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When speaking about Professional Protocol,  recommendations will be 

shared for: 1) Professional Etiquette, 2) Dress Etiquette, 3) Office 

Etiquette and 4) Netiquette (internet/email).
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Professional etiquette is also very important within the work setting.  

Stanley Crouch stated, ñ the high point of civilization is that you can 

hate me and I can hate you but we develop an etiquette that allows us 

to deal with each other because if we acted solely upon our impulse 

weôd probably go to war.ò   

This quote is very important. We have co-workers, clientele and 

volunteers that we may not like.  It is important to remember that within 

the work setting, they are treated with respecté.professional etiquette!
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In reference to distracting behaviors, result-oriented people recognize 

what behaviors need to be improved and therefore, gain respect from 

others.
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Nametags are an important way to let people know who you are.  The 

question is: which shoulder the name tag should be worn on the right 

shoulder.  When you are approaching someone, your eyes 

automatically focus on that personôs right shoulder.  Therefore, always 

wear your name tag on the right shoulder if not worn on a neck cord.
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Introductions are very important.  You do not want the handshake to be 

to limp nor to firm.  Remember, people wear rings and if the handshake 

is to firm, rings may cut the fingers.

Always introduce people who have not met, even if you forget names 

and blank out on the proper procedure.

When introducing a person outside the company to an employee, begin 

with the visitor first.

Introduce a lower ranking person to a high-ranking person.  Use the 

name of the higher-ranking person first.

Providing additional information in an introduction helps put others at 

ease,
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Conversation is a learned skill.  There are resources available on the 

internet and local libraries which offer tips on how to fine tune your 

conversation skills.  

The five W Rule: who is the person, what do they do or what is 

significant about them, when did you meet them, where did you meet 

them, and why are they memorable or important to you.

Comfort zone:  Americans prefer 3 to 4 feet from the next person(s) 

when speaking.  If the distance is further than 4 feet, may loose parts of 

the conversation.  In other cultures, the comfort zone may be less than 

twelve inches.  If you feel uncomfortable when someone is to close, 

gracefully step back.

I 
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Arrive five minutes early and let it be known that you have arrived.

If you are going to be late arriving, when scheduling the appointment, 

ask for contact numbers for emergency purposes.

In Cooperative Extension, we are notorious for overbooking.  Allow 

enough preparation and travel time between appointments. 
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According to Peter Drucker, expert in Business Administration, 

Management and Organization Development,  ñ More business 

decisions occur over lunch and dinner than at any other time, yet no 

MBA courses are given on the subject.ò

Please look at the table setting at the top of the page.  If you have more 

than one fork or spoon, start with the utensils on the outer edges and 

work inward toward the plate.
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Select one eating style,  European, Continental or American,  and use 

that style throughout the meal.  

Some believe it is  appropriate to leave a penny if not pleased with the 

serve or food. This is not acceptable.  Leave nothing and share your 

concerns with the manager.



We have always heard that it is important to  make a good first 

impression.  Your image is very important.
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I have always been taught dress according to the position you would 

like to have within the organization.

You want to have a positive image.

Ask a close friend or coworker that you respect to critique your image 

and share feedback with you.  It is helpful to know what others are 

seeing so you will have a ñrealò idea of what image you are projecting.
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NCCE  has developed a recommended dress code for Extension 

employees.  Contact your district and county directors for this 

information.
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Underwear is to be worn under clothing and not seen.
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Men are allowed to wear slacks to work and therefore, women may also 

wear slacks/pantsuits to work.
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Wear only one or two bracelets to avoid the ñcling, clangò noise ïcan 

be very disrupting.
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Outfits worn to nightclubs are generally to revealing or too casual for the 

workplace.

The general rule of thumb for skirt lengths is not more than one inch 

above the knee.
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