
■ Ask and tell to get to know them. 
 They find out about WHERE THEY LIVE.

To keep the conversation going—

Ask questions: 
WHO, WHAT, WHERE, WHEN, WHY, HOW, 

WHAT ELSE?

Tell: 
I ________

MY _______

So where  do 
you live?

I’m near 
downtown South 

Orange. How about 
you?

I live in Maplewood, 
but I could spend more 

time in South Orange if I knew 
someone like you there.

Oh, I see.



■ Ask and tell to get to know them. They find out about FAMILY. 

To keep the conversation going—

Ask questions: 
WHO, WHAT, WHERE, WHEN, WHY, HOW, 

WHAT ELSE?

Tell: 
I ________

MY _______

 Do you have a 
big family?

Essex Community 
College. 

Just my 
parents and my 

brother. What about 
you?

Just my folks. I 
don’t have any brothers 

or sisters. How old is your 
brother?

He’s 20. He’s in 
college.

What 
college?



■ Ask and tell to get to know them. They find out about WORK. 

To keep the conversation going—

Ask questions: 
WHO, WHAT, WHERE, WHEN, WHY, HOW, 

WHAT ELSE?

Tell: 
I ________

MY _______

So besides 
school, are you 

working anywhere?

I just work like 
four hours a week.

Yeah, on 
the weekends 

I work at a record 
store. Do you?

No. I don’t have 
my working papers 

yet. Maybe next year. How 
do you fit in work with 

school?



■ Avoid sensitive topics.

right Way Wrong Way
He compliments the young woman, saying that 

what she is doing is good.
He insults the young woman, saying she is 
going to be poor if she does not get a job.

It’s good to 
focus on your school 
work. You can always 

get a job later.

I guess you 
are just going 

to be poor if you 
don’t work.

That was 
nice. He seems like 

a good guy to be friends 
with.

That was 
insulting. I don’t know 

if I want to be friends with him 
now.



■ End the conversation.

He explains why he needs to go and says “Nice to meet you.”

Well, I have to get 
to class before I am late. It 

was nice meeting you. Good to meet 
you, too.



Knowing When to Stop Being Funny

■ It’s okay to tell jokes or try to be funny as long as all 
 those listening like it. 

■ It’s important to stop trying to be funny when others 
 ask you to stop.

■ It’s not okay to keep making people laugh when it 
 disrupts others.



■ It’s okay to tell jokes or try to be funny as long as all those   
 listening like it. 

It’s okay for the student to tell jokes and try to make people 
laugh because they all seem to be enjoying it.

 
Did you guys hear 

the story about the…



■ It’s important to stop trying to be funny when others 
 ask you to stop.

right Way Wrong Way
The boy stops trying to tell a joke when he 

finds out that the girl does not want to hear it. 
The boy continues to tell the joke after she asks 
him stop. Now she is annoyed and does not 

want to talk with him anymore.

 
I saw this really 

disgusting joke on the 
internet…

Okay I won’t 
tell it.

Thanks.

       
If it’s gross, I really do 

not want to hear it.

It’s about 
this guy 

and a pig…

Please just 
stop!

       
 

It’s really very funny, 
you see…

Now he’s 
annoying 

me. I just don’t want to 
talk with him anymore.



■ It’s not okay to keep making people laugh 
 when it disrupts others.

The boy tries to tell a joke in the middle of class. Although it 
may be funny to some, it is disturbing to the teacher and some 

of the students trying to do work.

  
That reminds me 

about the story of this guy 
and a pig…

  

This is 
not the time for 

you to tell jokes. It is 
disrespectful while 

I am teaching.

He’s 
not funny, just 

annoying right now.



ending a Conversation

■ Sometimes you may want to end a conversation because: 
 — You have to do something else 
 — You are bored.

■ Wait until you have commented or asked one question about what  
 the other person said to show you were interested.

