¥ 4 R 2

Basic Manners and Conduct

F:E% A:When at home

l. BAF Ak RFEAGTEE ) RFLREE -
As a child, get up early, make your bed, and put your clothes in a neat pile. Greet
your mother and father in the morning and say goodnight before going to sleep.

2. BAT 2X¥R TR FHE-
As a child, avoid sitting in the middle of a couch or walking in the middle of the
sidewalk.

3. BAT  hatdh  Robd -
As a child, inform your parents before you go out and when you have arrived
home.

4. kERY AR FHRE-
When adults give you things, receive it with both hands.

5. HiTh Kk FERfTARK
Walk behind adults, avoid walking fast in front of them.

6. RHEIARTA » kHFRLAIN -

When adults stand, do not sit. When adults arrive, you must stand up.

1. FEREBEMBREE -

Avoid walking about in front of seated adults.

8. AAP¥F] > BFIRKEFIM -

Stand on one side of the entrance, avoid stepping on the entrance threshold.

9. IRX—R¥ > LPRWE > BERAMHW AR > AR 3 -

Avoid leaning on one leg when standing and avoid sitting with legs apart. Avoid
sleeping on your back or on your stomach. Instead, sleep on your right side in an
arched position.



10. AR iR FABERTR

Sit together for meals instead of preparing a separate favorite dish for yourself.

11, RPyHIREZE£E -
Do not be picky about your food regardless of whether it is good or bad.

12. AR RIFFH -

Do not sigh when eating or yell at children during mealtimes.

#: 4% B: When at school

1. #AREMR > RBEAK > BRKEF > FILTH-

Stand up straight with respect when the national flag is raised or lowered, when
singing the national anthem or the school anthem. (This would also apply outside
of the school.)

2. Epk LTaREF > RIBKH -
Stand up with respect when the teacher enters or leaves the classroom. In America,
this may not apply.

3. MEBFREEME Lk -

Stand up when asking the teacher questions or when seeking help with problems.
In America, instead of standing up, students raise their hands and wait quietly for
the teacher to call on them.

4. BB K > HILEFRE -
When you meet your teacher outside of the school, stand up straight and greet
them politely and respectfully.

5. FMEF > MIMAREY FXBR XK ¥R MR-
In class, sit properly or stand properly. Avoid resting your chin on your hand,
crossing your legs, slouching or putting your feet on chairs.

6. HHXeF > AXRF|AKRT > REBAY -

During exams, avoid speaking or looking around. (Don’t cheat during exams.)



1. ZRESMARLE  LHAMEHLE -
Be dedicated to your studies and good to the teacher, be friendly with other
students and truthful in your actions.

%/t C: Social conduct

1. 8xiEAXSE ROk -

Avoid exposing other people’s weaknesses and boasting your own strengths.

2. REXF  FIMAT -

Avoid telling other people about personal family matters.

3. uABmBIM  HEE—SFLTRBHR -
Speech is the door to positive or negative consequences, so think before you
speak.

4. RABA  FAFESE S REFATARESE -

When you are with a discouraged person, avoid talking about your own successes.
When you are with an elderly person, avoid talking about death or other related
topics.

. XBATER BRI HBE -
Avoid telling your secrets to acquaintances or speaking ill of those who are no
longer your friends.

6. XEEA > FRHARITEK -

Avoid insulting others or making jokes about them.

1. RAEA®E > AKIHE -

Be respectful when you meet people with disabilities.

8. MR NKREN » EHEH -
Avoid taking advantage of those working in small businesses or that engage in
manual labors.



0. HWERE > LELHE; MERAALR  HERRBNE -

Do not expect rewards for doing good deeds and strive to repay the kindness
shown to you. Beg for forgiveness when you offend others and sincerely forgive
those who offended you.

10 EABERG > RAEAR BABTHMEZ -
Keep company with good people and always show them respect. Treat immoral
people with respect while keeping a distance from them.

11, BFEHH > BABNTF > LRERK -
Remain calm in any situation and avoid committing to do things you are incapable
of doing.

12. NBxX&%E > FTRER -

Avoid tying your shoelace in a melon field or adjusting your hat under a plum tree.
(These two actions suggest theft in these situations. Figuratively the advice here is
to avoid putting yourself in a position where you can be misunderstood.)

13. LFZAEE A THRERKF -
Be just and fair in all situations, not letting your emotions to cloud your
judgement.

14, TATARK » RIAA -

Do not give to others (something) simply because you do not want it yourself.

15, LRRBABARAE > LAEPIHM -

When requesting the aid of others, ask for their assistance in person.

