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            ‘Good manners is the art of making those people easy with whom we converse.

            Whoever makes the fewest persons uneasy is the best bred in the company.’

            Jonathan Swift 

            
                

            

            ‘The hardest job kids face today is learning good manners … without seeing any!’

            Fred Astaire 
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              Dedication 

         

         
            I dedicate this book to all those who have striven down the ages to preserve good manners.
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            ‘The way you greet someone determines how he will welcome you.’

            Hungarian proverb 

         

      

   


   
      
         

             Manners Will Bring You Around the World!

         

         
            ‘Treat everyone with politeness, even those who are rude to you – not because they are nice, but because you are.’

            Anon 

         

         We live in an increasingly casual, informal, multicultural world. Society has changed dramatically over the past century. We may feel that old-fashioned ideas like etiquette and polite behaviour are no longer relevant; formal rules may be considered stuffy and outdated.

         However, there are good reasons as to why manners and etiquette have been around for centuries. They have helped provide us with a framework for social behaviour. Today, etiquette is not so much about class or position. As parents, employers, friends, workers, members of society, certain codes of behaviour help us to set our own high standards and show others the respect we all deserve.

         Nobody wants to hear the cry, ‘We can’t take you anywhere!’ Nobody really wants to embarrass themselves or cause unnecessary offence in social, family or work situations.

         Many of the old rules still have relevance. And there are new ones that can help guide us through modern society, eg what is considered good manners in other cultures, best mobile phone usage, tips on social media, civil ceremonies, baby showers, eating in public, modern family life, and so on. Many of the old rules can be used or adapted to address these modern dilemmas.

         Life today still throws up questions on how to behave. Should you need it, do you know how to set a formal dinner table? How should we behave on a first date? How do we organise a modern naming ceremony, debs, wedding or funeral? What is the best way to prepare for an interview? When do we tip? And say thank you? Who pays for a wedding? Is the day long gone when we hold open a door for a woman or an older person?

         This book aims to be an informative and entertaining guide to modern etiquette and good manners – to help us know what to do in all social situations. After all, manners can bring us around the world – in style.

      

   


   
      
         

            CHAPTER 1

            So Pleased to Meet You!

         

         
            ‘“How are you” is a greeting not a question!’

            Arthur Guiterman 

         

         How do I say hello in the modern world?

         A greeting is so important. The old adage that we never get a second chance to make a first impression is very true and in those first moments of meeting we convey an impression that may remain with other people forever.

         The aim is to show respect for the person we are meeting, to greet them appropriately and to introduce ourselves clearly and politely. Sometimes background information might be valuable, as to a person’s past, and helps greatly when meeting a person for the first time.

         In modern Ireland it is perfectly acceptable to say, ‘Hello. How are you?’ or in informal social situations, ‘Hi. How are you?’ We are a less formal country. ‘How are you?’ on its own is a popular greeting in Ireland.

         However, a more polite form may be required if you are meeting someone for the first time, or it is a business, work or career situation, when a very informal ‘Hiya’ may not be acceptable!

         Formal occasions

         Many of us may never need to use this form of greeting. But for very formal occasions, the correct greeting for a stranger is still considered to be ‘How do you do?’ Strange though it may sound, the response recommended is ‘How do you do?’ And then the next response would be something along the lines of ‘Very well, thank you’ or ‘I am fine, thank you’. In practice, in Ireland, this is rarely heard.

         General greeting

         Today we are more likely to say something like, ‘Hello, I am delighted to meet you’ or ‘Hello, lovely to meet you’ or ‘I am so pleased to meet you’. This type of greeting applies particularly to those people who have already corresponded perhaps by email or spoken over the phone and therefore already have an acquaintance.

         Let me introduce you

         ‘I’m Mr Cunningham’ is a poor introduction. ‘My name is Noel, Noel Cunningham’ or ‘My name is Noel Cunningham’ is better. If I introduce myself as Mr Cunningham, without my first name, I am implying that I want you to call me Mr Cunningham. By insisting on someone using your title you may cause offence. It is also appropriate to ask if it is in order to use a person’s first name. ‘May I call you Noel?’