■ Explain why you have to go and say “Goodbye”: 
 — If you have to do something else, say “It was nice talking to  
  you but I have to___” (and explain what you have to do).  
 
 — If you are bored, make an excuse rather than saying you are  
  bored, so you do not hurt their feelings. You can say you are  
  late for class or an appointment or that you are going to get  
  something to eat or drink.



■ Sometimes you may want to end a conversation because you  
 have to do something else or you are bored.

The young man wants to end the conversation because he has 
to study for a test coming up.

We had a test 
today and…



■ Wait until you have commented or asked one question about  
 what the other person said to show you were interested.

right Way Wrong Way
The young man shows he is interested by 

asking at least one question.
The young man just walks away while the 

young woman is talking to him.

  
Was it hard?

       

It was long. I 
don’t think anyone 
actually finished it.

 
So we had a 

test in Mrs. Kent’s 
class today.

So we had a 
test in Mrs. Kent’s class 
today. Hey! Where are 

you going?!



■ Explain why you have to go, and say “Goodbye.”

right Way right Way
The young man explains why he has to go. Then the young man says “Goodbye.”

 
Sorry to interrupt, but 

I have to go because I have a 
test next period and I need 

to study. Okay.

See you later.

Goodbye. Good 
luck.



■ Sometimes you may want to end a conversation because you  
 have to do something else or you are bored.

The teacher continues to talk to the students after the class is 
over, but they need to get to their next class.

Ladies, another 
way to solve this 
problem is to…

 
We have 

to go or we’re going 
to be late.



■ Wait until you have commented or asked one question about  
 what the other person said to show you were interested.

right Way Wrong Way
The students comment on what 

the teacher said. 
The students tell the teacher they are bored 

and just walk out while he is talking.

 
Oh yeah, I see 

what you mean.

       
So another way you 

could do this assignment 
is to…

Me too.

       
So another way you 

could do this assignment 
is to… This is boring, I 

am out of here.

Me too.



■ Explain why you have to go, and say “Goodbye.”

right Way right Way
The students tell the teacher they are late for 

their next class so they have to go.
The students say “Goodbye” to the teacher.

And a third way 
you could do this 

assignment is to…

And the 
teacher hates it 
when we are 

late.

Goodbye

Bye

Sorry to 
interrupt, but we 

have got to go because 
we are late for our next 

class.

  
See you later 

ladies.



BuILDINg aND 
MaINTaININg 
FrIeNDSHIPS
reLaTeD
SKILLS



Sharing Friends

■ It is important to let friends be with other people without 
 getting jealous or angry. 

■ If you get angry and jealous, they may not want to be 
 your friend anymore. 

■ When you give your friends space to have other friends, 
 they might like being with you more.



■ It is important to let friends be with other people without 
 getting jealous or angry. 

There’s 
my friend! I hope 
she sits with me.

     
I guess 

she’s going to sit with 
the other girls today.



■ If you get angry and jealous, they may not want to 
 be your friend anymore. 

Wrong Way Wrong Way
The girl gets angry at her friend and insults her 
because she sat with other girls. She may lose 
her friend.

Because she got angry at her friend, her friend 
does not want to talk with her anymore.

How 
could you sit with 

them instead of me? You 
are a terrible person!      

I don’t want to 
hear your insults or 

talk with you.

 
I guess I 

lost another friend.

    
I don’t think 

I can be friends with 
someone who can’t let me sit with 

other people sometimes.



■ When you give your friends space to have other friends, 
 they might like being with you more.

right Way right Way
The girl lets her friend be with other friends 

and does not intrude on them.
Because she did not intrude on them, her 

friend realized how much she likes her and 
asked her to join them.

     

    Hey, come sit with 
us. Did you hear the hilarious 
thing that happened in French 

today…

Thanks.

She looks 
lonely. Maybe I 

should invite her over.

