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Hygiene 1

What's in it for me?

This module will help you in following ways:

O Keep yourself and your surroundings hygienic

O Being healthy and fit

O People will like to interact with you snd do business with you

O Dress in a professional manner and be impressive

O lnteract with others in effective manner following social etiquette

O lmpress you seniors and customers and succeed in your career

lntroduction

Hygiene is more th6n just being clean. lt is defined as the pr6ctices that help people

stay healthy. In todays modern and hectic world, hygiene hss taken a backseat. lt
has been proved that many times career and relationship aae affected due to lack of

Learning Obiectives

O To learn the importance of Personal Hygiene.

O Tips on keeping oneself clean

O How to improve workplace hygiene

Hygiene is a habit that needs to be focused on st an early 6ge. And it need not be restricted

to our bodies alone; it needs to be maintained in our surroundings as well.

In fact, most of the new-world diseases like bird flu and swine flu have stafted because of
lack of hygiene. And if we fight lack of hygiene today, it will have good effects on the

generation after us too.

Not all of us are happy or comfortable d:scussing sbout our hygiene problems like, body
odour or mouth odour even with our family and faiends. Personal hygiene is also a hes:th

issue which has to be addressed on top priority.



Considering the kind of weather conditions and harsh climate that India f6ces, it ;s all the
mo.e important that we stay as hygienic as possible €nd teach our children these good
h€bits, In fact, we Indians have a reputgtion for our lack of hygiene €nd it is time we did
something ebout it! Being unhygienic could not only repel you r friends and colleagues but
also your partnerl

lf the job requires you to be alwgys on the move then, personal hygiene tends to go for a

toss. Because. you ore exposed to heat, pollution, dirt g most of the time we do not have
enough time to take care of our self, ln such cases, where enough time is not svailable for
personal hygiene you can use hygiene products that are svailable in the market. These
paoclucts can be used by everybody,

..Personal Hyglgne

Personal hygtene means keeping the body clean and tidy. Ex6mples of personal hygiene
pr€ctices include hair cutting, shaving, brushing teeth, barhing d€ily, cutting nails, etc.
Personal hygiene is also referring to good perEonal appearance.

Hygiene encourages personal heahh. Everyone €utomatically hss personal hygiene. Some
people do it better than others. The idra is to keep your body hair and teeth clesn, and use
things like deodorsnts scents and mouthwash €ppropriately so that you do not stand out
because of b€d smell coming from your body o. clothing. Keep your clothing clean and
maintained approp.iately" All of the above should be gcco.ding to your culturaland social
norms. The idea is to NOT stsnd out because of a lack of care for your body, clothing or
other items that sre typically close to Vo-.

The most imponant aspect of maintaining good he6lth is good personal hygiene. Personrl
hygiene which is also referred to as personal csre includes €ll of the following:

Bathing

Hair care

Noil ooro

Foot care

Dent€l care

Maintaining good health also includes nutrition. leisure/recreation, sleep, 6nd exercise.

As you can see, there are manyfactors that contribute to feeling and looking good, Feeling
and looking good €re important to e€ch individual's emotional and physical well-being.

o



lmportance of Personal Hygiene

The best way to keep the body clean 6nd free of infection is to wash on 6 daily basis. This
means tsking a shower or s bath and using soap and hot water. This also means washing
one's hands several times a day, We should wash h6nds especially after going to the
bathroom. This will prevent harmful bacteria from damaging one,s health. Good personal

hygiene is important on the job for the following reasons:

O It keeps you healthy and well

O Staying clean helps fight disease-causing germs

O lt keeps your co-workers healthy

O Bacteris and other germs are easily spread from psrson to person by personal contact

O Wash hands thoroughly with soap after using the toilet, changing diapers, handling
pets and before handling food

O Clean & cut the nails of both hands

O Tie your hair before handling the food

O Good personal hygiene helps prevent illnesses

O Report skin rashes €nd similar problems to your supervisor.

Tips on Personal Hygiene

Hair llygiene

We have to be clean from top to toe. Often, while considering personal hygiene, the hair is
neglected- Howevet manya time, the hair gets dirtier than the body. Forthis re€son, ettention
must be given to the hair

Wash your hairat leasttlvicea week. with a suitable shampoo. Never use sosp, because
so€ps are not good for hair.

Dry your hair after a wash.

Skin Hygiene

A person sweats throughout the day, so it is importsntto keep the body clean at alltimes.

O Soap and water are vital for keeping the skin clean. A good bath once or lwice a dsy is

fecommended

Use an €nti-bacterial so€p snd add drops of an antiseptic liquid to the water

Dry yourself well. Avoid shsring towels.



Oral Hygic.e

Accumulation ot food in the mouth can cause many p.oblems

O Brush your teeth at least twice a day. but prelersbly after each meal to clear your teeth
of€ny remains of food

O Use a brush with zigzag bristles, to reach every corner of your teeth

O Use a soft brush for long life of teeth

O Use 6 tongue scraper to keep your tongue clean

O Use a mouthwash whenever you go out

O Drink a lot of water to keep the mouth moist and to remove any foul odours

Hand Hygiene

The most common way we establish contsct with things around us is by using our hands
and that is why, one must take special c€re to keep them neat and clean.

O Wet your hands

O Use soap to wash your hands

O Wash thoroughly in the gaps between your fingers

O Rinse your hands under running water ensuring that the soap solution is washed €way

O Dry your hands using a towel oa tissue, or; rub your hands under a hand dryer till
relaiively dry

Feet Hygie.e

The most neglected paft of the body is the feet. Ways to ke€p your feet clesn are as

tollows:

O Soak your feet in warm water and wash with soap. Scn/b the heel of your foot with a

pumice stone to keep :t soft

O Rinse your feet in running water

O Dly yout feet witlr d tuwel- especElly belween yout loes

O Powder your feet before putting on socks to prevent sweat and the resultant smell

O Use a comfort€ble footv,uear (Always wear socks when wea.ing shoes)

Nail Hygiene

O Clean your nails by thoroughly removing dirt from them.

O Cut your nails often and preferably, keep them short.

O Do not keep your nails polish all the time



Fitness and Hygiene

A fit body is a healthy body is a healthy mind. Keeping rhe weight in check and ensuring
proper exercise keeps a person slim €nd happy. Being too thin or too fat is not good for
anyone. Hence fitness becomes an important part of self grooming.

Body Odour

Bad odour means bad body smell. We should take care of not having bed body smell as it
gives a bad impression on other people.

The solution Ior body odour is:

O Having s bath daily but twice, in the summer prevents body odour

O Use a talcum powder

@ Use a deodorant Should mention about elum

Workplace Hygiene

Improving workplace hygiene can prevent a vaaietyof probiems. Properworkplace hygiene

can cut down on the spread of infectious diseases, leading to fewer sick days. lt can also

reduceemployee stress by providing a clean. healthyworking environment. Forworkplaces

that involve food handling or .egular custome. contect, improving workplace hygiene can

also protect clients and customers from exposure to illness snd other hygienic issues.

Thdre are severalthings th€t employers can do to help improve workplace hygiene. lt is
important to ensure that the workplace is cleaned on a regular basis; dust, dirt, and waste
can all cont.ibute to the spread of bacteria and disease. Hiring a janitor or cleaning service

that provides weekly cle€n-ups can go a long way to improving workplace hygiene. 8e

sure that workers are provided with supplies lhat encourage hygiene. such as soap in the

bathrooms, tissues, wastebaskets, and h€nd s€nitizer Making these objects available can

encourage workers to maintain good hygiene on a daily basis.

Tips on Workplace Hygiene

O Use gloves €nd boots where hecessary

O lfyou work €t a computer ensure the area €round your computer is regu:arly cleaned as

studies have found that your desk could contain more germs than a toilet seat

O Also aemember to wash your hands regularly throughout the d€y, paaticularly before

and after eating and going to the toilet



O A hand sanitizer is also a fantastic thing to clean hands without using soap and water lt
can be used when you are sifting in office or tGvelling.

Place hand wash in cert€in areas ofthe woakplace could help to mainta:n workplace hygiene.
and ensure that employees are encouraged to use ii regulaaly. You should also ensure that
employees have easy access to water in order to stsy hydrated. Furthermore, one should
ensure that the workforce follows basic standards of hygiene in orderto reduce the spread
of infections.

Clean Workspace

The importance of keeping desks clean should also be stressed. lt's allthe more impoatant
to ensure that desks are kept clean seeing 6s so many workers now eat their lunch at their
desks lt makes sense, therefore, to point out to workers just what the potential health risks
could be if they fail to ensure that desks are cleaned properly on a regular basis.

Exercise



B. Match the colum.

HEir Hygiene Mouth wash

Skih Hygiene Deodorsnt

Oral Hygiene Comb/shampoo

Hand Hygiene Nail cutter

Feet Hygiene Antib€cterial soap

Nail Hygiene Punic stone

Eody Odor Hand sanitizer



Grooming 2

Learning Obiective

. How Personal grooming is impoatant I how it helps in enhancing personal inrage.

. Dos & Don'ts of grooming for men & women.

Clothes and manners improve s man's appearance. your sppearance influences the optnrons
of everyone around you. The professionalism, intelligence and the trust people form In you
is mainly due to the appearance.

Personal Grooming

Personal grooming is taking care of your body in a hygienic manner. Caring for your body
by washing your hands, brushing your teeth, combing your hair, trimming you. ns s,
shaving, wearing clean clothing and showering is important for a peason,s own health.

Cloth:ng

Pe6onalgrooming also includes howyou dress. Clothing style shows yourattitude. personal
grooming also determines the impression you make on people and how you fe6l about
yoirrFfilf lirrr.'lrr' \^?hn ho? oood ptraohrl groonlinB hnlritr, ltxr[.r rluurt, filur, wuur!
deodorant to limit body odour Well-groomed people wear clothes that are ironed, fit and
ate not loan.

lmportance ot Corpora:e Daessing

Corporate dressing refers to dressing at work place which helps an indjvidual to make a
mark in the first meeting itself. Corporate dressing teaches an individu6l to dress 6ccording
to the organisation culture. Do notwear something which willmake you feelodd one out st
the wo.kplsce. Dressing sensibly makes s person feel confident throughout the day. One
does not feel like working if he/she wears a wr:nkled shi.t or ,ll-fitting pants to work.



It is not necessary that something which looks good on your colleague would 6lso look

good on you. Don t purchase anything just because it is in fashion Please useyourcommon

sense, lf a daess is not looking good on you atthe showroom, it will look the same even at

home. Remember, appearances are extremely important'

You need to feel good about the way you look. Make sure your clothes fit you wel'' You

need to feel comfortable in your dress. Nobody will notice you,:f you are not dresseo

correctlv. Formal dressing, if done correctly helps you create the fi'st impression

Personal grooming and corporate dressing 6ctually go hand in hand Wearing €n expensve

business suit will not help, if you are not neat and clean Here comes the importance of

pe.sonal grooming. Personal grooming is defined as the srt of clesning and maintaining

one's body, Personal grooming is essential for everyone irrespective of tho gender and

n€ture of profess:on. Personal hygiene, if neglected can ru;n your person6lity Corporate

dressing along with personal grooming helps you to create a good impression on the other

person.