         When introducing people with whom you already have a relationship, show the relationship through the introduction: ‘This is my sister Mary, Mrs Britten’, and not ‘This is Mrs Britten’.

         Added extras

         When hosting an event, a dinner, a lunch or a party attended by people who may not be acquainted with each other, here is an invaluable tip. When introducing people, it is a great idea to try to connect them or help them strike up a conversation. The following is an example.

         ‘May I introduce Miss Mary Hall, who is also a keen golfer, like your good self.’ Immediately you have highlighted a common interest and from the moment of introduction the ice is broken, and the two people have something to talk to one another about. All in all, it leads to a most convivial atmosphere. The clue here is to know your guests! Whatever the occasion, use any little bits of knowledge you might have regarding individuals in a most positive way, to help conversation and keep the event or occasion and the chat and fun moving along.

         I might even suggest, especially regarding meeting the other side of the family in a future wedding scenario, that you gather useful information on basics like hobbies, sport, likes and dislikes etc. 

         Similar use of research applies in business and corporate entertaining. Such introductions can be invaluable and may seal a possible deal at best and at worst ensure that you are helping build a solid relationship in the business sense.

         Beware

         One word of caution: it is not appropriate in social situations to over-emphasise someone’s business background as it may lead to very boring conversation or put others under pressure. Be aware that those present may not wish to be defined by their work.

         Shaking hands

         A handshake is engaged when meeting, when leaving as a goodbye to someone, at the beginning or end of a business or social engagement, or indeed as a sealing of a deal.

         A handshake is a glorious opportunity to connect. The key is to look the person in the eye and give a firm and genuine handshake. A weak handshake can be interpreted as lack of interest or indeed a lack of care and warmth. Five seconds is recommended and over enthusiasm and over pumping is simply not acceptable. Always include a verbal greeting with the handshake.

         Be the first to extend that hand, unless cultures suggest otherwise. The message is to be aware before one meets people from other races, cultures and countries what the tradition is and avoid causing offence. 

         In some Latin countries a handshake is accompanied by a kiss on both cheeks, male and female.

         In China one shakes the hand of the eldest person first, grip is light and eye contact is averted. A slight bow is expected.

         In Australia and indeed now in many countries, including Ireland, women do not greet each other with a handshake. A kiss on both cheeks has become more common.

         In Russia it is not usual to shake hands with a woman unless it is a business deal.

         In Turkey a person may keep hold of your hand whilst chatting after the initial shake. This denotes friendship.

         In Korea keep the shake soft and in Morocco, as in most Muslim countries, it is not normal to shake a woman’s hand.

         In Kenya a handshake is really a wrist grab of elders as a sign of respect.

         In Norway everyone shakes hands with everyone.

         Kissing as a greeting

         This is an interesting modern Irish conundrum. In the old days we would never kiss on the cheek upon meeting or introduction unless we were family or meeting a very close friend. It has always been more usual in other countries where it is a cultural practice, such as in France and Italy.

         Younger generations are now using kissing as a greeting more commonly and women especially have adopted this mode of greeting in Ireland. Irish reserve means some of us still find the kiss as a greeting to be too tricky to judge or too intimate and intrusive. People may be uncertain of how many kisses to give or receive and this can lead to embarrassing encounters.

         In many Asian and African countries kissing between males does not always apply. In Morocco I can kiss my male friend upon meeting but in Ethiopia, for example, a handshake between males is more acceptable.

         Familial greetings between males also tends toward the handshake in many Asian and African countries. The message here is to check or preferably play safe and offer the hand in friendship.

         Southern Europe on the other hand is much more touchy feely. It is interesting to note that whilst males will happily kiss and embrace in their own country, they may well prefer to be more discreet in their greeting when in another country.

         Kisses on the lips, even within family are unusual. Hand kissing has all but died out. It was once a gesture of loyalty, respect and affection and today would really only be used in Ireland for visiting royalty or by those in the diplomatic service.