        
 I wish they 

would invite me to 
sit with them, but I will  

   not ask, and just give her space to 
be with her other friends.



avoiding Sensitive Topics and Insults

■ Sensitive topics are those that may be personal or make others   
 feel uncomfortable to talk about. Examples might be discussing a  
 disability, someone’s race, religion, or sexual preference. 

 — Don’t bring these topics up unless the other person 
  brings it up first.

■ Insults are remarks that hurt people’s feelings. Examples might   
 include: saying something bad about someone’s looks, abilities, or  
 family members.

 — Don’t ever insult others.



■ Don’t bring up a sensitive topic unless the other 
 person brings it up first.

right Way Wrong Way
Beth only speaks about Marilyn’s physical 
condition after Marilyn brings it up first.

Beth refers to Marilyn’s physical condition 
without Marilyn bringing it up first.

  
Hi Beth, I’m okay. 

Of course I broke my 
hip, but it is getting 

better.

    
Hi Marilyn, how 

are you?

  

   I am sorry to hear 
that. Hope you recover soon.

How rude! 
I am not sure I want 

to talk about that 
topic.

Hey Marilyn. 
What’s with the 

wheelchair?



■ Don’t insult others’ work.

right Way Wrong Way
Beth does not like the necklace, but 

she does not insult anyone. She just says 
it’s not right for her.

Beth does not like the necklace and insults the 
people who are selling it by saying bad things 

about the necklace.

This is the ugliest necklace 
I’ve ever seen. How could anyone 

make such an awful thing!

I do not think 
this necklace is right 

for me.



■ Don’t ask about sensitive topics unless others bring them 
 up first.

right Way Wrong Way
The girl does not ask the boy about sensitive 

topics. Only when he brings up that his family 
is from Trinidad does she ask him about 

Trinidad. 

The girl asks about a sensitive topic, race 
and origin, which offends the boy and makes 
the girl sound like she might be prejudiced, 
assuming the boy is foreign just because he 

looks different from her.

 
So, do you like 

music?

      I like all music. 
What kind of music do they have 

in Trinidad?

I love music. Both Hip 
Hop and traditional music from 
Trinidad since my family is from 

there. What about you?

 
So what race are 

you exactly? Like where do 
you come from?

Excuse me? 
I am an American. 

Where are you from?

She 
seems nice.

I don’t 
think I could be 

friends with this girl.



■ Don’t insult others about their home.

right Way Wrong Way
The boy compliments his aunt on how

nice her house is. 
The boy insults his aunt about how 

her house looks.

Yo auntie, these are 
some sorry looking pictures.

Wow, Auntie, 
you have a beautiful 

house!
  

Thank you.

What a 
nice young man.

How rude. 
I really do not want 

him to be a guest in my 
house.



■ Don’t insult others about the food they cook.

right Way Wrong Way
The boy compliments his aunt on how good 

her food is. 
The boy insults his aunt about how her food 
tastes. If he did not like it, he could have just 

said he was not hungry. 

Oh, you are welcome. 
It is a pleasure to feed my 

good nephew. 

 
This tastes awful. 

What’s in it?

This is delicious! 
Thanks. 

Well, you do not 
have to eat it.

 
I am not 

inviting him to my 
house again.



Showing understanding and empathy

■ Look for signs that others are upset, sad or angry.

■ Ask, “Are you okay? What happened?”

■ Make supportive statements: 
 — Tell the person you understand how they feel. Say, “It makes  
  sense that you feel that way, given what happened.”

 — Share a time you had a similar experience. Say, “I know how  
  you feel because it happened to me . . .”

 — Say something positive about them or the future. “I know things  
  will work out for you because you are so great.”

 — Ask if they want to do something fun to get their mind 
  off the problem.

 — Ask if there is anything you can do to help.



■ Look for signs that others are upset, sad or angry.

She looks upset.



■ Ask “Are you okay? What happened?”

Are you okay? 
What happened? I didn't make 

the school play.

That was 
nice of him to ask.



■ Make supportive statements.

He expresses his understanding of how she feels. 

