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Leadership Defined

Introduction

Leadership is the art of influencing men
and women to obtain their obedience, respect,
confidence, and loyal cooperation. Good
leadership  develops  through 2 never-ending
process  of  self-study, education, training,
experience, observation, and emulation. All cadets
can sharpen their leadership abilities through a

conscious effort of self<4mprovement.

Leadesship in MCJROTC will give you
the skills, confidence, and character necessary to
become a good leader. In this lesson you will
identify leader behaviors you have that are most
appreciated when working with others toward
You will link those
behaviors to a definition of leadership and begin

accomphishing a task.

to assess your own leadership behaviors,

Diefinition

Leadership is the ability to influence,
lead, or guide others to accomplish a mission in
the manner desited by providing purpose,
direction, and motivatiorn.

Purpose gives others 2 reason for why they
should do something.

Direction gives others the “knowledge”™ to
complete the rask.

Motivation gives others the will ro do whart they
are capable of doing,

Purpose

A purpose gives people a reason to do
things. This does not mean that as a leader you
must explain every decision to the satisfaction of
othets. However, it does mean that you must carn
their trust, They must know from experience that
you care about them and would not ask thera to
do something unless there was a good reason,
unless  the task was essential to mission
accomplishmeat. Trust is a basic bond of
leadership, and it thust be developed over time.

Direction
When  providing
cotmmunicate the way you want to accomplish the

direction,  you

mission. It is accomplished by prioritizing tasks,
assigning responsibility for their completion, and
making sure your team members understand the
standatds. In shott, you figure out how to get the
work done right with the available people, time,
and resources, then you communicate that
information to your team members,

Motivation

Motivation gives others the will ro do
everything they can to accomplish a mission. It
resulrs in their acting on their own initative when
they see something that needs to be done
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Leaders motivate people by more than words. The
example you set is at Jeast as important as what
vou say and how well you manage the work.

Organizational Structures

Otganizational  structures  consist  of
assigned leadership positions. These positions
usually have others reporting to them, This
structure is similar in team sports, scouts, church,
schools, and government. It is a “chain of
command” that is respected and followed.

Leadership and You

Are vou a leader? let’s return to the
definition: The ability ro influence others.
Influence is defined as the power to centrol or
affect others by authority, persuasion, or example.

Do vou influence your patents? Your
brothers or sisters? Do vou influence members of
a tearn in your school? Do you influence others in
vour chugch?  Scouts?  JROTCr  Sure you dol
You lead others every day in so many ways. And
most often it i NOT becanse you have the
authority. You lead by your behavior and by
setting the example for your brothers and sisters.
You persuade vour friends to do something they
had not thought possible. You even lead vourself.
In fact, that is where leadership begins: WITHIN
YOul

Case Studies

Which leader behaviors do you possess
tight now? Which behaviors do you need to
imptove upon to become a good leader? Think
about these two questions as vou read the
following case studies. They will give you the
opportunity to see how three very different people
used some leadership behaviors effectively,

ineffectively, or not at all. Read each case study

carefully.

Case Study #1

Jon is normally an average student
Howevet, when he takes charge of a group to
complete a project, his wotk and the finished
effort of the group are always outstanding,

When asked about his group’s results, his
teammates proudly answered, “Jon makes it easy
for us to complete our tasks. He helps us and
makes suggestions when we need help, but he lets
us do the work. [f we have a problem, he always
listens to our ideas on how to fix it.

Because he is always excited about what
he is doing, we get excited, too, He learns all he
can about a task before we gert started on it. While
we are doing the task, he respects our views about
how to complete It, he effectively uses the talents
of everyone on the team, and he makes smart
decisions. He is always there tor us if we need him
and, somehow, he stil finds the ame to do his
share of the project. Because of his effective work
habits, he instills good works habits in us.

He aceepts responsibility for the out-
come of our tasks, whether they are good or bad.
None of us wants a project to be done poozly, but
he does not blame others for any mistakes that he
or the team may have made. After finishing one
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task, we are always glad to begin the next project
under his direction.”

Would, you like to be a member of jon's team?
What are his desirable characteristicst What ate
his undesirable characterisgces?

Case Study #2

Maria knows exactly what her position is
all about. She gets excited whenever an instructor
assigns her a project because she knows that she
can get it done. Sometimes, she even suggests
projects to her instructor. Based on her ideas, the
instructor uscally assigns them to her and her

teaim,

Mazxia 15 highly motivated and has very
structured work habits. She likes to map out a
project in which everything is her decision. She
then tells her team members how to do each step
of their tasks according to her direction.  She
watches everything that her team members do,
and if they appear to be doing a task differenty
from her plan, she criticizes them.

Once, Maria got upset when a reammate
was caught cheating, At first, she was afraid to ralk
to that person about the incident, and she did not
know what to say to her peers who had also heard
about it. Finally, after asking herself how she
would like to be treated if she were the one
involved, she called a team meeting,

At the meeting, Maria informed everyone
that all team members make mistakes, not only as

a team but also as individuals, She hoped that if
they ever had any problems, they would men to
her and/or another team member for help. They

agreed,

Would vou like to be a member of Maria’s
team?  What are her desivable characterisdes?
What are her undesirable characteristics?

Case Study #3

Brian is an easy-going petrson. He wants
1o complete projects with plenty of time left so
that he and his friends on the team can relax.
After he assigns tasks to each of his team
members, he lets them figure out the best way to
complete the tasks—without giving them any
help, direction, or supervision. He rately makes

any decistons.

Then, when the time comes to complete
the project, be sull turns it in even though parts of
it are not finished. When the final grade comes
back, his group makes the lowest mark in the
class, prompting an instructor to ask, “Why wasn’t
vour project done?”

