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General Guidelines

Greetings

| It is polite to greet a person you know. However, you don't always have time
.to stop and have a conversation. Just remember to smile as you say hello. A small
wave is also polite. Sometimes you pass the same person a second time on the
same day. You can say “hello again” or just smile.

People in European and English-speaking cultures often shake hands when
they meet someone for the first time.

Close friends often hug when they greet each other, especially after a long
time without seeing one other. Men sometimes give each other a hand shake or a
high-five (touch palms above the head).

Say an appropriate form of hello.

“Good morning " is quite formal. Reply with the same level of formality.

You can use “Hello” with people you don't know, but a more formal
grecting is “Good morning / afiernoon / evening .

You can say “Nice to meet you or “*Pleased to meet you
Using slang in a greeting is typical between close friends. Teens often use

slang when they greet each other. Certain English speaking countries also have
their own popular form of “hello™: *“Howdy ", “Hiya", “Whazzup”, “Yo”.

Friends often say “Hi" to each other. Then they often ask a general question,
such as “How are you? " or “How are things?" or “How's life?”

The reply to these questions is normally positive: “Fine thanks, and you?
“Fine thanks, what about yourself?”, “Not bad.” Or “Can 't complain”, “Not bad”
is a good reply if you don't want to give lots of details. Don't use “very” with
“fine”.

“How do vou do?” is quite formal for British English speakers and the

reply to this question is to repeal the phrase, “How do you do?” (as strange as that
2



may sound!)

At work, one person may have higher status — your boss, or a client, for
example. It's polite to address them as Mr / Ms until the situation becomes more
mformal.

Say “good night” if you won't see the person again during that day / evening.
“Good night” is a farewell (goodbye) phrase. It is NOT a greeting to use at night

time.

A/ A /j
fﬁd{g@%ﬁé ,
ay;
Farewell
Formal goodbyes:

“Goodbye” itself is actually one of the most formal ways to say goodbye to
someone.

“Farewell” is quite formal and very emotional-sounding. It also seems
very final. It's the type of thing that two lovers in a movie might say if they're
never going to see each other again or if you finish school you can say “Farewell to

school”. You probably won't use it often in daily life.

Say “Have a good day” (or “Have a nice day,” “Have a good evening,”
or “Have a good night”) to someone that you're not very close with, like a
coworker that you don't know well, an employee, a customer, or a friend of a
friend.

“Tuke care” is still a little bit formal, but not quite as formal as “Have a
good day.” Use this when you're not going to see someone again for at least a
week.

Casual goodbyes

“Bye” is the most common way to say goodbye in English. You can say “Bye” to
anyone you know, from friends to coworkers to clients. It's common (0 say “Bye”

at the very end of a conversation, even after you've said some of the other phrases
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 lin this list.
Little children say “Bye bye”, and adults say it when speaking to children. When
adults use “Bye bye” with each other, it can either sound childish or sometimes
flirtatious.
You say “See you later” when you're saying goodbye to someone in person. When
you're talking to someone on the phone, you can say “Talk to you later” instead.
| Games

1. Who said that?

Practise opening and closing your eyes with the children then tell them
that one pupil will be chosen to say “Hello” (or any other greetings) in a
different voice, e.g. like a ghost.

The pupils sit in their chairs and the teacher walks around the classroom
among the pupils, who have their eyes shut and repeatedly says “Close your
eyes, please.”

Lightly tap the shoulder of a random pupil to signal that he/she must open
their eyes, look at a character flashcard and say “Hello " in that voice. Say”If I
touch you, say Hello.”

After hearing someone saying “hello” the rest of the class open their eyes

and guess who it was that said it “Who said that?"
Varianis of different voices:
Like a grandmother/Like a little child/Like a man who lost his voice/Like a
lady-killer
2. Formal or informal?

Cut up the handout into mini cards and put them into a bag.

. Every pupil takes a card from the bag and says whether this expression is formal or

informal. The next task for him\her is to explain when we use this or that expression.