Personal Grooming Habits

Guideline on Attire & Personal Groomingi

Corporaae Aftire fgr Men

Shirts

O Your shin should be well washed and ironed

O Avoid wearing loud colours (any dark colout - eg. btack. dark blue, dark grey) ro work'

White/Light colour shirts with dark pants are preferable

O Do not we€r casuals this is open to interpretation - as what is causal for me not casu€l

o Shirt collar and cuffs should be buttoned at all times during oflice hours

O Ensure youa shirt is tucked in neatly giving a smart appearance Loosely tucked in shirts

give 6 very shabby €Ppearance

O Never roll or push up your shirt sleeves during working hours

o Do not stuff vour shirt pocket with bulky or heaw objects



Shirt with rolled - up sleeves

. Your trousers should be well washed and irohed

FormalNavy BIue/ Dark Brown / Black/ Greytrousers
,re ollowed. Light colored trouseas are not considered
€s formal attire

They should be we fitting and of an appropriate
length - nottoo short so that socks can be seen when
standing or too long so that they fall/fold over the
shoes

Do not stuff your trouser pockets

with bulky or heavy objects

Shirt without rolted - up sleeves

?rossets



Shoes

. Black leather shoes with l€ces are preferred. During monsoons, you could wear
shoes of another material, but necessarily black ond with l€ces

. Do not wear floaters or sneakers

. Keep you. shoes well polished and clean at all times

BRowr,r sioes attlo

COLORED SOCKS

---'

Bucx sHoes

WITHOUT LACES

\.r
rl

Socks

. Make sure they sre of an appropriate length (more than 4 inches) from your ankle

. Tako caae aot to reveal bare skin when you are sifting or bending

. You should wear clean socks everyday. Meke sure your socks don't smell

. Ensure th6t the elastic at the toD ofthg socks is firm and not loose so that the socks t6lls



lie

' Wearing the corporate tie is a must- when provided

. The tip ofthe tie should touch the top of the trouser waistband snd should be adjusted
to suit your heighr

. The tie should not be too short or long

. Ensure your collar button is closed when weaaing € de

. The tie should not be worn too loose or too tight

. People with wide necks can pull olf a big knot, while those with slender necks took
befter rvith smaller knots

. The narow blade of the tie should always be well secu.ed behind the main blade

ISta -CffiarE rE

B-^



Tying a tie

The wide end "W,,should extend sbout
rz rncnes below the narrow "N,,,

uross wide eod ,,w,, over nafrow end ,N{

lurn wide end .W,, 
back underneath

.Continr" 
by b.inging *ide end "W,,

oacft over in front of narrow end ,,N" 
agaih

Step 4i

::i:'.:ffi y;::kand,h roush,h e

Step 5:

Hold the frani nf the knot louscly
wth your index flnger and bring
wide end .W,, 

down thror-rgh t# front loop

Step 6:

Remove finger and tighten knor
carefully to collar by holding n€rrow enor\r and sliding the knot up



Belt

. A black belt is an integral psrt of your corporate attire and must be worn everyday. The belt should €lw€ys m€tch the color ofthe shoes
. The bre€dth ofthe belt must be .l inch to 1 % inches, and the buckle size should be 2 to2 % inches in length and 1 y2inches to 2 inches in breadth
. Ensure thstthe beltand buckle.re ofti

or tacking in sheen 
he rightshape €nd size and not too dull, worn out

Formal bl€ck
belt with steel
buckle

Brown

buckle
belt with fancy

Grooming and Hygiene for Men

Hair

. Your h€ir should always be neatly comoeo

. Avoid fancy hairstyles, long hair or straightened hair

Hair colour / streakihg is not
reoommended. lf necessary.
should be ih natural colorlrs ohly
{8lsck or d€rk brown)

Avoid excessive hair oil or use of
ha;r sp.€ys and gels with strong
ooour

Hair length should be sppropri€te
-shoud notfall overthe ears snd/
or the shin collar

--



Facial Hait

. Moustache: Always keep your moustache neat and well t.immed. The length must not
extend past the corner of the mouth snd the outline of the upper lip must be visible.
Pencil trirn or €ny styles aae not considered to be a part of p.ofessional daesscode

. Beard: You a.e expected to shave before you come to work everyday. tn cEse you
requiae msintaining a beard, make sure it is welltrimmed. For Sikhs, when using a net,
make sure it is very fine and the colour matches your turban

. Side burnsi Always keep the length ofyour side bufis stopping between the top ofthe
ear or up to the middle of the e6r

Hands and Nails

. Hands and n€ils to be msintained clean at alltimes

. ln case of dry hsnds. use a hand lotion

. Keep € h€nd cleEnser / wet tissue

. Nails to be clean and trimmed regularly

. Nails on allfingers shouid not exceed 1 mm



Accessoaies

Minimal accessories should be worn to ensure thatthey do not deviate form your sttire or
corporate image. Some suggestions to help you in selecting your accessories:

8r€celet

Earring

. Chain: lf you wea. a chain and /or pendant, make sure th€t it is not visible. At mosl one
single chain is permifted (even if it is not visible)

. Rings: Wear not more than two rings. one on each hand. lt could be a band with or
without gcmstonca

Edrrings / Studs / Oth€r piercing: Not allowed

Bangles / Bracelets: One may wear a single "ksd€,, or braceletas per religious customs.
Avoid wearing flashy br€celets

Watches: Watches should be simple and smart. Black leather or steel straps are
recommended. Avoid large and flashy disls or watches of fancy colors €nd designs

Spectacles: Spectacle frames should be form€l and smart and should sujt the face cur.
Avoid flashy or fsshionable frames

Tattoos: Strictly not permitted. lf existing, should not be visible.



Corporate Aftire tor Women

Women can choose bewveen Western and lndian 6ttire-

Western Attire

Shirt

. Your shin should be well washed and ironed

. Shirt coll€r and cuffs should be buttoned during office hours

. Never roll or push up your shirt sleeves

. Shirt should not be tucked in the trousers

. Wear shirts that fit;ust righr

. White / Light colour full sleeve shirts are €cceptable

Trousers

. Your fiousers should be well washed €nd iaoned

. Formal n€vy blue / Dark Brown / Black / Grey trouser are allowed

. Trousers should have a flat front and with side pockets

. They should be well fitting and of an appropriate length - not too
shoft-so that socks can be seen when standing or too long so that
they falllfold over the shoes

Indian Attire

Sari ard B:ouse

. Saris should be worn with style and comfort. Sari should be well
ironed and draped neatly

. Alwdys pin up your safi, so that you can ceffy out your work wlth

. The pallu should always be pleated over the shoulder ond should
never bo left loose

The lengrh of frc sari should be long, so as to show only the tip of
your roes

Do not use bdght or chunky .ieweile.y



Salwar Kameez

. Your salwar komeez should be well ironed and stitched

. lt should be of € comfortable fifting

. Simple salwars / churidars are recommended Should also
mention about dupaftas - when they are supposed to be worn/
not wom

Dupatta

. Dupatta should be neatly
shouldefs

folded snd pinned across the



Footwear

. Shoes should be black in colour

. They should be well maintsined and polished €t €ll times

. Close-toed tootwoar is recommended to be worn with the western attire 6nd s€lwaa-
kameez

Open shoes/sandals? may be worn with the sari

Heels should be no lower than 1% inches and no higher than 2y2 inches, preleftbly
block heels

. Avoid pointed toe shoes, boots and high heels

F *-*__- ., Stockinqs/ socks. if.reqqired to be wor,n, must be onlv of skin Qolgg. .

OPEN sr]oEs o
WESTEBNAamE ArlD

9ALWAR.(AlrEu

FoRMAL BLACK
CLOSED SHOE.S

a ,a



Accessories

Minimal accessofies should be worn to enslre that they do not deviate form your €ttire or
corporate image. Some suggestions to help you in selecting your accessories:

Chain: lf you wear a chain / mangalsutra snd / or pendant, make sure that it is not
visible. At most one single chain is permitted. Avoid trendy necklaces eontaining 16rge

stones. etc

Earrings: Earrings should be simple snd small. Wear a single pair of ear.ings. Silver,
gold or pearl studs are recommended. ln case of multiple piercing, only smallstuds ale
permifted. Long dangling e€rrings or matching colors are not permitted.

Rings: Wear not more thsn two rings, one on each hand. lt could be a band with or
without gemstones. Rings should be simple in design and size. Avoid wearing artificial,
rings as it gives a casual€ppearance.

Bangles / Bracelets: Bangles look good onlywith saris or sslw€r-kameez_ Avoid weanng
flashy brscelets or colored bangles. Two bangles or one bracelet, in gold or silver ts
occeptable. Ensure the bangles / bracelets do not make noise.

. Payals / Anklets: M€ybe worn based on individual preference. p€ysls and anklets go
well with Indian attire and must not be worn on western attire. To be worn in both feet.
They should not be heaw and jingling or noisy.



. Nose-ring: Studs may be worn as per individual preference. One small and simple
diamond or gold stud is permitted. Nose-riogs should not beflashv or attract too much
attentton.

Toe.rings: May be worn based on
To be worn only if necessary and

individual preference. Should not be flashv or fancv.
not €s a fashion st€tement.

Oiher piercing: Not permifted.

Spectacles: Spectacle frames should be formal and smart and should suit the f€ce cut
Avoid flashy or fashionable frames. In case if wearing contact lenses, ens!re they are
comfortsble and do not
cause any harm or
irritdtion to your eyes.
Colored contact lenses are
not permitted

Tattoos: Strictly not
permitted. lf existing.,
should strictly not be
visible.

Watches: Watches should
be simple and smart.
Leather or steel straps are
recommended. Avoid
l6rge snd flashy disls or
watches of fancy colors
and designs

WESIERN ATTR€

-I
I

FaricYt\tscK cE

TAroo a^D FANcyWaTc! ANKLEi rfiHr-
LONG EAA'f!CS MOEElMlrTr rO itNcs



Grooming and Hygiene for Women

Hair Care & Hair Style

. Neatly tied hair goes very well w,th any kind of corporate atti.e

. For well maintained hair, it is impo.tant to have it trimmed every six to eight weeks

. Long h6i. to be pulled back at all times - in a single plait

. Short hair to be neatly held back with clips and bands

. Hair should not be falling over the eyes 6nd face

. Avoid using excessive hsir oil or use of hair sprays and
ooour

ONE RING IN EACH HAND

gels that give out a strong

SMALL gruos tN cAsE oF
MUTTIPLE FIEftCING

ONE BANGLE

-

E

E
WATCH wrrH srEEL

STRAP /4ND SIYATL D]AL
ONE slNcLE coLD cHAtN



Hair Colour

. Streaking and hair colouring is not recommended

. lf required, colouring should be done in naflrral colours or at most one or two shades
Iighter/ darker than natural colour

Hair Accessories

. All hair accessories to be bl€ck in color only and small/ medium in size

. Fancy or flashy accessories (clips, clamps, rubber bands) of different colors. sizes and
designs not recommended

. Use of gajra / flowers in the hai. is strictly not recommended

f#-
Hands and Nails

. Hands to be maintsined clean

. In case of dry hands, keep hand lotion

. Keep a hand cleanser /wet tissue always

. Nails to b6 cloan and trimmed rcgularly and psinted.

