
UNIVERSITY OF MISSOURI COLLEGE OF AGRICULTURE 
AGRICULTURAL EXTENSION SERVICE 

4 -H Club Circular 93 COLUMBIA, MISSOURI July, 1949 



WHERE TO FIND IT 

Page 
I. HOW DO YOU RATE AT HOME? . . . . . . . . . . . . . . . . . . 3 

Easy To Live With . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 
At the Table . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4 
The Conversation Game . . . . . . . . . . . . . . . . . . . . . . . . . . 8 
At the Telephone . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8 
When Introducing People . . . . . . . . . . . . . . . . . . . . . . . . . 8 
Let's Have Company . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10 

II. HOW DO YOU RATE IN PUBLIC PLACES? .. .. .. .. 10 
At Club Meetings . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 10 
In Church .................. . .. . ........... . .... 11 
At School . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11 
Street Manners ........ . .. . .................. .. .. 11 
In a Business Place .. . . . ....... . ............... . . 12 
At a Party . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13 
Manners on Dates . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13 
At the Movies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 14 
Automobile Courtesy . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15 
At a Restaurant . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15 
Taking a Trip .................. . ................ 15 
At a Hotel . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16 
When You Are a Guest . . . . . . . . . . . . . . . . . . . . . . . . . . . 16 

III. YOUR 4-H COURTESY PROGRAM . . . . . . . . . . . . . . . . . 17 
What Girls and Boys Can Do . . . . . . . . . . . . . . . . . . . . . . 17 
What Leaders Can Do ......... . .................. 18 
Suggestions for Roll Call . . . . . . . . . . . . . . . . . . . . . . . . . 18 
Some Things to Demonstrate .............. ." .. . .... 18 



AS YOUR FRIENDS SEE YOU 
4-H Club Activity• 

"Courtesy is to do and say 
The kindest thing in the kindest way". 

One way to make and keep friends 
is to be friendly and courteous. Good 
manners are much more than just 
following a set of rules. If you were 
another person, would you like to be 
a friend of yours? If you are sincerely 
thoughtful and considerate of others, 
you will be a likeable person. 

You can show consideration of 
others by your voice, the expression 

on your face, the words you use and 
by the way you feel and act. When 
you are not sure what to do, remember 
the Golden Rule, and do the kindest 
thing. There are times when you will 
need to use your own good judgment, 
times when some of these ideas may 
not apply. It is much better to break 
an etiquette rule than to hurt the 
feelings of another. 

I. HOW DO YOU RATE AT HOME? 

W e have care ful thought for the stranger, 
And smiles for the sometime guest, 

But oft for our own the bitter tone, 
Though we love our own the best. 

-MARGARET SANGSTER 

Good manners are not just for 
special occasions or when you are 
away from home. If you always use 
good manners at home, they will be
come a habit and a part of you. If you 
acquire enough good habits the old 
ones will vanish just as good grass 
crowds out the weeds. 1 Then you will 
not need to think of your manners 
when with friends but can give your 
attention to their interests. 

Easy To Live With 
Be as gracious to your family as 

you are to guests. Learn to speak in 
a happy tone so it will be a pleasure 
,for others to hear you say, "Good 
Morning". 

Home is the place to practice using 
"Thank you, Mother", or "Yes, Mr. 
Brown". These are more gracious 
than just "yes" or "no". You will say, 
"I beg your pardon" or "I'm sorry", 
for awkward situations such as push
ing against another person. Then too, 
you say, "Pardon me", when you must 
walk in .front of someone. 

Let your mother and other women 
pass through the door first while you 
hold the door open. Boys wiJI want 
to extend this same courtesy to girls. 
It is more gracious for boys to stand 
when women and girls stand. A girl 
8hows this respect to women. 

Of course, you do not laugh at the 

"Hearts like doors open with ease to very, 
very tiny keys-always r emember that two 
of these are 'Thank you, Sir' and 'If you 
p'iease' ". 

•compiled by Jane Hinote, State Club Agent. tn cooperation with the members of 4-H Club Staff. 
1 Clarence T . Hubbard. 
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miRtakes of oth e rs. ·would yo u want 
them to laugh at you '! Never whi spe r 
while in the Jll'Csen ce of others , it may 
g ive th e wrong impresc; ion and mak e 
them uncomfoi·table. 

Always c:lo ;ie doo rs q ui etl y. Close 
drawers and cupboard doors after you 
h ave finis hed usin g th em. Do your 
sh are of t h e work at home. Refrain 
from boss ing other peop le. 

Express app r ec iation for the things 
that oth ers <lo we ll as, when you r 
moth er bakes a cl e li cious cake . 

Does yo ur favo rite r ad io program 
come at the same h our as the n ews 
that your fat h er wants to h ear? The 
r adio belongs to the who le fam ily. Do 
your part to let a ll hea r th eir favor ite 
programs. 

Not so loud, please. 

Allow others as much pr ivacy as 
possible. 

Put up your personal things ancl 
clothes. 

Before entering the room of your 
mother or s iste r , kno ck and say, "Thi s 
is John , may I come in"? 

•App roved by F lora L . Carl, E x te nsion Nutritio n is t. 

Open and read on ly mail addressed 
to yo u. 

N ever ask pryi ng per sonal qu estions. 
N evwr wear brother's ti e or mother's 

hose without permi ssion. 
An y mother apprec iates a son or 

da ughter who t ell s he r "good-by" wh en 
he or s he lea ves h om e, even if only for 
a short time. lt is tho ughtful for yo u 
to te ll her where you a re go ing and 
when yo u expect to be home. You are 
often judged by the way yo u treat your 
moth er. 

