An Etiquette Primer:

All  About  Good  Manners  for Young  Gentlemen
by Dad Chris Blaine 

Advisor to

Cecil Cheves Chapter 

Savannah, Georgia

International Order of DeMolay
INTRODUCTION
    God, combined with the diverse genetic pool from your parents, has made each of you a unique individual. Added to the fact that we all look different, is the proposition that we are the product of different sets of   nurturing characteristics. 

    Boys are biologically different from girls. Be proud of being a male. You have attributes that will allow you to carry on the age old  tasks of the hunt and of strenuous physical activity. You are the builder, the thinker, the creative genius, and the defender. These attributes will be expected of you as you gain age and position in society.

   As in home life, there are general rules that you are expected to follow in social interaction.  As a young child, you begin behavior patterns that you will carry through life. You are told what to do and what not to do. Often there is a conflict of authority as to whether you chose to accept  or reject these rules. The struggle is natural.  You want to be your own person, not a clone of another.  As your rational thinking matures, you realize there are lots of other people in the world like you. Hence, general guidelines of social etiquette have been invented so that we all can get along with each other in a pleasant way.

    The guidelines become more  refined and specific as you gain age until certain acts are expected and other acts are viewed as being socially taboo. Learning what is expected under various circumstances is the purpose of this primer of social graces for young  gentlemen.

Finally, as you begin to date young ladies, you will often be asked  to visit and to share a meal with her parents.  The impression that your manners make upon them, especially the mother, will determine your eligibility as a suitor.

I. MAKING INTRODUCTIONS
A. Standing Alone

“Hi, my name is Alfred E. Smith.”  Extend your hand. Grip firmly and shake twice. Look in his eyes, not at your shoes.

 If the person makes no attempt to respond ask, “What is your name?” Release shake grip.

“Good to meet you        .” Always repeat name. If adult, use Mister or Misses.

“How do you do?” This question is usually an ice breaker that leads into conversation.
Avoid backslapping or not giving this person your full attention.

B. Introduction to another

“I would like for you to meet Peter Cottontail.”
“Peter (Mr. Cottontail, if older), I would like to introduce you to Br’er Fox. We were just talking about that old blackberry patch beside his house. I thought you might have some ideas on the subject.”
Note: If you have forgotten the name of the person that you are talking to, then allow Br’er Fox to introduce himself. Never interrupt a conversation to make an introduction. This is rude.

If you are introducing a person with title say, “I would like you to meet the State Master Counselor, Chapter Master Counselor, one of our Chapter Advisors, Senior Deacon, my father, etc.”  follow the title with his name.  

Preferably, you introduce the guest to the dignitary, younger to older. Thus, “Br’er Fox, it my pleasure to introduce you to the Chapter Advisor, Dad Tiny Teacup. We were talking about the berry patch. How does your crop look this season, Dad Teacup?”

C. Introduction to a female

Ladies ( and dignitaries) always extend their hand first. If they do not extend their hand first, do not extend yours. Instead  nod  your head and break eye contact. If you are seated, stand.  If you are outside and have a hat on, remove it. Do not reseat yourself until she is either gone or seated. Do not put your hat on until she leaves. Introductions are always man to woman.  “Br’er Fox, it is my pleasure to introduce you to Miss. Social Cinderella, our chapter sweetheart.”

D. Parting

Always say, “Excuse me, very nice to meet you, Br’er Fox. Maybe we can talk later.” 
Always announce your intention to pass through a crowded room by saying either, “Pardon me.” or “Excuse me.”  In the unfortunate event that you bump someone while moving through the room, Always say, “Pardon me.” 

II. WHEN TO RISE FROM A SEAT
A. Small intimate room

Rise when an adult or dignitary enters room.  Remain standing until adult is seated.
When a seated adult rises, all rise until the adult has departed, then you can resume your seat.

B. Receiving line

Always greet host, hostess, or honoree upon entering .  If you are late, find the host or honoree and introduce yourself. “Excuse me, Dr. Doolittle, I was detained and unable to greet you in the receiving line. I am Peter Cottontail. It is an honor to meet you (or to have you here this evening).”
C.  At table 

If introductions are being made around the table, all rise and continue to stand until introductions are complete and the lady is seated or departs. If a lady seated at your table rises, all gentlemen at the table rise about half way when she stands.  If there is a gentleman to either side of her, they should stand completely and  assist her with her chair and wrap. When she returns, the same procedure is followed. If she requires an escort, one of the two gentlemen should volunteer to accompany her. If she plans to return and does not leave a purse or personal wrap on the back of the chair,  it is optional to tip the chair back to the table as in indication that the seat is reserved. However, if the tables are close together, often the rear legs will protrude into the passage isle causing a hazard.