Bye See you later
Good morning How are things?
Have a good day Pleased to meet you
| "




See you later ' Talk to you later

3. Monitor the situation
7 pupils get their situation and try to say goodbye\hello in an appropriate way. Other

pupils clap their hands if the answer is correct and stamp their feet if the answer is wrong.

Say goodbye.
You're not going to see someone again for at least a

week
Say goodbye to your coworker that you don't know

well
Say goodbye.

You're never going to see your beloved again.
Say hello.

You pass the same person a second time on the

same day.
Say hello to your boss (the situation is formal).
You're saying goodbye to someone in person.
You're saying goodbye to someone on the phone.
INTRODUCING YOURSELF
Introduction Etiquette General Guidelines

Introducing yourself i

In formal situations, give your first name and surname. In informal situations
give your first name.
“I'm ...” (your first name / first name + surname)
“My name is ..."” (your first name / first name + surname)

Introducing other people

“This is... (name of your friend).”

Give friend’s name and add more information about the person.
“He's a friend of mine.”

“IHe's a friend of my brother.”



“He's a colleague.”
*“She's my cousin.”

Introduce the “less-important” to the “more-important”.

Introduce men to women

If introductions are made between a man and a woman, a woman usually
extends her hand first.

If you are sitting, the proper introduction etiquette is to stand when a person
is being introduced to you.

Women today either remain seated or do a half stand from her seat at the
table, because sometimes the chair is heavy and not easy to move back especially
when a woman is dressed in gown.

Introduce younger to older.

Introduce the more familiar to the less familiar (between friends)

Introduce a single person fo a group




If you are introducing a friend to a group of people, get everyone's attention
first.

How to get everyone's attention: In a formal setting, stand next to the person

to-be-introduced and wait for a while for everyone to turn their attention to you. In

an informal setting, you can just greet everyone saying, "Hey everyone, this is my

friend Joy!"

In a formal setting, you may call names in a group, "Mr Tan, James, Laura,
I'd like you to meet Joy whom I met last week."

"Joy, this is Mr Tan, James, Laura."

Ideally, Joy should walk around extending her hand and say, "Nice to meet
you Mr Tan."

If someone says, "Please call me (Henry)", you know you can use first
names. If someone uses your first name, you can use their first name too.

Games

1. The Name Game

¢ Arrange the students into two teams and sit each team in a circle.

o Tell the teams that they are going to race each other to say everyone's name
in their team.

o Give the first student in each team a ball. The first student begins by saying
their name, e.g. I'm Peter.

o The first student then passes the ball to the second student.

¢ The second student repeats the first student's name and then adds their own
name and more information about the person, e.g. His name is Peter, he is a
friend of mine and I'm Kate,

¢ The second student passes the ball to the next student.
¢ The next student continues on the same pattern.

¢ This continues until all the names have been said.



People can carry on the game with other personal information, e.g. age, height,

hobbies etc.
2. Trip to the Moon

The aim of the game is for students to join a trip to the moon. Tell the pupils
that you are a spaceship captain and you are going to travel to the moon. You want
some students to join you, but each student must bring something for the trip.

To begin the game you say, “I'm the captain of a spaceship. I'm going on a
trip to the moon. Who wants to g0 with me and what are you going to bring?”

Then, write the following sentence on the board for the students to follow:

My name is and I will bring a/an/some

The students who are allowed to go are the ones who will bring something
that begins with the first letter of their name. However, you don’t explain this to
the students. 1t’s up to them to work it out!

The first student then stands up and says, "My name is and I will
bring a/an/some .

If the item doesn't match the first letter of their name, you say, "l'm sorry,
you can't go." Then, you move on to the next student.

If a student manages to work it out or accidentally says an item matching
with the first letter of their name, you accept them on board and write their name
on the board.

Eventually, most of the students will understand the game when they see that
some of the students are allowed to go.

