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INTRODUCTION  



THIS BOOK IS FREE.

THIS BOOK IS INTENDED TO BE PART OF THE SCHOOL 

CURRICULUM.

THIS BOOK SHOULD BE TRANSLATED.

THIS BOOK IS A WORK-IN-PROGRESS.



“



—1—   

GENERAL RULES  

FOLLOW THE RULES!



COMPETE BY SELF-IMPROVEMENT NOT BY UNDERCUTTING FELLOW 

CITIZENS.

WHOLEHEARTEDLY COOPERATE.



TREAT EVERYONE AS HUMANS FIRST.

DO NOT TAKE SHORTCUTS.



DO ONE THING AT A TIME AND DO IT WELL.

PLAN AND PREPARE PRECISELY.

THINK.
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BEHAVE 

“NO CORRUPTION” 



□ PAYING OR ACCEPTING BRIBES.

 

 

 

□ NEPOTISM.



□ CRONYISM.

□ GRAFT.

□ DO NOT APPEAR TO BE CORRUPT.



“RESPECT WOMEN” 

□ DO NOT HARASS.

 

 

 

 

“RESPECT PROPERTY” 

□ USE IT LIKE IT WERE YOURS.

 

 



 

 

 

 

 

 

 

□ REPLACE.

□ REPLACE ANYWAY.

□ STOP MISUSE AND WASTE.

□ RETURN.



□ TAKE FAIRLY.

“QUEUE UP” 

□ JOIN.

□ FORM.

□ QUEUE UP SINGLE-FILE.

□ KEEP SPACE.

□ QUEUES CAN BE MADE UP OF ANYTHING.

□ NEVER JUMP.



“MOVE EFFICIENTLY” 

□ WAIT TO ENTER.

□ GET OFF AT THE PROPER POINT.

□ NEVER PUSH OR SHOVE.

□ SAY 'EXCUSE ME'.

□ DO NOT BLOCK ENTRANCES/EXITS IN ANYWAY.

□ ALWAYS KNOCK.

□ KEEP TO ONE SIDE.

□ HOLD OPEN.



□ CROSS ONLY AT THE CROSSING.

□ ENTER/EXIT AT RIGHT-ANGLES.

□ CROSS ONLY ON GREEN.

□ CROSS FIRST, TALK/TEXT LATER.

□ DO NOT JAYWALK.

□ TALK LESS, WALK MORE.



“DRIVE/RIDE SAFELY” 

□ DO NOT HONK.

□ ALWAYS STOP AT PEDESTRIAN CROSSINGS.

□ GIVE WAY.



□ FOLLOW THE LINES.

 

 

 

□ INDICATE.



 

 

 

 

 

 

□ ENTER AND EXIT AT RIGHT-ANGLES.

□ KEEP A SAFE DISTANCE.

□ OVERTAKE WITH CAUTION.

 



 

 

 

□ SLOWER VEHICLES KEEP TO ONE SIDE.

□ FOLLOW THE BENDS OF THE ROAD.

□ DO NOT TAKE SUDDEN U-TURNS.



□ MAINTAIN YOUR LIGHTS AND BRAKES.

□ DO NOT HIT-AND-RUN.

□ DO NOT FIGHT.

□ DO NOT TALK OR TEXT WHILE DRIVING/RIDING.

□ ALWAYS WEAR YOUR SEATBELT.

□ DO NOT TAKE CHILDREN IN THE DRIVER'S SEAT.

□ DO NOT DRIVE OR RIDE WHILE INTOXICATED



□ PARK PROPERLY.

“NO POLLUTION” 

□ REDUCE, REUSE, RECYCLE.

□ PLAY YOUR PART.



 

 

 

 

 

 



 

 

 

“MIND BODILY FUNCTIONS” 

□ KEEP YOUR BODILY FUNCTIONS PRIVATE.

 

 

 

 

 

□ SAY 'EXCUSE ME'.

 

 

 

 

□ EAT QUIETLY.



□ USE KNIVES, FORKS AND SPOONS.

□ TEACH YOUR CHILDREN.

□ DO NOT BREAST FEED IN PUBLIC.

 “MIND CHILDREN” 

□ DO NOT ALLOW NUDITY.

□ DO NOT CHANGE YOUR CHILDREN IN PUBLIC.

□ DO NOT ALLOW SCREAMING OR SHOUTING.



□ DO NOT ALLOW MEDDLING.

□ NEVER LEAVE THEM UNATTENDED.

“BE PLEASANT” 

□ DO NOT STARE AT FELLOW CITIZENS.

 

 

 

 

 

 



 

 

□ SAY SORRY.

