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Introduction
These vignettes are designed to help students develop social skills for workplace dining, whether it is on the job with colleagues/supervisor or as part of an interview.  The goal of this unit of instruction is to acquaint students with the proper use of the utensils most commonly used when dining.  Demonstrating proper manners at the table is a sign of confidence and respect.  Worksheets and test are included.
The vignettes and length of time (minutes:seconds) are listed below. 
· Place Setting (2:19)
· Ordering (1:50)
· Beverages (2:23)
· Napkin Usage (2:50)

More Vignettes
· Passing Items (1:44) 
· Soup/Salad/Bread (2:00)
· Entrée (2:55)
· Dessert (0:40)

Bonus Vignettes
· Conversation/Communication (1:30)
· Greeting (0:25)
·  Appropriate Attire (1:52)
· Evaluation Vignette (3:03)
Additional Resources
· “Don’t Gross Out the World” web site includes dining etiquette around the world.  http://www.gadling.com/2007/04/26/dont-gross-out-the-world-a-quiz-about-global-dining-culture/
· YouTube:  “Mannerly Moments:  How to Eat European/Continental style.”  There are other appropriate YouTube videos that can also supplement this unit as well as other sites on the Internet that can supplement any of the topics in this unit.
· Kwintessential.com will include some dining information for different countries. http://www.kwintessential.co.uk/resources/country-profiles.html
· Amy Vanderbilt etiquette book
· Emily Post etiquette book

Objectives
Students will be able to: 
1. Identify the 5 locations of the dinner napkin throughout the meal.
2. Demonstrate the proper use of the dinner napkin.
3. Demonstrate the proper placement of the beverage glasses.
4. Demonstrate proper passing of food, seasonings, and other center-table items.
5. Demonstrate American and Continental use of utensils while eating.
6. Arrange a place setting properly.
7. Demonstrate the proper use of the dessert utensils and explain their placement on the table.
8. Explain appropriate attire for work.
9. Identify appropriate and inappropriate topics for conversation at the dinner table and when it is appropriate to talk business.
10. Explain appropriate use of cell phone and texting while dining.

JAG Objectives Correlating to Dining Etiquette Unit
	C
Job Survival
	

	C14
	Demonstrate appropriate appearance.

	C19
	Practice effective human relations.

	G
Life Survival
	

	G51
	Demonstrate politeness and civility.

	G52
	Demonstrate an ability to adapt to people and situations.

	G53
	Exhibit work ethics and behaviors essential to success.

	K
Communications
	

	K110
	Listen and contribute appropriately in a group situation.

	O
Out-of-School
	

	O7
	Dress appropriately for job interview.

	O8
	Determine employer expectations of employees.

	P
Character Development
	

	P126
	State benefits of being perceived as a person of good character.

	T
Career-based Learning
	

	T139
	Demonstrate an understanding of skills and abilities necessary for success in a job.

	F
Personal Skills
	

	F32
	Identify a self-value system and how it affects life.

	F33
	Base decisions on values and goals.

	F34
	Identify process of decision making.

	F35
	Demonstrate ability to assume responsibility for actions and decisions.

	F36
	Demonstrate a positive attitude.