III. USING GOOD TABLE MANNERS
A. When light hors d’oeuvres are being served at a buffet table, do not stand over a particular dish and eat.  Fill a small plate, step away from the table to allow others to enjoy the treats, or return to your seating to consume your food. You may return to the serving table as often as you desire.  Eat everything you have selected.

B. At a buffet, make several trips when you have to juggle a salad, beverage, and plates. If you make a mess, clean it up immediately so that food or beverage will not cause someone to slip or for someone to track it onto carpet. Remember, it is considered impolite to take more then you can eat. 

C.  At a formal seated dinner, generally identical  menu dishes are consumed  in an exact order using a particular eating utensil. Seafood, soup,  main meat entree, salad, desert,  fruit, and finally cheese is the normal progression. Portions of unconsumed food and the service china will be removed from the table in anticipation of the next course. Beverages often change with the progression of food. Utensils are usually placed in order of their use, from outside working toward the plate.  If you do not know which knife, fork, or spoon to use with each serving, watch which piece of cutlery your hostess employs and use the same.  Place your used eating utensil on the service plate for removal. If you wish not to participate in a course from the menu, say, “No thank you.” when it is presented. If you do not wish a beverage, turn your container up-side-down. Courses are served from the left. Plates are removed from the right side of the diner.

D. Do not begin to eat until all have been served.  The eldest lady or gentleman will take the honors of the first bite. They serve as the table host or hostess. Often they will tell you, “Go ahead and start.”
E.  In polite company, always wait for Grace before beginning a meal.

F.  Sit with a straight back. Do not slouch over the table with your plate between your elbows and eat like a crab.

G. Use the table cutlery. Avoid eating with you fingers. It is most vulgar to have food on hands, face, and clothing. Use your knife to cut one bite at a time.

H. Keep your napkin in your lap unless in use.  

I.   Keep your idle hand in your lap.

J.   Take small bites; chew slowly. Do not over-stuff your mouth. Use your knife to cut, not the side of your fork. Pause between bites. Take small sips of beverage. Do not gobble your food as though you were a hog that has not been fed  in a day.

K. Do not attempt to talk with your mouth full of food.  Do not smack your lips or chew with your mouth open.

L. Excuse yourself from the table if you have gas. If you sneeze, burp, or cough use a handkerchief or napkin to cover your mouth, then say “Excuse me”.
M. Do not lick your plate or eating utensil.

N. Do not spit food back onto your plate. Use a napkin or fork to remove it from your mouth.

O. Do not take food off another diner’s plate.

P. Do not handle food which you do not intend to eat - such as picking up a roll, then putting it back.

Q.  When you have finished, do not stack your plates. Do not push them away. Wait for the plates to be removed or, if informal, remove them yourself.

IV.  RESPONDING TO INVITATIONS
A. Written

1. Formal (such as weddings, debutante parties, receptions)

a. “RSVP” (French for “Respondez Vous S’il Vous Plait) or “Regrets”

1. Means: an answer is expected.

2. Found on left-bottom corner of invitation.

b. You must respond by mail or phone.

1. Suddenly unable to complete engagement, you must notify host as soon as possible.

2. If you regret, send thank-you-note and gift.

c. If you will be ten minutes later that the stated time or if you need to leave prior to the conclusion, you must notify the host.

1. Always thank the host prior to departing, saying, “I regret that I must leave early.”

d. Dress requirement is stated on the invitation.

B. Informal 

1. Invitation may be communicated by phone,  in person, or by mail.

2. If you cannot give the host an immediate answer, do not commit or decline.

a. Give a reasonable time you expect to answer. 

b. Keep within limits or call with an explanation and ask for an extension.

C. Regrets

1. Ugly: 

a. “That sucks!”

b.  “Get lost!”

c. “I don’t want to do that.”

d.  “I’m doing something better with ....”

2. Nice: 

a. “I would like to go but my mom, is taking me shopping”

b. “I would like to but my dad and I are going fishing”

c. “I would like to but I don’t have any money.”

d. “I would like to but I have a ton of homework.”