A r e you as considerate of people 
of oth er ra ces and religion s a s you 
would wa nt them to be of you, if your 
pla ces were r eversed? 

At the Table• 
Confucius said, "Eat at your table 

as you would eat at the table of a 
King". If you follow this advice, you 
will use good table manners at home 
and wh erever you eat. Th en you can 
forget yourse lf and give attent ion to 
li s t e ning and talking with others. 

Good tab le manners are based on 
thoughtfu lness. If you would be at 
ease and pleasing to others, follow ac
cepted rules . When in doubt as to 
what s ilver to use or when to start 
eating, watch your hostess and follow 
her. She will make the firs t move to 
s it down at the table, or ask you to be 
seated. Begin eating only when all at 
the table are served and the hostess 
s tarts eating. If you must leave the 
table during a m eal, ask to be excused. 
Otherwise remain until your hostess 
ri ses indicating it is time to leave the 
table. 

Be on time for meal s. Be con
s id erate of your mother and your 
friends. Those who have prepared 
food want to se rve it at its best. 

Being seated. Stand behind your 
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chair until all are ready to be seated . 
Sit and rise from the left side of your 
chair. 

A courteous boy seats his mother, 
or the woman or girl at his right. To 
do this he takes hold of the back of 
h er chair and pulls it out so sh e m ay 
be seated easily. Whi le sh e is s itting 
down, he pushes the chair toward the 
tab le a little. Boys w ill wait until a ll 
the women or gir ls are seated before 
sitting down. 

A gentleman never forgets. 

When seated, s it upright in a com
fortab le, relaxed position but do not 
s lump or rest the elbows on the tab le. 
Keep your feet on the floor in front of 
t he chair. You may cross your feet if 
yo u care to, but not yo ur knees. 

Keep your h an ds in your lap until 
t here's something before you to eat. 

Do not play with the si lver, g lass or 
other articles on the table while wait
ing to be served. The left hand, when 
not in use, usua lly should be in yo ur 
lap (un less yo u a re left handed). 
Never Jean over or on the table when 
eating. 

The napkin. After grace is said or 
when the hostess takes her napkin, 
take yo ur napkin , unfold it below the 
leve l of the tab le and lay it across your 
lap. If it is a small or medium sized 
napki n , unfo ld it comp lete ly . If it is 
large, unfold it only half. Do not tuck 
it in to your belt, co ll ar or between the 
buttons of yo ur coat or vest. Use the 
napk in to wip e particles of food from 
yo ur fingers. 

Just before ri si ng from the table, 
fo ld your napkin below the leve l of 
the tab le and place it at the left of 
your p late. If yo u are eating out, 
p lace the used part ly fo ld ed napkin 
on the tab le at t he left of your place. 
When yo u are a guest in a home , wait 
unti l the hostess Jays her napkin on 
t h e tab le, then lay you r part ly folded 
napkin by your plate. 

0 

"Cover" for one person . 

Setting the table. The best way to 
k:now which fork or spoon to use is 
to lea rn to set the tab le corr ectly. The 
"cover" which is the china, napki n, 
si lver and g lassware fo r one person 
should be arranged as illustr ated. 
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1. Twenty inches is the minimum 
amount of space for one cover; 25 or 
30 inch es is better. Arrange the cover 
as attractively and evenly as you can. 
All si lver should be placed the same 
di stance (about one inch ) from edge of 
table. 

2. P lace the fork at left of plate, 
tines up. 

3. Place the knife at right of plate, 
sharp edge toward p late. 

4. Place teaspoons at right of knife 
with inside of bowl turned up. 

5. Place water g lass at t ip of knife. 
Fill g lass to within % inch of top. 

6. Place napkin at left of fork. If 
the open corner is turned toward fork 
and edge of table, it can be opened 
more easily. 

When to begin eating. Wait until 
all are served before you start to eat. 
If the plates are served at the table, 
they are passed from person to person. 
The one serving usually says who is to 
have the first plate so it will be clear 
where the passing ends. 

The knife and fork. Hold the knife 
and fork lightly. A knife should be 
used only for cutting and for buttering 
bread. When cutting food, hold the 
fork in the left hand, prongs down, 

Using knife and fork together. 

with forefinger extended along the 
handle toward the prongs. Hold the 
knife firmly in the right hand, unless 
your are left handed, with the fore
finger along the back of the blade near 
the handle. Cut at one time just 
enough food for one or two bites. 

After using the knife, lay it across 

the back of your plate with the cutting 
edge toward yo u. Lay the used fork, 
prongs up, on t he plate beside the 
knife. N ever Jay a used knife, fork or 
spoon on the tablecloth nor "gang 
plank style" from plate to table. After 
cutting the food, change the fork to 
the ri ght hand with the prongs up. 
Put only one food on the fork at a time. 

Lay knife on plate, cutting edge in. 

Do not hold food on the fork while 
talking but eat it promptly after you 
have picked it up . Do not motion with 
knife or fork or hold them upright on 
the table. 

Lay fork, prongs up, by knife. 

When passing the plate for a second 
serving, place your knife and fork on 
·the plate side by side far enough from 
the edge to prevent falling off. 

A spoon is used only for food too 
soft to be eaten with a fork. Do not 
fill a spoon more than three-fourths 
full. Hold the spoon in the right hand 
with handle between the thumb and 
first finger. 

