Table of Contents
Click on the sections below to skip to that section.
Or, just click the left mouse button to start from the beginning.
■ Nonverbal Cues/Body Language

■ Building and Maintaining Friendships

Welcome Versus Unwelcome

Sharing Friends

Knowing When to Stop Talking

Avoiding Sensitive Topics and Insults

Listening Position

Showing Empathy and Understanding

Don’t Be a Space Invader

Don’t Be the Rule Police
Asserting Your Feelings

■ Conversation

Giving Criticism

Greetings

Conflict Resolution

Interrupting in Conversation

Dealing with Teasing

Interrupting in Class

Asking Someone Out on a Date

Interrupting at Work
Starting a Conversation with Someone You Know

■ Dealing with School and Work

Getting to Know Someone New

Dealing with the Fear of Trying Something New

Knowing When to Stop Being Funny

Trying When It’s Hard

Ending a Conversation

Accepting No or Waiting For What You Want
Dealing with Mistakes

■ To return to the CD-ROM
instructions, click here.

Working with Others—Compromising
Job Interviewing

Nonverbal Cues/
Body language
RELATED
SKILLS

Welcome Versus Unwelcome
■

Try to show a welcoming look when friends come near.

■

When others show a welcoming look, approach them.

■

When others show an unwelcoming look, you may want
to go elsewhere.

■ Try to show a welcoming look when friends come near.

Hi guys.
Hi

Why are they
ignoring me?

Hi

Hi

Right Way

Wrong Way

They all welcome her by turning towards her
and waving.

They all look away and pretend they do not
see her. That makes her feel bad and not want
to be with them.

■ When others show a welcoming look, approach them.
Why are you all the
way over there?
Come join us.

Does he not
like us?

Hi
Hi

They ask him to join them.

Hi

So he does.

■ When others show an unwelcoming look,
you may want to go elsewhere.
He's making
me uncomfortable by
being so close.

Sorry, I'll just sit
right here.
I like him when
he's not so close.
Okay.

The girl is not comfortable with the
boy being right next to her.

So he moves farther away.

Knowing When to Stop Talking
■

Look for signs of interest in others as you speak.

■

If someone looks bored, ask if they want to hear more.

■

If they do not want to hear more:
— Stop talking or
— Ask about them.

■ Look for signs of interest in others as you speak.

Hey, you know what
I did yesterday? I went to an
amazing museum. They had these
dinosaur bones…

Some dinosaurs
were meat eaters, others
herbivores. It was fascinating.
They also had…

The young man is speaking and the young woman seems interested.

■ If someone looks bored, ask if they want to hear more.

Am I going on
about this? Do you
want to hear more?

Doesn’t he
know that I am bored?

So then
I saw…

Maybe later.

Right Way

Wrong Way

The young man sees that she looks bored, so
he asks her if she wants to hear more.

The young man does not see that she looks
bored, so he continues to talk.

■ If they do not want to hear more, then stop talking or ask what
they want to talk about.
So what
have you been
doing?

I've got
to get out of here.

So the thing
about these bones is
that they are really
fossils . . .

I went shopping
for my birthday and
got…

Right Way

Wrong Way

The young man stops talking and asks
about her.

The young man does not realize she is bored
and continues to talk. Now she wants to leave.

Listening Position
■

Face the person and look towards their eyes.

■

Quiet Hands and Feet. Stay still.

■

Quiet Mouth. Don’t talk while others are talking.

■ Show a listening position when talking with friends.

Right Way

Wrong Way

They are facing him, looking towards his eyes,
with quiet hands and feet, and not interrupting.

She is looking away from him.

■ Show a listening position in class.

What did you do
this weekend?

Right Way

Wrong Way

They are facing the teacher, staying still,
and not interrupting.

They are not facing the teacher, and are
moving around and talking during class.

■ Show a listening position during a job interview.

So the kind of work you
would need to do is…

I can’t hire
someone who does not
listen.

Excuse me, are
you listening?

Right Way

Wrong Way

The girl is listening to the interviewer.

The girl is not facing the interviewer and so
she looks like she is not listening.

Don’t Be a Space Invader
■

Keep about an arm’s length away.

■

Don’t get too close.

■ Don’t be a space invader when you sit at lunch.

Hey, he is too
close! That makes me
uncomfortable.

Hi guys.
Hi

Right Way

Wrong Way

He leaves some space between them.

