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During pre-teen and teenage years, youth often become aware that other people notice their behavior, and that this behavior can have a positive or negative effect on their

lives. It's important to remember that youth, and adults as well, will benefit from being thoughtful and considerate of other people, particularly in this era of instant electronic communications.


Youth achieve greater success in extended social networks and the workforce when they use common courtesies and accepted practices.

There are a number of other good reasons to be thoughtful and considerate of people. These practices build confidence and self- esteem, increase our capability to handle various social and work situations, and allow everyone to live and work together without friction.  All this helps us successfully achieve a productive and satisfying life.


Good manners and proper etiquette become a habit when we “learn by doing” at home and school and in the community and workplace. In this electronic world, youth can communicate with others via the ever increasing number of cell phones, pagers, computers, answering machines and other electronic devices. It’s important to use the same common sense and courtesy in this instant-contact way of living as you would in 

face-to-face communication.


The (County Name) Cooperative Extension Service has materials on etiquette in an electronic world and other youth-oriented topics. These topics include making introductions, talking to others, giving and receiving compliments, writing letters and thank-

you notes, eating away from home, tipping, table manners, behavior and attire for special-occasion dining, entertaining friends and manners in the workplace.


Here are some simple suggestions on cell phone etiquette.  Turn your cell phone off if accepting an incoming call would intrude on others in such places as a library, place of worship, class, plays, movie theaters, dinner at someone’s home and a funeral.


It’s dangerous to use a cell phone while you’re driving. Instead, pull over and stop to make the call. If you receive a call while driving, let the answering machine feature take a message and return the call when you can get out of traffic.


If you’re in a public location such as a restaurant or walking down the sidewalk, remember other people can hear your conversation about private family or business matters. Try to find a private area to talk.


Don’t put your cell phone on the table in front of you at any type of meeting or social occasion.  Instead, wear it with the vibrating mode active to alert you to an incoming call. If you receive a phone call, quietly leave and take the call in an adjoining area so you won’t interrupt the event.


Many of the cellular phone courtesies also apply to a pager. Remember to keep it in the “vibrate” mode so you won’t intrude on or disturb others. Wear it on your person, rather than putting it in a backpack or purse.


Voice mail and answering machines are excellent message devices. Remember to keep your recorded greeting short and polite. When you leave a message, identify yourself and give your telephone number at the beginning and end. Limit your message to about one minute in most instances.


Electronic mail is fun and efficient. However, it’s good to review a message before pressing the “send” button. Be sure your message has the correct address, conveys what you meant to say, is easy to understand and is free of grammatical and spelling errors.


Use common sense and follow wise safety measures anytime you receive or send electronic mail. Never give personal information to people that you wouldn’t give to them 

in person. Beware of anyone who asks a lot of personal questions and tries to become too friendly too quickly.


Never go alone to meet someone you’ve met online. Instead, go with a friend or several friends, and be sure a responsible adult knows where you’re going.


Remember, common courtesies and accepted practices will gradually change or adapt to fit the “instant access” way of communicating. 


Always make basic courtesy and consideration of others a daily practice in this electronic world.
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