. Long nails should not be more than 3 mm above finger tip

. Long nails to be filed / shaped and painted €t alltimes

Makeup

. Basic make-up is a must for of{jce wear

. Make up should give a natural appeafance. Stick to colour shades ofbrown or light pink

. Do not use shiny eye or face make up



. Use make up of good brands so as to 6void skin allergies €hd rashes

. Employees need to look best at alltimes du.ing work hours. We suggest that you re-
€pply your make up and do you. hair at regular intervals in a day

Eye shadow

. To give an enhanced look to your eyes, by spplying it in between your eyebrow ano
eyelashes

. Use only light brown shsdes

Eyeliner

. ls applied to highlight and enhsnce your eyes

. Only black liner is recommended

. Eyeliner should be of medium thickness

Lipstick

. To add color and radiance to your face. Should be opplied evenly without blofting

. For office use. you are allowed to we€r only shades of brown, depending on your
complex;on

ll 
'rl



Eindi

. Bindi goes well with sari or salwar-kameez

. Do not wear bindiwith westefn ottire

. Regular. round medium size maroon bindiis permifted. Avoid fancy, flashy, multi-colored
€nd large size bindis

Sindoor

. To be used based on individual p.eference

. Sm6llsindoor, maroon in color is recommended

Nail polish

. Nails should be painted at 6lltimes

. Use of naturalcoloas €nd light colors is recommended

. Nsils should be painted at regular intervals to

. Avoid bright colo.s and / or nsil 6rt

FIAS}.Y EY€ MAKE UP

S|MTaEAND soBEn EyF
MAKT UP

:,i*li$t!t

BRrcHr RED NAIL PousH L|Gr{r COLOB i.|ArL POI-SH



tos & Don'ts:

. Corporate attire should be worn only on duty

. No alteralions or variations of the corporate sttiae, in {abric or design, is permifted

unless specifically authorised

Dress according to your body type. weight and complexion

Employees must keep the corporate stdre in good condition

The corporate attire must be worn in its entirety and must be cle€n

The corporate sftire willat €ll times be the prope.ty ofthe company

Male pJotessionale r!€ed to:

. Shave daily/Trim moustache or beard

. Comb hair properly

Wear crisp. wrinkle free shirts and wellfft rousers

Wear a mild perfume

Trim nails

Female professignals need to:

. Tie hair in a neat ponytail or bun

Wear flsts to woak Contradicts prcvious page information which says that women can

wear heels

We6r minimsl and light m€ke up

Get r:d offacial hair

Smell good

Clean your hahds, feet and take care of finger as

transparent nail paint
as loe Preferably use

Minimal accessories should be worn to ensure thatthey do not deviate from your attare

or corpordte rm6ge

The colour of the dress should be sobea



A. Form two groups in the class. Males and females.

Each group to check the personal hygiene of every
Attire, H6it Hands and N6ils. foot wares. m€ke-up,

gaoup member b6sis

Basis €bove parameters r€nk best 3 group members as 1,2 and 3.

Best 3 group members from each group to be awarded with a chocolate.

g. "Who is groomed Best?" - Traincr to idendfy best groomed male and
female partidpant in the class and reward them with a chocolate.



Etiquette 3

Learning Objeaive

By the end of this module yo! w:ll be able to:
. Undertand the importance of etiquette

. Understand different types of etiqueEe

. Understand and follow business, social and teiephone etiquette

The obiectives ol €tiquette are:

. To define workplace etiquette and stress the importance of cresting a pos:t;ve work
envrronment

' To identify behaviors consideaed important fo. maintajning workplace etiquefte

. To develop skills in addressing coworkers' behaviors thatis unpleasant, rude or offensive

You will spend 8 r 10 hours of your day at office, the woakplace. lf you €re conscious about
workplace etiquetle, it can be € moae prodllctive and a happy plsce to be in. There 6re
basic etiquettes that you must pr€ctice for your continued success and progress at work.

Need for Etiquette
. Etiquette makes you a cultuaed individuol who leaves his mark whereve. he goes

. Etiquette teaches you the way to tslk, walk and most impon€ntly behsve in the society

. Etiquette is essential foa the iirst impression. The way you interact with your superiors,
parents, fellow workers. friends speak a lot about your personality and up- bringing

. Edquette ensbles the individuals to earn respect €nd appreciation !n the society. No
one would feel like t€lking to a person who does not know how to spe€k or behave in
the society. Etiquette inculcates a feeling of trust snd loyslty in the jndividuals. One
becomes more responsible and mature- Etiquette helps individualsto value relationships.



Types of Etiquette

1. Soci.l Etiquette . Social etiquette !s important for 6n individual as it teachos him how
to behsve in the society

2. Telephone Etiquette - lt is essential to learn how one should interact with the other
personoveathe phone. Telephone etiqlefte refers to the way an individual should speak
on the phone.

3. Busin$s Etiquette . Business Etiquette includes ways to conduct a certsin business.

Social Etiquette

The ways in $,lrich we communicate hsvc changed over the yearc, butthe basic principles
of social etiquette rem€in the same.

When you are at a business function, be readyto interact with others. lf you begin with the
right mental state, you will be more confident and intercsting.

Start by introducing yourself with your full name, even ff you think the listener s:ready
knows it. Extend your right hsnd for a handshake, both men and women, Make good eye

contact €nd smile as natuaally as yo! can.

While shaking hands, find the balance between a g.ip that is too tight €nd one thst is too
loose. Grip the other person's h€nd, palm to palm, and hold the contact for tlvo or three
handshakes. Seversldecades ago, it used to be standard social etiquette thst a man should
not shake hands with € woman unless the woman offered first. Today, men can stan a
handshake with both men and women with no breach of etiouefte.

Conversing in public is both a skill and a social etiquette .equirement. While some topics
such as rel:gion, politics and company policies should not be brought up, it's importantto
be well versed on a few inleresting lopics so that you can instigate € soci€l conversalaon
and keep it lively ond flowing.

Business Etiquette

Business etiquette includes much more than how to give a proper hsndshake oa knowing
which fork to pick up next ol the dinner table. Susiness etiquotte includes knowing how to
sct in an interview how to introduce cliehts to youa peers at work being sensitive to the
culture of the clients you are pursuing, when to write € th€nk you note, etc. Do not think for
one minute your actions at work or et social events are not being noticed.

Eusiness etiquette is in essence about building relationships with people, In the business
world, it is people th6t influence your slccess or failure.



Business etiquette revolves oround two things. Firstl, thoughtful consideration of the
inte.ests and feelings of othors and secondly, minimisirg misunderstandings.

Behaviour

Your mdhners and attitude wlll speak volumes €bout you. They will point to your inner
characte[ lf you come across selfish or undisciplined your reldtionship is unlikelyto prosper,

Proper business etiquettes lead to success.

Honesty

A reputation for delivering whst you say willdeliver goe6 a long way in the businessworld.
Remember, a reputation for integrity is slowly gained but quickly lost. Understanding a
particular cou ntny's business etiquette provides aframework in which you canworkwithout
i;aiof crossing bou;A;;;J;E;;f ag.eements. p.omises and contracts.

Diplomacy

Talking or doing someth:ng without giving it a proper thought can be extremely harmful.
Business etiquette encourages the careful thought of the interests of others.

Appearance

Dressing appropri€tely, st€nding and sitting in rhe right place €t the righttime, good posture
and looking physically presentsble are all elements in making a good impression. Eusiness
etiquette teaches you how to suitably present yourseff and wh€t to €void.

An€lfzing. understanding and implementing the above willhelp you recognizewhat business
etiquette is and how it should be employed within the business world.

Telephone Etiquette

Ielephone is an important device with the help of which people separated by distance cah
easily interact and exchsnge their ideas. Got a brilliant idea and wdnt to cotvey it to ygur
trlend staylng out of the country use the telephone. lelephone is one ol the easiest and
chespest modes of communication.

An individual needs to follow 6 set of rules and reguldtiohs while interacfing with the other
person over the phone. These 6re often called as telephone etiquettes, lt is important to
followthe basic telephone etiquettos as our voice plays a very import6nt iole in caoating an
impfession of our personality, education, family background es well as th€ nature ofjob we
are elrgaged in. The person giving the infoamation is called the sender and the second
party is the recipient.



The business telephone etiquette displayed in organizations shows the emplovees.- dilllgness and ability to help customers - both jnternal and external. 
.the 

ski s and the
aftitude projected over the telephone form a lasting jmprcssion. Communication skills also
play a big role in Telephone Etiquette.

It ;s impo.t€nt for everyone to have € good understanding of business telephone etiquette
in order to have efficient information excnanoe.

Do's & Donls
. Speak clearly. A picture paints s thousand words but the caller on the other end

of the_phone can only hear you. They c6nnot see your face or body language.
Therefore, taking the time to speak clearl, slowlyand in a cheerful, professional
voice is very important

. Use voice modulation and clar;ty while speaking on the phone

. Effective irsage of voice modulation in sddition to being polite can help you get
through the most difficult conversations including getting appointmentsfor sates,
selling on the phone and getting feedback from customers

. Do not eat or dri.k while you are on telephone duty. Only eat or drink duflng
your coffee break or lunch break

. While leaving messages leave your name, company name & phone number

. Always smile while tatking, your smile can actually be felt on the other side

. Always retu.n your promised call before the day end

. Avoid making excusesfor not picking up calls. Over€ period of time the customer
sta.ts understanding the excuses

. While picking up calls for others, put the caller on hold onlv with his Dermissron.
For exsmple, "May I please put you on hold wh;le I call the _,,

. l)d n.rr lcfFthe c6llcron l,uhj lur lu g. Cu||uldcr hyourrogponslbllirytoconnec!,
call quickly or take a message for a call back

. Listen to the Caller and what they have to say. The ability to listen is s problem in
general but it is very important to listen to whatthe caller has to say. lt is always
€ good habit to repeat the information back to the client when you are taking €
message. Verify that you have heard the message accurately

. Be patient and helpfitl. lf€ caller is upset, listen to what they have to say and
then refer them to the appropriste resource. Never snap back or act rude to me
caller.



Exercise

A. you are a sales executive at reta il electro nic shop. yourare invitedforan jmportant

client meeting. Which is the correct behaviou. trait during the meeting. State true
or false.

O Wearing fo.mal cloths

O Introducing yourself with 6 {ull n6me

O Eating or drinking during the meeting

O Attending phone calls during the meet:ng

O Extending yorrr left hand for a handshake

O Hsndshake with a wom€n

8. Form group of 3 people each. Perform a role plsy for given situation.

You are a sales execufive at retail electronic shop. you are going to meet one of the
most important client of a company.



Body Language

lntroduction

It is said that actions speak louder thsn words. Many times people judge you basis yout
body langu€ge. Therefore, having a good body L€nguage is essential in making good
impression on others. This topic covers vdrious aspects of body language.

Learning Obiectives

8y th€ end of this module you will be able to:

O Understond th€- importanc€ of body langu€ge

O Learn how to improve your body language

O Learn how to do € proper handshake

Body language refers to the nonverbal signals that we use to communicate.

In terms ofobservable body language, non-verbal {non-spoken) signsls are being exchanged
whetherthese signsls are accompsnied by spoken words or not. Body langu€ge goes both

Your own body languoge reveals your fee:ings snd meanings to others

Other people's body l€nguage .eveals their feelings end meanings to you

The sending snd receiving of body language signals happens on consciousand unconsctous
levels. Body language is especially crucial when we meet someone {or the first time. lt is
very influenti€l in forming impressions on first meeting someone. lt is not just about how
we hold 6nd move our bodies. lt includes

4

o

o

How we position our bodies

Our closeness to snd the space between us and other people.