Sorry, that’s a 
bummer. I understand 

how you feel. He’s so 
nice to care.



■ Make supportive statements.

right Way Wrong Way
He says something positive about her and the 

future and that makes her feel better.
He says something negative that makes 

her feel worse.

Thanks for 
saying that.

You are 
such a good 

actress. I know you 
will make 

the next play. 

I guess 
you are not 
that good at 

acting.

Maybe he’s 
right. I feel better 
and I really like 

him.

Maybe he’s 
right. I feel terrible 

and I don’t want to talk to 
him again.



■ Look for signs that others are upset, sad or angry.

He looks 
upset.



■ Ask “Are you okay? What happened?”

Coach says I am not 
ready to be on the varsity 

basketball team.

Are you okay? 
What happened?

He's a 
good friend to ask.



■ Make supportive statements.

The young man shares a similar experience, which makes the 
other student feel better.

I know how you feel. 
That happened to me in football 

last year. Coach said I was not good 
enough yet. It really upset 

me for a while. 

It makes me 
feel better to know it’s not 

just me this happens to.



■ Make supportive statements.

right Way Wrong Way
The young man offers to help the other student, 

which makes him feel better. 
The young man makes fun of the other 

student, making him feel worse and 
dislike the young man. 

You would do 
that for me?

Thanks.

Yeah

You are so bad at 
basketball man.

If you want, 
I could help you with 

your game. Also, I can ask 
the coach to give you 

another tryout. 
Now I 

feel terrible. What a 
jerk. 



Don’t Be the rule Police

■ Don’t tell others what to do, even if they break the rules, unless   
 what they are doing is:

 — Dangerous or

 — Hurting you or others.



■ Don’t tell others what to do unless they are 
 hurting you or others.

right Way Wrong Way
The boy is wearing a hat, which is against 

school rules. The other students do not 
say anything about it because it is 

not hurting anyone.

The boy does not need to tell the other boy not 
to wear a hat because it is not hurting anyone.

Hey, mind your 
own business.

Hey take that 
hat off!

What is 
with him. He's not 

in charge.



■ Don’t tell others what to do unless they are 
 hurting you or others.

right Way Wrong Way
The girl is chewing gum which is 

against school rules. The other students 
do not say anything about it because it is 

not hurting anyone.

The boy does not need to tell the girl not to 
chew gum because it is not hurting anyone.

Hey, no chewing 
gum in school!

Hey mind your 
own business.

I don't 
want to be friends with 

this guy.



■ Don’t tell others what to do unless they are 
 hurting you or others.

right Way Wrong Way
The boy getting teased tells the other to stop 
it. You can tell people what to do if they are 

hurting you.

The boy being teased does not say anything to 
the other boy. It’s okay to ignore teasing, but 

sometimes it is better to tell them to stop.

Ha, ha. I saw 
you play basketball 

and you stink.

Stop it.

Ha, ha. I saw 
you play basketball 

and you stink.



■ Don’t tell others what to do unless they are 
 hurting you or others.

Wrong Way Wrong Way
The boy does not need to tell the other boy 

what work to do. He is not the teacher. 
The boy continues to be the rule police and it is 

making the other boy angry.

Okay class, 
please take out 

your social studies text 
and begin reading 

from page 26. 

The teacher said 
to read, not to draw.

What? 
Calm down!

Can you just 
leave me alone 

please!



asserting your Feelings

■ Wait for the right time to talk (e.g., after class).

■ Ask nicely to talk with the person.

■ Say how you feel in a calm voice: use an “I” message. 
  I feel _________ 
  when you ______ 
  because ________ 
  I would like _________.

■ If they will not do what you want, suggest a compromise.



■ The teacher says something that upsets the student.

The girl is daydreaming while the 
teacher is teaching.

The teacher reprimands the girl in front 
of the whole class.

Quit daydreaming 
and pay attention. You 

never listen.
How 

embarrassing. 
Does he have to say it in 

front of everyone?