D. Accept

1.  Be there on time or call if delayed.

2. If you do not attend, you have created a gross breach of etiquette.

3. Always ask, “What is the dress?”

4. Dress according to occasion, time, weather, and location, if you do not ask.

5. Bring gift if one is expected.

6. Ask permission if you plan to bring a friend. Do not show up with extra guests.

E. Reciprocate

1. Send flowers, a thank-you note, or a gift.

2. Invite the host to your next similar occasion.

3. Take the person to lunch or have a small dinner party.

4.  Keep an address file. Put the hostess on your Christmas card mailing list.

V. USING GOOD PHONE MANNERS
A.  Announce yourself: calling out

“This is Peter Cottontail. Is this Mrs. Cinderella?”

“May I speak to your daughter, Social?”

“Thank you.”

“Social, this is Peter.”
B.  Incoming calls

“Hello.”
“Is Social there?”

“Yes. Who may I say is calling?”

“Please hold, Peter, while I get her.”
C. General

1. Do not eat and talk on the phone. If you receive a call during a seated meal, inform the caller that you are having dinner and will return the call as soon as the meal is completed. Give the caller a reasonable time to wait.

2. If you have call-waiting and take another call, return to the original caller immediately.  Don’t leave that person on hold.  Tell one or the other that you will call them back in a few minutes.

3. When a call is for another household member, do not scream his or her name into the receiver.

4. Speak slowly, clearly, and distinctly. Keep the bottom of the receiver close to your mouth.

5. Do not interrupt someone while they are using the phone.

VI. MAKING CONVERSATION 

A.  General

1. Try to use complete sentences. Avoid a single word in response to a question.

2.  Speak clearly, distinctly, and directly toward your listener.  Use an appropriate volume to your voice so your listener can hear you, but don’t shout so loudly that everyone turns and looks.

3. Try not to animate your conversation with excessive hand and arm gestures. Keep your hands out of your pockets. Keep them by your sides. Don’t fold them in front of you; this is an indication of defense.

4. Do not use profanity, vulgarity, or curse words which might be offensive or unsuitable to your listener.

5. Do not engage in conversation on religion, sex, or politics. These subjects are taboo in congenial conversation.

6. Do not preach, but keep in mind that what you say should be acceptable coming from the pulpit during church.


7. Avoid personal questions or observations that would embarrass the listener. Remarks about clothing or hair styles should always be complimentary, not derogatory.

8. Always get the listener to talk about his favorite subject, himself or herself.  This is the one thing with which they are the most familiar.

9. Make the listener feel relaxed with you by smiling, joking, and acting friendly.

10. Do not gossip about other people. Remember, what you say will always get back to that person. Malicious and slanderous conversation will hurt you worse.

11. Do not chew gum when trying to make conversation.

12. Do not yell at people across a room. Walk to them until you can converse in a normal voice volume.

13.  Always carry a pen and a pad to take notes of names and phone numbers.

14.  Do not interrupt when people are engaged in a conversation.

15.  Do not ignore someone’s direct comment to you.

15.  Do not turn your back to someone who is speaking to you.

16.  Maintain good eye contact with your speaker or listeners.

B. Openers to a conversation

1. “Where do you go to school?”

2. “Do you play a sport?”

3. “Where do you live?”

4. “Have you seen (a movie)?”

5. “What is your favorite TV show?”

6. “Did you enjoy the food?”

7. “What grade are you in?”

8. “Would you like something to drink?”

9. “That was quite a thunderstorm the other night?”

10. “Did you go anywhere over the holidays?”

12. “When is your birthday?”

13. “Do you know anything about computers?”
14. “What radio station do you listen to?”
15. “Do you have any computer games?”
16. “Do you like laser tag?”
C. Focus on DeMolay. 

1. Does he know when and where DeMolay meets?

2. Does he need a ride?

3. Does he know what to wear?

4. Does he know what DeMolay stands for?

5. Has he met all the important people?

6. Does he know the cost?

7. Does he know the application process?

8. Does he know about the up-coming events?

9. Remind the prospect that attendance is voluntary. No dues are collected. No attendance is taken.  No punishment is dealt for missing meetings.

10. Answer all his questions to the best of your ability or find someone that can.

VII. PROPER DRESS CODE
A. General introduction

1. First appearances are very important. The impression you make is lasting.

2. Image communicates to the viewer a predisposition. Chose your style carefully.

3. Dress up, not down.

4. Wear laundered, pressed, and well-mended clothing in public.

5. Complete your outfit with belt, socks, and handkerchief.

6. Keep you shoes clean. Always wear dress shoes with a suit or blazer.

7. Shave if you need to; use after-shave or cologne sparingly.

8. Bathe regularly, especially after strenuous physical activity.

9. Keep you hair neatly trimmed and brushed.

10. Brush and floss your teeth.

11. Wash your hands after using the restroom, before eating, and shaking hands.

12. Use deodorant.

13. On all occasions, except sports wear, socks and shoes should match the color of the slacks. White socks are only worn with casual sports wear and jeans.