Hold spoon between thumb and first finger. 
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In eating soup dip the spoon away 
from yo u. Eat from the side of the 
spoon, not from the end. Use your 
spoon for stirring-gently, please
a nd for that first taste to see if the 
drink is too hot. Then put the spoon 
in the saucer. A spoon left in a cup 
may cause an accident. 

A B 

Place u sed spoon in saucer, (A). 
Lay spoon on plate by sherbet dish (B). 

Food may be served in a soup bowl 
or sherbet glass placed on a plate. 
When eating from such a dish place 
the spoon between bites and after 
fini shing the course, on the plate. 
However, you may leave the spoon in 
a flat soup plate. 

Ways of handling food. Some foods 
that you take with your fingers and 
eat from your hand are bread, rolls, 
olives, pickles, radishes, celery, potato 
chips, corn-on-the-cob, cookies, small 
cakes, most raw fruits, hard cheese 
and candy. 

After taking a slice of bread, break 
it into small pieces, about one-fourth 
of a slice, and butter each piece as you 
eat. Leave the remainder of the bread 
on your dinner plate or on your bread 
and butter plate if they are used- not 
on the table cloth. Break and eat 
crackers from the fingers. Do not 
crumble them in your soup. Cut and 
eat salad with a fork. You may use 
a knife, if necessary, to cut the lettuce. 
Place jelly and preserves on the din
ner plate or on the bread and butter 

plate. Use a fork to put jelly on small 
pieces of bread as you are ready to 
eat it. Soft frosted cakes are usually 
eaten with a fork. 

Remove fruit pits from the mouth 
with spoon or thumb and finger ac
cording to the way the fruit is being 
eaten. Remove fish bones from the 
mouth with the fingers or fork. Never 
sh ield the mouth with a napkin as you 
do this, it only attracts more attention. 

Other courtesies. If asked for your 
preference of food, s uch as dark meat 
or light meat, give your choice. Eat 
quietly and inconspicuously. Stir cof
fee or ice tea quietly. Take small 
bites, eat slowly and chew quietly with 
mouth closed. Swallow the food in 
your mouth before speaking. 

Keep your little finger tucked in the 
palm of your hand, not curled in mid 
air, when you hold a spoon, cup or 
glass. Do not fix your hair or finger
nails at the table. 

Will you have cream? 

When passing food, always turn the 
ha ndle of a dish toward the person 
who is to take it. In passing a plate, 
keep the thumb well back from the 
food. Do n ot reach in front of another, 
but ask to have the food passed. 

If the hostess says, "Will you help 
yourself and then pass the bread", it 
is <.:urrect to !1elµ yourself first. Other-
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wise, first offer the dish to the person 
on your right. 

When offering a second portion, the 
host or hostess should not imply that 
it is a second helping by using the 
word "another" or "more''. He says, 
":\Vfay I give you some meat?", or 
"Won't you have a piece of cake?" 
Don't be afraid to accept a second 
h elping but if you do not want any 
more say, "No thank you". If you 
want a second helping of food that 
has not been offered; you may. say, 
"May I have Rome bread, please"? If 
a waiter is serving you, a scarcely 
audible, "Thank you", will do. 

Tell your mother, sister or hostess 
when you have especially enjoyed the 
meal or some specia l food . Do not 
comment about foods that you dislike. 
It is rude and inconsiderate. 

If you spill water, or knock a piece 
of silver off the table, simply say to 
the hostess, "I'm sorry''. Do not pick 
up the silver as it may disturb the 
person n ext to you. The hostess will 
furnish a clean piece of silver at once. 
Do not apologize at great length. 

When through eating, do not push 
the plate back or stack the dishes. If 
soiled plates are not removed before 
dessert is eaten, the desert is placed 
at one side of the plate or on it. Do 
not use a tooth pick at the table or in 
public. 

The Conversation Game 
Conversation is not a game that you 

play alone, it takes two or more to 
play it. Try it, it's fun. The rules are 
simple: 

Eac!'! person is responsible for con
tributini a share of pleasant conversa
tion but 'no one should monopolize the 
conversation with long stories of their 
own. 

De an attentive Ji!'<tPner and he i'<in
cerely interested in what is being said. 

Do not interrupt when others are talk
ing. LISTEN. Listen not only with 
your ears but with your eyes and even 
your posture. 

Be interested in others and talk 
about things the other person wants 
to hear or talk about. If you talk 
about things instead of people, you 
won't gossip. Keep confidences. 

Use your best English. Speak dis
tinctly but keep your voice low. Be 
courteous to the other person's point of 
view. Don't contradict or criticize. 
You may say, "I don't quite agree with 
that", but do not flatly contradi ct. 
LOOK for points of agreement. Avoid 
displays of temper and hurt feelings. 

When you are complimented, all that 
you need to say is , "Thank you". 

At the Telephone 

"The voice with the smile wins." 
Use your best voice and most courteous 
manner to the operator and to the 
person at the other end of the line. 
Speak distinctly, kindly and don't be 
stingy with please and thank you. 

You may feel like talking for hours 
to a special friend- but don't. Make 
your conversation short and to the 
point. The telephone belongs not only 
to the family but to others if a party 
line. 

If you are calling : Ask for the per
son you want. Do not ask anyone to 
guess who is calling. This may be 
embarrassing to both persons. 

If answering the telephone say 
"Hello", or "This is 6421". If someone 
else is wanted, call him. If he is not 
there, offer to take a message. 

The person who makes the call 
should close the .,onversation. 

