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INTRODUCTION

During the past few years, we have become engulfed in a tidal wave of technology. It has greatly accelerated the speed of communication, given instant access to data, and made life more convenient. At the same time, society has been drowning in a sea of information overload and time pressure that often results in rudeness and incivility.

Every year the National League of Cotillions teaches etiquette, social skills, and character education to thousands of students of all ages—from pre-kindergarten to adults. In the process, we have learned that courtesy must extend far beyond face-toface encounters. For example, what you say in a text message or a voice mail reflects your personality as much as a handshake. As you will discover, manners are equally as important as machines.

The topics of this book are presented in a question-answer format:



	❖ When is using a cell phone inappropriate?

	❖ What should I do if it is absolutely necessary to take incoming calls in a public place?

	❖ What limits should be placed on the use of a home computer by family members?

	❖ Are there specific courtesies when using video and digital cameras?

	❖ How can I help keep my cell phone from disturbing my schedule?

	❖ What courtesies apply to Instant Messaging and “buddy lists”?

	❖ What guidelines should be observed when replying to an e-mail message?

	❖ What is the correct way to answer a phone call at home?

	❖ What are the “Seven W’s” of taking phone messages?

	❖ What electronic courtesies are expected on airplanes and in restaurants?

	❖ What rules should be established for music in the home?

	❖ What is considered good etiquette for leaving messages on someone’s business voice mail?

	❖ Is there a gracious way to shorten a call? And how should it be concluded?

	❖ What are the basic rules to follow when faxing?

	❖ Should children have their own telephones?


You will find answers to these questions, and more.

The final chapter presents a parent-child guide to electronic etiquette—including the use of home computers, phones, music, DVDs, digital games, and more. We emphasize the importance of setting boundaries for children at an early age. The principles you establish are building blocks that will shape their character and attitude for a lifetime.

It is our sincere desire that this book will help you, your family, and your associates keep the focus on good manners and courtesy in this electronic age.

—Charles, Anne, Elizabeth Anne, and Charles Winters II.

WHAT IS CONSIDERED GOOD ETIQUETTE FOR LEAVING MESSAGES ON SOMEONE’S BUSINESS VOICE MAIL?





—ONE—

CELL PHONE COURTESIES

Professional golfer John Cook was about to taste victory. He was tied for the lead on the seventeenth hole of the Sony Open at the Waialae Country Club in Honolulu, Hawaii.

Then, on his backswing at the par-three hole, a cell phone began to ring near the tee box. The sound distracted Cook, and the shot ended up in a bunker near the green. Clearly upset, the 10-time winner on the PGA tour grumbled, “Ahhhhhh! Whose cell phone?”

Cook bogeyed the hole and lost the tournament to Jerry Kelly by one stroke. Instead of a $720,000 payday, his second-place finish reduced his winnings to $432,000. That was an expensive cell phone call!

Even more disturbing, as one witness recounted, “The thoughtless spectator answered the phone and started talking!”

For better or for worse, the rapid proliferation of wireless phones has revolutionized the way people communicate with each other. They not only keep individuals in constant contact, but also are invaluable in emergencies.

Over half of the people in the United States use cell phones daily. Parents keep in touch with their children and executives talk with their fast-paced associates.

Unfortunately, many users of mobile phones have developed habits that have been described as rude, ill-mannered, and discourteous. Some medical doctors are reporting cases of “cell phone rage” that have resulted in black eyes and broken bones.

Today, an increasing number of restaurants have established “cell-free” zones. In Europe, many trains have phone-free sections.

The National League of Cotillions has established the following ways to master productivity and politeness when using your cell phone.

STAY SAFE

Be alert and use your wireless phone to help others in emergencies. According to the Cellular Telecommunications Industry Association (CTIA), cell phones are used approximately 100,000 times every day in the U.S. to dial 911 and other emergency numbers. They help to save lives and to report other dangerous situations.

How can one have a safer cell phone experience while driving?

A Toronto study reported in the New England Journal of Medicine found that the risk of an automobile accident quadruples when talking on a cell phone. The distraction caused by the device has been named by Harvard University’s Center for Risk Analysis as the reason for a half million crashes and over 2,600 highway deaths each year. As a result, most states have some type of law and/or restriction regarding mobile phone use while operating a motor vehicle. New York was the first state to totally ban cell phone use by drivers. Many other states have followed in their footsteps. To find the policy in your state, visit: www.ghsa.org/html/stateinfo/laws/cellphone_laws.html.