Our facial expressions

Our eyes especially and how our eyes move and focus, etc

How we touch ourselves and others

Our eyes are a vital aspect of our body lEnguage. Our reactions to other people,s eyes -
movement focus, expression, etc - and their reactions to our eyes contribute greatly in
understanding the other person.



The hum€n body and our reactions have evolved which many of us ignore or tske for
granted. andwhich we can 6lllearn how to recognize more cle€rly if we try. Our interpretotion
of body langu€ge, eyes and f€cial oxpressions we can sigoificantly increase our conscious
awareness ofthese signals: both the signals we transmit, and the signals in others thatwe
obs€rve. Doing so gives us a significant advantage in lffe - professionally and personally -

in our dealings with others-

Body lahguage is notiust reading the signals in other people. Understanding body language
enables bettei self-aware ness and self-control too. We understand more about other people.s

feelings end meanings, and we also understand more ebout these things in ourselves.

When we undeFtand body langusge we become better able to retine and improve what
our body says about us. which generates a positive improvement in the way we feel, the

- wiiG@ibifi, ena what wdicfrie:iel'

Posture, Body Movement and Eye Contact

The most importaht keyto maximizing your power is posture. You should stand up straight
and high, snd breathe deep.

Your posture, body movements, €nd whether you maintain eye contact will affect the way
people view you. To show self confidence, you have to maintain eye cont€ct with people.

Your body movements c€n tell people that you are confident. They can also give aw6y
whether yo! are hyper, under confident or in 6ny othe. st€le.

Your body movements can €lso showcase your self confidence to other people. lf your
movements are smooth and if you don't dppear to be in € hurry, you will come scross as

more relaxed, calm, and confident.

Body language caa make or break a deal. How you caary yourselt when engaged in

conveasation is often as importaht as what yoLt say. Body language is nonve.bal, but it can
communic€te volumes about you.

Standing

When you stand, keep your back straight, middle section in alignment with your back,
shoulders back, and he6d up. This posture shows comfort with yourself and ease in the
situation.

Slouching, sticking your belly out, stuffing your hands in your pockets, and folding your
arms defensively €ll suggest 69gressive behaviors.



sitting

Take ca.6 in the way you sit Think of all th€ sitting positions th€t youve seen in business
meetihgs, from practically horizontal to 6lert 6nd upright. Sit with a straight back 6nd with
your legs together in front of you or crossed, either et the knee or €t the ankle. Normally,
women dont cross their legs, but men are ellowed. Avoid moving your knee, which is a
sign of nervousness.

Hands
Some people talkwith their h€nds; others srand with their hands glued ro;heir sides. Usang
your hands can be effective sometimes, aggressive sometimes, and irrelevsnt most of the
time. Controlling your hands tskes effort and willpower. Monitor your hand movements.
Avoid making sweeping hand gesturcs during meetings.

llead movements

Head movements commuhicate important informdtion, Nodding in agreement c6n be
immensely helpful to others, but too much nodding is hot good. Shaking your head can
signsl disagreement or disspproval. but avoid shaking your head too much.

Facial expressions

Faci€l expressions are very imponant in body lsng{rage. For example: Smiles s.e important
signals ofgenerosity and nonaggression. Butfo.ced smiles signalthatyou can barelytoler6te
the other person,

Likewise. frowns signal dissgreement, disapprovsl, snd sometimes anger. But they can

also suggest h€rd thinking and focused concentrstion. Ihese facial expressions arc the
most obvious ones, bul hundreds of others exist. Every one ofthem has a culturally agreed-
on set of me€nings.

Take € dsy to monitor your most frequently used facial expressions and assess their
meanings. You willprobably be surprised bythe types of messages your expressions give!

Eyes

Maintain eye contsct when talking with others. Do not study your h€nds or clean your
fingernsilswhile others are t€,king. Whentalking in a group, m€ke eye contact with everyone;
dont focus on only one person.



Handshake

A strong handshake means confidence, s limp handshake means insecurity. Here s.e some
basics to help you create a good impaession on the customer with your h€ndshake, you
may shake hands only when a custome. offers a hahd shake. A firm handshake
communicates confidence, interest and respect, Don't withdraw your hand in € hurry. The
handshake should be briet but it should be long enough fo. both parties to exchange the
greeting. Nothing creates 6 poorer impression thsn a wesk handshake.

A general rule is that you should never refuse if someone offers their hand for hrndsh€ke.
Develop a comfortable handshake style and keep it consistent. ltshould hot be too hard or
too soft.

How to Give a cood Handshake

Hold your hand vertically in an L shape... ...Then wrap your fingerc around

By holding your hsnd in a venical position, fingers together while your thumb is extenc,eal
€nd fo.ming an L-shape with the rest ofyoua hand, you willensure th6t your palms connecl
Then, you can wrap you. finge.s around the othe, person's p€lm. your 6rm should be
slightly bent in a flexible position.

As you make hand contact, also make eye contact. Don,t stare but look af the other persons
eyes long enough to see the eye co:our, and rememberto smile. Then shske the hand two
or three times- Knowing how to give a proper handshake sllolvs you to make a good fj.st
impression.

Some of the Mong w6ys of sh€king hands with other people nre as follows:



Positive and Negative Body Language

Sometimes you msy not notice your own body l€nguage. lt's not like you look at yourself
all day in the mirror but you can pr€ctice €nd take note of what you do notice, Having a
buddy to do this with is also very helpful

Practice 6t home in the miaror or if you €re teaming up at work make sure thar you are
pdying attention to each other without looking obvious or being too distracted to ta(e care
of the clients.

Let us look atthe differcnce between positive and Negative Body Language so th€tyou will
know what to do, and what not to do that can be corrected.

* -"tr5ttllE8oryrl|nEEea€

Yourface is thefirstthing that everyone nolices. lt communicates to the wodd that you are
together, knowledgeable, informed andcspablewith yourtitleand position. yourface shoutd
be relaxed and clearly in control.

Eye contact is very important when spe€king to another peason and listening well. Making
eye contact send the message that whst is being communicated to you is worth your
attention-

Hdving a smile shows that yorr really c€[e about your work, ctients and Vourself.

Howyou move is always donewith intent. Make surethatyou are in controlofhowyou are
standing and where your hands or alms are. lf you h€ve your 6rms crossed, you are on the
defence. lf you have them atyour side or on your hips you €re being serious and attentive.

Even chattingwith hands in you. slacks pockets is naturaland casually comfortable providing
the rest of your posture is upright and straight

Nqgative Body Languagc

Your F6oe is frowning or tight. Maybe you have a wrinkle between your brows or one of
your brows is raised in dnger or disbelief. This clearly st€tes that you are not interested and
do not have time.

Eye contact is in consl€nt motion when speaking to others. Its one thing to look €nd walch
the room but it's another to constantly be focusing on everyone else iostead ofyour client,
You €re distr€cted, and uninterested in the communic€tiob you should be participating in
or tiat your self confidehce is low.



Exercise

A. Following exp.essions to be written oh € pieces of paper and kept in a bowl.
Ihe class isto be devided into 2 groups. Representative from each group should
come forward. Pick a chit €nd enact the situgtion or expression given in a chit.

O Happy

O Upset

O kate

O Confused

B. The faculty to ask any person from the class €nd talk for one minute on €ny
topic. Class to listen the speech carefully. Fscultyto ask questions on his speech
to the class. (Activity for Acdve jistening'

C. ldentify whether below body postures 6re positive or negative

O Maintaining s good eye contact

o Keeping hands in a pocket

O Giving o firm handshake

O Sifting with your legs folded

O Playing with mobile during conversation to customer

O Touching your ear constantly during intervicw

O Biting nails



Notes



Notes
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Day 1- Introduction
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in young people as they faco the realities of life.

What's in it fcr me?
. You will learn the impoftance of life skills.
. You will learn how to conduct and behave with people. Understand the rures ano

regulations of behaving in the classroom. you will lesrn how to interpret commun:cation
through interpersonal skills.

. Various role piays, scenarios which will be usefulfor understanding the importance of
respecting people, handl:ng peer pressure, importance ofteam building andworking in
a team.

. You willalso learn how one adapts himself to the corporate culture S to understancl the
dos and don,ts of professional behavior.

Activity - (lce Breaker 1l

lce Breaker Activity:

1)Introductory lce Breaker "Tetlme sorrtething about
yourself - True or Fals€"

Ask the p6rlicip.nts to introduce lhentselves (o ihe
class. The pardcipants can share anformation on:
- Name

- C:ty (where have they come from?)
- Hobbies

Askthe participants to mske three or four sta.emenrs
about themselves, one of which is false. Now get the
rest of the g.oup to vote on which fact is fatse. This
will not only help them in getting to know e€ch other
as individuals, but elso stsrt an interactioh within the
group.



Key Pointers:

1) Developing an ldentity

Self - awareness heips adolescents undelstand themselves and est€blish their pe.onal
identity. Lack of information and skills prevent them from effectively exploring their
potentialand establishing a positive image and sound career perspective.

Activity 2 -'1Ping Pong"

Allthe participants have to stand ;n 6 circle. Each panicipant hss to askand memorize
the names ofthe candidates on both their left and right side. The facilitator willthen
come in the middle of this circle he/she will point a llnger to someone in the circle
Iandomly and say either ping or pong.

If he s6ys ping. the person has to tell the name of the pe6on towards hjs .ight and
if he says pong, he hss to tell the name of the person towards the left.

The facilitator has to do it veryJast and try to,fool'the group by looking at someone
but pointing fingers in completely different direction/person.

The cand:d6te, who tells the waong name ortakes too long to tell, then comes in the
middle and starts repeati!rg the game. After sever€l rounds, ask participants to get
fulldetails ofthe right €nd left side persons like where does he/she stay, quallfic€tion,
interest, ambitions, anything else special etc.

In the last aound. ping and pong are done in s sequence snd one pefson tells about
the next person based on the interaction happened before.

2) Managing Emotions

We have frequent mood chsnges reflecting feelings of snger, sadness, h€ppjness, fear,
shame, guilt, and love. Very often, we are un6ble to understand the emotional turmoil

Scenario - I
A customer wslks into your store and shouts before leaving as he w€s unhappy
with the service provided. You hsve tried handling him to the best of your ability
but you wrrc unsuccessful. You dre also very shgry anct frustrated. and h ls your
responsibility to handle the next customer in the queue while controlling your
negative emotions.

Enlct . role play with following:

{a) An €ngry customer who is shouting and leaving
(b) You are trying to control the emotions

{c) A second qustomer is waiting to be served in the queue and is on the verge/



3) Building Relationships

As I part of growit'tg up, we redefine our relationships with parents, peerc ano mem_
bers of the opposite sex.

Everyone at some point in time need social skills for builcling positive and healthy rels-
tlonships with otheas including peer of opposite sex. One needs to understand the
importance of mutual respect and socially defined bouhdaries of every relationship

4) Resisting Peer Prpssure

Young people find it diff:cult to resjst peer pfessure.
pressures and engage in experimentation.

Aggressive self conduct; iraesponsible behavior and
rlsks with regard to physical and mental health.

Some of them may yield to these

substance abuse involve greaier

The experimentwith smoking and milder drugs can lead to switching overto drugs and
addiction st a later staoe.