When Introducing People 

Introductions help put two or more 
strangers at ease and pave the way for 
conversation. 
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Hello, Frank. 

Introdu ction s are easy to make. 
.Just r emember to present a boy to a 
girl, and a yo unge r person to an older 
person. Speak the names s lowly and 
di sti nctly so they will hear the nam es 
correctly. Th er e should be a little 
pau se between the two names. To 
introduce a boy to a girl say: "Betty 
Brown - Ralph Mason", or "Ralph, I'd 
like you to m eet Betty Brown. Betty, 
this is Ra lph Mason". Young people 
us ua ll y say "Hello, Betty" and "Hello, 
Ra lph". 

Show respect for your parents by 
introducing your friends, teachers and 
Extension agents to them. One way is 
to say, "Mother, this is .John .Jones", 
or "Mother, this is Miss Arno ld, our 
home agent". If Miss Arnold is much 
older than your mother and yo u wish 
to show her th e respect of mentioning 
her name first, you ma y present her 
by saying: "Miss Arnold, I'd like to 
have you meet my mother". 

Wh en you introdu ce a friend to your 
home agent or teacher, you may sa~· : 

"Miss Arnold, this is Mary Moore who 
came to visit our c lub today." When 
you take a friend to the club, it is 

courteous to the lead er and to your 
guest to introduce th em before the 
m eet ing beg in s. 

To introdu ce a three-year-old broth
er to Mrs. Smith ~·ou may say: "Mrs. 
Smith, thi s is my brother, Bobby". 
Bobby will be pleased to have this 
r ecognition and wil l not be as likely 
to do something to get attention. 

To introdu ce two boy;:; ;:; ay: "Frank, 
thi s is .John", or "Frank Brown - John 
Smith " . Th e boys look directly at one 
another, shake hand s with a firm clasp 
(not a pump handl e shake) and say, 
"Hello, Frank", "I-Ie ll o,.John". Boys 
and men always ri se, if seated, for an 
introduction whether to another man 
or to a woman. 

A girl or young woman rifles when 
introduced to an ol<l er woman. A girl 
does no t ri se wh en int r odu ced to a boy 
or gi l'I unl ess sh e is th e hostess. She 
always ri ses if she is hos tess beca use 
it gives a more cordia l greeting. 

It is not necessary for girls or 
women to sh ake hand s when intro
du ced to one another or to boys or 
m e n but it is a friendly gesture. Do 
not r efuse a h and that is offered yo u, 
even if it is a grimy hand of three
year-old Bobby. 

Introductions may be acknowledged 
by lookin g directly at th e other person, 
smiling and saying, "Hello , Betty", or 
(if to an old er person), "Hello, Mrs. 
Smith". Repeating the name helps you 
remember it. And it pleases people to 
have their names remembered. But if 
necessary you can say, "I'm sorry, I 
have forgotten yo ur name". 

You can g ive persons being intro
duced something to talk abo ut b~r some 
r emarks, such as, "Ralph iR presi dent 
of our club" or, "Betty wa s at camp 
la st yea r". 

Always introdu ce you r "date" to 
your club leader s or chaperon s. When 
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you take a guest to a small party, 
where he is not known, be sure to in
troduce him to the hostess and other 
g uests. It is a ll right to introduce 
yourself t o another person when both 
are at a fri end's home. If a girl and 
boy seated next to each other have not 
met, the girl may turn to him and say, 
"I don't believe I have met you, I am 
Marjorie Smith". The boy may say, 
"Hello, Marjorie, I am Joe Jackson". 
If the girl happens to know the .boy's 
name but hasn't met him, she might 
say, "You a re Joe Jackson, aren't you? 
I am Marjorie Smith". 

Let's Have Company 
It's fun to have company and the 

company has fun, too, if you give them 
a fee ling of welcome, comfort and 
happiness. When you want to have 
company, ask your mother if you may 

invite your friends at a specified time 
for a meal, a party or a few days. 
You may ask guests when y9u see them 
or by telephone or letter. Invite them 
several days a head. Also, you r g uest 
may want t o know the kind of enter
tainment planned so she will know 
what clothes to bring. 

Invite guests for a definite time. If 
it is for a f ew days, the invitation 
should state ~he time the guest is ex
pected to arrive and to leave. Meet 
t hem a t t he door or gate. Let them 
know by your manner that you are 
glad they came. 

Have everything r eady, with enter
tainment and r efreshments planned. 
Take their wraps and see th at they are 
comfortably seated. Then turn the 
conversation to th ings that are of in
terest to a ll. See that shy ones have a 
good time. 

II. HOW DO YOU RATE IN PUBLIC PLACES? 
The 4-H Motto is, "To make the Best 

Better". People will expect the best 
of you as a person and as a club mem
ber. Folks judge you and your home 
training largely by your behavior in 
public. Customs which may seem un
important to you are often the basis 
for their opinions. E ven chewing gum 
in public may bring sharp criticism. 
You are more likely to be popular if 
you know and do the proper thing. 

At Club Meetings 
The club meeting is a good place for 

practicing courtesy to a group, to the 
leaders, to all members and officers, to 
your hosts and to guests. 

Always be on time. Greet your host 
or hostess, and the leader and members 
when you arrive. After laying off your 
wraps, sit down and talk quietly with 
those near you until the meeting be
gins. 

During the meeting give a ttention 

to those in charge of the program in
cluding recreation. It is discourteous 
to be inattentive or to appear bored. 
No matter how good the officers are, 
they cannot do a good job without 
your help. Avoid whispering, talking 
or giggling during a meeting. Respect 
the opinions of others and do not flatly 
contradict them even if you think you 
are right. 