[bookmark: _GoBack]Business & Marketing Education Standards
Preparing for College and Careers Content Standards
Standard 6—Personal Skills
PCC-6.3 	Social & Cross-Cultural Skills
· Interact effectively with others in a respectable, professional manner
Standard 7—Employability Skills
PCC-7.1	Demonstrate knowledge, skills, and attitudes needed for seeking employment
· Interviewing
PCC-7.5—Demonstrate standards of personal appearance, attire, grooming, and etiquette appropriate for specific school, life, and career settings
Professional Career Internship
PCI 3—Workplace Expectations/Interpersonal/
PCI 3.1.13	Develop and maintain positive and flexible behaviors and attitudes
PCI 3.1.15	Demonstrate appropriate social skills for the workplace
Place Setting 
Objectives
1. Identify the different items in a place setting and types of table service and explain the use of each.
2. Identify the different types of beverage glasses and explain the use of each.
3. Arrange the proper basic place setting of the table in a formal setting.
Materials
These materials are listed once.  Any additional materials for specific vignettes will be included with the topic vignette.
· At least one of each:  Dinner plate, salad plate, bread plate, knife, dinner fork, salad fork, spoon, soup spoon, dessert fork/spoon,  water glass, beverage glass, coffee/tea cup and saucer, and napkin
· Worksheet of place setting diagram at end of lesson plan
· DVD “Dining 9 to 5”
Activities
1. Teacher will show the DVD “Dining 9-5.”
2. Teacher will reinforce the different utensils by showing them in class.
3. Students will use a blank table setting diagram and identify the items as they view the DVD.
4. Students will role play setting the table.
Assessment:  Review student’s table setting diagram.  Diagram should be returned to students the next class time to use as a review for the test.  Students role play setting the table properly.
Instructor Notes
Objectives #1, #2, & #3 
· Use the diagram of a properly displayed table setting to explain the location and use of each.
· The bread plate is in the upper left area of the dinner plate.
· The utensils to the left of the plate include a salad fork (outside) and a dinner fork (near the plate).  
· The utensils to the right of the plate include the knife (blade toward the plate), teaspoon, and possibly a soup spoon (larger than teaspoon).  The soup spoon may be served with the soup.  The teaspoon is usually used only with beverages, such as stirring cream/sugar in coffee/tea.  
· The dessert fork or spoon is placed horizontally above the dinner plate on the table.  
· Water glass is above the knife and a beverage glass (tea, lemonade, soda, etc.) is the outside glass.  
· Note in the DVD the hand signals of b (left hand) and d (right hand)—b is for bread plate and d is for drinks; this helps people to remember where these items are placed.
· The napkin may be to the left of the dinner plate or folded decoratively and placed on the dinner plate.  Sometimes the utensils are rolled inside the napkin.  Unroll the napkin; put the fork(s) on the left side of the plate and the knife and spoon (if there is a spoon) on the right side of the plate with the knife blade toward the plate and the spoon on the outside.
Once you sit at the table, place the napkin in your lap or follow the host’s lead.  If you are at a banquet, place the napkin in your lap when the food is served.  The napkin should be folded in half as it rests on your lap.

Ordering
Objective
1. Communicate appropriately with restaurant staff.
Additional Materials
· Restaurant menus (one per group activity)
Activities
Students will role play as a server to take customers’ orders for lunch or as the customer.  They need to decide what they will order and how they will use the cell phone inappropriately and appropriately during the role playing.   The servers should not hear the groups discuss their role playing.  One customer could be rude or picky about their food preparation while the others could be polite and limit food substitutions.
After the role playing, students can share their feelings about the rudeness or pickiness about the food and the behavior and/or attitude of the server.
They can discuss the kind of impression the “host” or interviewer would have toward the guest or candidate.
Instructor Notes
Objective #1
Refer to DVD to follow 3 suggestions for ordering:
· Order something that is not messy to eat; stay away from ribs and sandwiches.
· Order something moderately priced; if you are having difficulty choosing, ask what the specials are or what is good at this restaurant.
· Limit substitutions as it shows you are picky and not willing to try new things.
Refer to DVD to note how polite the guest is conversing with the server.  Reinforce the importance of a good impression.  Impolite behavior toward the server may indicate how you will treat others at work.