3. Role play
Stick to the situation and act out dialogues. Mind etiquette general rules and
nonverbal communication

( T |

'[ Age: 26 1 Age: 30 '
Sex: Female Sex: Male

\ Situation: you  dre Situation: you want

| sitting at the table Hto get acquainted with a

\ famous authoress sitting at

‘ the table
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Situation: you are late for | Situation: you would like to
the party, apologize and introduce a late friend to a
introduce yourself group  of  people in
an informal setting

Age: 14 Age: 15
Sex: Female Sex: Female

Age: 27 Age: 30

Sex: Female Sex: Female

Situation: you are late for | Situation: you would like to
the  meeting, introduce introduce your colleague to a
yourself and get acquainted | group of people in a formal

with other collegues setting
Age: 20 Age: 25 T
Sex.: Female Sex: Male

Situation: you would like to | Situation: Your friends are of
get acquainted with friends | different age. Mike is 30.
of your brother, ask him to Peter is 17. Introduce them
introduce you to them. to your 20 year old sister.

ASKING FOR AND GIVING PERSONAL INFORMATION ABOUT

SOMEONE /ﬁ\
O ade

Which topics are best avoided for small talk?

You may need to be careful when you talk about some topics, especially
with people that you've only just met, people who are older than you, people who
appear to have strong religious or political views, or people who may have some
personal problems or sensitivities. For example, be cautious if you discuss these
subjects:

o Age, cg “How old are you?”
¢ Appearance or weight, eg. ““You seem 10 have put on some weight”

i




¢ Personal gossip about somebody you know

o Jokes that might offend (especially sexist or racist jokes)

¢ Money, eg. “How much do you earn?”

e Previous or current relationships, eg “Do you have a girlfriend?”
¢ Politics, eg. “Who did you vote for at the last election?”

¢ Religion, eg. “Do you believe in God?”

Games
1. Making an appointment
Work in pairs. Imagine that one of you want to make an appointment with
the doctor for your sister/brother and call to reception office, another one asks and
puts down her personal data. Act it out.
Personal Information could be: surname (family name), first name, place of

work, address, phone number, etc.

Asking for

: ; Giving informatio
infarmation LiYIng nformation

b e ® name'st Tim/ Tanya
® What's | AINE 5} Tim/ Tz ¥
i # 'y from (Russial.
¢ Where o
: 3o g 3 - @ She's Dwelve (VBars o 43
¢ How old is he/she? le/5he’s welve (years L_k..
. * Yos, hefshe'sgot (1 b er
» L oany A

and 7 siste

— 1 alrsrs L1 rtand
nasiy LA GURL L sdl

2. Ball Name Game
Material: A soft bouncy ball.

e The teacher first says “My name is...”. and asks “What's yours?” or “What's

your name?”
e Then the teacher tosses the ball and a student has to catch it.
¢ That student has to answer “My name is...” , then toss the ball to another

partner and ask for his or her name and so on until students have introduce
themselves.
In fact, the activity can be done with many different questions and answers.

3. Tic Tac Toe
o Draw tic tac toe charts on the whiteboard.

¢ Form teams (suggested 6 or 4).
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e Draw a chart for cach two tcams. |
o Write a word in each space of the chart (name, address, telephone,

nationality, etc.)
o Two teams play on one chart. Give turns to participate.
If a team want to write its cross or doughnut on a space, they must say a phrase,
question, or sentence mentioning the word written in that space.

4. Erase the Word
o Write a dialogue on the whiteboard and make some drillings.
¢ Form teams. Give turns.
¢ Each team has to read the dialogue aloud.
o Before the teams read the dialogue for the second time, erase a word or two.

Be careful that anyone copied it on his/her notebook.
¢ The teams have to read the dialogue as if any words were erased. Repeat the

procedure until the whole dialogue has been erased.
o The team which can say the whole dialogue wins the competition.

Possible dialogue:

Contact Information

Where are you from?

| am from

What is your address?

My address is .

What is your phone number?
My phone number is

What is your cell phone number?
My cell phone number is

Do you live with your parents?
Yes, I do. or No, [ don't.