If the club has a guest speaker, wel
come him. The president or chairman 
usually introduces him to the club. If 
you are chairman, you will tell in a 
friendly way: The name of the 
speaker, his official position, the in
stitution or town from which he comes, 
and the topic he will talk about. 

Before the meeting starts, it is cor
rect and courteous to ask the speaker 
his title, and how his name is pro

. nounced, if necessary. Then you can 
g ive the right information and not 
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embarrass the speaker and the group 
later by an awkward introdu ction. The 
chai rman shou ld not say, ''I'll now 
turn the meeting over to Mr. A." , or 
"Mr. A. is here today and wants to 
speak to us" . 

Give the speaker your undivided at
tention . Avoid leaving the room dur
ing the meeting. Thank the speaker 
fo r coming. 

When yo u take a guest to club meet
ing introduce him to the leader, the 
hostess and others. See that he has 
an opportunity to take part in the 
recreation and other activities. Wel
come all guests cordially. Respect the 
people, their homes and public prop
erty. Help put the home or public 
place in order after the c lub meeting. 
When leaving always thank the host, 
hostess and parents for the good time 
you have had . You may say, "Mrs. 
Brown, thank you for a nice evening", 
or, "Mrs. Brown, we had a fin e time", 
or, "We surely enjoyed coming to your 
home". 

In Church 
Always be reverent in church. Get 

there on time. Go in quietly and be 
seated without talking. You may rec
ognize your friends with a smile and 
a nod. Then talk to them after the 
service is over. Be attentive to the 
speaker and avoid whispering. 

If you are a stranger in the church, 
you may not know the order of service. 
It is not necessary to kneel unless you 
wish, but it is better to rise with the 
congregation. Wait until the service 
is completely finished before putting 
on your coat and getting ready to leave. 

At School 
School is your business or job for 

nine months of the year. If you are 
courteous at home and in the com-

munity yo u will probably be the same 
at school. Be on time. Running or 
ru shing through the halls shows lack 
of poise. Loitering in the ha ll s or 
ta lking loudly never shows yo u at your 
best. Respect and cooperate with your 
teachers. Be attentive and interested 
in classes and assembly programs. 

The school building is yours . Take 
care of it and help keep it clean and 
in good condition. When in the 
library, try to use only your share of 
the librarian's time by being quiet and 
knowing in advance what you need. 

At school events or in crowds let 
other s near you see and hear, too. 
Whispering, sq uirming, whistling or 
foot stamping a r e juvenile "attention 
gette r s" definit ely below 4-H club 
leve l. Act as smooth as yo u and your 
crowd feel you are. If you are rowdy 
at ball games, shows, or on the street 
an d forget your mann ers there, your 
friends may want to forget you. 

Street Manners 

Being quiet and well mannered on 
the street shows that you know what 
to do. It also reflects well on your 
family and club. Loud talking and 
laughing may brand you as boisterous 
and rowdy. Don't hold lengthy con
versations on the sidewa lk. It is bet
ter to walk down the street together. 

Leave space on walk for others. 
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If two or three of yo u a r e wa lkin g t o
geth er or h ave stopped to t alk , s t e p lo 
one side of th e wa lk so you w ill not 
ma ke oth ern fee l rli scourteou s by hav
ing t o w a lk betw een you . 

If more than three a r e w a lkin g t o
gether, be s u1· e t o wa lk in co upl es and 
st ep asid e to leave s pa ce fo r others 
you ma y m eet. 

A boy walking with one or m or e g irl s 
w a lk s on th e outs ifl e nea r est th e curb . 
In cr oss in g t o th e oth er s id e of th e 
street he ma y ha ve t o ch a nge s ict es, 
goin g behind th e girl. If th er e is on e 
girl with two boys , sh e wa lks betw een 
th em. 
: A boy w a lki ng with a g irl tips hi s 

·ha t wh en th ey meet a cq uaintan ces and 
p eople sh e speaks t o even if he does 
not know t h em . But she does n ot greet 
hi s acqu a in tan ces unl ess she kn ow s 
them. 

Don't cling to a boy's arm wh en 
w a lkin g with him. Anct h e shouldn't 
t ake your a rm eith er except wh e n 
crossing th e street or goin g up or down 
sta irs. He th en p uts hi s hand benea th 
your elbow. If the girl has a h eavy 

A boy t ip s his hat to a g irl. 
Boy walks next to street. 

awlnva nl packa ge, th e boy sh ould 
t: an·y it. 

A boy removes hi s ha t w hen being 
introdu ce rl ; wh e n ente rin g a h om e, 

sc hoo l, offi ce, an d a uditorium; in th e 
e levato r of n hotel wh en wo m en are 
p1· .,sc~nt ; and wh Pn h" s to ps on t he 
str eet t o talk t o a g irl or woma n. lt is 
not necessa ry fo r him t o r emove hi s 
ha t wh en enterin g a pu b lic building 
or sto r e, 0 1· t he elevator of a publi c 
building. 

Boys all ow a woma n or girl to enter 
a floor anct e nte r a nd leave a n e levator 
fir st. Girl s as we ll a s boys stand 
a s id e for an olcl e 1· wom a n, whe n leav
in g a door or a n e levat or unless t h ere 
is a c rowd . 

Girl s en te r a bu s or street car before 
a boy. T he boy or ma n, h owever, 
lea ves fir st in orrl er to help h er get off . 
A boy pays a g ir l' s str eet ca r or bus 
fa re only wh en he ha s a sked h er to go 
wi t h him. 