Scenario 1

A new customer entered youf shoe
having trouble deciding the style and
sales person?

store over 30 minutes ago 6nd seems to be
color ofshoes he wants, Whdt do you do as a

A customer is known to you and is very happy with the service provided by you. He
lives in th6 neighborhood and frequently visits your store, He has two children who
are settled abroad. H9 is at the counter esger to chat with you.

Do € role playwith two people en6cting the above scenorio- one as a customer anq
the other as the percon on the counter trying to enhance the relationship through
striking a relevart conveGstion.

Scenario 3:

You are a cashier at a supermarket. As you sre ringing up a customer,s order, a
second customer approaches, squeezes past several people in ljne and says, ,,1'm in
a hu.ry All I have is this cold drink bottle. Can you just tell me how much it costs,
€nd l'll leave the mohey right here on the register.,,

Enact this whole scenar:o snd present it to the class. Ask them how and what oo
they feel dbout this situation.



Scelario - 1

You are staying !n a hostel and you are sharing your room wjth your other two
roommates. You return to your room after cldss and find liquor bottles/cigarefte
butts. Wfite down what will you do in such € situation?

Scenario " 2

Your group of 6-8 ffiends want to skip the regular class and want to go Jor € movte
but 2 of you don't tltink you should go and decicled to stay while your friends skrp
class. Enact the above scenario.

Your colleague at work tries to earn money through shortcut methods or certain
illegalmeans. Forinstance, he indulges in not returning small chango to the eustomer.
giving higher amount bills to the customer and charging some smount for doing
this etc. He has been asking you to follow suit. Speak a few lines.on whst vou
woLrld do in such a situation and why.



Day 2 - At the Academy

Introduction:

This chapterwill give an insight sbout assisting students in understanding proper classroom
behavior.

Learn:ng Obiecfive:

. By the end of the module you will learh how to behave in a classroom.

. V€rious acfivities including knowing your fellow clsssmates and how to be have
with them & the importance of working as t6€m

lce Breaker Activity

"What do we have in Commor?"

Divide the p€rticipants into groups of four or five people by having them number

{You do this b€cause people genersllytend to sitwith the peoplethey already know
best.,

Tellthe newlyformed groups that their assignment is to find five things they have in
common, with every other pe6on in the gro!p. This shoutd not include body parts
(we all have Iegs; we all have arms) snd clothing (we all wear shoes, we allwesr
pants).

This helps the group explore shared interests more broadly.

Tellthe groups thst one pefson tnust t6ke notes 9nd be ready to read thcir lisr to the
whote group upon completion of the sssignment.

Then, askesch group to share theiawholo listwith thewhole group. Because people
6re your best source for laughter and fun, the reading of the lists alwsys generates
a lot of laughtor and discussion.

"What skill/knowledg€ separates you from your group"



Aclivity 2

"Treasure Hunt"
The objective of thjs game is to make them familiar
with the Centre and its facilities. Clues are m€de for
different pl€ces in the Centre which denote theiruse/
amportance as we:l €s have the information for the
ne)d Place.

For exsmple, they can start from an open space or
central area where they are given oaalclue of"Find a
place where the ....".

G-eneraleedc of Conduct

lmportance Points to Remembet in the Academv

. A student should dddress their Teachers/Professors ss lva,am / Sir.

. Teachers will be disappointed when tho student do not pay attention. One must always
listen €nd follow the instructions told by the teacher.

. A leacher is there to facilitate the Student. The student should follow her teachinos as
they may be helpful in future.

. Never blurt out answers. When a teacher asks a question always raise your hand, seek
permission to answer. lf you answer questions correctly. they know you,ro paying
attention.

Do not chew gum/paan in class.

Alw€ys maintain decoruft while you 6re in public.

Do not hold hands of your fellow class mates while in public. lt looks inappropri6te.

You shouldn't tease or make fun of studen6.

When th€ teachor loaves the cl€ssroom the students shollld

Everyone should panicip€te in class. lf you don't participate,

don't understand oa aren't listening.

8e respectful to teacher snd to one another

Do not 'Copy' nor 'Cheat' in any way-

msintsin silence.

the teacher willthink you

enrenng.

. Never let €nybody else be punished for an act committed by you.

' Knock on closed doors - €nd wait to see if there,s s response - before



General Dos & Don'ts

Dos

. "Excuse Me": lf someone is blocking your way and you would like them to move,
say excuse me and they will move out of your way_

. "Please" and ''Thank you": lt is very good manners to say ',please,' and ,thank you,,. lt
is considered.ude if you dont.

. Cover your Mouth: When yawning or coughing always cover your mouth with
youf hand.

. Shake Hands: When you are filst introduced to someone. shake their right hand
with youf own right hand.

. Say sorry: If you accidentally bump into someone, say'sorry,. They probably will
too, even if h was your faultl This is a habit and can be seen as very dmusing by an
'outsider,.

. Smile: A sm:ling face is 6 welcoming face.

. Open doors for other people: Men and women both hold open the door for each
other lt depends on who goes through the door first.

. Respoct: One should be kind and courteous to old men and ladies. One should treat
them wlth respect.

. Wish/Greet People: When people ask you how you are, tell them and then €sK
them how they are.

Don'ts

. Avoid tolking loudly in pubtic. We should always speak softly in public.

. lt is impolite to stare at anyone in pubtici privscy is highly .egarded.

. Do not ask a lady her age: lt is considered impolite to ask a lady her age.

. Do not pick your no6e In publlc: lf your nostrils noed de-bugging, use a

handkerchiel

. Do not spit: Spitting in the street anywhero is considered to be very bad
mannered.

. Do not burp in pubtic: lf you can not stop 6 burp from bursting ou! then cover
your mouth with your hand 6nd say'excuse me,afterwards.



Scenario Based Activity:

1) Your classmate Neha is the only gkl in your class and iou have been assigned
to work with her on a project. What €re the necossary precsutions that you
should take?

2) You see a classmate abusing a fellow classmate. What do you do?

Respectful Behavior

Bespectful me6ns a feeling of 6dmiration. So when you behave in € way that,s respectful.
you're doings'dmthfig 16 show admirstion for anothei 6-erson

Rote Play Activity

Obiective: Students differentiate between respectful
behsvior 6 disrespectful behavior through rote
playing exercises.

Divide the participants lnto groups of four or five
people by having them number ofl Have some chts
prepared of four role play Scenarios, two showjng respectfu, behavior g 2 showing
d:srespectful behavior. Distribute the role play scenario chits to each group. Read the
instructions sloud dnd make sure they understand them.

Each group has to do a short skit based on the scenarios in the chit. After every role play
have the studenls identify it ss respectful or disrespectful behavior

Then ask them why they made judgments and discuss their answers.

1) you are waiting in the line at the canteen and someone throws some food items ar you.
It hirs you in tlle side ofthe head.

2) You are at a wedding and you notice the man next to you has fallen asleep. He begins to
sno.e loudly.

3) Your mom's f.iend comes over to visit snd brings her daughter. you don,t like the girl
but your mom asks you to spend time with her.

4) Someone spills some juice on you snd does not apologise.

5) You spilljuice on someone at a party.

6) An elderly wom€n carrying a baby can,t find seat in a crowded bus.



7) lt suddenly starts to rain and you sre at the bus stop, the man stsnding close to you is
struggling to open his umbrella.

8) Your father says he ls expecting an important phone c€ll. Five minutes later the pnone
rings. lt is your friend.

9) While standing at railway ticket counter, you accidentslly step on the shoe of a girl :n
front of you. She turns €round right sway with any angry look on hor face.

10) You are playing Cricket and accidentally hit the ball through a neighbors, window.

Hostel Fules & Eegulations

The following ard the Dos & Don'ts:

Dgs: *-_
1. Lock your room always, even when going out for short durations.

2. Keep your valuables and c€sh under lock and key,

3. Tske special care of your mobiles and give your number to only to your nedr and dear
ones.

4. Re6d the noticd board (both ot your college 6nd the hostel) regularly.

5. Observe curlew hoirs.

6. Cont6ct your Warden or Chief Warden or Chief Security Officer in case of any probtems

7, Enter your complete details in the In-Out Register when leaving the hostel for mo.e
than one day.

8. Obtain Visitors pass well in advance for your visiting parents/relatives or any technician
from the Chief W€rdens Office.

9. Inform your block supervisor / caretaker if you are sick

10. Follow the code of conduct for the studonts

1. Cook in your roonrs.

2. Keep or feed pets in your room or campus,

3. Play loud music anywhere (in your room or campus).

4. Smoko, consume alcoholor indulge in substance abuse.

5. Indulge in ragging

6. Keep valuables or heavy cash in your rooms

7. D6mage university propeny or assets

8. Roam anywhero inside or outside the hostel campus durjng curfew hours.

9. Permit non residents to stay in or use your room.

10. Violate hostel rules



Scenarios on Code of Conduct:

The first step is to break the class into 5 groups. Thero should be 4 or 5 people per
gfoup. Hond out a copy ofthe scenario to only the group that wi!l be performing the
role pl6y for the class. Allow the students to hsve 5 to 1O minutes to come up with
a skit of the scenar:o that you gave them. Each student should hav€ a speaking role
in the role play.

After each group performs thei. role play asks the rest of the students what the,
saw. Then ask them to give you other ways they could have resisted the peer
pressure. Try and get them to talk aboutwhatthey would reollv do in this situatior,_

Her" are some'""unarios that I came up witfr:

1l Scensrio 1"A group of friends go rothe lMall snd a of thefdends but.l
wanls to steal. What do you do as a friend? How do you sdvise that what he
is doing is wrond?

2) Scenorio 2 - A group of friends are at the Hostel and someone offers you all
alcohol. All but 2 of you instantly say'No,, but the others are convjnced 10
drink. How do you h6ndle this situation?

Scenaaio 3 -Your friends are making fun of a student in a wheelch€ir €nd are
tryang to get you to ioin in. {ln this scenario you can choose to either ioin in
or not, you decide)-

Scenario 4 - A group of friends €.e hanging out and 1 of them pulls out a
cigarette and says thst he/she wants to try smoking. Helshe decided to try
and gel other people to join in. (ln this scenario you can choose to eitherjoin
in or not, you decide)

Scenario 5 ' You are €tthe hostel. there a group of studsntq who sre ragging
the freshman year studenls, What do you do as a senior? Do you participate
or stop them from doing so?

4)



Team Building Activity

Scenario

"TOWER BUILDING"

This 
's 

an important exercise. The focus ot the
exe.cises is to highlight the concept of ltelp,
encouragement, confidence, value orientation,
insight into goal seftings, self-study, etc.

Obiectives:

At the end of the session, each part:cipant will be able.

s) To descibe the gosl-setting behavior in t6sk performance.

b) To internalise the process of helping behsvior and its consequences on
performance;

c) To determine value orientation €nd its .elation to enfepreneurjal pefformance;

d) To anslyse the factors in the decision-making process.

Time Required

One hour to two and a half hour.

Materials Required

€. About 25 wooden block {cube shaped) with plajn surface of S sq. cm.

b.

each

Blind-fold or clean handkerchief.

Observation sheet.

Procsdure:

{ll Uomposition of the group:

The exe.cise requires three persons to perform the activities. Three orfour sub-groups,
comprising three pe.sons each, the other membe.s remain ss observers.