□ RIGHT YOUR WRONG.

□ BE OF ASSISTANCE.

□ BE QUIET.

□ GREET.

□ DO NOT MISREAD.



 

 

 

□ SAY 'PLEASE' AND 'THANK YOU'.

□ SAY 'YOU'RE WELCOME'.

“BE PUNCTUAL”  

□ BE ON TIME.

□ BE PRECISE.

□ WAIT.



□ INFORM.

□ APOLOGISE.

“CONSIDER ANIMALS”  

□ DO NOT BE CRUEL TO STRAY ANIMALS

 

 

 

 

 

□ MANAGE THE WASTE PROBLEM.
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COMMUNICATE  

“BE CLEAR” 

□ USE YOUR WORDS.

□ BE PRECISE.



□ SUM UP.

□ CONFIRM.

□ DO NOT TALK OVER FELLOW CITIZENS.

“BE DIRECT”  

□ SAY WHAT YOU MEAN, MEAN WHAT YOU SAY.

□ CLARIFY.

□ DISAGREE POLITELY.



□ DO NOT TALK BEHIND A FELLOW CITIZEN'S BACK.

“BE SENSITIVE” 

□ BE DIRECT, SENSITIVELY.

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

□ MIND YOUR OWN BUSINESS.

□ RESPECT PRIVACY.



“BE POLITE” 

□ DO NOT SPREAD OR BELIEVE RUMOURS.

□ DO NOT EAVESDROP.

□ DO NOT POINT.

□ DO NOT PASS SECRETS IN PUBLIC.

□ LISTEN QUIETLY.

 

 

 

 

 



□ SPEAK IN A COMMON LANGUAGE.

□ CHEW BEFORE YOU TALK.

□ RAISE YOUR HAND.

□ ASK.

“MIND PHONE MANNERS”  

□ DO NOT TALK OR TEXT WHEN IT DISTURBS.

 

 

 

□ IF YOU HAVE TO, EXCUSE YOURSELF AND/OR LEAVE.



□ GREET.

□ KNOW.

 

 

□ DO NOT SUDDENLY END THE CALL.

□ TALK TO ONE PERSON AT A TIME.

□ TAKE NOTES.

□ KEEP INFO HANDY.



□ INFORM.

□ MANAGE NOISE.
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WORK 





“MIND WORK HOURS”  

□ BE PUNCTUAL.

□ BE PREPARED TO COME EARLY AND STAY LATE.

“KEEP YOUR FOCUS”  

□ AT WORK, ONLY WORK.

 

 

 

 

 

 

 

□ LIMIT PERSONAL ACTIVITIES TO BREAKS.



□ WHEN THERE IS NO WORK, FIND WORK.

“PERFORM OPTIMALLY”  

□ ALWAYS GIVE YOUR VERY BEST EFFORT.

 

 

 

□ DELIVER HIGHEST QUALITY.



□ DELIVER THE BEST WITH LESS.

□ CONSTANTLY SEEK TO IMPROVE QUALITY AND EFFICIENCY.

□ CONSTANTLY SEEK TO IMPROVE YOUR SKILLS.

□ USE TOOLS.

“EMBODY ORGANSATIONAL CITIZENSHIP”  

□ REGARD YOURSELF A CITIZEN OF YOUR ORGANISATION.



□ AVOID ALL FORMS OF CORRUPTION.

□ HELP YOUR WORKMATES.

 

 

 

 

 

 

□ DRESS APPROPRIATELY.

□ TAKE PRIDE.
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THINK 



STEP #1 CLEAN YOUR SLATE  

□ START WITH NOTHING.

 

 

 



 

 

STEP #2  GATHER THE FACTS   

□ SEPARATE FACTS FROM OPINIONS.



□ USE AUTHORITATIVE SOURCES.

□ USE MULTIPLE AUTHORITATIVE SOURCES.

STEP #3  JOIN THE DOTS   



□ START AN INTERNAL DIALOGUE.

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

□ CHECK THE APPLICABILITY OF YOUR FACTS.

 

 

□ SEPARATE CAUSATION FROM ASSOCIATION.





□ USE AIDS.

 

 

 

 

 

STEP #4 USE YOUR THEORY   



□ TEST YOUR THEORY.

□ LEARN. LEARN. LEARN. 

 

 



 

 

CASE STUDY #1 DISCRIMINATION    



 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

 



 

 





 





 



 

 

 

 

 





TAKE THE CITIZENS’ OATH 



BE AN AMBASSADOR 

 

 

 

 

SHARE THIS BOOK WITH AT LEAST TEN FELLOW 

CITIZENS. 
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