Neve r for get th a t a cord ial smil e in 
c1·ow ded pl aces gives older pe1·son s a 
lift a11 d makes yo u f eel wa rm and 
fr iendl y insirl e. Thi s en co urages 
fri endl y f ee lings towa rd you and all 
oth er young p eople. 

In a Business Place 

If you were a sales per son, how 
would you want a 4-H cu stomer to 
t r ea t you ? Your ma nn er and voi ce 
show your a tti t ude. Do you criti cize 
or say un complimentary t hings about 
arti c les shown yo u? Do you push 
a head a nd crowd oth er shopper s out 
of yo ur way ? The Golde n Rule a p
pli es her e a s well as e lsewhere. Don't 
expect a clerk to lea ve anoth er cus
tomer to wa it on you. Always tha nk 
th e clerk fo r showing you mer cha ndi se 
even if yo u do n ot buy. Remember 
t hat sa les peop le, condu ctors and 
usher s dese r ve yo ur courtesy. 
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At a Party 
Parties are for fun. The invitations 

should be cordial whether written, 
given in person or over the telephone. 
Tt is a lways a comp liment to be invited. 
Tf you can accept, do so g lad ly. If you 
ca nnot accept the in vitation, let th e 
person know you regret that you can
not attend the party. 

If the written invitation ha s "R.S. 
V.P.", a French expr ession, on it that 
mean s, "Reply, if you please". At the 
present time "Please reply" is pre
ferred to "R.S.V.P.". Either requires 
an immediate reply. 

Arrange to meet your date after you 
have r emoved your wraps. Go together 
to speak to the hostess and introduce 
you r date if they are stra ngers. 

The entertainment has been planned 
for your enjoyment so join in the fun 
enthusiastica ll y. Be a good mixer. 
Monopolizing the attention of a close 
friend is imposing upon hi s good na
ture. 

The serving of refreshments is us
ually a sign that the party is over. 
When a boy and girl h ave come to the 
party together, the girl is the first to 
suggest going home. As g uests leave 
a party it is a gracious thing to say 
goodnight to the mother and father 
in addition to the host or hostess. 
Avoid long drawn out leave takings. 
If there is a guest of honor or hou se 
guest present, "good-bye" mu st be sa id 
to this guest, too, before your leave. 

Manners on Dates 
·wh en you ask a girl for a date ask 

her in such a way that it is easy for 
her to accept or refu se. Never say, 
"Do you have a date Friday night"? 
You may say, "May I come past for 
you to go to the High School party 
Friday night?" She cou ld thank you 
and say she will be glad to go. Agree 

on the t ime you are to come. If she 
does not accept the date sh e will thank 
you and say she is so rry. 

Being on time is an asset to any 

g irl. Your date has come to see you, 
not the family. Greet him at the door 
and ask him in. 

A gentleman does not sit out in 
front, honk the ca r horn and wait for 
the g irl to come out. He goes to the 
door for her. Of co urse, it is a lways 
nice for him to talk to your mother 
and father while you get your wraps. 
Let him hold your coat as you s lip into 
it. Both will say good-night to your 
fami ly and be off for the evening. 

It isn't as g r own-up as you think 

Helping girl with coat. 
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to be secretive about the time you plan 
to get home. Don't fuss about coming 
home early--just accept it. Then it 
will be much easier to ask for a late 
date for some special affair. Parents 
are usually more annoyed about lack of 
cooperation than the lateness of the 
hour. 

Boys like to feel proud of their 
dates, so be well groomed. Check up 
on the seams. in your hose and the 
hem of your dress. See that your 
clothes are absolutely clean and well 
pressed. Don't barge 'ahead of him 
through doors and into cars. Give him 
a chance to be courteous and open 
doors for you. 

Boys like good conversationalists. 
So be s ure to carry your part of the 
conversation. Find out what he is in
terested in and talk about those things, 
but don't forget to listen. 

On dates make every effort to have 
a good time. Even if the date is not a 
glamour boy, remember you are his 
guest. Talk just loud enough for him 
to hear, not so everyone around you 
hears your conversation. 

Always consider the other person 
before making date suggestions that 
are expensive. Use your head and 
thi"nk of ways to have a good time 
which will not be hard on his purse. 
A girl should always express her ap
preciation for the good time she has 
had. 

If the family is still up when you 
get home with your date, it is quite 
all right to ask him in. If the family 
is not up or if there is no one at home, 
it is better to say "goodnight" at the 
door. 

Don't hesitate to invite your date to 
spend an occasional evening at your 
home. Your mother and dad like to 
know your friends. You may play 
table games as rummy or pinochle, 

He'll go for snacks. 

make fudge, listen to your favorite 
records or dance. A snack in the 
kitchen that h e helps prepare will be 
fun if it is satisfactory with your 
mother. 

Sunday night suppers, when the 
whole crowd gets together at some
body's house, can be lots of fun. If 
you have an outside oven or out-door 
living room this would be grand in 
s ummer even if your home is too small 
for the crowd in winter. 

At the Movies 
When you go to the movies remem

ber your manners. Standing in line 
is no harder on you than on others. 
Never push in ahead of others. Enter 
the theater quietly, especially if the 
show has started. A man takes off 
his top coat and hat in the lobby. 