Do you live alone?

Yes, I do. or No, I don't.

Who do you live with?

I live with my



Do you live in a house or an apartment?
[ live in a/an
What is your e-mail address?

My e-mail address is

IDENTIFYING AND DESCRIBING PEOPLE
1. Secret card
This is a guessing game for 2 players (or teams). In this game, there is one
person asking questions (Player Q) and the other person answering questions
(Player A).
Materials: a game board for Player Q, playing cards (6 sets), an envelope for
each card set
Preparation
¢ Print out a game board and sets of playing cards.
o Decide who will be Player Q and Player A.
Player Q gets a game board. Player A selects an envelope, takes out the cards
and fans them in his or her hand secretly.
Player Q has to guess the secret set by asking yes/no questions, for example,
Has he got fair moustaches? According to the given answers, Player Q eliminates
the pictures on his/her game board until he or she finds out the secret set.
The game can be played on two boards, one for each player. Each player
marks his or her secret set of cards, then tries to guess the other person's set by

process of elimination.
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2. Dumb show

Some pupils get cards with their roles and mime. Others try to guess, asking
different question about the person, action, traits of character and feelings.

A flirtatious curious model
KOKET/IMBAs JIFOOOIBITHAL MOJIE]Ib

I A sad girl playing the piano
|__rpycTHAas AeBOYKaA, HTPAIOLIas Ha (oprenuano

Sleepy student doing his homework
HEeBBICIIABLINICS LIKOJIBLHHUK, JeIatOIHI YPOKH

Man in love singing serenade
BIIFOOIEHHBIH MOJIOJ101 YEJIOBEK, [IOOILIHH
CepeHaLy

Grouchy old lady, sitting on the bench
[1OYKHJIAs JIeAn, cuasimas Ha CKaMEHKe
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ASKING ABOUT/TELLING THE TIME

To tell the time means 1o say what the time is, perhaps after somebody asks
the time.

To tell someone what the time is, we can say "The time is..." or, more usually, R A

Ifit's before noon we Ifit's after noon we Say Ifit's late we say "at
| tend to say "in the "in the afternoon”. night".
I\_niorning”.
| It's seven o'clock in the It's two o'clock in the It's ten o'clock at night
| morning. afternoon. 1

75 minutes past the hour is quarter past.
[t's quarter past seven in | It's quarter past two in It's quarter past ten at

the morning. the afternoon. night.
30 minutes past the hour is half past:
It's half past seven in the |It's half past two in the | It's half past ten at night.

morning. afternoon.
75 minutes past the hour is qua

It's quarter to eight in the It's quarter to three in

rter 1o:
It's quarter to eleven at

morning. the afternoon. night.

How to ask the time in English.
Excuse me. What time 18 it, please?
Excuse me. Do you have the time, please?
Excuse me. Could you tell me the time, please?

Games:

14
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(HauMeHDRAHEE NPOGACMBL, TEMBI, NPOTPAMMEL ACUOANKTEALHOID IPHPECCHOHIABHOTD GOpasuBanmA)

OI'OC COO B paboTe yuntess» (MHOCTPAHHBIN A3bIK)

3a Bpems obydenns caar(a) 3a4eThl H BK3aMEHbI [0 OCHOBHDIM JAHCLHILAMHAM

YAOCTOBEPEHHUE e

O NMOBBIIEHHH KBAAM®HUKALIMH

Hanvenopanne

O6bem Ounenxa

HopmatieHOE 1 MeTOIM4ECKOe 0beCTIeeHME BHEAPEHS 17 Racon
o6HOBREHHBIX DI'OC

3aureno
O0yHEHME HHOCTPAHHOMY A3bIKY HA OCHOBAHHH

Tpedopannii ooHoBeHHsX GIOC OO0, GIroC COO
231201552046 :

18 gyacos 3auTeHo
Hrorosas atrectanms

1 yac 3aureHo
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vaut Heq
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oo?
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.....B.E. Oscuenko

29 mas 2024 rona