§p: 4 D: When dining

1. BHERF > LELERY -
There 1s a system of seating at the table. Let the head of the house have the best
seat.

2. NEHK, FIRHE ~ R4 R



After sitting down, avoid resting your arms on the table or stretching your legs out.

3. EABRKEE, ZEHE.
The host should toast a welcome to the guests, who should in turn express their
gratitude to the host.

4. EARBIA AT ARRAR.
If the host personally cooked the food, thank the host before eating.

5. EABRBEER, EZRBHRIEA.
When the host raises his or her glass to do the toast, the guest should likewise
respond with respect .

6. BEE, LHFARAL
When you pick up your chopsticks (eating utensils) to eat, invite others to eat
together.

. REXRE ARACI—FTH, FLRAQEABFRE -
Use chopsticks (eating utensils) to pick up food. Take from the nearest dish instead
of standing up to take food from across the table.

8. FAEXAMBTRCBRERS -
When using chopsticks or spoon, avoid taking food or soup from the middle of the
plate or bowl.

9. Az B FACE8M -
For public dishes, do not use your chopsticks to pick and stir through the food.

10, 2FBRBLHAR, FAALX2RET.

Empty all food or soup from the serving spoon into your own bowl before putting
it into the dish.

1. aemTzH%k FTREBLAS .

Do not return food from your own bowl back into the public dishes.

12. ZFRFRBE, RENEA.

Avoid taking more food than others.

13. &9 %5 > Ay -



Avoid making noises when eating or swallowing.

14, 2RUARXTHRAN  AEHFBRBRERANET -
Avoid talking at the table as a principal, avoid spitting as you talk to keep the food
safe.

15. LG @k -

Turn away when coughing.

16. Zgob#y » REEFRH -
Avoid yelling at the dogs or throwing bones to the dogs.

17. B+ R EGamA -

Avoid leaving rice in your bowl.

18. AEHARTW -

Avoid picking your teeth in front of others.

19. ZRAKE > EARAE -
If the guest has yet to finish, the host should not stand up.

20. AR ERTRA FBH -
At the end of the meal, the host should be humble with providing the meal, and the
guest should show appreciation for the food.

21, & EAEPES-

After the meal, the host should provide a napkin and tea or coffee.

Jg: P9 E:InPublic

l. RERAREL  HAER -

Outfits need not be ostentatious but clean and tidy.

2. R&#  LMBEK-

A show of respect should be given when meeting adults.

3. BEAE R RigF o

In a high place, avoid yelling from a distance, pointing, or shouting greetings.



4. BEXRIE - T BRY - FRKB -

Avoid smoking, eating, or singing when walking.

5. KE - RREXLT  A4E TRAA/ZHATAHH -
On buses and trains, offer your seat to the elderly and acknowledge the younger
ones that you are acquainted with.

6. RLE BFERRENFR  2ALERXA-
You should come home when it is dark, but if that is not possible you should
inform your family members.

7. $H5¥RHE > FHTHA -

Avoid greeting or waving when crossing a busy intersection.

8. R EAR -

Avoid engaging in long conversations on the streets.

9. FAEBKB TR > BEBALAELEEF  FTRALFH -
Avoid walking in the middle of the road. Look carefully both ways before crossing
the street, and do not block the road for vehicles.

10 7R JRAERE > BEFRMHE D > BGAR °
When walking, step steadily, keep a proper upright posture, close your mouth, and
face forward.

11, J/iFL5 > BELRBREE -

Give women, children, and the elderly the right of way and priority in seating.

12. BRAAFK > AF¥EBAET MBAA > ABRPEH -
When others ask for direction, instruct them clearly; When you ask for directions,
thank them afterwards.

13. —ARAETH > AAFRHERI -
Do not go into abandoned temples (buildings) alone. Avoid looking down at a well
(deep hole) at the same time with another person.

14, B/ETH  BEEFH -



Unmount from a horse before crossing a small bridge. Do not push or shove when
boarding a small ferry.

15, AR FLXRBRE FEEGRXRPFLEE > ERFHEEHAE -
When riding in a car, boat, or plane, do not stick your head out of the window for a
better look, or place your hand outside the vehicle, or spit out the window.

B:3% A F: When visiting other people

1. kixs@iaFf] > EAEAFTA -

First stand outside the door knocking gently until the host lets you in.

2. ARNAEE > EAANE  R—— AR REF oz -
If there are other guests inside the house, the host should provide an introduction
and you should, in turn, greet them upon entering and say farewell when leaving.