Beverages
Objectives
1. Demonstrate the proper placement of the beverage glasses.
2. Demonstrate how to drink from a glass politely.
3. Demonstrate proper use of napkin prior to drinking from beverage glass.
Additional Materials
· Coffee/Tea cup and saucer, spoon, tea bag (or scratch paper), sugar packet (or scratch paper), water
Activities
1. Students use water glass, beverage glass to demonstrate their comprehension of the appropriate location of beverage glasses.
2. Students practice beverage etiquette using a napkin and glass of water.
3. Students demonstrate how to appropriately dispose of sugar packet trash and tea bag. 
Assessment:  Observe students using the glasses and napkins correctly.  Observe students proper disposal of sugar packet/tea bag.
Instructor Notes
Objective #1
· The glass located directly above the knife on the right side of the place setting is the water glass.  The glass to the right (outside) of the water glass is for beverages such soft drinks, tea, lemonade or other nonalcoholic beverages. 
· Coffee and tea will be served in their own cup with a saucer.
Objective #2
A few tips to remember when drinking a beverage:
· A glass should not be tilted over 90 degrees. Tilting farther may cause liquid or ice to splash out.
· The napkin should be used to dab the corners of the mouth prior to taking a drink.
· Never take a drink with food in your mouth.
· Sip instead of gulp the beverage.
· For women, don't wear so much lipstick that your drinking glass becomes smudge.
· Ice should never be crunched or chewed.

Objective #3
Tea may be ordered with a main entrée.  Coffee is often ordered with dessert. For either beverage, it is appropriate to follow your host’s example as to whether to order or not.
To sweeten coffee or tea:
1. Remove tea bag from tea and place tea bag on saucer.
2. Shake sugar to the end of the packet. 
3. Tear open the top half of the sugar packet and pour sugar into drink.
4. Place paper trash under the saucer.
5. Stir sweetener with teaspoon and place spoon on saucer.
When drinking coffee or hot tea:
· Use no more than two sugar packets.
· Don't leave your spoon in the coffee cup/teacup or mug; place it on the saucer or a plate.
· For tea, remove tea bag after steeping.
· Don't take ice from your water to cool a hot drink.
· Don't crook your pinkie when drinking from a cup.
· Mugs, cups, or glasses should not be turned over to indicate that you do not want to be served; instead tell the server, “No, thank you.”  Also, do not put your hand over the cup to signal the serve that you do not want coffee or tea.

Napkin Etiquette
Objectives
1. Identify five locations of the napkin. 
2. Demonstrate what to do with the three most common placements of the napkin. 
3. List dos and don’ts of napkin use.
Additional Materials 
Per place setting:  Napkin, correct &incorrect use of napkin worksheet
Activities
1. Students demonstrate five locations of the napkin. 
2. Student worksheet of correct and incorrect use of napkin. 
Assessment:  Observe students’ proper use of the napkin.  Students complete worksheet provided in this lesson plan.  
Instructor Notes
Objective #1
The napkin should be in one of five places during a meal:
1. Table 
2. Lap (folded in half)
3. Used to dab at the corners of the mouth prior to drinking
4. Seat of the chair if you must leave during the meal
5. Returned to the table when done eating (placed to left of plate)
Objective #2
Three typical ways a napkin may be presented: 
1. Bundled with the silverware.
2. Attractively displayed on the plate.  
3. Placed on the left side of the plate.
If the napkin is bundled with the silverware, cautiously unroll it; put the silverware in its proper place; and place the half-folded napkin in your lap.
If the napkin is displayed on your plate, take the edge of the cloth and inconspicuously unfold it when the food is served or follow the lead of your host.  Place the folded napkin in the center of your lap.
When the napkin is on the left side of the plate, as soon as you are seated, remove the napkin from your place setting, unfold it, and put it in your lap.
Objective #3
If you need to use your napkin during the meal, it can only be used to dab gently at the corners of your mouth.  The purpose of the napkin is to protect your lap; it is not to wipe food from your face or cough into. 
Cutting food into bite-size pieces, using appropriate utensils, and eating small portions will help eliminate food on the face. 
Your napkin should also be used directly before you drink from a glass. The purpose of this is to prevent lipstick stains and food residue on your glass. Your napkin should never be used to:
	· [bookmark: OLE_LINK2][bookmark: OLE_LINK1]Wipe your face
	· Spit food into

	· Cough into
	· Clean cutlery

	· Clean up a spill on the table
	· Get the attention of a server

	· Blow your nose
	


Leave your napkin on the seat of your chair if you need to excuse yourself from the table at any point during the meal. 
When you return to the table, simply place your napkin back in your lap. A used napkin should not go back onto the table until the meal is complete.
After the meal is over, the conversation or interview has come to a close and everyone is being excused from the table, your napkin should then be returned, loosely folded, to the left of the dinner or dessert plate. The napkin should not be crumpled into a wad, refolded, or placed on the plate. 

