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Teaching Materials:

Duration:

Learning Objective:

 Raising an awareness of
what manners and good
impressions are and how
Worksheet of Examples
10-15 minutes
they affect relationships
with supervisors, coPerformance Evaluation
20- 30 minutes
workers and customers.
Setting and Method: Classroom instruction, personal reflection, class discussion
PowerPoint for discussion
items

20-30 minutes

Lesson Summary for Instructor:
The ultimate goal of this lesson is for students to understand how their actions affect
others’ impression of them. Using good or bad manners are a very clear basis for others
to base their opinions. We may not intend to be rude or dismissive, but small choices,
like not saying “hello” when another person greets us, can have long lasting
consequences in terms of how reputations are formed.
This lesson will have some opportunity for discussion about how we make judgements
about other people as well as how judgements are made about us. Students will also
have opportunities to practice with one another in small groups about how to make
good impressions and how to make deliberate choices when to display good manners.
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It is recommended to read the paragraphs together in class and open this up to some class
discussion. As a way to emphasis the importance of this discussion, ask the class why they think
manners impact another person’s impression of us.
An example that can be given to the class is to demonstrate what their class would look like if
you, as the teacher, did not use manners toward the students. When you demonstrate some
ways the class would look differently if you did not use manners in the classroom, ask the
students how they would feel about the class and about you as their teacher.

Manners Matter! (Making Good Impressions)
Chances are, nobody will ever care about your career more than you do—except,
possibly, your parents or teachers. This means YOU have to take responsibility for your own
career, which also means taking responsibility for your own choices.
The reputation you have at work will follow you, so make it a good one. Make sure you are
leaving your boss with a good impression of you so that when you change
jobs, he/she will make sure to give you a good recommendation and will tell
your next employer that he/she is sad to lose you. Also, the impression you
make on your boss could affect pay raises, promotions, and other
employment benefits.
MANNERS are how you act when around other people—they can be good or bad. An
IMPRESSION is how your actions have made another person feel about you and/or how they
remember you. Your manners directly impact the type of impression you leave on another
person. Examples of good manners include more than just saying ‘please’ and ‘thank you’.
Actions such as using appropriate eye contact and waiting for another person to finish speaking
before you do are examples of good manners.
Many people—adults and youth alike—consider their moods or
personal lives to decide whether or not to have good manners. How
many people do you know have said they didn’t sleep well the night
before, or had a fight with a family member, so they just aren’t in a
good mood and you should just leave them alone. That might be fine
when at home and asking for personal space, but when you are in a
school or employment setting, what happened in your personal life
isn’t an excuse to lose manners and common courtesy.
Remember, the customer that comes through the door, or the supervisor that is watching you
do your job, only know you by the behavior that you display and the manners that you use.
MAKE A GOOD IMPRESSION!
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Sample Answers: The assigned task below of developing a list of good and bad manners
may either be done as an individual or class activity.

Manners Matter!
Brainstorm and make a class list of examples of good and bad manners. Then,
discuss that list and how some of the manners listed would make impressions on
other people.

Good Manners
1. saying please and thank you
2. apologize when doing something wrong
3. not taking other’s things
4. not interrupting when others are speaking
5. saying “excuse me” when needing
someone’s attention or when accidentally
bumping into another person

Bad Manners
1. using cell phone when someone is talking to
you
2. walking away from someone before they
are done talking
3. swearing
4. not asking permission to use someone’s
belongings
5. not acknowledging someone who has
greeted you or asked you a question

6. Writing thank you notes for interviews,
special privileges, gifts, etc.

6. gruff or annoyed tone of voice

7. making eye contact when meeting
someone or when speaking with someone

7. talking about or laughing at other people

8. pleasant words and tone of voice when on
making or receiving phone calls
9. acknowledging or responding when being
greeted or spoken to
10. not acting bored, even when you are

8. walking by someone who obviously could
use some help
9. walking in an office or room without
knocking first
10. rolling your eyes when you disagree with
someone
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Manners Matter!
Brainstorm and make a class list of examples of good and bad manners. Then,
discuss that list and how some of the manners listed would make impressions on
other people.

Good Manners

Bad Manners

1.

1.

2.

2.
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10.
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Think abouT This….
How are YOUR manners?
When you are at school, do you say “hello” to your teachers when you walk in
the classroom?
When you bump into someone in the hallway, do you say “excuse me”?
This exercise is for you to evaluate yourself and how well you communicate a
good impression of yourself to others. You are going to step into a role of an
employer for a few minutes and write a performance evaluation of yourself in
customer service skills. This is one of the areas an employer will be using to
decide if they think you are a good employee or not.
Performance evaluations are a tool for employers to let their employees know
how they are doing on the job. There are many areas a person might be
evaluated on: technical knowledge, communication skills, and customer service
skills are a few.
You are going to get a chance to fill out an evaluation on yourself from an
employer’s point of view regarding your customer service skills. Manners are a
big part of having effective customer service. Customer service skills, including
the manners you demonstrate with co-workers and customers are an area that
an employer would evaluate you as an employee.
An Employment Performance Appraisal is a form that an employer
fills out to let you know how you are doing on the job—good and
bad.
In a few minutes, you will be your own employer, and you will
decide what you do well in making good impressions and using good manners,
and what you could improve on.
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Take a look!
Here is an example performance evaluation done by the Tooth
Fairy’s employer. You can get a feel for what she does well and
what areas she needs to work on in the area of customer service.
What do you think?

EXAMPLE Customer Service Employment Performance Appraisal
has demonstrated fair
customer service to our
clients this year. When he/she sees a customer that looks like they need help, generally will ensure
that she, or someone else, is available to help . Some of the qualities that
uses to
communicate a good impression to our customers are:
Consistently attends work & does not complain about her night time hours
Smiles and shows her perfectly white teeth at others when passing by
Maintains a sense of professionalism when faced with bad hygiene

We have been pleased with
’s customer service at our business this year, but there are
areas we would like her to continue to work on to become one of our most valued employees.
can continue to improve by working on or taking training in the following areas:
Demonstrate a willingness to appear more in public and not hide in the dark.
Develop a comfort being near adults, not just children.
Discontinue rolling her eyes when entering a messy child’s room and when confronting
any of the other magical creatures that we employ.

While working at our business, the supervisors and co-workers have noticed that

is:

Always on time for work
Willing to modify her schedule as needed
Never uses inappropriate language at work

We are very happy to have

in our employment and look forward to another great year.
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Your Turn!
Think about your own comfort level when interacting with others.
What do you do well? What could you do better? Remember,
this is from the EMPLOYER’S perspective and he/she is going to
want people who have good people skills so their customers will
return and have a positive impression of the business.

What good manners do you use often?

What manners could you use more often
or are uncomfortable using?

What would others say about your
manners (good or bad)?
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