The three different roles may be

. Father, Mother and Adolescent child

. Man6ger, Assistant Manager and Worker etc

Ihe participants are asked to volunteer 1or rhese rotes and three to four sub-goups.
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(2) Condition: The trainer now imposes the following restrictions.

- The subject will be blind-fotded and will perfornr the task with his wrong hand;

- The associate membeas will not be allowed to touch the subject or the wooden
block. However. they may do anything of their choice.

- Time allotted: five minutes only.

(3) Additional Intormation: lt is also mentioned that on an €verage, a peason is able to pile
up ten blocks.

One person will play the role of father/manager; another person will be mother/assis-
tant m€nager, €nd the rhi.d person will play the role of a child/worker

The remaining panicipants w;ll act €s observerc.

ConfideDce of dircction:

. Generally, guidance is given bythe sssociate memberswkh instructions like,.towards
you side", "little towards me", "move your hand to tho right,,, etc.

. lt is important to observe:

' What sort of guidance is given by whom?

. Who gives the maximum guidance?

. What is the emotional reaction of the subject receiving guidance?

. Level of anxiety in giving guidance, etc.

(5) Planning and searching environment:

This may be observed at a point when the three players arrive at a consensus about
their target sod the trainer asks them to be re€dy for the activity. They may discuss
the plan; in which sidethe blocks should be arranged tofacilitate the lifting of blocks
by the subject, etc.

Playing the Game:

. The tr€:ner instructs other participants to msintsin silence when the game is on. He
asks the players whether they require €ny timo to start the game.

. lfthe players need time to discuss among themselves, the trainer may allow some ttme
for the ssme. When they are ready, the subiect is blind-folded and the trainer ensures
that nothing is visible to him.

The trainer sets his w€tch, and gives them the ,,go-ahe6d.. signal.

The trsiner announces the time €t regular intervals.



After five minutes, the players are told to "stop",

The blind fold is removed and the performance. in te.ms of the number of blocks piled
up by the subject, is .ecovered.

. The same set of exercis€ repeoted for the other sub groups one by one_

Paocessing

The main purpose of processing is to help the psnicipants examine their experiences and
an€lyse them for some significant learning.



Day 3

Introduciion

This chaptercovers thetopics like personalhygiene and howithelpsto boost our confid en ce
while we :nteract;n a social set up.

Lea.rirg Obiectivei

. To underst€nd the basic concept of cleaning, grooming €nd caring

. To examine holy good behaviour crestes a good imprgssion about

lce Breaker Activity

"What's your Name"

Ask all ofthe participants to stand:n a circle. Make sure they are nottoofar ap€rt or
too close together Give one person a small ball and ask them to throw itto someone
else in the circle. The person who cstches it says their name and throws itto €nother
person who does the same- As the ball moves around the circle, everyone in tne
group gets to learn one another's name. lfthe group already knows each othet turn
it into a teambuilding exercis€ by asking everyone to call out these things instead of
Inetr name:

. Their fsvourite colour

. One thing they like about their job

. A one word description of themselves

Make it more fun by timing the exercise and seeing how fsst the partic:pants can
get the ball around the circle,

Personal Hygiene

A great wry to increase self confiderue lo is increase your hygiene. How does Increaslng
hygiene help with self confidence?

Society is focused on how people look on the outside, how their teeth look, their clothes,
cologne, hait makeup, perfume, style, etc. lncreEsing your overall hygiene will drastically
improve vour self confidenco.

You don't have to look liko society w€nts you to in order to gain self confidence but if you
care for yourcelf; you'llfeel better about yourself in turn whiih will inadvertentlv Increase
your self confidence. You dont have to spend a fortune on products to make yourself
"appe6d' cleaner either.

for our bodies.

oneself to othejs.



Some simple things you can do are

For Men & Womeni

. Brush your teeth regularly

. Take showers .egularly at least once a day

. When washing your hair, tay to wash it once every other day, but not everyday.

. [4ake sure your clothes are alweys clean

. Use a Deodorant to get rid of Body Odour

. Make su.e you. finger and toenails are clean I properly clipped 6t all times.

. Carry a few breath mints or some gum wheneve. you decide to go out.

Be{hg.cle.+.Fd+ygienie cae give.you-gr€ot-selfeorfidence. Even if peopt€ffi|e
hygiene, you will and your self confidence will be felt by others.

Selfconfidence is a greattoolthat can bo used to be charismatic -a person wonh spending
time with and going out oJ the way to help. Personal G.ooming is important for a positive
self-imaqe.

Top Ten Table Manners

Keep these basic behaviours in mind as you eat:
'1, Chew with your mouth closed.

2. Do not m6ke noise while having any liquid item.

3. Do not blow your nose wh:le at the table.

4. Dont pick your teeth at the table,

5. Remember to use your napkin €t alltimes.

6. Wait until everyone is done eating at the table.

7. Cut only one piece of food at a time,

8. Don't place your eibows on the tsble while eating

9. Instead of reaching across lhe table for something. askfor it to be passed to you.

10. Always say 'excuse me' whenever you leave the table.

Activity:

Divide the meeting panicipants into groups of lolJr or llve people by having them
number off.

The participants are required to practice the t6ble manners le€rnt



Social Behaviour

'Mannors makes a man'is a t.ue saying. By manners we mean proper and respectfut
behaviour towards all w:ih whom we come in cont€ct. Good manners are very necessary
for progress in life. Eeing well behoved st the Academy i6 very imponant. Good behaviour
makes a good impression of yorj and your teachers. lt also puts clean maaks on your
permanent record, which will get you better jobs in the future.

From lhe moment of binh, humans sre social creatures. Indeed, without social interacitons,
no child would survive. Even when we become capable of living independently, very few
people seek to live by themselves. Instead, we generally welcome social interactions, ano
no study of behavior would be complete without considering these interactions.

Sometjmes, the focqs is an hol0llhg indivjdlat is affected by othels -. !1/hat is called social
influence. Social influence can include direct influences, like group decision making, as
well as indirect influences. like imagining how friends would react to a particular shuation.

Self ConfidenEe Activity

Divide the participants into groups oI four or five people by having them nuinber
off. Ask the participants to write about themselves on the tollowing:

. Ihe thing I do best is

. Something lhave accomplished is

. One of my best character trdits is

. lam proud of mvselffor

. lam working to improve

Every member of the group should discuss these points regarding themselves within
the group. The other group members should acknowledge and opp.eciato the points
put forward by the speake. in the group

P€rticipants should be given two minutes for reflection. In this quiet time, they should
be ssked to pictLrre themselves, succeeding at the type of activity that causes them
self-doubt-

Make po6itive statements. Atthe ehd ofthis exerciselhe participants should repeat
the tollowihg statements aft€r the faculty fifteen times:

. I am confident in my ability to handle whatever w'll come up today

. lam improving every day

. I deserve to be happy and successful

The faculty should ensu.e that the students speak theso sentences very loud and
clear.



How to Practice Human Values

Human v€lues are closely integrated with human !ife. They are ent€ngled with their day to
day chores. No human life is possible without values. Every living human being lives by
cenain values. lt is only the proportion and combination of negative and positive vatues
which separates a noble human being from s not so noble humsn beinq.

The positive values are:

. Honesty - Honesty is speaking the truth. By Lying you are not honest (also called
dishonest) because you 6re saying something that isn't true.

. Integrity - Integaity comes outofownership, Take ownership ofyour responsibilities
both at home snd the work place. Loss of imegrky means loss ofcharacter And loss
of c+raracterrneans-hrss of your life mentafly?ftfsptfritudlly.

. Kindness - Not every humsn being is privileged, people with lesser attnbures or
lesser privileges €re not lesser human beings, Show kindness; treat them as your
equ€ls,

. Forgiveness - f-ofgiveness brings a kind of peace thst hetps you go on with life. By
forgiving someone it means you fo.give the person butnotthe act. kdoesnt mlnimize
or justify lhe wrong.

. Love - Spread love. Reciprocation will start sooner or laterfrom all living things and
ultimately you w;ll end up winning hesrts,

Boosting one's Selt Confidence

Self Confidence is the belief in one's cepsbilities. It is 6bout trusting yourself.

Think Positively - A positive attitude can open your mind to learning exper:ences ano can
also inspire you to act. One way to create positive attitude is through positive self-t€lk.

Stop negative talk.

Pay youreelf € camnljment

Replace words of obligations with words of personsl intention -
. Ishould - lchoose too

. I'll try -



Day 4 - At the Corporate

Introduction

Thls chapter helps one understand the various ways one can adapt oneself in s corporsre
life. The Dos and Doh'ts required for behaving in s professional setup.

Learning Obi€ctive

. To learn the importance of:nterpersonal skills.

. Ihe :mponant points to remember while working in a corporate and ho.!v to ggr
used to the corporate culture

lce Breaker Activity

"Your Favourites"

Divide the meeting participants into groups of four or five people by having them
number off.

Tell the newly formed groups that their assignment is to identify and share their
favorite objects likefavorite trees, ice cresm, vacation destination, animal, book etc.
ldeas for the identification ot favorites willfollow.

The second psrt of the sssignment is to share'why,'the selected itom is thek personal
favorite.

Debrieftho activity in the lsrge group by asking each individuslto share their fsvorite,
but not the "why" with the larger group. This moves quickly.

As € tjnal step, ask participants to sh€re with the larger group what they learned
sbout thelr co-workcrs during the small group discussion. Ask what insights they
obtained aboul their smsll group members.

Interpersonal Skills

Interpersonalrelationship skills help us to relate in positive ways with the peoplewe Inreracr
with. This may mean being able to make €nd keep friendly r€tationships, which can be ot
great imponance to our mental and social well-being. We should keep good relations with
family members, which sre an important source of social support. lt may also mean betng
€ble td end relationships const.uctivelv



Interpersonal Skills means :

. Effectively translating and convey:ng information

. Being able to accurately interpret other people's emotions

. Being sensitive to other people,s feelings

. Calmly arriv,ng st resolutions to conflict

. Avoiding gossip

. Being polite

lo achieve good intenersonat Skills the fo owing need to be done;
. Be open - to new.ideas, opportunities 6 people

. 8e Prepared - P.eparedness meets Opportunity

. Give just to give - Don't give with the sole purpose of getting back

. Tieal Everyone as Equals - Value is in the support that people give you, so one
should alwsys respect that.

. Ask for help - lf you need help, ssk!

. Say Thank you - Thank the people who have helped you

. Be Courteous - Listen to others when they speak

Scenario

You are in a queue at the movie theatre. Somebody comes in and jumps the queue
rigirt in front ofyou. What do you ehooso to do? Ask the students what they wi'ldo
in such a situation

a) Nothing. You just bear it.

b) Vent comments out loud such as "... some people 6re suct/so ..... but you don.t
face the porson. Fac€ ths guy bl ntly and furiously, sfter allwho cloes ho thinK ne
is?l

c) Approdch the m6n end politely but fi.mly tell him thet he should take his turn at
end of the line.

d) Other...



Corporate Culture

To use a simple similarity, fitting into a company,s corporate clllture is like buying s new
pair of shoes. You w€nt shoes that provide comfort. match your personal style, and last
long enough to get you where you want to go. lf the shoes 6rent a good fit, you probably
wonrt get very far, snd you'll likely feel miserable.