■ Step 1: Wait for the right time to talk (e.g., after class).

right Way Wrong Way
The student waits to talk with the teacher 

privately, after class.
The student insults the teacher. She will get in 

more trouble and the teacher will be less likely 
to do what she wants.

I can’t stand you!
  I will 

wait until after class to 
talk with him.

She is 
going to get in 

trouble.



■ Step 2: Ask nicely if you can talk to the person.

right Way Wrong Way
The student asks in a calm way to talk 

with the teacher.
The student clenches her fist while she uses 

angry words to talk with him. She will get in 
more trouble and the teacher may be more 

likely to embarrass her again.

Can I talk to you 
for moment?

You need to 
calm down.Sure.

She's 
going to get 
suspended.

Ooh, I really hate 
this class, and you are so 

unfair!



■ Step 3: Say how you feel in a calm voice. Use an “I” message.

right Way Wrong Way
The student tells how she feels and what she 

wants in a calm way.
The student threatens to scream at the teacher. 
She will get in more trouble and the teacher 

will be less likely to do what she wants.

I understand, but I 
have to let you know if 

you are not listening to get 
you back on track.

I feel upset 
when you tell me to pay 

attention in front of the class 
because it’s embarrassing. 

I want you to just wait until 
after class to tell me.

Don’t do that.

I am going to 
scream!



■ Step 4: If they will not do what you want, 
 suggest a compromise.

right Way Wrong Way
The student accepts she can’t have everything 

she wants, so she suggests a compromise.
The student does not accept that it is the 

teacher’s job to keep her attention. 
Her angry actions may get her in trouble 

with the principal.

I am sorry, but 
I have to get your 

attention when you get 
distracted.

Yes, I can do that. 
And thank you for 
telling me in such a 

respectful way.

If you walk out, 
then you will be sent to 

the principal.

     Okay, but can 
we compromise? Can you 

just get my attention quietly 
by walking over to me rather 

than saying it loudly in 
front of everyone?

If you try to keep 
me on track, I will walk 

out of class.



giving Criticism

■ Only criticize or complain to someone if they are doing something  
 that directly bothers you or is dangerous to others. Otherwise, don’t  
 say anything.

■ If you have to complain about what someone is doing, use a calm  
 voice and explain what you want them to do. You might use an “I”  
 message.

  I feel ___________

  when you _______

  because __________.

  I want ____________.



■ Only criticize or complain to someone if they are doing    
 something that directly bothers you or is dangerous to others.  
 Otherwise don’t say anything.

right Way Wrong Way
The boy on the left is biting his nails. Even 

though the boy on the right thinks it is 
disgusting, he does not complain because it is 

not directly bothering him.

The boy on the left is biting his nails. Even 
though it is not directly bothering him, the boy 

on the right shouts insults.

You are gross! 
Stop biting your 

nails!

That’s 
disgusting, but 

it is not my place to say 
anything to him.



■ If you have to complain about what someone is doing, use a  
 calm voice and explain what you want them to do. You might  
 use an “I” message.

right Way Wrong Way
In a nice tone of voice, the boy uses an 
“I” message to tell the other boy to stop 

whispering.

Instead of talking in a nice tone, the 
boy screams for the other boy to stop and 
threatens him. He may get in trouble with 

the teacher or others.

Hey, did you do 
your homework?

Shhhh. I feel 
annoyed when you 

whisper because I’m trying 
to hear the teacher. I want 

you to stop.

Stop that noise 
or else!!

Okay.

I don’t 
care how he feels if 
he is going to yell. 



Conflict resolution

■ When you are upset with others, try to schedule a time to talk with  
 them rather than confronting them without warning.

■ When they are ready to talk, tell them in a calm voice what upset  
 you. You can use an “I” message as a positive way to tell them   
 your concern: 
  I felt _______ when _______.  
  I want _____.

■ Then listen to their side without interrupting. Check to see if you  
 understood what they said.