THE NATIONAL LEAGUE OF COTILLIONS HAS ESTABLISHED THE FOLLOWING WAYS TO MASTER PRODUCTIVITY AND POLITENESS WHEN USING YOUR CELL PHONE.


You show consideration for others when you take responsibility for the manner in which you use a wireless phone while driving.

You will stay much safer and show respect by following these important rules:



	❖ Inform the person you are speaking with that you are driving (in case you are disconnected).

	❖ If you must talk while driving, use voice-activated dialing, an earpiece, and a clip-on or sun visor microphone. Better yet, have a hands-free phone installed in your car by a professional.

	❖ Don’t try to put your earpiece on while driving.

	❖ Make it a habit to find a safe place to stop before dialing (unless you have voice-activated dialing).

	❖ Keep your hands on the wheel and your eyes on the road.
MAKE IT A HABIT TO FIND A SAFE PLACE TO STOP BEFORE DIALING (UNLESS YOU HAVE VOICE-ACTIVATED DIALING).



	❖ Remember that changing lanes and tapping a cell phone keypad are not compatible.

	❖ Know your phone well enough to activate it quickly.

	❖ Use speed dialing (or one-touch redial) whenever possible.

	❖ Never take notes or look up phone numbers while driving.

	❖ Suspend calls in heavy traffic or during hazardous weather.

	❖ Avoid stressful phone conversations while driving.

	❖ Never use your phone in congested traffic areas.


Better yet, follow the advice of a bumper sticker distributed by a radio station: “Drive Now, Talk Later.”

If you find it necessary to use your phone while driving, make it a habit to get in your car, buckle up, and prepare your voice-activated phone, earpiece, or hands-free device before starting your engine.


In addition to driving, are there additional safety issues involved with cell phones?

Never attempt to use a cell phone while on an airplane since it can cause interference with sensitive radio transmission. The exception, of course, is if there is a situation that needs to be reported to officials. Also avoid using your phone in hospitals —especially near an emergency room or surgery area. It may affect patient monitoring devices and even heart pacemakers.


NEVER TAKE NOTES OR LOOK UP PHONE NUMBERS WHILE DRIVING.




SHOW RESPECT

Is it impolite to use your cell phone in the company of associates or friends?

When you take a call in the presence of a special client or personal friend, you are communicating, “You are secondary—the caller is more important than you.”

If you are expecting an important call, let the person know in advance, and excuse yourself before taking the call, which should be kept very brief. If the conversation requires longer than one minute, arrange for a more convenient time to complete the call. Also:



	❖ Avoid calling someone on his or her cell phone without prior permission. Remember, that person is paying for incoming calls.

	❖ Do not receive a call when someone has an appointment with you—or when you have guests. It’s rude!

	❖ Remember to charge your batteries. It is not polite for a conversation to be interrupted due to low power.
AVOID CALLING SOMEONE ON HIS OR HER CELL PHONE WITHOUT PRIOR PERMISSION. REMEMBER, THAT PERSON IS PAYING FOR INCOMING CALLS.



	❖ Never use a cell phone on a date. It shows disrespect to your companion. Turn off the phone unless you are expecting an emergency call.

	❖ Don’t ignore the waitperson in a restaurant or a retail clerk because you are using your cell phone. You are infringing on that individual’s valuable time.

	❖ If you are on a speaker phone, always inform the person you are talking with. It respects their privacy.


Parents, if your children are involved in sporting events, give them your full attention. This is not a time to conduct business or chat with friends. Give your children the respect they deserve.

And one more note of caution: Don’t be the person who talks in a noisy room with his or her finger in one ear—then reaches out to shake hands with an associate! It is unhygienic.

NOTE: When you are in a public place, it is polite to answer your phone as soon as possible in order not to disturb those around you.



HONOR PRIVACY

Why don’t people understand that I would prefer not to overhear their cell phone talk?

People are often embarrassed when they hear one-sided conversations regarding health issues, family problems, or business deals.


IF YOU ARE ON A SPEAKER PHONE, ALWAYS INFORM THE PERSON YOU ARE TALKING WITH. IT RESPECTS THEIR PRIVACY.