14. On all occasions, except when attired in sports wear, the shirt must be tucked into the pants.

15. Compliment a plaid jacket or slacks with a neutral tie and shirt.

B. Dress for the occasion (for youth)

1. Formal

a. Before 6 PM, cutaway tuxedo with white tie

b. After 6 PM, tails with black tie

2. Semi-Formal

a. Before 6 PM, stroller tuxedo jacket

b. After 6 PM (warm weather), a white dinner jacket and Tuxedo pants  

c. After 6 PM (cool weather), a black Tuxedo suit, black tie

3. Informal

a. Before 6 PM, a navy sports blazer, grey slacks, dress shirt, and tie  

b. After 6 PM, a dark business suit is expected

4. Dressy Casual (Church and DeMolay meeting attire)

a. Before 6 PM,  sports coat, dress shirt, and tie (optional)

b. After 6 PM,  navy blazer, grey slacks, dress shirt, and tie (mandatory) 

5. Casual (school attire)

a. Before to 6 PM, a knit sports shirt and Khaki shorts or blue-jeans 

b. After 6 PM, a knit sports shirt, blue-jeans, sports jacket.

6. Active sports wear (play clothes)

a. Sports shoes, socks (optional), T-shirt may hang out, Umbros, swimming trunks, but no offensive wording or pictures on T-shirts.

VIII.  VEHICLE PASSENGER MANNERS
A General

1. Make sure the vehicle is safe.

2. Make sure the driver has a current, valid license.

3. Make sure your destination and return time is known to another who is not accompanying you.

4. Use the restraining harness or safety belt.

5. Do not get into a vehicle where alcohol or drugs are present.

6. Do not accept a ride with a stranger. 

7. Do not accept a ride with an adult when you are the only passenger.

8. You cannot be a passenger with a DeMolay driver who is under the age of 25. this age is regulated by current insurance requirements.

B. Passenger behavior

1.  Keep your head and arms inside the passenger compartment while moving.

2. Offer to pay for a portion of the gas;. Vacuum or wash if warranted.

3. Offer to unload or load baggage.


4. Open and close doors for elderly and all females.

5. Collect  your candy wrappers and drink containers. Dispose of them.

6. Do not distract the driver.

7. Do not get into a wrestling match with another passenger. Keep your hands to yourself.

8. Always thank the driver.

9. Share magazines or toys with other passengers.

10. Do not fight over who sits where.

11. Do not open doors until vehicle is completely parked in a safe spot.

12. If taking a convenience break, return to the vehicle promptly. Do not wander away from the group.

13. “Turn here,” is insufficient warning to the driver. Give him visual landmarks well in advance of a turn.

14. Do not interrupt adult conversation. A rule of thumb is “Children are seen but not heard.” But if you have something to add, join in the conversation.

15. Do not play with dashboard knobs and switches. Stay out of the glove box or similar storage compartments.

16. Do not block the driver’s view of side or rear mirrors.

IX.  SHOWING RESPECT TO SELF AND OTHERS
A. General

1. Respect from others is earned as a privilege. It is not automatically granted.

2. Never run in public buildings. Keep to the right in closed spaces.

3. Do not play music if you feel it might irritate another or cause noise pollution.

4. Take your turn. Do not cut to the front of a line. Avoid the I-Me-Mine syndrome of behavior. Waiting until last shows self-control.

5. When Old Glory passes, stop and place your hand over your heart. 

6. Always remove your hat when entering a home, office, or room.

B. Door manners

1. Open doors for ladies; close the door behind them.

2. Always open a door for an adult and wait until they pass before entering.

3. When they say “Thank you,”  respond with “You’re welcome.”
4. Remember the old saying: Age before beauty. You create your beauty.