Passing Items 
Objective
1. Demonstrate how to pass food, salt & pepper, and other items 
Additional Materials
· Bread, bread basket, salt and pepper shakers, sugar packets
Activity
· Teacher show DVD “Dining 9 to 5.”
· Students explain or demonstrate how to pass these items to someone else.
Assessment:  Observe students in groups of 2 and 5 passing food and seasonings.
Instructor Notes
Objective #1
In formal dining situations, it is important to know how to properly pass food or other items around the table.  Pass food counter clockwise the first time it goes around the table.  The exception is if there are two of you at the table.  If there are 3 or more at the table, once the food has been passed around, it is acceptable to pass food in either direction.  
Always taste your food before seasoning.  It gives a poor impression that you are not willing to try something new.
When someone asks for the salt or pepper, always pass both as they are complementary seasonings.  It makes it easier to locate them at the table when another person requests them.  Grasp the seasonings toward the bottom when passing them and set them on the table so the requester can pick them up easily.
The first time the bread basket is passed around the table, it goes counter clockwise; likewise for the butter.  
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Soup/Salad/Bread
Objectives
1. Demonstrate how to eat a salad or soup appropriately using the correct utensils.
2. Explain/Demonstrate passing of bread, dressings, and butter.
3. Demonstrate correct way to butter and eat bread.
Additional Materials
· Salad bowl, soup bowl, salad fork, soup spoon, bread basket with bread, butter, salad dressing.
· Can pretend having salad and soup or actually provide the food.
Activities
1. Teacher show DVD “Dining 9 to 5.”
2. Teacher can reinforce the appropriate use of soup spoon by dipping away and eating from the side of the spoon and observe students practicing.  
3. Teacher may reinforce the American or Continental style of using utensils.
Assessment:  Students explain or demonstrate the appropriate use of soup spoon and cutting large salad pieces into smaller pieces.  
Instructor Notes
Note:  With this vignette, the American and Continental styles of eating can be reinforced.
Objective #1
Do not begin eating until everyone has received their salad or if the host says to begin.  Eat smaller bites and cut up larger pieces.  Use the outside fork on the left side of the plate.  If you must talk while eating, it looks nicer if there is not a mouthful of food.  If there are some items in the salad that you do not life, eat around them; do not share your food or call attention to the fact that you do not like something.
Salad dressing(s) may be on the table and the person closest to it should pick it up and offer it to the person on the left.  Then it also is passed counter clockwise.
If soup is ordered instead of salad, follow the same guidelines for when to begin eating.  Never slurp.
Objectives  #2 & #3
Bread basket is started by the person closest to it.  That person offers bread to the person on the left rather than be the first person to take bread.  The breadbasket is passed counter clockwise around the table.  Butter is passed around the same way and started by the person nearest the butter plate.  Use the butter knife only to put butter on your bread plate; do not butter your bread.  When eating bread, break off small bites, butter it, and then eat it.