Honor the privacy of others:



	❖ Never call during mealtimes, early morning, or late at night.

	❖ Do not make important business decisions from a cell phone in a public place.

	❖ Golf courses and sporting events are places to get away from business. Turn off your phone.

	❖ Always assume that someone may eavesdrop on your conversation.


In a public restroom, a gentleman dialed a cell phone number and, in a loud voice, asked, “Hi, how you doing?” The person in the next stall responded, “Just fine, thank you!”



SPEAK QUIETLY

Why do people tend to speak loudly while using a cell phone?

Many individuals fail to realize that a mobile phone is a high-tech instrument that will operate properly even if you speak in a lower than normal voice tone.


	❖ Don’t yell! Let the phone do the work.

	❖ Turn your incoming audio volume to maximum. When you hear well, you will speak softer.

	❖ Learn to use text messaging (discussed later in this chapter and in Chapter Three).
ALWAYS ASSUME THAT SOMEONE MAY EAVESDROP ON YOUR CONVERSATION.



	❖ Never call attention to yourself—by a loud ring, or a loud voice.

	❖ If you are required to use your cell phone for a conference call, speak from a quiet location—never from a noisy atmosphere. You’ll end up talking too loud.

	❖ Do not use your phone while eating a meal. Can you imagine what you sound like talking and chewing food at the same time—even with a hands-free microphone?

	❖ Never allow people close by to overhear your conversation.

	❖ Never use a rap/pop song as a ringtone. You will be embarrassed if inappropriate lyrics blare from your purse or desk while your boss is near. Choose a classic, non-annoying ring. Select a volume appropriate for the setting. Do not leave the volume on max while you are indoors.




DON ’T DISTURB

Recently, during a Broadway performance, an actor stopped the show when a cell phone rang and the patron began speaking. He asked the person to leave the theater and there was a standing ovation.


DO NOT USE YOUR PHONE WHILE EATING A MEAL. CAN YOU IMAGINE WHAT YOU SOUND LIKE TALKING AND CHEWING FOOD AT THE SAME TIME—EVEN WITH A HANDS-FREE MICROPHONE?


When is using a cell phone inappropriate?

In social and business situations, remember to turn off your phone. There is no rule that says you must constantly be “on call.” Ask yourself, “Will my conversation disturb others?”

Never place or receive a call, or allow the phone to ring or beep, during a meal, meeting, religious service, wedding, or funeral. Be sure to turn your phone off, or switch to “vibrate,” when in the theater, doctor’s office, elevator, museum, library, or public restroom.

Some business firms are now asking clients to check their cell phones at the reception desk. And many school districts have rules that ban cell phones from the classroom. (They must be kept in lockers.) If parents need to reach their child at school, they should call the principal’s office. Always be aware of your school’s current cell phone policy and respect that decision.

Most courtrooms require that all cell phones be turned off.


	❖ Explain in advance if you must answer your phone while in a social or business situation. Ask the caller to hold, then excuse yourself and exit the room before continuing the call.

	❖ Use the vibrate feature whenever possible.

	❖ If your phone is set on “ring,” try to answer at the first sound.

	❖ Set the ringtone at its lowest level.


EXPLAIN IN ADVANCE IF YOU MUST ANSWER YOUR PHONE WHILE IN A SOCIAL OR BUSINESS SITUATION.


Willie Brown, the former mayor of San Francisco, said, “The single most offensive thing you can do is come to a meeting with your cell phone on.” A person witnessed a seminar participant actually crawl under a table to answer a call.



AIM FOR SILENCE

Take every precaution to make sure your phone is not aggravating others.

Im sure you have heard a cell phone ring and have seen three or four people reach for their phones. The sound of the incoming call and the noise of the conversation can be annoying. This is why mobile units are being banned in so many places.

One organization set this rule: “The person whose cell phone goes off first buys lunch for the group!” People got the message.

It is difficult to find peace and quiet when wireless phone users are nearby.


	❖ When people are present, use silent or vibrating options—or press “Power off.”

	❖ Caller ID allows you to see the caller’s name and number before deciding whether you should excuse yourself and take the call.

	❖ Become fully acquainted with the call forwarding and voice mail features of your phone.
CALLER ID ALLOWS YOU TO SEE THE CALLER’S NAME AND NUMBER BEFORE DECIDING WHETHER YOU SHOULD EXCUSE YOURSELF AND TAKE THE CALL .