The same holds true when shopping for a career and, Ltltimately, a place of emproymenl
You want to look for €nd select a corporate environment that makes you comfortable,
reflects yourtaste and style, and allows you to function snd move along with ease. Whether
or not yourllbe happywo*ing at a particul€r company will lsrgely depend on how wellyou
personally fit or ad6pt to the working of the company. and how comfoftable vou are with
the same.

The corporate cuhure is the operating work environment that js set
by the executive:

. The way people dress

. The way people act (both on 6 off rhe job)

. The way people present themselves

. The way people conduct theif work

. The way customers are tre€ted and served

. The way workers interact w'th each otner

. The way people interact scross departments

. The way business is conducted and how:t is done.

Individually and collectively, these factors will likoly determine if a compgny is rightfor you,
or if you €re right for the company.

As we €ll know, corporote cultures evolve over time, snd workplace environments often
change, sometimes significantly, whenever s new execLrtive takgs charge.

During such times, everyone, from top executives on down, must ad6ptand adjustto new
ways of doing business. How well one is able to adspt to changes at work environment
will slso affect your overall happiness and success at the companv

and shaped

fi



lmportance of Company's Coaporate Culture

lfyou wsnt to be successfnl at a compsny, snd enjoy where you work, you need to 6oapr ro
the company's culture. The company won,t adspt to you.

lf you look at people who succeed and move ahesd in the corporate environment. you'll
flnd they are people who are €ble to fit their jndividuality and personal stvle with;n the
boundsries of the culture.

They are people who:
. Know 6 Respect the Company's culture

. Pay attention to expected norms of behavror

. Build I maintain positive working aelstionship with supervisors. Co- Workers and
Customers

Value cohstructive criticism as 6 means to improve and enhsnce personal peifolmance

Maintain a positive attitude

Your abilityto sdapt and contaibute to the companywillbe a great measufe ofyoursLrcess.
The following Observation Guide highlights five key company areas to observe, and the
Guide will provide you with simpte checklists to hone your powers of observation! Try
complefing 6s many of $em as you can.

1. Company Standards:

Tfte most important learning for a new employee is getting an answerto this question:

. Wh€t are employees expected to do to fulfil the company,s mission, vdlues, goals
and objectives?

2. Management Standards

Three key learning questions will be:

. How do things work around here?

. How do you want things done?

. What are your expectations?

Employee Standards

One may find written "policies" for
doing things around here" that may

certain empioyee stondards. There are "ways of
not be wriften down anywhere.



Sometimes in big companies, individual divisions or departments will have thejr own

"ways of doing things," so you'll find different standards dep€nding on the unit where you
wolk. Do not take one person's word for whst is expected of employees,

4. Grooming Standards

Gtooming might seem like a relatively minor aspect oI the company cultuie, but it can
be very important, depending on:

. The industry you work in

. Whether you work with the public

. Whether the owners and managers betieve that your personsl care rcftecG your
aftention to detail in your wo.k.

5" Dress Standards

How employees dress might seom a superficial measure of compsny culture. but donl
dismiss its importance. lf you notice that employees tend to follow s similar pattern of
clress, then it's definhelv part of the cultu.e.

How Corporate Grooming helps

It gives you contidence by creating a feel good fsctor essentia' for personal effectiveness.
Projecting a high-quality company image

This is a must tor each and every corporate prcfessional:-

'1. Always carry a deodorant with you.

2. N€ils should be trimmed and clean.

3. Hands should be always c:e6n.

4. Clesn and ironed clothes

5. llair should be neotly combed snd woll maintqingd,

6. Teeth should be clean and smellfree

7. Shoes should be polished.

Grooming for Men

1) Hair style

. Short length hair is preferred; keep length of your hair above collar lf your
hair is too dry, use hair oil and water in same proponion 6nd spply,



2) Clothes

. Pants should be an inch longer than your length which will cover your shoe heels. Shin
you select should be of right fitting, no dropping shoulders.\

. Avoid wearing too shini, too tight or too big clothes.

3) Footwear

. Well polished and good condition leather sho€s (Black or dark brown) Socks should be
dark color matching to trouser, avoid we€ring shoft length socks

4) Accessories

. Watch

. Belt

. Handkerchief

Grooming for women

1) Hair style

. Neatly combed, if straight you can leave :t open or else tie neat pony or plates
which ever suites you. H€ir style should be such that hair should not f€h on your
face, eyes.

2) Clothes

. Indian Style: Salwar suits, Churidar Salwar is preferred in formal dress_

. Neatly plated and pinned sa.is with decent high neckline blouse should be €ppro
pnate.

. Western Stylei Suits csn be good option for female too, shirt blazer and trousers or
aline skirt. Normal shirt and trousers

. Avoid wearing too fight, low cl]t neck, too reveling or too short.

Make up

. Light colo.s are preferred. There aro lipsticks, lip gloss, n6il paint

Shoes

. Leother Sandals do we accept sand6ls? | donl think so, as it's not in the grooming
module, (slippers and fancy shoes should be avoided)

. Avoid vory h:gh hoels;flashy shoes. (A detailed session on Groo;ing will bo covered
in Etiquetre 6 Grooming Course)

3l
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Dos and Don'ts of Professional Eehavior

Working ds a professionsl is something
professionalism. but nonetheless whether
represent the company you work for

to be proud of. There are many degrees of
you are a bustness owner or a secretary you

There are different expectations in ditferent industries but there are still general rutes tor
all to follow:

In the office

Watch what you say. flhink before you spesk)

Nevelab[se i!.a prcfessiolial settieg wh eo you den't knourho$Xlypryot]e€lse feels about.
it, which is almost alwoys. Cursing con also make you look less 

-ifteliig 
en i.

I
Wstch the jokes. Some people are not comfortebte with cert€in things a:rd may not voice
the;r opinjons either. That does not mean they don,t have any. T,hg lastihing you want io do
is offend a co-worker or client 6 how you sey it.

Aftitude is everlthing; s'ways spe6k to others the way you expect them to speak to you,
with a professional manor.

Outside the oftice

When you le€ve the office you stillrepresentthe company you worktor. your attitude again
is very importsnt because you just never know who knows who.

Office parties 6nd netlvorking events can be a greattime to not be so uptight with work. At
the same time you must maintain your professionalism.

Never drink too much when surrounded by other professionals. it sends a bad signal and
can ultim€tely cost you yourjob ffthings go wrong. Bemember you are alwdys networking.
on 6nd off the job, well ot lesst a smart profession€l as.



Day 5

Introduction

This chapter gives an overview of Workplace responsibilities and the rules end regulations
one must follow while one is in the Corporate.

Learning Objective:

. To understsnd workplace responsibilities.

. Guidelines in using Social Media

lce Breaker Activity

"One word"

Divide the meeting participants into groups of four or llve peopl€ by having them
number off. Tell the newly formed groups that their €ssignment is to think for a
miaute and then to share with their group the one word th€t describes them.

This ice breskerspotks spont6neous conversation in everygroup ssthe participant,s
questaons each other about why they chos€ that one word.

Upon completion ofthe initialspontaneous discussion, ssk the participsnts to share
theia one word with the larger group. Ask for € voluntoerio start and then, ssk eacn
panicipant to share their one word that described themselves.

Work Place Responsibilities
For s workplace to function, both employees €nd
respoosibilities. While some of these resoonsibilities

employers must live up to their

are formal and easy to understand, others are more
difficuit to imagine and act. 8y understdnding
w{,|'hlrluxr |l:$lnrnrlihilifi.r rnflu/,1t1:ltru t(, tvyl tlte||l
in €ll areas. s workforce can keep its members safe
and productive.

Workers have responsibilities to themselves dnd
their colleagues. Few ot them are as follows:
Job Responsibility

. Meeting job expectalions

. Fufilllng doily work duties

. Maintsin Discipline



Selt"Reeponsibility

. Accountability - Every employee should be snswerable to his / her actions

. One must accept blsme for the'r mistakes and should no1 blame others for the same.

. Appreciate your collesgues for their contribution.

. Honesty I Integrity - An employee who is .esponsible should not lie. Worke.s should
be responsible in dealing with their colleagues and superiorswith honesty and integrity.

Mutual Responsibiliiies

. All members of a.work{orce should accept and respect one another irrespective of
whichever background that one comes from.

. Workers must report iJlegal or suspicious behaviour to thej. sqperiors.

. Employees must inculcate the v€lue of tesm _ spirit. As this quality wi hetp them to
work together and achieve thek responsibilities as a team.

. Everyone who works for a business has the responsibility of living up to the corporare
code of conduct.

Scenario 1

Divide the whole cl6ss into two groups. Each group should stand in two lines ar a
distoncefrom each other, At the end of each line on one,side keep an empty bucker
or small tub. On the other side, keep a bucket full of pl€stic bolls. At the blowing of
whistle, the first person closestto the bucket has to take ballfrom the bucket in hts/
her hands and pass it on to the next person.

Ultimately the ball has to reoch the last person in the line who puts the ball in the
empty bucket. Each group gets flve minutes to carry out this task.

After about 5 minutes the number of b6lls in both the buckets is counted. The team
with moae balls wins. A quick ahslysis is m€do about wh6t strategies the winnihg
team adopted for winning.

How the team spirit did helped them win the task?

Scenario 2

The objective of this activity here is to m€ke one cspable of being a part of a team
6nd contribute in making decisions in life. They should be able to reason, calcutate
the pros and cons and mako the decision. The p€aticipants should not get nervous
or upset ih a crucial or b6d situation but try to make the right decision timely.

Make lwo teams. Give the following situation to both the toams: cive them 1b-20
min discussion time. The choices they make can be discussed with everyone.



Mountaineering Expeditior gone awry

A team of lMountaineers got caught in 6 storm and had to abandon the expedition.
They have to reach the bsse camp but it will take 3 d€ys to reach there. B€cause of
the bad westher they cannot carry moae than 10 items with them. Whst items you
will advise them to take from those listed below:

Items:

1. Chocolates

2, Rope

3. Rsw rice and dal

4. Glucose packets

5. Water bottles

6. Mobile phone

7. Match Box

8. Oxygen cylinders

9. Extrs pair of shoes

10. First-aid kir

11. Parschute

12. Badio receiver

'13. Pistols

14. Milk packets

15. Photo Album of the Mountains

lmportant Rules and Regulations at the workplace
. One should not smoke at the workplace

. Do not meddle with elect.ic controls or switches

. Throw w€std afticles and paper in the dustbin provided

. Keep the work station clean

. Use of internet only for official work and not to check personal mails or visir soctal
net\,vorking sites



. Keep your computer locked if you are not at your seat. There may be something
confidential that you may be working on and it is not right to share the same.

. Do not to keep the tnobile phones in the loudest setting - the sound of different ring
tones can be extremely annoying to others. Instead, set it to 'vlbrstion, mode,.

. Do not steal statjonary,

. You should ensure thst your workplace is healthy and productive and free from
drugs.

. No employee, officer or Director may use corporate prope(, information or posi-
tion for personal 9ain.

. Vendors or suppliers should not be used for sny personsl purposes, so as to have
any conflict of ihterest while deeling with them.