Entrée 
Objectives:
1. Demonstrate the appropriate eating style for American and Continental.
2. Demonstrate the appropriate way to place table service when done eating for each style.
3. Demonstrate how to cut and meat, vegetables, pasta, and shrimp.
4. Explain how to take unwanted food from the mouth and where to discard it.
Additional Materials
· Paper for group activity
Activities
1. Teacher explains the American and Continental styles of eating and the different types of food that could be served (meat, vegetables, pasta, shrimp).
2. View “Dining 9 to 5” DVD and reinforce the American and Continental styles.
3. Class discusses the tactful way to remove unwanted food from your mouth and where to put it.
4. Assign groups one of the following topics:  meat and shrimp, vegetables, and pasta.  Each group recalls how to properly eat the food the correct way using the American and Continental styles.  Pair up groups and have them share with each other their topic information and based on feedback/questions, improve their information.  If time allows, each group can present their information to the class.
Assessment:  Evaluate each group’s presentation to the class.  If group presentation not possible, evaluate each group’s written work.
Instructor Notes
Objectives #1, #2, & #3
Explain the American and Continental styles of holding utensils while eating different types of food (meat with/without bone, vegetables, pasta, and shrimp).  When cutting food in the American style, cut only a few pieces of meat at a time before setting down your knife to take a bite.  For the Continental style, cut one piece of meat at a time because the knife and fork will be in your hands at all times.  
American Style:   Use the knife (in dominant hand) and fork with fork tines down to cut.  Most people use their index finger on each hand to guide the knife and fork.  Cut 1 or 2 pieces of meat and place the knife at the top of the plate with the blade toward you.  Use the fork with the tines up to eat the meat.  When finished eating, it is appropriate to place the knife and fork on your plate with the handles at approximately the 4:00 position if you are right handed or the 8:00 position if you are left handed.  The fork tines are facing downward.  
Continental Style:  Use the knife (dominant hand) and fork with the fork tines down to cut.  Most people use their index finger on each hand to guide the knife and fork.  Cut 1 bite size piece of meat; hold the knife in your dominant hand and stab the meat with the fork tines down to eat.  You may hold the knife and fork in your hands and rest your wrists on the edge of the table.  Do not wave your utensils or hands around.  When finished eating, it is appropriate to place the knife and fork on your plate with the handles at approximately the 4:00 position if you are right handed or the 8:00 position if you are left handed.  The fork tines are facing upward.
Butter and/or sour cream usually come with a baked potato and it is proper to place the butter on the potato with a fork.  Do not remove the potato from the skin; rather eat it by scooping out the insides bite by bite.  Bring the food to your mouth.  Do not lower your head to the plate to eat food.  It is acceptable to cut large vegetables, such as asparagus or green beans into smaller bites before eating.  It is acceptable to use your bread to help get small vegetables or the last bits of food onto your fork.  Never use your fingers to push food onto your fork.
Never cut long pasta but use the spoon that is served with it to twirl a few strands and bring it to your mouth.  Never slurp your pasta!
Shrimp may be eaten with your hands if it is an appetizer.  If the shrimp entrée has the tails attached, use your knife and fork to cut off the tails and discard them onto your bread plate.  
Objective #4
While it is awkward to have food in your mouth that you cannot chew and swallow, you can remove it gracefully.  Remove unwanted food with the same utensil used to put the food in your mouth.  For example, bring the food to the front of your mouth and place it on the fork; bring it to your plate with the fork.  Discreetly cover the unwanted food on your plate as best you can. Do not use your napkin to remove food.

NOTE:  THERE IS NO LESSON PLAN FOR DESSERT VIGNETTE

Bonus Vignettes
Bonus Vignette 1:  Communication/Conversation
Objectives
1. Identify acceptable and unacceptable conversation topics and the 3 parts to a conversation (warm-up, core, and wrap-up).
2. Explain cell phone usage during work-related/interview dining.
Additional Materials
· Cell phones
· Teacher show DVD “Dining 9 to 5” and reinforce what are appropriate conversation topics and appropriate cell phone usage
Activities
In small groups, students can discuss why some topics are not acceptable and why some are.  Students can also plan conversation for the warm-up, core, and the wrap-up and then role play.  One could be on the phone when the server is taking orders and another could excuse self to take phone call and leave table.  They can also share feelings about the appropriate use and inappropriate use of the cell phone during the meal.  They can discuss the kind of impression the “host” or interviewer would have toward the guest or candidate.
Assessment:  Observe students’ role playing activities and give feedback.  Ask students to think about when they could use these guidelines.  
Instructor Notes
Objective #2
The 3 parts to a conversation include the warm-up, core, and wrap-up.  Reinforce when it is acceptable to talk business (after food is ordered) and not to put too much food in mouth.
Objective #3
Reinforce “there is a time and place for everything.”  A business meal, especially with your boss or with a potential employer, is not an appropriate time to place/receive calls/text messages.  If you must take the call, excuse yourself and leave the table.  During an interview, it is best to turn off the phone so you can make a good impression.