	❖ Screen every call and when in the presence of others only answer in an emergency.

	❖ If you don’t plan to take calls, turn the unit off. It is distracting to let the phone ring and ring and ring.

	❖ Some professionals—such as medical doctors—must have their cell phones or beepers on at all times. They should use the silent options and seek privacy to take calls.




KEEP YOUR DISTANCE

How far should I move away from people before making a call?

Good manners require that you move to a location where others cannot hear your conversation. This is usually at least ten to fifteen feet away. Better yet, find a space that is totally private. If this is not possible, wait to make or take calls.

Also, when standing in an ATM line, back away from the person in front of you before using your phone.



GIVE AN EXPLANATION

What should I do if it is absolutely necessary to take incoming calls in a public place?

IF YOU DON’T PLAN TO TAKE CALLS, TURN THE UNIT OFF. IT IS DISTRACTING TO LET THE PHONE RING AND RING AND RING.


If you must keep your phone on, explain the reason to those around you. Say, “I am expecting an important call. I hope you will understand.”


	❖ If at a conference or a restaurant, sit near an exit.

	❖ Place your phone on vibrator mode.

	❖ Leave the room to take the call.




MANAGE YOUR TIME

How can I help keep my cell phone from disturbing my schedule?

Far too many people allow incoming calls to take precedent over almost every activity. It decreases their productivity and constantly disrupts their day. Here’s how to avoid such problems.


	❖ Whenever possible, use voice mail for incoming calls and return them at a convenient place and time.

	❖ Keep your call time short.

	❖ To decrease the number of incoming calls, do not give your cell phone number out freely.

	❖ In your office, take calls at your desk, not while walking up and down the halls.

	❖ Always let the other party know you are calling from a cell phone, in case the service is disrupted.
WHENEVER POSSIBLE, USE VOICE MAIL FOR INCOMING CALLS AND RETURN THEM AT A CONVENIENT PLACE AND TIME.



	❖ Set aside specific, scheduled times to return calls on your voice mail.


Remember, you will be more productive by knowing the features of your phone. Practice the art of emergency use. Learn how to quickly access silent modes, voice mail, and more.



DON ’T BE A SHOW-OFF

Why do some people use their cell phones to look and act important?

It’s sad but true that some individuals actually ask people to call them—so they will look important. I’m sure you have seen those who have two or more electronic devices strapped to their belt. Hopefully, they have a good reason.


	❖ Never use a cell phone to impress others.

	❖ Don’t try to dazzle people with your multitasking abilities.

	❖ Don’t wear your earpiece when not on the phone.

	❖ Never place your cell phone on a restaurant table.

	❖ Your phone is not a status symbol. It is merely a tool for communicating!


Also, unless you are a child, don’t use novelty rings. No one likes to hear “Mary Had a Little Lamb” or “The Minute Waltz” blaring from your phone!

DON’T TRY TO DAZZLE PEOPLE WITH YOUR MULTITASKING ABILITIES.




TEXT TELEPHONES

Every minute of every hour, millions of messages are being exchanged between wireless phones—not voice memos, but typed words that appear on tiny screens: “B HOME 7:30” or “CU TOMORROW.”

The concept is not new. Text telephones were invented in the 1930s and were popular with journalists who could feed their stories directly to newspaper editors. Then, in the 1960s, Robert Weitbrecht, a deaf scientist, created a teletypewriter that allowed the hearing-impaired to communicate on existing telephone networks.

Today, instead of bulky units, we type on little handheld keyboards and retrieve messages on our beepers or wireless phones. Current script designers added the feature more as a novelty rather than a serious option. Now it has become an essential part of communication.

Text telephones (first in Europe and Asia, then the U.S.) began with personal use, but many in business and government find them extremely valuable. For example, airlines use them to relay flight information to gate agents.

Why has the short message service (SMS) text system become so popular?


	❖ It’s inexpensive, using less airtime than a voice call.
TODAY, INSTEAD OF BULKY UNITS, WE TYPE ON LITTLE HANDHELD KEYBOARDS AND RETRIEVE MESSAGES ON OUR BEEPERS OR WIRELESS PHONES.



	❖ It’s convenient—forget about busy signals.