3. NARAWNE  ATAL AT  AFEIASEMHAER -
If there are other guests present, do not sit long. If you have business to discuss,
ask the host politely to move to another location.

4. L5 RALER L -
When other guests arrive during the middle of an informal chat, quickly wrap up
the conversation and leave.

5. A AL E > RIAK » F#EX -

Sit properly and avoid slouching forward to hear. Avoid laughing raucously.

6. A& —ZHHLE -

Avoid bringing animals or pets when visiting others.

T. EAENZIEHXE  BARE -

Do not look through your host’s letters or documents.

8. RERELBRE -

Maintain appropriate eye contact when speaking.



9. W L¥E > F2H-
When entering a house or a room, vocalize your intent to the occupant/s. (Avoid
creeping about noiselessly.)

10. AEARE > PHTE S ARAE  BWHE -

When going through doorways, leave doors that are already open or close doors if
they were originally shut. In the latter situation, leave the door slightly ajar if there
are more people coming through behind you.

1. EARAM - &A% BPARY -

If the host starts stretching or looking at his/her watch, it is time to leave.

12. BREABRBFEARABF °

Avoid visiting during sleeping hours or meal times.

13. BB RER KR BAWBHME  REARE S RBFK -
When visiting your elders, pay your respects before sitting down and also upon
leaving.

4 RREE R AHLATEFAR  BEAELATNHT  ReHgEnE-
When shaking hands with your elders or with women, wait for them to extend
their hand first before respectfully taking their hand.

15, SH2AHAER > LAF AR IR - RT ALK -
When visiting working people, you should inquire about their working hours and
avoid sitting and chatting for long periods.

16. H%XB > Z¥H - XBFEETH -

If the person is absent, leave a card or note with a message.

4.4 % G: When receiving visitors

1. RABRS > BREFERE > A FFHFEN -
Welcome your visitors upon their arrival. Greet your friends warmly when they
come. Inquire for the name and home location of the unfamiliar visitors.



2. BRPI%A8 > AEHR -

Walk in front of visitors to open or close doors for them.

3. HFILRERAT

Always let the guests walk through the doorway first.

4. NP BERRE -

When visitors enter the house, invite them to sit down.

5. ENANE BANE » T4tk > M ERE > HERNE > BH/RINAT
Rk o

If there are guests already in the house, introduce the visitors to each other (if not
already acquainted with each other). Introductions are made in the directions from
the young to the old, the junior position to the senior position, the nearer relatives

to the more distant relatives, and the less important to the more important
colleagues/friends.

6. MEAREKKY > REKRR -

Offer tea and fruit to senior guests before younger guests and likewise to
acquaintances before old friends.

T. EALTRE  BRHREEX-

The host should occupy the less important seating position and invite the guests to
drink tea.

8. Bk LEABBBHFEF LEENRIRKO -

When a visitor leaves, you should walk him or her to the door. If the visitor was
from a distant place, you should accompany him or her to the street or outside the
village.

9. BIEZRR > RAKRR -BRE > BHA - Fk-

When guests arrive from a distant place, you should provide food and lodging and
inform them the location of the toilet and bathroom.

10. B B& > LZEHEN > THME » K o

When guests from afar leave, you should accompany them to the transport station,

and watch them depart before heading home.
10



& ¥ 4T H: Journey taking

1. #BAT SRREK » FAHR -

When going on a long trip, you should say farewell to your relatives and friends,
pray to your ancestors, and take leave of your parents.

2. BEBMM LAFFEMAL -

After arriving at your destination, you should first visit those with whom you have
business.

3. BFRLBRK > ZBZLE -

When you return home, you should visit your relatives and friends and bring them
small souvenirs.

4. BATZRARAT > LR FARMY > RER -

When your relatives or friends leave for a distant place, you should send them off,
having first given a farewell present or invited them to dine with you.

5. BHBERAW » AELF > ARFHA -

When a guest has come from afar to visit, you should return the visit or invite him
or her to dine with you.

6. AR > REEF > ARXRERE -

When a traveler returns home and calls upon you, you should return the visit or
invite him or her to dine with you.

1. RAZZATREN > 2|l A——&# -

If others have sent you off or invited you to dine before your journey, when you
arrive at your destination, you should send them a postcard as a show of gratitude.
8. AZHRAXLRE  ARK -

When others welcome you upon your arrival and invite you to dine with them, you

should return the favor.

9. NBRE > ABFG > AFIFHE -

11



Before arriving at your destination, ask which items are prohibited. Once in a
country, inquire after their customs. In somebody’s household, understand which
subjects are taboo.