At church, a show or in any public 
hall, a girl precedes the boy down the 
aisle. If it is necessary to pass in 
front of others already seated, do so 
quickly and quietly with your back 
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toward them. It is courteous to say 
"I 'm sorry" and "Thank you" . Hold 
your wraps in pass ing so they do not 
di sturb those in front of you . If some 
one wants to pass yo u, stand imme
diate ly. 

Wh en seated, the boy helps the gi rl 
remove her coat. He hold s hi s wraps 
on his lap during the show. 

Commenting aloud , is inconsid erate 
of t hose near you. 

If you must leave, wait unt il there 
is a break in the program, and leave 
qu ietly. When leaving t h e show the 
boy steps into t he aisle and stands 
aside for the girl, who leads the way 
out. After the show the boy might 
suggest something to eat. Conside r 
hi s purse a nd suggest a soft drink or a 
r aid on the icebox at h ome. 

Automobile Courtesy 

"Safety First" means consideration 
for t hose in your car , for those wa lk
ing and for t hose in oth er ca rs. If you 
are a tru ly courteous driver you will: 

I. Keep you r hands on the wheel 
and your eyes on the road a head. 

2. Refrain from "showi ng off" how 
fast yo u can drive or how close you 
can drive to people or things. Allow 
ha lf of the road for oth ers. 

3. Wait for pedestrians at cr ossings. 
4. Give corr ect arm signals in 

plenty of t ime when turning or stop
ping. 

5. Not pass cars on steep hill s or 
dan gerous curves. Not pass a bus 
when it has stopped to take on or 
di scharge passengers. 

At a Restaurant 

Taking meals away from home is fun 
when yo u know t h e proper thing to do. 
Club member s will want to learn how 
to order a meal and eat p roperl y in 
public. Table etiquette is basically the 
same in eating places as at h ome. 

Polly, do you know, Sam? 

Th e boy us ua ll y orders for both 
after he asks her preference. A con
sid erate girl will order food that isn't 
too expen sive. If a woman or g irl 
stops at the table to talk to either the 
girl or boy, he ri ses and remains stand
ing as long as she is standing. Of 
course, the newcomer should be care
ful not to stay too long. 

To s ignal the waiter, t he boy waits 
until the waiter looks hi s way. Then 
he indicates to the waiter that he 
wants attention. Never ca ll out or 
rap on a g lass or t he table. Criticism 
of food a nd service is a lways very 
much out of place. 

Taking a Trip 

When boys and girls travel on a 
tra in or bus they should h ave a quiet 
manner and be in conspicuous in dress 
as well as behavior. T a lk in a low 
voice that wi ll not disturb or attract 
the attention of others. Plain dark 
clothes are s ui tab le for travel for 
girls as well as boys because dark 
clothes will not sh ow soi l r eadily. It's 
smart to travel light. With ca r eful 
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plannin g a small ca;,e will ca rry a ll 
yo u'll need for most tr ips . N eve1· 
bl ock t h e ai s le. lf a t rain or bu s is 
crowded, do not take more than yo ur 
sh a r e of th e spa ce by putting your 
wraps or bags on a n adj oi nin g seat. 

If you are tra ve ling on a Pu llma n, 
th e person who has the lower berth 
has the privilege of s itting in t h e seat 
that faces the front of the train. 

Th e good traveler seems unaware of 
discomforts arid gr ac iou s ly accepts the 
se r v ices furnished. 

Service in t h e dinin g ca r is the same 
as in any good hotel or resta urant. 

At a Hotel 
It is wi se to write i n advance for a 

reser vati on . St a t e the date and time 
of yo ur a rrival a nd the kind of room 
and approximate price yo u want to pay 
as, "Singl e room with bath at minimum 
rate". 

Wh en you enter the hotel , the bell 
boy will take your bags an d place t hem 
nea r the desk. You will go t o t he desk 

Mary Brown, Columbia, Mi sso uri. 

to r eg ister. You will te ll the d esk 
d e rk , t hat yo u had written fo r a re se r 
va ti on . H e w ill give yo u a la 1·ge s heet 
or a card to s ign . The desk c lerk will 
g ive the key to t he be ll -boy, who w ill 
take yo ur bags and shovv you to your 
room. Be ready to tip him 10 to 25 
ce nts depending upon the amount or 
weight of yo ur luggage. As yo u go up 
in the elevator, face the door. Boys 
wil l remove th eir hats in the hotel 
elevato r if women are presen t. 

A lways kee p the door of yo ur room 
Jocked whether yo u a re in or out. Wh en 
leaving th e r oom turn out the .li g hts , 
lock your door and leave the key at 
th e desk. T ell the operator your floor 
number when you enter th e elevator. 
The key will help yo u in doing t his . 
Th e fir st num ber or numbers on yo ur 
key will be your floor number. For 
instance , th e number 1462 wil l mean 
14th fl oo r with 1462 your room number. 
Th e room will have a t e leph one. If 
you need f urth er ser vices, ca ll the 
desk if it's a large hotel. Extra 
services r eq uire extr a tips. Th e te le
phone ca ll s, if to peopl e outs ide the 
hotel, wi ll be charged to yo ur room 
number. Th e d esk will ca ll yo u in the 
morning if you r eq uest it. 

Do not entertain ca ll ers in your 
room. Every hotel has a lounge where 
you may meet yo ur fri ends. 

When you leave the hotel , pay your 
bill at the ca shier's window and leave 
your key. 

When You Are a Guest 
Wh en invited to be a guest in a home 

01· e lsewh er e accept promptly and en
thu siast icall y. Let them kn ow that 
you a r e plea sed to acce pt. Arrive at 
the time s uggested by the hostess . 