Bonus Vignette 2—Greeting
Objective
1. Demonstrate the various handshakes so students know what is appropriate, limp, and aggressive.
additional Materials
None
Activities
1. Teacher show the DVD “Dining 9 to 5” and reinforce why the hand shake is so important and what it can communicate.  
2. Students practice each type of handshake—appropriate, limp, and aggressive.
	Assessment:  Students can shake hands appropriately with teacher.
Bonus Vignette 3—Appropriate Attire
Objectives
1. Identify what is appropriate attire for men for nice casual, business casual, and business professional and when each style is appropriate.
2. Identify what is appropriate attire for women for nice casual, business casual, and business professional and when each style is appropriate.
3. Differentiate between appropriate and fashionable/trendy.
Additional Materials
· Teacher show DVD “Dining 9 to 5”
· Check with local clothing stores to see if you can borrow different clothing items to put the various types of outfits together or have a store representative bring a variety of clothing to the class.  Students can also check Internet for examples as well as find pictures in magazines, catalogs, etc.
· www.utmdc.org/docs/DressforSuccess.doc  Great source for appropriate dress.
· Proper Business Attire Worksheet of scenarios for students to determine what would be a
Activities
· Teacher show the DVD “Dining 9 to 5”.
· Using sample clothing or images, students individually or in small groups plan outfits for nice casual, business casual, and business professional for men and women.  
Instructor Notes
Objectives #1, #2, #3
After viewing the video, have students identify whether the trends have changed from when this was filmed in 2011.  Have students search Internet and various magazines/catalogs, etc. to identify whether the clothing is appropriate and/or fashionable/trendy.  Not all fashionable/trendy apparel are appropriate for certain occasions.
In the video, the following examples are given:
Nice Casual—Dark jeans, blouse and cardigan, and flats for women.  Dark jeans, polo shirt, and loafers for men.  Worn to a nice dinner with family or to work on casual Friday.
Business Casual—Skirt or business slacks, blouse and optional cardigan or jacket for women.  Dress khaki pants, polo shirt or button-up shirt and loafers for men.  Can be worn to work in some offices.  Skirt length should be no shorter than just above the knee.  Men’s khaki pants should not have cargo pockets.
Business Professional—Suit in modest color such as grey, black, or navy for both women and men.  Wear this “power” suit for important business meetings.  Women should avoid anything too flashy or extravagant and the skirt should be at least knee length and worn with hosiery.  Men should have a well-pressed suit, ironed shirt and a tie in a complementary color.  Usually lace-up shoes are worn and they should be polished.  The belt should coordinate in color with the shoes.  

Bonus Vignette 4—Evaluation Vignette
Students are asked to identify at least 10 things that the diners are doing right and 10 things that they are doing wrong.  When something wrong is identified, students could explain what the individual should have done.  Note:  Students may need to view this vignette multiple times or instructor may pause so students can make notes.





Worksheets and Tests
This section has the various worksheets that accompany the vignettes, test and key, and an evaluation vignette key.
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Correct & Incorrect Use of the Napkin Worksheet
Name __________________________________
Put a line through the incorrect ways to use a napkin.

Dab at the corners of your mouth
Wipe large amounts of food off your face
Burp into
Used to protect your lap
Spit food into
Cough into
Wave down the server
Clean cutlery after it has dropped on the floor
Dab food residue from your lips before drinking 
Clean up a spill on the table
Blow your nose

Correct & Incorrect Use of the Napkin Worksheet KEY
Put a line through the incorrect ways to use a napkin.

Dab at the corners of your mouth
Wipe large amounts of food off your face
Burp into
Used to protect your lap
Spit food into
Cough into
Wave down the server
Clean cutlery after it has dropped on the floor
Dab food residue from your lips before drinking 
Clean up a spill on the table
Blow your nose
		23


Proper Business Attire Worksheet
Name _______________________________________________
For the following scenarios, identify appropriate attire.

1. You are scheduled for a job interview at a local retail store in the mall.  You need to work for one of your business classes for course credit.