Dos and Don'ts of Workplace Responsility:

Dos

. Ensure that external, internsl I onlin€ communications sre in line with the
Organization's Social Media Policy-

Respect personal dignity, priv6cy, and personal rights of every individual

Work together with women €nd men of various nstionalitles, cultures, religions,
and races in a profess:onal manner

Be open and honest and stand by your responsibility

Treat our customers, suppliers, compethors and omployees fai.ly

Maintain the safe and healthy wo.king environment provided by the company

Scenario

One d6y Anusha (an employee ofAgC Company) accidentally stumbles upon some
non-public information, which she knows is a valuable tip for sny outsider. ls it
akight to shsre it with someone?

Solution: lt is not righl to share the information
information and not meant for outsiders.

with €nyone. lt is non-public

. Be committed to p.event wasteful use of natural regources



Don'ts

. Discrimin6te, harass or offend anybody by whatever me€ns, be it sexual or other

. Obtain competitive information by unethical or illegal means, such as corporate
inte'ligence or improper access to confidential information

. Engage in contacts wjth competitors that could create even an appearance of im
proper agreements, whether the contact is in person, in writing. by telephone or
through e-m€il

. Take unfair advantage of anyone through manipulation, concealment, abuse of privi
leged information, misrepresentation of materialfscts or any other unfair dealing
practice.

Social Media Guicieiinis

Soc;al media is the term commonly given to websites 6nd applications on the lnterhet,
which sllow users to interactwith each other by shoring information. opinions, knowledge
and inteaests. Social media involves the building of communities or networKs,
encouraging p€rticipation on the Internet.

Some examples of social media are sites such as F6cebook, youTube, Linkedin, Orkut,
Twitter etc. discussion forums like Yahool and Google Bsnks, web logs and sites where
info.mation can be posted freely such 6s Wikiped:a.

Dos

. Use your real name while creating your social network profiles

. Make your profile in your personal capacity 6nd use it with responsibility

. lf you comment on matters rolated to your work. use s disclaimer stating the views
are your own and not of your employer.

. Avoid misbehaviour of any other persons' rights

. Protect confidential information, avoid e)tchange of such inlormation through offi
cial or pefsonal mail ids, blogs text messages etc.

Don'ts

. Do not create fictitious profiles

. Do not post anonymous comments

' Do not use un-parliamentary language, personsl insults or obscenity in any com
munication

. Do not make any false, misleading or defamatory statements concerning your worK
or the organisation.

. Do not discuss matters related to ctient6 or projects



Day 6

lntroduction

Thls chapter will give an oveiview on Time management and the importance of using time
effectively. Time management involves getting more work done in less tinre.

Learning Obiect:ve:

. lo understand the importance of time mandgement.

. Points to remember to effective time mana9qo9!!.

Time Management

What is Time Maragement?

Time is a precious resource and it is upon us to
make the best use of it. Howevef we always fall
short of time. Therefore timc man€gement ,s a set
uf vdlues, pf duuces, sKllrs, roots ano sysrems rnat netp --2_-
you use your time to accomplish what you want. t.l^" - ? 2 2 1 i

success. lt teaches you how to manage your time effectively €nd
make the most of it.

Whether you are msn€ging yourtime forwork oryour own personaltime. forsludies orfor
a picnic, the basis of all time management theories is the same -
1. Know what vou want to do

2. List wh€t you have to do snd

3. Choosing what order to do it in and what not to do

Time Management plays a very impoftant role not only in orgsnizations but also in our
personal lives.Time Management includes:

. Effective Planning

- Plan your day well in advsnce. Prcpare a To Do List or a ,,TASK PLAN".

- Jmportant work that has to be completed should come on top followed by those
which do not need much of your importance 6t the moment.

- Tick tho ones you have already completed. Ensure you finish the t6sks within the
stipulsted time frame.



Setting goals and objectives

- Set targets for yourself 6nd make sure they sre achievable.

Sefting deqdlines

- Set deadlines for yourself and work hard to complete tasks aheacl of the deadlines.

Prioritizing activities as per their impoftance

- Prioritize the tasks as per their importance snd urgency.

- Know the difference between important and urgent work.

- Tasks which are most important should be done e€rlier.

Spending the right time on the right dctivity

- Develop the h6bit of doing the right thing st the right time.

- Don't waste a complete day on something which c€n be done in an hour or so

Effective Time Management:

Organized - Avoid keeping :ots offile and plenty of paper atyour desk. Throw what all you
don't need. Put important documents in folders. Keep the files in their resDective qrawers
as it will save the time.

Don't misusetime- Concentrate on your work and finish assignments on time. First comptere
your work and then do whatever you feel like doing. Don.t wait tjll the last momenr.

Be Focused - One needs to be focused for effective time management. Develop the habit of
using planners, organizers, table calendars for better time mansqement.

Scenario Based activity

Scenado: Pl€n a trip from Delh!to Agra for two days-saturday and Sunday. please

remember that you have to redch Delhi by 19.00 hrs on Sunday. yoLt have never
been to Agra and you wish to make sure that you see as much as possible in the
twodaysthatyou hsve. D:stancefrom DelhitoAgra is 2S3 kmswhich can bo covereo
in 3-4 hours by road or rsil.

uatc:

Departure f.om Delhi;

Delarture from Agra:

Hotel: ITC lvlughal. lt is a premier hotel and has wonderful rest€u16nts snd gardens.
The pool :s very inviting and thero are a lot of g6mes thst you calr pl€y on the 1OO

acres of land that suraounds the hotel, The Hotel also has a wondorful spa and your
use ofthe Spa will be complementary



Pl6ce of Interest Distance

from Hotel

Travel time

from Hotel

Time €t Place

{km) lmins)

T6jM€hal 1.8 4

Agra Fort 7

lt8mad-Ud-Daulah 7.1 14

Sikand€r€bad 16.1

Fatehpur Sikri 6.4

Shopping - Rakabganj 4.9 l0

Shopping - Loha Mandi 13.3 2'1

Shopping - Civil Lines 7.2 14

Details to keep in mind;

You live i.| Delhi. You have won € free trip to Agra and you have decided to go with F6mily.
You have only s weekend for this trip snd you need to be back by Sunday.

In your groups, come up with a plan which gntaals the following

l. The place you willvisit

Il. How you will spend your two days.

lll. How will you ensure that you see the maximum places . enjoy sll that the hotel has to
offer and

lV yet come back on time on Sunday



Sexual Harassment

Introduclion:

This chapter will give you an understanding on Sexual harassment.

Learning Obiective

. The inappropriate behavioa / actions that one must be aware if somebody is using
them against you

AwiiiarcsSBuirdifro 6 Sensitizing

Sexual harassment isaform of sex discrimin6tlon €nd involves unwelcome sexual€ovances,
requests forsexualfavors or unwelcome conduct of a sexual nsturethatoffencls, humiliates
or intimidates. lt has nothing to do with mutual sttraction or friendship.

Sexual harassment may include the following:
. Suggestive behavior

. Staring and/or leering

' Sexual jokes

. Sexusl propositions or asking for sexual fsvors

. Unwahted invitations for dates

. Sexual or physical contact such ss touching. Sl€pping or kissing

. Insults or taunts bssed on a person.s sex

. Sexually offensive gestures

. Sexually expljcit materials or emairs

. Intrugivc question! about on6,s private litc ut Ludy

Just one ofthese actions may be enough to constitute sexual ha.assment. Ststistics show
that it is usually men who sexuslly harass women. However, sometimes women sexuslly
harass men, men sexually har6ss other men. 6nd women sexu€lly h€rass other women.

Are people protected rt work?

Sexual harassment in the workplace is unlawful snd employers must €nsure a work place
is free from such behavior. All staff, pa rticularly thoso in manogemont roles, should receivo
training about the nature 6nd provention of sexual harussment.



Mutu6l attrsction or friendship is not sexual harassment.

Consensu€l sexual contacl is not sexual harassment - although the behavior may still
be in€ppropriate for the wo.kplace.

The elimindtion of sexual hsrassment jn the workplace is exlremely imponant lor every
employer, Most companies have policies agalnst sexual ha&ssment.

Just becsuse an employee does not state thatthey are uncomfortable, it doesn,t mean thst
it is a sign for continuance of sn activity

lmpaqt of sexual harassmelt in the workplace

Sexual harassment is damagingto both the employeeand employerand can cause:
. Stress and low staff mor€le

. Decleased work performance

Incre6sed absenteeism

lncreased compensation claims

Potential safety risks

Incieased resignations

Obtaining assistance in the workplace

Sexual harassment is unla\,!.ful and all employees have tho right to speak out 6nd ssk for
the offensive behavior to cease. lfthe behavior continues it is advisableto inform a supervisor.
senior manager ot union representative.

Compl€ints should be taken seriously and investigated quickly and confldentially. Natural
justice ensures that both sides ofthe story must be heard. lf sexual harassment is found to
have occurred, then management must take action to stop the behavior



Life skills - Points to Remember

. Life skills are essentially those abilities that help promote overall wellbeing anq
competence in young people ss they tace the realities of life.

. Life Skills are those skills which help accon]plish our ambitions and live to our
full potential

. Code of Conduct is a list to assist students in understanding proper classroom
behavior.

. Students are expected to maintain proper decofum. Students must also adhere
to the rules set forth by the Hostel.

'"-- ' lt-is€s3rfiti6ttodd r6t6y60ff6?amE about t5i imfortanb6.fruE;ffiiTi6i:ffi. '
Personal hygiene is the basic concept of cleaning, grooming and caring for our
bodi.,s.

. Everyone atsome poini in time need socialskillsforbuilding positive and healthy
relationships with others including peer of opposite sex.

. Life skills education involves a dynamtc teaching process. The methods used ro
facilit€te this active involvement includ€s working in small groups and pairs,
brainstorming, aole plays, games and debates.

. Hum6n Values can never be got faom outside i.e. from books, shops, etc. but
are something inherent in us,

. The most important thing in life is tofeelthat you are living it to the best ofyour
abilities. Self Confidence is the beliel in one's capabilities, lt is €bout trusting
your own-sell

. Interpersonal Skil's are those Skjlls which help us in translating and conveying
information.lt contributes to perception of self confidence and self esteem.

. The corporate culture is the operating work environment thst is set and shaped
by tho cxccutivo; thc w6y prltrlrlH (|csc, tlrc wav peopt€ acf (hoth 0h S ott thc
job), tho way people preseht themselves, the way people conduct theh worK,
the way customers are treated and served, the way workers interact with eacn
othetthe way people interactacross depanments, the way business isconducted
and how it is done.

. lf you wsnt to be happy €nd enjoy where you work one needs to 6dapt to tne
corporate culture,



Groorning becomes 6 very important sspect of ooe,s self image in coping with
the corporate culture.

. The most imponantthing to remember is to alw'ays behave professionatty. Acting
iike a professional really means doing what it takes to make others think of yo-
6s reliable, respectful, and competent.

. By understanding workplace responsibilities 6nct working to meet them in all
areas, a worKorce can keep its members safe and productive.

. Social medis is a double-edged sword.lts massive reach opens up newhorizons
. -qf cgtr.u.gqipClis!-andjtrqlesses the-speed thrl intqlmationjlows..offheother..

hand, when you commit € socialmedia blunder. jt's possiblothdt a largo number
ot people may norice and talk about it.

. Sexual harassment in the workplaca is unlawful and employers must ensure a
work place which is free from such behavior_ All staff, pa.ticularly those itr
management roles, should rcceivo training about the nature and prevention of
sexual harassment.
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