Too close. The student is being a space invader.

■ Don’t be a space invader when you say “Hi” in the hallway.

Hi
Hi

Hi

I do not
like how close he is.

Right Way

Wrong Way

They are at least an arm’s length away.

Too close. The boy is making the girl nervous
because he is following her.

■ Don’t be a space invader when you sit in class.

He is
making me feel
uncomfortable.

Right Way

Wrong Way

The boy sits in his row, leaving space between
him and the girl.

Too close. The boy invades the girls space.

■ Don’t be a space invader when you use the bathroom.

Which urinal would you use if you walked into this bathroom?

■ Don’t be a space invader when you use the bathroom.

Why is he
so close? What’s he
looking at?

Right Way

Wrong Way

He uses a urinal far from the one the other
person is using.

Too close. He uses the urinal right next
to another person when other urinals are
available. And he seems to be looking in the
direction of the other man’s private parts.

CONVERSATION
RELATED
SKILLS

Greetings
■

The first time during the day that you see someone you know, look
at them and say “Hi, how are you?”

■

When you pass someone in the hallway or see them at lunch, look
at them and say “Hi.”

■

When someone is leaving for the day, look at them and say 		
“Goodbye” or “See you later.”

Note: with peers you can use more informal language like “What’s
up?” or “Later.” With adults you may need to use more formal
language like “Hello” and “Goodbye.”

■ The first time during the day that you see someone you know,
look at them and say “Hi, how are you?”
Hi Marilyn, how
are you?

Hi Marilyn, how
are you? Marilyn?
Hello Marilyn?

Why won't
she say hello?
Maybe she does not
like me.

Hi Beth. I’m okay.
How are you, dear?

Right Way

Wrong Way

The first time they see each other during the
day, they say “Hi, how are you?”

The young woman says “Hello,” but the
woman in the wheelchair does not look up or
say anything.

■ When you pass someone in the hallway or see them at lunch,
look at them and say “Hi.”
Hey everyone.

Hi

That is not
nice. I don't want to be
their friend if they ignore me.

Hi

Hey

Right Way

Wrong Way

They all look at the girl and say “Hi.”

Nobody looks at the girl or says “Hi.”

■ When you pass someone in the hallway or see them at lunch,
look at them and say “Hi.”

Hey

Whats up?

I like her
but I'm afraid to say
hi.

What’s up?
I said what’s up.
Hello?

That's
rude. I guess he
doesn’t like me.

Right Way

Wrong Way

They say “Hi” to each other using informal
language because they are peers.

She says “Hi” to him, but he does not
look up or notice.

■ When someone is leaving for the day, look at them and say
“Goodbye” or “See you later.”

Goodbye girls.

See you
tomorrow.

Bye

So I was saying...

Later
Later

Right Way

Wrong Way

The girls are leaving, so they look at the
teacher and say “Goodbye.”

The girls are leaving in the middle of the
teacher’s conversation. They do not look at him
and they use informal language, which makes
them sound rude.

Interrupting in Conversation
■

Decide if you want to interrupt because you need help or
you want something.

■

Wait quietly. Try to get the other person’s attention without words
by gesturing with your hand, looking at them, and getting in their
line of vision.

■

When there is a pause or they look at you, then say
“Excuse me” and ask for what you want or need.

■ Decide if you need to interrupt because you need
help or want something.
So I think the novel
for English is actually
interesting this time.

You’re kidding me.
I think it’s dull and I wish
we could just skip to
the next one.

I am not sure
what I need to do for
homework. I bet my
classmates know.

The student wants to know what he has for homework. He will
need to interrupt the other two students to ask.

■ Wait quietly until they look at you. Try to get the other person’s
attention without words by looking at them, gesturing with your
hand, and getting in their line of vision.
Hey, what do we
have for homework
in English?
Hey, we’re
talking here.

Yes?

How rude

Right Way

Wrong Way

The student does not talk. He looks at the
other students and tries to get in their line of
vision until they look at him.

The student did not wait for them to finish or
look at him; he just began talking.

■ When there is a pause or they look at you, then say
“Excuse me” and ask for what you want or need.

Excuse me.
Do you know what we had
for homework?

Just wait,
we were in
the middle of a
conversation.

Yeah, that
was rude.

Hey, do you know
what we had
for homework?