5. Never push your way through a crowd at an exit; women , children and the elderly are first.

6. If there is rain, try to locate an umbrella and help the ladies and elderly to their vehicles.

7. Always yield and offer assistance to the handicapped individual.

8. If there are duplicate doors, exit from the right. Hold the door open for the person who may be following.

C. Overnight guest manners  

1. Use all your best manners.

2. Do not look in peoples’ drawers, closet, or medicine cabinets.

3. Make the bed after you have slept in it.

4. Wipe the bathroom sink after use.

5. Lift and lower the toilet seat. Flush after use.

6. Pick up your towel and place it back on the drying rack.

7. Always thank the host family and your friend.

D. Self-respect

1. Body language

a. Stand straight, look forward, be proud.

b. Do not slouch in chairs.

c. Do not look at your shoes when you walk or talk.

d. Smile. Turn that frown up-side down!

e. Keep your finger out of your nose, mouth, and ear.

f.  Keep your hands out of your pockets.

2. Do not experiment with your reputation.

a. Do not use tobacco products.

b. Do not drink alcohol.

c. Do not use drugs.

d. Do not join a bad crowd.

e. Do not used bad words or maliciously slander another.

3. Keep your honor bright.

a. Do not lie, cheat, or steal under any circumstances.

b. Do not ignore crimes of others.  You are guilty by omission.

c. Go to church regularly. Pray often for yourself and others.

D. Magic words

1.“Yes, sir.” Yes, Ma’am.”
2. “Thank you.”
3. “Please....”

4. “May I...”
5. “Go ahead. You first.”

6. “Sure, I don’t mind.”

7 .“You are so kind (sweet, generous, gallant, intelligent).”

8. “That was a delicious meal.”

9.  “I had a wonderful time.”

10. “Have a nice day.”
12. “You have a lovely home.”
13. Your parents (friends) are so nice.”

X. USING PROPER ENGLISH
A. The use of proper English is essential to the gentleman.

1. Use the proper conjugation of a verb.

a. “I am...”  not “I be”

2. Use the proper tense of a verb.
a. “I will be...” not “I is gonna be...”
3. Use the proper syntax in a sentence.

a.. Say “He and I...” not “Him and me...”
4. Avoid the use of the word “Ain’t” in conversation.
B. A good vocabulary helps to express thoughts concisely.
1. A gentleman has a wide vocabulary and knows how to use words to convey exact meaning to a sentence.
2. Say, “The Washington State Red Delicious apples are tasty.”  Don’t say, “Them thar apples is good.”
C. A well-traveled and well-read gentleman can enlighten a conversation rather than offering a weightless personal comment or opinion.

1. For example: say, “When I was in Florence, Italy last summer, I ordered a pizza for lunch.  When it arrived at the table, it was nothing like what I expected.”  Don’t say, “This ain’t the way they make it in Italy.”
D. Don’t turn a listener off.

1. Avoid negative words such as: hate, no, don’t like, won’t, can’t, and never.

2.  Silence is Golden rather than saying: “I don’t like him. He never does what I ask him to do.  He is an idiot. He has a bad attitude. No one likes him.”
E. Stick to the subject, working from the general to the specific.

1. Make sure that you remember the punch line to your joke.

2. Organize your thoughts in a temporal sequence from early to latest events.

3.  Don’t get in a hurry to tell a story. If it’s good, the listener will stay with you; if it’s not, he will signal disinterest.

XI. BEING WELL-ROUNDED
A.. Choose a sport.

1. Athletics is a very important part of a young males’ life. 

a.. Take pride in being a member of a team.

b. Get into the winners’ circle.

c. Some sports are better suited for you than others.

d. Practice often. Try to get better and you will.

2. Physical training

a. Routine and vigorous physical exercise helps to control body weight and maintains good muscle tone.

b. Limit your idle time. Do not pass hours with television or computer games.

3. Proper diet

a. Eat moderate portions from all the food groups.

b. Avoid processed foods. Balance sweets, fats, and carbohydrates against other more nutritious foods.

B. Choose a recreational activity.

1. Learn to play a musical instrument.

2. Learn to sing and dance.

3. Accumulate a library of the classics and reference material.

4. Subscribe to a news magazine.

5. Learn to cook.

6. Learn about gardening.

7. Learn about home repairs.

8. Learn auto mechanics.

C. Choose a philanthropic interest.

1. Get involved in your community.

2. Get involved in your church’s out-reach programs.

3. Join a club or focused interest group.

4. Become an activist.

D. Take an interest in your studies.

1. Maintain an above-average grade level.

2. Begin to formulate concepts for vocations.

E. Have a purpose.

1. Be ready and on time.

2. Develop an organizational system.

a. Use a date book or calendar for scheduling. Log in birthdays, and special events in advance to avoid conflicts.

 b. Maintain file folders of separate activities, keeping rules, names, phone numbers, minutes, etc. 

3. Develop an appropriate wardrobe suitable for each activity.