2. You and three students are to be recognized by your local school board for winning a state-wide award for placing 1st in a business technology competition.

3. You are scheduled for an interview for summer work in a bank.

4. You plan to meet a friend’s mother and her boss for lunch to talk about a student internship.

5. The office where you work is hosting an evening catered dinner event that will honor those employees that have worked there for 5, 10, or 15 years.  Your supervisor will be recognized for 10 years of service.


Proper Business Attire Worksheet KEY
For the following scenarios, identify appropriate attire.  Suggested responses are below.  Geographical location may also dictate the formality of the attire.
1. You are scheduled for a job interview at a local retail store in the mall.  You need to work for one of your business classes for course credit.

As a student, it may be acceptable to not be in a suit.  It may also depend on the type of store.  Men should wear dress pants and a button up shirt with a tie.  Shoes should be polished.  Women should wear slacks or a skirt with hem just slightly above the knee and layered top (blouse & cardigan or top and jacket, etc.).  Shoes should be closed toe and low heel.  No spaghetti straps or see-through fabric or sandals with open toe.  Hair, makeup, and jewelry should be conservative and not draw attention.  Be sure hair and nails are clean for men and women.

2. You and three students are to be recognized by your local school board for winning a state-wide award for placing 1st in a business technology competition.
Women can wear slacks or skirt with a nice top.  Capri pants would be acceptable and so would sandals, but not flip flops.  Spaghetti strap tops or any short top that exposes the middle section is inappropriate.  Men can wear khaki pants or cargo pants and a polo or shirt (not a t-shirt).  In some cases, the instructor may suggest suits or dress pants and shirt and tie for men and skirt suit or pantsuit for women and that would be most appropriate.  
3. You are scheduled for an interview for summer work in a bank.
This situation definitely requires a conservative suit for men and women because the financial industry is conservative.  You want to give the impression that you are serious; rightly so, because you are handling people’s money and you are expected to appear professional and knowledgeable.  Men should always have their shoes polished and their nails clean and short.  Women should always be conservative in makeup and jewelry.  Men and women should not wear so much fragrance that it lingers long after you left the area.


4. You plan to meet a friend’s mother and her boss for lunch to talk about a student internship.
This event would not necessarily require a suit but that may depend on the type of business.  Dress pants and a button-up shirt would be appropriate for men and dress slacks or skirt and layered top would be appropriate for women.  You want to convey you are serious about getting an internship and your appearance can help convey that.
5. The office where you work is hosting an evening catered dinner event that will honor those employees that have worked there for 5, 10, or 15 years.  Your supervisor will be recognized for 10 years of service.

Unless this is a formal occasion where tuxedo and formal gowns are required, men and women would wear suits.  Women may find a dress with a jacket that gives the appearance of a suit or a skirt/top/jacket of some type to appear as an outfit.  Very thin see-through fabric is not acceptable.  This is a dressy occasion so women may wear the high heels and open toe as long as it goes well with the outfit.

D[image: ]ining 9 to 5 

Name ________________________________________

Test your knowledge of dining etiquette.   

T or F

	1. 
	
	When passing food around the table the first time, the food is passed clockwise.

	2. 
	
	When someone asks you to pass the salt, pass the salt and pepper.

	3. 
	
	There are two forks to the left of your plate; the fork on the outside is the dinner fork.

	4. 
	
	The utensils on the table above your plate are for the bread.

	5. 
	
	If you need to be excused to leave the table, place your napkin to the right of the plate.

	6. 
	
	The bread plate is in the upper right corner of the dinner plate.

	7. 
	
	There are two beverage glasses at your place setting.  The outer glass (right) is for water and the other (left) is for a beverage (iced tea, soda, lemonade, etc.).

	8. 
	
	If you do not want coffee or hot tea, turn the cup upside down on the saucer to signal the server you do not want the hot beverage.

	9. 
	
	If using the continental dining style, one uses the fork to eat with the tines down.  

	10. 
	
	When eating bread, it is acceptable to butter the whole roll and pick up the whole roll to take a bite.