■ While taking turns talking, offer solutions that might work for both  
 of you until you can come to some agreement.



■ When you are upset with others, try to schedule a time to talk  
 with them rather than confronting them without warning.

right Way Wrong Way
One girl asks the other girl if they can schedule 

a time to talk. Because she was calm, she 
succeeded in finding a time to talk.

The first girl starts yelling at the other girl 
about what upset her. This makes the other 

girl run away.

Not now, I am late 
for class.

Okay.

I don’t have 
time for this.

Can I talk to you 
about something?

 
How about 
at lunch?

Hey! I heard 
you said something 

about me. Come back 
here now! 



■ When they are ready to talk, tell them in a calm voice 
 what upset you. You can use an “I” message as a positive way  
 to tell them your concern. 

right Way Wrong Way
The girl calmly tells the other girls what upset 

her using an “I” message: I felt _____, when __
_____. I want ______. By being calm, the other 

girl was able to listen.

The girl starts yelling at the other girl about 
what upset her. She also insults her. When you 

yell and insult others, they won’t listen.

You told everyone 
that I am bully. That 
makes you a bully!

Thanks for talking with 
me. I felt upset when I heard 

that you told people I was a bully. I 
want to know if you really said that 

or think that.

I didn’t even say that! 
Now you are a bully! 
Get away from me!



■ Then listen to their side without interrupting. 
 Check to see if you understood what they said.

right Way Wrong Way
The girl listens to the response of the other girl 
without interrupting. When they listen to each 
other, they may clear up misunderstandings 

and solve the problem.

The girls interrupt and insult each other without 
listening to each other. This will not solve 

anything.

I didn't really say 
that. I said you can be 

tough when you want to and 
that it’s a good thing. 
You are not a bully.

I didn’t say that! 
That’s a lie!

Are you calling 
me a liar? You are 

the liar!

So you are 
saying I'm tough in a 

good way?

Yeah.



■ While taking turns talking, offer solutions that might work for  
 both of you until you can come to some agreement.

right Way
The girls understand each other because they listened to each other. 

So they begin to offer solutions to the problem.

How about if I explain 
to her that you are really nice, 
and I was just saying it’s a good 

thing you are not a bully? 

Well, if you did not really 
say it, Mary still thinks you did say 
I am a bully. Can you help me talk 

with her? 



■ The girls solved the problem.

Okay, if you talk to Mary, 
then I think it will be okay. 

No problem. I'm 
glad we worked it out.



Dealing with Teasing

■ Ask if the person was kidding.

■ Tell them calmly, but firmly, to stop.

■ If they do not stop, say you do not care what they 
 say and walk away.

■ If they continue to tease or follow you, go tell an adult, 
 teacher, parent, or supervisor.



■ Ask if the person was kidding.

Sometimes people are just kidding and do not mean to hurt 
your feelings. If you tell them to stop they may even say they 

are sorry.

Man, you really 
stink at gym. 

Yeah. Sorry, 
you are not so 

bad. 

Are you 
kidding?

Let’s see 
if I can kid with 

him today.



■ Tell them calmly, but firmly, to stop.

right Way Wrong Way
The student tells the teaser to stop in a calm 
firm voice. His calmness suggests that the 
teasing is not really getting to him, so the 

teaser may stop.

The teaser sees that the student is getting angry 
so he may tease him more now.

Actually, you are 
like the worst 
athlete ever.

Could you just 
stop. You could not hurt 

me if you tried.

I am going to 
hurt you!

I don't  
know if I am getting 
to him. This is getting 

boring.

I am 
getting to him. This 
is fun, I will do it 

more.



■ If they do not stop, say you do not care what they 
 say, and walk away.

By ignoring him and walking away, the student makes the teaser think he does not care, and the
teaser may stop trying to make him angry.

Yeah, you sure do 
stink at sports.

Don’t walk 
away from me!

I don’t care 
what you say.

Doesn’t 
he really care? 

Maybe not.