If you are invited to a home in an
other town or where you will be stay
ing a few days, Jet them know the day 
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and hour yo u will arrive. Th e n be 
s ure to get th e r e at that time. T ake 
everything as c loth ing, com b, cos
meti t:s, writing paper, s tamps, ek. you 
wi ll need. 

Keep you !' room neat and orde!'ly 
and your belongings in your room. Be 
up and dressed in time for breakfast 
and on time for other mea ls . Do not 
monopolize the bathroom. Be careful 
not to keep anyone who is ru shing to 
get ready for work or school out of the 
bathroom. 

H elp the fami ly in any way you can 
but if th ey do not want assistance, 
keep out of t h e way. If you need to 
press you r cloth es be sure to ask your 
l~ostess if and when you can p!'ess. 

Remember at all times that yo u ha ve 
two hostesses , your fri end and her 
moth er . Be friendl y and courteous to 
a ll olde r peop le in the home. 

If you have invitations while there, 
a lways ta lk them over with your 
hostess befo re you accept or dec line. 
1f yo u defin ite ly know that there is 
som eth ing else she very much wants to 
do at that time declin e without saying 
anything to her . Usua ll y you wi ll not 
accept an invitation when your hostess 
is not incl uded. 

Be tho ughtfu l of yo u!' hostess at a ll 
times . Of course, you will not get l ip-

Be prompt with "thank you" notes. 

stick on her towels or napkins. Yo u 
wi l l not leave a pe r sona l te lephone bi ll 
for them to pay. Nor wi ll you leave 
some of your belongings to be for
warded to yo u. Be sure to thank them 
for the ir hospita lity when yo u a re 
leav ing. 

It is not wise to stay beyond t he 
time stated in the invitation . It is 
bette r to have them sorry to see yo u 
go than to wear out your we lcome. 
\~rite a sincere "thank yo u" note t o 
the hostess (or to each of the hos
tesses) within a week after the visit. 
It is though tful, but not necessa ry, to 
send the host a nd hostess some sm a ll 
gift. 

III. YOU R 4-H COURTESY P ROGRAM 

Courtesy is inc lu ded in the 4-H club 
p r ogrnm to he lp gi rl s and boys acquire 
the ease and se l f assu r ance that comes 
from a s in ce re interest in peop le and 
confidence in us ing good manne1·s. 

Muc h additiona l information can be 
fo und in etiquette books and in maga
zine arti cles. 
Girls and Boys Can: 

Vote on courtesy s ubject s to be used 
at 5 or more meetings. 

An sw e!' ro ll c~ ll with courtesy sug
ge,.t ions (Page 18) . 

Give demon st rations at the club 
meeti ngs (Page 18) . 

Di vide in to small g roups and try out 
the things that were demon stl'ated. 

Have question box at meet ing whe n 
members put in one or mo re questions 
th e~' wou ld l ike to have answered. 

Have short ta lk and di sc ussion on 
"\Vhy I want to be co urteous". 
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Have a coffee hour for parents, 
women's club or community; have a 
Mothers Day Tea; or some other en
tertainment for parents and use the 
best courtesies you know. 

Improve 5 or more habits such as, 
using knife, fork and spoon properly 
or introducing people nicely. 
Leaders Can: 

Encourage all members to do cour
teous things, and be sure to recognize 
the things they do, if only with an 
approving look. 

Emphasize the good qualities of the 
members. 

Give constructive suggestions to a 
member alone. 

Watch carefully that no personal 
criticism of another member is given. 

Suggestions for Roll Call 
Why I want to be courteous. 
One courtesy to use at home. 
One courtesy to use at club meet

ings. 
One habit I am trying to change at 

school. 
One thing I like to have others do 

for me. 
One habit I have changed. 

Some Things to Demonstrate 
Thanking a hostess and saying 

"Good night". 
Greeti ng your guests on arrival. 
Saying "good-by" to departing 

guests. 
Introducing yourself to another. 
Introducing a fri end to your mother. 
Introducing two boys. 
Introducing a guest speaker. 
Assisting a girl into a car. 
Telephoning a friend. 
Answering the telephone. 
Telephoning for a date. 
Asking a girl for a date. 
Helping a girl with her coat. 
Seating a girl at a table. 
Asking permission to leave the table. 
Knocking at your mother's bedroom 

door. 
Using your knife, fork and spoon. 
Using a teaspoon or soup spoon. 
Taking and eating bread. 
Eating a salad. 
Passing dishes at the table. 
Walking with a girl on the street. 
Girl and boy entering a show. 

Girl making purchases at a store. 
Entering a public dining room. 

Courtesy is such a lovely word, 
Whether it m eans a graceful little bow 
01· even better, as w e use it now, 
A gra.cious act by love for others stirred. 
Courtesy is lovely, deed and word! 

- ANNE C LEVELAND CHENEY 

UNIVERSITY OF MISSOURI COLLEGE OF AGRICULTURE AND THE UNITED 
STATES DEPARTMENT OF AGRICULTURE COOPERATING 

J. \'A.l. D URCH, Dir("'ctor, Agricultural Extens ion Service 
Distributed in furtherance of the Acts of Congress of May 8, and June 30, 1914 


	circ093p001
	circ093p002
	circ093p003
	circ093p004
	circ093p005
	circ093p006
	circ093p007
	circ093p008
	circ093p009
	circ093p010
	circ093p011
	circ093p012
	circ093p013
	circ093p014
	circ093p015
	circ093p016
	circ093p017
	circ093p018