Right Way

Wrong Way

The student waits until they look
at him, says “Excuse me” and asks about
the homework.

The student does not wait or say “Excuse me,”
so they are annoyed with him.

Interrupting in Class
■

Decide if you want to interrupt because you need help or
you want something.

■

Raise your hand and wait quietly to be called on.

■

When the teacher calls on you say “Excuse me”
and ask for what you want or need.

■

Don’t interrupt anymore if the teacher says to stop. Sometimes 		
teachers have set times for questions and times when they do not
want you to say anything.

■ Decide if you need to interrupt because you need help
or want to say something.

I am not
sure what she means.
I need to
ask her.

The student is not understanding what the teacher is saying, so
he will need to raise his hand to get the teacher’s attention.

■ Raise your hand and wait quietly to be called on.
Calm down.
Let me finish and then
if you still do not know
what to do, raise your hand
and I will call on you.

Oh, Oh, Oh!
What does that
mean!?

That’s
rude. He should
wait to be called on.

Right Way

Wrong Way

The student raises his hand and waits
quietly to be called on.

The student raised his hand but calls out
and does not let the teacher finish
explaining what to do.

■ When the teacher calls on you, say “Excuse me”
and ask for what you want or need.
Yes, you had a
question
about this?

Yes, excuse me,
what do you mean when
you say…

■ Don’t interrupt anymore if the teacher says to stop. Sometimes
teachers have set times for questions and times when they do
not want you to say anything.
Yes, excuse me,
what do you mean when
you say…

I feel
angry.

Stop. No more
questions
until I finish
explaining..

But I don’t see why…

No more
questions until I am
done explaining.

Okay.

Right Way

Wrong Way

The student stops asking questions until the
teacher is done.

Even though he raises his hand, the
student should not keep trying to ask
questions after the teacher said to stop.
The teacher is getting angry.

Interrupting at Work
■

If you need to interrupt someone who is working, quietly get their
attention by knocking on the door or getting in their line of vision.

■

Wait for them to give you a signal that it is okay to interrupt
(e.g., they may say “Come in”).

■

Then say “Excuse me” and tell them what you need to say.

■ If you need to interrupt someone who is working,
quietly get their attention by knocking on the door or
getting in their line of vision.

The young man knocks on the door and quietly shows the woman he has a package for her.

■ Wait for them to give you a signal that it is okay to interrupt
(e.g., they may say “Come in”).
I'd better
wait.

Doesn’t
he see that I am on
the phone?

Right Way

Wrong Way

The student waits until the woman signals for
him to come in.

The student just pushes the package through
the open window, interrupting the woman’s
phone call.

■ Wait for them to give you a signal that it is okay to interrupt
(e.g., they may say “Come in”).

Hey, you
interrupted my call.
He can't
work here if he
keeps interrupting me.
But I needed to
give this to you.

Right Way

Wrong Way

The student comes in after the woman gestures
that it’s okay to come in.

He walks right into the office before she says to
come in.

■ Then say “Excuse me” and tell them what you need to say.

Excuse me, I’m Chris.
This is a package for you.

Nice to meet you,
Chris. I’m Donna. Thanks
for the package.

The student introduces himself and hands the
woman the package.

Starting a Conversation with
Someone You Know
■

When you see someone for the first time during the day ask,
“How are you?”

■

Ask about the:

—
		
—
		
—
		
—
		
		
■

Past: “How was ___________?”
examples: class, your weekend, your vacation
Present: “What are you __________?”
examples: doing, eating, reading, playing
Future: “What are you going to do ________?”
examples: after school, this weekend, for vacation
Person’s interests: “How is _____________?”
examples: your job, baseball practice, the play,
your new video game

Ask (Who, What, Where, When, Why, or How) or
Tell (I ____) about what they said.

■ When you see someone for the first time during the day ask,
“How are you?”

Hey.
How are you?

Okay.
How are you?

■ Ask about the past.

How was
history class?

Not great.
We had a test and I
didn’t study much.

■ Ask (Who, What, Where, When, Why, or How) or
Tell (I ____) about what they said.
How do you
think you did?

I think I did
okay, even though
I didn’t study
everything.

I also have a test
today in French. I
hope I do okay.

You always
do well.

■ Ask about the present.

So what are you
eating for lunch?
Just chips.
I know it’s not
really a lunch.