         Kissing and hand kissing are gestures of great respect in countries such as Malaysia and Indonesia, Turkey and Brunei. In these countries the practice is more of a cultural nature rather than an etiquette matter. Hand kissing is often used by junior family members to show respect for their elders. 

         Standing up, taking off sunglasses and headphones

         It is polite to stand up or take off sunglasses or headphones when someone is being introduced to you. The same applies when one meets someone in the street or in a public area.

         Greetings from round the world

         Ireland is a wonderful multicultural melting pot of different cultures, nationalities, customs and practices. At different times we will invite, or be invited by those who were born into different cultures, and it is our responsibility to research acceptable behaviour in order to be polite.

         A few examples help to illustrate this changing landscape:

         Russia

         In Russia pride and patriotism play a huge part in the way people behave. People may have three names: a given name, a variation of the father’s name as a second name, and the family name. In greeting it is appropriate to use all three names. One should bring flowers or a gift if invited to a family home, remove ones shoes on arrival and leave some food behind on the plate at dinner to show that the hosts were generous with portions.

         Greece

         In Greece it is similar, where family matters. Respect for elders and a firm handshake is for everyone, including the children.

         Food can be shared at the table in Greece and to dance during dining is very acceptable.

         Spain

         In Spain, one can offend if one dines too early, as 9pm is considered a time to have dinner. Kissing on both cheeks is the mode of greeting, and Spanish people will dress well for almost all occasions. They are quite conservative so language and respect is paramount in the presence of older people.

         France

         In France, speak French or at least try. The French are quite low key so avoid brash behaviour, flaunting one’s wealth and refrain from asking questions of a personal nature. Do not start to eat until the host has said ‘bon appétit!’

         India

         In Indian culture one removes shoes and wears loose free flowing, respectful clothing. Practise the actions to go with the greeting ‘Namaste’. Join hands until the palms touch and bow slightly, which is in essence bowing to the grace in you.

         Never eat with the left hand, and, strangely enough, it is acceptable not to be too polite!

         Muslim culture

         We have a lot of Muslim people as part of the community in Ireland. Their rules are slightly more rigid. When invited to a home you may not see the female members of the household. They may eat separately. 

         Avoid all outward shows of familiarity or affection, wear modest dress covering the shoulders and the knees, and wash your hands before eating.

         If the women are in traditional dress, then refrain from using touch in any form of greeting, but rather gesture discreetly. Don’t eat with your left hand and always sit beside someone of the same sex.

         Japanese and bowing

         Japanese etiquette and customs are well defined.

         As part of a Japanese greeting, a bow can range from a small nod to a deep almost curtsy-like sweep from the waist. Do not press your palms together when bowing. A bow, as opposed to a handshake shows respect.

         When meeting Japanese people for the first time, avert your eyes, shake hands only if a hand is proffered, bow from the waist, and be extra respectful. Pass a business card, if it is such a meeting, using both hands.

         Maintain a distance between you and the person being greeted; the Japanese respect their space and privacy and never hug or kiss or engage in an informal clap on the back.

         Oops … what is their name?

         It is a dilemma that visits many of us at some stage of our lives. How many times have we been in a situation in our social and work life, when we forget the name of a person?

         This is particularly problematic if introducing someone to other people in a group, a business or social setting.

         You may be lucky if you have someone else you can introduce first whose name you do know; then the person whose name you have forgotten may step in and introduce themselves.

         If you remember just the surname, you could try, ‘This is my good friend, Mr Jones’, and that too may be partially acceptable.

         However, sometimes the best advice is simply to own up, saying something along the lines of, ‘My goodness, your name has just escaped me.’

         Noel’s golden rule

         
            In a restaurant, after church, at a wedding, in the street and on all such occasions never fail to introduce people you are with to someone you meet who is known to you. It is gross bad manners to greet such a friend or acquaintance and then move on with your companions and not have introduced them. 

            Do not assume they know each other. 

