasionally
nudge your neighbours in the ribs, and always ask those around
you before opening or closing windows. Help other people if
they are having trouble stowing their luggage oropening or clos-
ing a window. Finally, if you are travelling with children, make
sure that you have plenty of things to keep them occupied as well
as snacks and drinks to keep them happy.

If someone in the carriage is disturbing you or behaving
offensively, try to ask politely for him or her to stop. If this does
not succeed you would be better off moving to another seat or
contacting the personnel rather than provoking a scene.
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Conductors, guards and other personnel

All travel company personnel should be treated with the cour-
tesy and respect with which you would expect them to treat you.,
They should certainly not be blamed for delays or other prob-
lems for which they can’t be held responsible. Most of the per-
sonnel whe work on trains, buses and coaches are well informed
and they should be able to tell vou about timerables and connec-
tions. Make their jobs easier by having the fare ready for bus
drivers or conductors, and tickets ready for imspection by train
conductors. You should have bought a ricket before boarding a
train, but if you did not have time to do so, go to the conductor
immediately to buy one.

Coach tours

On a coach tour you will find yourselfin close proximity with the
same group of people lor most of your holiday. You should,
therefore, make cvery effort to be both tolerable and tolerant:
don’t do things that you know will annoy or inconvenicnce
fellow travellers; on the other hand, try to put up with any bcha-
viour of theirs that might irritate you. If something that some-
one 1s doing ~ such as smoking in the coach or talking loudly
wlicn others are trying to sleep — really annoys you, try ralking to
them about it tactfully rather thun confronting them aggres-
gively.

Coach tours usually work on tight schedules and every
member of the group owes it to the olther passengers to be
puncrual so that the schedule ¢an be adhered to. Muke sure that
vou are ready in tdme for the morning departure and always
ohserve the rendezvous times given at the end of an excursion.

Air travel

As with all forms of travel, puncruality is very important when
you are travelling by air. When an airline requires you to check
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in, for example, two hours before the flight, they do not mean
within two hours prior to the departure time, but at least two
hours prior to the departure time. This gives them time to carry
ourt all the necessary security checks before passengers and bag-
gage can board the plane. If you check in in good time you will
also be more likely to have the seat of yvour choice during the
flight. You should respect this time period and be tolerant of all
security checks: they are there 10 protect your life,

Once you have checked in, make sure that you actually board
the planc in good time; don’t ignore the ‘now boarding’ and “last
call’ signs on the departures board. For sccurity reasons the
plane can’t take off withour you once your luggage has been
loaded onto the plane. If you are late you will delay the take-off,
making yourself very unpopuiar with the crew and the other
passcngers; this is particularly true of charter flights which may
be kept waiting for several hours for the next free rake-off slot in
a busy airport.

Your seat number will be marked on your boarding pass, and
if you havcany trouble finding it you should ask a member of the
cabin staff to help vou. If someone is sitting in your seat or if you
seem to be sitting in someone else’s seat, check the seat numbers
on your boarding passes and, of course, apologize profusely if
you were in the wrong. '

When you find your seat, stow your luggage safely either
under the seat in front of you or in the overhead lockers, as
instructed by the cabin staff. Apologize to anyone whe has to
move for you to get to your scat, and make sure that you have
cverything that you are likely to need during the flight so that
you don’t disturb them too often as you go backwards and
forwards to the overhead locker to get a magazine, a book, and
then your knitting! If sorneone needs to get past you, always
stand aside as promptly as possible. If they seem to get up very
often and you are trying 1o sleep or concentrate on something,
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ask them whether they would mind changing places with you,

If you strike up a conversation with those next to you, check
for signs that they might want to break up the conversation n
order to sleep or read. If vour neighbour insists on engaging you
in a long conversation when you would rather be doing some-
thing else, let them know politely.

For the safety and comfort of other passengers you shaouid
observe the ‘no smoking’ signs and, even if you are sitting in a
smoking area, you should check whether those around you mind
before lighting a cigarette. Many airlines ofler free drinks during
the flight; however tempting it may be to make the most of this
bounty, you should try to moderate your drinking for your own
sake and for the sake of the other passengers. Altitude tends to
exaggerate the cffects of alcohol, so you may become a nuisance
to fellow travellers. You are also more likely to feel ill under the
effects of alcehol during a flight than under normal circum-
stances, cspecially as both alcohel and the cabin’s air condition-
ing systemn are delhiydratng.

e
.“Q
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VISITING THE SICK

When people are ill they usually derive a great deal
of pleasure from a visit. Much of their time is
spent alone and possibly bored andfor in
discomfort; a visit from someone and the gift of
conversation with him or her should cheer them
up and break up the monotony of their day. Don’t
shy away from visiting someone in hospital or ill at
home — especially if he or she has asked you to drop
in; your visit need only be brief and, however
anxious you may be about it, you can be sure that
it will give plecasure.

Should you visit?

(f someone that you know is very ill and you would like to visit
him or her, it is often best to check first whether a visit would be
suitable. Ask aclose friend or relation or, if he or she is in hospi-
tal, check with the hospital staff. They wiil be able to teil you
whether or not the patient is receiving visitors. They may also
warn you if, for example, you should not expect. much in the way
of response from the patient. Even those who are unconscious or
unable to communicate may draw great strength from your visit,
and the stirmmulation may even help thelir recovery.

Timing your visit

Before visiting someone who is sick you should check the hospi-
tal’s visiting hours or, if the patient is at home, check with his or
her family when it would be convenient for you to drop in. Hos-
pitals may also restrict the number of people who can be with the
patient at any one time, so be patient and wait your time within
the allotted visiting hours. [t goes without saying that close
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