■ Ask (Who, What, Where, When, Why, or How) or
Tell (I ____) about what they said.

You know, you sound
a little like my mother.
But it’s nice that you care.

I think you really
should eat
something better
before your test.

■ When you see someone for the first time during the day ask,
“How are you?”
Hey.
How are you?
Okay.
How are you?

■ Ask about the future.

Are you ready
for the math test?
I think so. I
studied.

■ Ask (Who, What, Where, When, Why, or How) or
Tell (I ____) about what they said.
I am just happy
the test will be over
next period.
Me too.

Just study hall.
What
do you have
after the math
test?

■ When you see someone for the first time during the day ask,
“How are you?”

Hey.
How are you?

Okay.
How are you?

■ Ask about the person’s interests.
How is that new
video game? Did you get to
the third level yet?

It’s awesome,
but I can’t get past
the second level.

The student on the right recently got a new video game, so
that’s what the student on the left asks him about.

■ Ask (Who, What, Where, When, Why, or How) or
Tell (I ____) about what they said.
I think to move
up to level three,
you have to grab an
energy booster.

How do you do
that?

You know the
pond. In the water is
some kind of treasure that
has an energy booster.

Okay, cool.
Thanks.

Getting to Know Someone New
Start the conversation:
— Ask about something you see or might have in common
		
(e.g. “Do you like this class?” or “That looks like a good
		
notebook. I need one like that.”)
■ Introduce yourself.
■ Ask and tell about these categories to get to know them and
discover what you have in common:
— SCHOOL: What classes do you take? Are they good?
— AGE: Ask only if the person is not an adult.
— INTERESTS: What do you do for fun? Do you like sports?
		
Do you like music? What shows do you watch?
— PLACE THEY LIVE: Where are you from? Is it nice there?
— FAMILY: Do you have a big family? Any brothers, sisters, pets?
— WORK: Are you working anywhere? What’s it like?
■ Avoid Sensitive Topics: Don’t ask about things that might
upset the other.
■ End the Conversation: Explain why you need to go and say,
“It was nice to meet you.”
■

■ Start the conversation about something you have in common.

I noticed that
you don’t have any
lunch.

Yeah, I’m not
really hungry. I
ate earlier.

Me too.

The young man notices that the young woman has no food for
lunch, just like him. That is something they have in common.

■ Introduce yourself.

By the way, my
name is Michael. What’s
your name?

Nice to meet
you.

I’m Sheila.

Good to meet
you.

Michael introduces himself by saying, “By the way, my name is Michael. What’s your name?”

■ Ask and tell to get to know them. They talk about SCHOOL.

So what school
did you go to before this
high school?
I went to
South Orange
Middle School.

Oh. I went to
Maplewood Middle
School. How do you like
high school?

It’s better because
you can pick which
electives you want to
take.

To keep the conversation going—
Ask questions:
WHO, WHAT, WHERE, WHEN, WHY, HOW,
WHAT ELSE?

Tell:
I ________
MY _______

■ Ask and tell to get to know them.
They talk more about SCHOOL.
Oh. I took
Contemporary Literature
with Mr. Peters last year and
now I have The Classics, with
Mrs. Jones.

So what electives
are you taking?
Contemporary
Literature. What
about you?

I heard she was
good. Mr. Peters is
okay, I guess.

To keep the conversation going—
Ask questions:
WHO, WHAT, WHERE, WHEN, WHY, HOW,
WHAT ELSE?

Tell:
I ________
MY _______

■ Ask and tell to get to know them.
They find out about their GRADE and AGE.

So what grade
are you in?

I’m in 10th
grade. How about
you?

So how old are
you?

I’m 16. How old
are you?
I’m in 9th.

I’m 15.

To keep the conversation going—
Ask questions:
WHO, WHAT, WHERE, WHEN, WHY, HOW,
WHAT ELSE?

Tell:
I ________
MY _______

■ Ask and tell to get to know them.
They talk about their INTERESTS.

I play music,
too. I play piano.
What do you play?

So what do you
do for fun?

I listen to and
play music. What
about you?

I like all
music. But I guess I
am into rap mostly.

I play violin.
I also listen to
classical and rock.
What about you?

To keep the conversation going—
Ask questions:
WHO, WHAT, WHERE, WHEN, WHY, HOW,
WHAT ELSE?

Tell:
I ________
MY _______