10, ABREB > ARNELTHE -

In another country, do not speed. In suburban areas, you should get off the horse or

step out of the car.

¥ HFE I:Inagroup

l. AERFE > FAFRHES °

When others are speaking, do not butt in.

2. MARRK Ao FRFE -

When two people are having a conversation, do not walk

between them.

3. Ao d  FALLARIE -

Do not talk loudly so you do not disturb other people’s audio-visual senses.
4. R TR XFW -

Do not slouch when sitting. Do not sit with one ankle on your knee, and do not
keep touching your feet.

5. RRM ¥ -

Do not hold a conversation with someone sitting two seats away from you.
6. LRBEBHEZIRT -

Do not sit with your chair tilted.

7. RERPAAZREL -

Do not place your coat and hat on top of other people’s coats and hats.

8. A@ A RsKebR -

Do not spit in the direction of other people.

9. FA@ATR ~ 4F4F -~ HR °

12



Do not face other people to yawn, stretch, or sneeze.
B & J: Giving gifts

. BHER - RMFHE > EARFR > BEdL -

It is good manners to reciprocate. Receiving yet not giving a gift in return, or
giving gifts and not receiving any in return, is considered bad manners.

2. A FERER; A REAK -

The giver should not ask the receiver to come and get the gifts; the giver should
not ask what the receiver will do with the gifts.

3. MAYR > LB -

When giving someone a gift, you should be modest and sincere.

4. AR SRR BREFHI -

When giving someone a gift, you should wrap it beforehand; presents for special
occasions should be wrapped formally.

5. FEMY  BAWE > RBRRK BREAME > TR# -

When giving gifts in normal circumstances, if there are guests present, avoid
handing over the gifts where the guests can see and hear you; if you have traveled
from afar or if you are meeting for the first time, this caution is unnecessary.

6. M AwGRM AKX BH /ALK -

When receiving a gift, first demonstrate humbleness, then take the gift and express
your gratitude and reciprocate the visit another day

1. kEWH > TR -

When your elders present you with a gift, do not refuse.

A B % K: Special occasions

. s> RERRE > FRE > AP -

13



When attending a celebration, do not bring up depressing topics, do not look
depressed, and do not cry.

2. ERFA S mEH - RERY -

If your family is in mourning, do not attend celebrations, just send a gift.

3. BIBRAALAM > FBRTH -

If you are wearing mourning clothes, do not go to public places or attend
celebrations.

4. RBEZEA > AR -

When speaking to members of the bride and groom’s family in front of guests, do
not crack jokes.

5. BB AR XK -

Do not laugh when attending a funeral.

6. ZAR > FHBK -

If the neighborhood is in mourning, do not sing in the streets.

7. BREE > BAMA -

If you are dining in a house of mourning, do not drink until your face is red.

8. MEHEMTL & HE » FRFHE -
If you are wearing a badge for a funeral, take it off immediately when the service

finishes, and do not wear it to other places.

14



% #%*F L: Addressing people
M x4t (Australian Culture)

. EEREERET, B8 CHAXF AR AT, LA RENERN > &
BAEMBBRTR;ZEAFENERALSERFAREL F.

When meeting family members, address your grandparents as Grandpa and

Grandma, your adult relations as Uncle or Aunty, and your cousins by their first

name.

2. ERRAMANERE, ZH/TALEMKK, Ew K,

When meeting your friends’ parents, address them as Mister and Misses insert

surname.

SATREFEEARYE RIFAMARFEZRABLMNE F.

Always address your elders formally unless they insist you to call them by their

first name.

4 EEXGEAERBEXNBFTETHRE, FERCELFTHEAEIG
AFELRREBHAHZ.

In formal situations, address your superiors formally even if you had prior

permission to use their first name.

5. REMBTH AR, RIFRAHME EHER EM.

Do not use nicknames unless you are told to use them.

6. RREMREHARMLG LA,

Do not use potentially offensive names.

15



l. BAMB @ > BAFHHITHK > REBARATHEF

When you first meet someone, ask for the other person’ s name, and then
tell your own name.

2. AITR SR BEHNHEBRZEmERE ~ 4+ REEBHS
When greeting others, add Mister or Misses to their first name to show

your respect.

B.RFRENRBFRE , BEHESEMH M ELEEMNESE , Hla0:
BB, Eiff. FEL. R, H18...5 , BARBHD.

When meeting older people or relatives, call them according to their

age to show respect. For example, uncle and aunt.
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