	❖ It’s discreet—you can send and receive messages at times when it is not appropriate to talk. For example: at sports events, on public transportation and at restaurants.


Cell phone text services deliver news, stock quotes, sports scores, and you can add literally thousands of applications—called “apps.”


What abbreviations are acceptable when sending text messages?

Because the message being sent and received is limited (usually 160 units including spaces), people have become quite original in creating shortcuts.

In Chapter Three you will find symbols and abbreviations used in e-mail, but text messaging is creating a language all its own.

Since a single button on a cell phone numeric keypad has three or four letters, you may have to press more than once to enter the letter you need. Check the “T9 word” option. This allows you to type ABC characters. For example, if you want to say “Hi” you would hit 4 twice for the “H” and once more for the “I.” Go to “options” on your cell phone or check the manual.

It only makes sense to press as few strokes as possible—that’s why abbreviations seem so necessary.

CELL PHONE TEXT SERVICES DELIVER NEWS, STOCK QUOTES, SPORTS SCORES, AND YOUY CAN ADD LITERALLY THOUSANDS OF APPLICATIONS—CALLED “APPS.”


Here are just a few examples of how people shorten their words and sentences:







	ATB
	-
	All the best.


	B
	-
	Be.


	BTW
	-
	By the way.


	ENUF
	-
	Enough.


	IN or N
	-
	Replaces “ing” word endings. For example: CALLN or DOIN.


	IM
	-
	I am.


	IMS
	-
	I am sorry.


	INO
	-
	I know.


	J4F
	-
	Just for fun.


	MI
	-
	May I?


	MIP
	-
	May I please?


	NE1
	-
	Anyone.


	NOM
	-
	No, Ma’am.


	NS
	-
	No, Sir.


	PC
	-
	Please call.


	PME
	-
	Pardon me.


	R
	-
	Are.


	XLNT
	-
	Excellent.


	YM
	-
	Yes, Ma’am.


	YR
	-
	Your.


	YS
	-
	Yes, Sir.



“N” REPLACES “ING” WORD ENDINGS. FOR EXAMPLE: CALLN OR DOIN.


In many cases, numbers replace words. For example, the number “2” replaces “to” or “too.” You may enter 2DAY instead of “today.” And 2G4U is used for “too good for you.” The number “8” is used when a syllable sounds like “ate.” L8ER means “later.” GR8 means “great.” W84ME is used for “wait for me.”

When two people use mobile messaging to communicate with each other over long periods of time, their keystrokes become shorter and shorter—yet the communication remains clear.

A note of caution: When you purposely misspell you not only look ignorant, but it creates a bad habit. Examples are:


Kewl/Kool = Cool 
Luve/Luv = Love 
Skewl = School 
Lyke = Like


Also avoid intentional capitalization errors. For example: WhEN pEopLE TyPe LiKe tHis, iT DriVEs ThEir rEAdEr InsANE!



THE NATIONAL LEAGUE OF COTILLIONS OFFICIAL RULES OF CELL PHONE ETIQUETTE


	❖ Stay safe. Before starting your engine, prepare your hand-free devices (voice activated dialing, earpieces, and clip-on microphones) to be used while driving.
IN MANY CASES, NUMBERS REPLACE WORDS. FOR EXAMPLE, THE NUMBER “2” REPLACES “TO” OR “TOO.”

Better yet, park your car before making or taking calls.

	❖ Show respect. Those you are with should always take precedence over a call.

	❖ Honor privacy. Never place calls during mealtimes, early morning, or late at night.

	❖ Speak quietly. Keep your voice volume low. ❖ Don’t disturb. Never place or receive calls during a meal or meeting, or in a church, theater, court room, or public event.

	❖ Aim for silence. When others are present, use silent or vibrating options, or turn off the phone.

	❖ Keep your distance. Move to a location where others cannot hear your conversation.

	❖ Give an explanation. If you must keep your phone on, explain the reason to those around you.

	❖ Manage your time. Whenever possible, use voice mail for incoming calls and return them at a convenient place and time.

	❖ Don’t be a show-off. Never use a cell phone to impress others.
DON’T DISTURB. NEVER PLACE OR RECEIVE CALLS DURING A MEAL OR MEETING, OR IN A CHURCH, THEATER, COURT ROOM, OR PUBLIC EVENT.









End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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