         

         

         

         A Chapter in My Life’s Journey – Mount Congreve

         
            Life is a great teacher. Due to a generous dollop of good luck and circumstances, and my hotel career, I have encountered many people, places and things that have helped in my formation, and explain my respect and knowledge of etiquette and good manners.

            As a young man I was lucky to spend several months at Mount Congreve in Waterford, the beautiful Irish country home of Ambrose and Marjorie Ellen Glasgow Congreve. Mr Ambrose was an Irish industrialist, son of Major John Congreve and Lady Irene Ponsonby, daughter of the Earl of Bessborough. He ran Humphreys and Glasgow, a petrochemical and gasworks manufacturer and was married to the daughter of the co-founder, Dr Arthur Glasgow.

            Mr Ambrose had a passion for gardening, and the wonderful gardens at Mount Congreve, home to some of the rarest plants in the world, still stand as testament to this passion. He won no less than thirteen gold medals at the Chelsea Flower Show.

            The Congreves introduced me to gracious living. Mr Ambrose took me under his wing and during that charmed summer I learned much about formal social etiquette, knowledge that was to stand me in great stead in the years to come.

            Mount Congreve was run with precision and care. An invitation to one of the numerous house parties, with many distinguished guests, some royal, some from the worlds of the arts, theatre and business, was much sought after.

            Dinner was a formal affair in the magnificent dining room, with pre-dinner drinks served in one of the drawing rooms. The menu was scrumptious. Many of the dishes originated from the gardens and farm, and the service and presentation of the food was high class.

            I learned invaluable lessons in fine dining. The table would be laid earlier in the day, with beautiful pieces and polished cutlery. Mr Ambrose showed me how to choose the wines from a very well-stocked cellar. The wines were only the best: château bottles from Bordeaux, exquisite German wines from the Moselle or a great Hock, a fine port, a special dessert wine such as Beaumes de Venise or a prized cognac. Mr Ambrose taught me about which wine was best for what course, where the wines originated, the different qualities of wine, and how to decant older wines.

            At other times, a quiet afternoon would find us in the strong room with Mr Ambrose explaining the different cutlery, showing me some of the great family heirlooms, walking me around the house describing the tapestries, paintings and objets d’art, and instilling in me a love of the beautiful porcelain used as tea and dinner services.

            Although much of the more formal etiquette is not so relevant to most of us today, it is still interesting to have learned about this old style, formal dining. Should you find yourself dining in such a formal situation, there are more tips in Chapter 2 on the formalities.

            Silver service was for hotels and restaurants. In these types of grand houses the food was often offered on magnificent platters for the guests to help themselves. The placing of each guest was an art unto itself. Ladies always sat to the right of a gentleman.

            I learned how napkins and bread should be used on these very formal occasions. In Mount Congreve each guest had their own condiment  set. Soup was usually served first, or indeed a hors d’oeuvre. The fish course followed the first course. This was eaten with a silver cutlery fish knife and fork as steel spoiled the flavour of the delicate fish. Then followed the main dishes. Service and presentation of the food was always from the left-hand side. Wines were served from the right. The main knife and fork were placed side by side after one had finished. A dessert spoon and fork was served with the dessert course. I learned that the word dessert denoted fresh fruit and that a sweet or pudding was a prepared dish. Cheese, accompanied by butter and biscuits, was presented and eaten using a knife and fork.

            After the final course and on a nod from Madam, the ladies withdrew. The gentlemen remained at table or retired to the library for port, brandy and cigars. The men stood as the ladies left the room and it was a male guest and not a servant who held the door for the ladies to pass. The gentlemen usually re-joined the ladies after approximately thirty minutes.

            As for the etiquette of wine and drinks, toasting was considered vulgar. The use of the term port wine was also considered vulgar, the word port sufficed. The port and brandy were always decanted and passed from the left by the gentlemen themselves.

            Nobody left after dinner without taking leave of the host and hostess. It was not customary for a departing guest to make the round of everyone present, only the hosts. A delicate thank you and goodnight was the norm, even if the guests were house guests.
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