	11. 
	
	It is acceptable to use the napkin to cough in.

	12. 
	
	If you use sugar in your coffee, tear the packet partially open and when the packet is empty, place the packet under the saucer.

	13. 
	
	Once you have used your knife to butter your bread, you may return the knife to the table on the right side of the plate.

	14. 
	
	If eating soup, fill the soup spoon by spooning away from you (sail away).

	15. 
	
	When someone asks for another roll, as it is being passed to the requester, it is acceptable for you to take a roll and pass the basket on to the requester.

	16. 
	
	When eating American style, you eat with the fork tines up.

	17. 
	
	When eating Continental style, you eat with the fork tines down.

	18. 
	
	When eating Continental style, you may keep the knife in one hand as you eat.

	19. 
	
	If you must leave the table during the meal, place your napkin to the left of your plate.

	20. 
	
	The 3 parts of a conversation include the warm-up, the core, and the wrap-up.
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Test your knowledge of dining etiquette.   


T or F

	1. 
	F
	When passing food around the table the first time, the food is passed clockwise.

	2. 
	T
	When someone asks you to pass the salt, pass the salt and pepper.

	3. 
	F
	There are two forks to the left of your plate; the fork on the outside is the dinner fork.

	4. 
	F
	The utensils on the table above your plate are for the bread.

	5. 
	F
	If you need to be excused to leave the table, place your napkin to the right of the plate.

	6. 
	F
	The bread plate is in the upper right corner of the dinner plate.

	7. 
	F
	There are two beverage glasses at your place setting.  The outer glass (right) is for water and the other (left) is for a beverage (iced tea, soda, lemonade, etc.).

	8. 
	F
	If you do not want coffee or hot tea, turn the cup upside down on the saucer to signal the server you do not want the hot beverage.

	9. 
	9
	If using the continental dining style, one uses the fork to eat with the tines down.  

	10. 
	F
	When eating bread, it is acceptable to butter the whole roll and pick up the whole roll to take a bite.

	11. 
	F
	It is acceptable to use the napkin to cough in.

	12. 
	T
	If you use sugar in your coffee, tear the packet partially open and when the packet is empty, place the packet under the saucer.

	13. 
	F
	Once you have used your knife to butter your bread, you may return the knife to the table on the right side of the plate.

	14. 
	T
	If eating soup, fill the soup spoon by spooning away from you (sail away).

	15. 
	F
	When someone asks for another roll, as it is being passed to the requester, it is acceptable for you to take a roll and pass the basket on to the requester.

	16. 
	T
	When eating American style, you eat with the fork tines up.

	17. 
	T
	When eating Continental style, you eat with the fork tines down.

	18. 
	T
	When eating Continental style, you may keep the knife in one hand as you eat.

	19. 
	F
	If you must leave the table during the meal, place your napkin to the left of your plate.

	20. 
	T
	The 3 parts of a conversation include the warm-up, the core, and the wrap-up.




Students should be able to identify at least 10 correct and 10 incorrect actions of the diners.
Evaluation Vignette KEY

	Do
	Don’t

	· Person on the right places napkin in their lap 
· First conversation (Weather)
· Chewing with mouths closed
· Offering bread first 
· Butter placed on the bread plate correctly
· Person on the left cuts correctly
· Napkin placed correctly when person on the left excuses themselves from the table
· Person on the left places napkin in their lap when they return
· Person on the right eats their roll correctly 
· Offers last roll 
· Person on the left places their knife correctly 
· Person on the right appropriately declines coffee
   
	· Person on the left tucks napkin in their shirt 
· Negative, gossiping conversation
· Person on the right takes butter before offering 
· Person on the left places butter directly on their bread
· Person on the left takes too large a bite of their roll
· Napkin is used to wipe the face
· Person on the right salt and peppers their food before they sample it
· Person on the left doesn’t use their soup spoon correctly
· Pasta is cut with the side of a fork
· Top of the salt and pepper is touched when it is passed
· Person on the left covers their coffee cup with their hand  
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