Brian passes the blame on to his tean
members by saving, “They didat complete their
tasks like they should have. I don’t believe that 1
should have to he responsible for their sloppy
efforts and receive a bad grade.”
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When the other team members find out
their grades, they approach Brian and say, “Why
didn’t you tell us everyrhing thar we were
supposed to do? We could have worked harder
and done better if we had just known.”

Would you like to be @ member of Brian’s team?
What are his desirable characteristics? What are
his undesirable characteristics?

Questions for Case Studies 1-3:

These case studies illustrare the positive
and negative application of leadership behaviors,
Do vou possess any of them? Whar do you
appreciate most about your leadership behaviors?
Can you identify which behaviors you need to
work on to become an effective leader? Would
you like to change or add any of them? Can you
identify any positive behaviors in other people
that you would like to adopt? In the next case
study, see if you can identify ways to add new
leadership behaviors to your character.

Case Study #4

Jason North had an opportunity one day
to visit his father at work., He noticed that his
dad’s employees worked very hard for him.
However, Peter, 2 mechanic who had worked on
the assembly line for many veats, secmed o resist

all friendliness or help from the others. He also
avoided spealdng to Mr. North most of the time.

That afternoon, while the other
employees and Jason were present, Mr. North
approached Peter. He asked him, “What do you
think of us purchasing the MXR-78 to help
increase the production of the assembly Lne?”

Peter answered, “Why are vou asking me? T really
don’t know much abour it.”

Mr. North responded, “You have a lot of
experience here and 1 would like vou to find out it
the MXR-78 would make the line run more
efficiently. So, will you do this for me” With
urging from the others, Peter accepred.

Later thar evening, Jason asked his dad,
“Why did you ask Peter to do that jobr” M
Nosth replied, “Peter is a reliable and experienced
employee. Fle just neceded some individual
recognition. So, I gave him that assignment to
make him feel more a part of the team.”

Abkhough the previous story is just one
example that pertains to only several leadership
behaviors, Jason can definitely learn from his
fathet’s approach in dealing with Peter. A positive
tole model like Mr. North can be a powerful
infleence in one’s desive to adopt another person’s
positive leadership behaviors.

Questions for Case Study 4:

What did you learn about influencing
others? How effective do you think you are in
influencing others? Are there some leadesship
charactetistics you would like to adope? Why?

Conclusion

Now is the ime to begin identifying the
leadership behaviors that you would like to
possess. By adding new behaviors and/or
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changing other behaviors, you can have a major
influence on the development of your leadership
potental. 4

L
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The Leader Within

The Study of Leadership

There have been a nurmber of studies over
the years directed at understanding effective
leadership. The desite to assist people in the
behaviors that effectively influence, lead, and
guide others remains a highly regarded quality.

The more you understand the behaviors
that create the desire to follow, the more you will
be able to determine the leadership behaviors that
will work best for you, and, even more important,
the ones that do not.

Have you ever wondered how some
leaders influence, excite, stimulate, and energize
others?  When were vou influenced, excited,
stimulated, or energized by someone else to do
something you thought impossible? Do you
reflect on those times so you could copy the
behaviors you liked? Think of those teachers you
remembet most. What was it they did that made
vou remember them?

As researchets continue to study the
characteristics of leaders and as the wotld we live
in continues to change through technology and
human growth, we are finding that one key
ingredient to leading others successfully is the
ability to successfully lead oneself. [eading from

the inside out is the foundaton to building
successful gelationships in vour family, church,
comrmuanity, and school,

What Guides Your Behaviors?

Beliefs, values, and norms guide the
actions of individuals and groups. They are bike 2
traffic control systemy; they are signals giving
direction, meaning, and purpose to our lives.
They are powerful. Hxperiences involving soch
things as family, school, church, work, and social
relationships shape vour individual values, beliefs,
and norms. Understand the importance of
nurturing and shaping these qualities in your
followers  because  they are  fundamental
motivating factors.

Mutual respect between you and your
teamm members motivates them to follow vour
orders. So, make it a general rule to think through
situations and choose the course of action that will
gain you the long-term respect of your followers,
senfors, and peers. By earning their respect, you
will be exerting your influence on their beliefs,
values, and norms.

What Is Your Self-Image?

Leading from the iaside out means to set
examples and model the behavior that you want
others to exhibit. By knowing what is important
to you, you can make sure your actions are
supportng the things you value most. You need
to lead vourself before you can lead others.
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Self-image 1s how you see yourself. It is
what you think zbout your characteristics, your
physical body, your morals and values, vour needs
and goals, and your dreams. Having a good seclf-
image is being satisfied with and accepting what

you see in yourself,

When vou become a leader, you need to
constantly be aware of how you see yourseif. Be
honest with yourself and try not to have illusions
about who you are or what you would like to be.
If you believe that you cannot de a task, or if you
are not consistent with the values that you think
you have, then vou may begin to have doubts
about yourself. Leaders who openly display doubt,
hesitation, or uncertainty in their own abilities will
likely cause their followers to have doubts about
them and their ability to lead.

If what you see is not who or what want
to be, you ¢an make changes. You can become
the person you want 1o be. You will need 1o
determine what is important to you and what you
value most. If you begin to think positively about
yourself, others will sce your confidence and will

want to follow vou.

Here ate some things to remember as you
begin to develop your self-image:

Focus on the Positive: One way to improve your
self-image is to identify all of the positive qualites

emphasizing the positive is necessary t¢ boost

your own self~image. What do you like MOST
about yousself? How can you do MORE of what
you like most?

Self~disclosure: Self-disclosure is talking (o
others about you. As you talk to others, you will
realize that your problems and shortcomings are
no different from theirs. What do they Iike
MOST about you? How can you do MORLE of
what they like most about you?

Making the Change

Cnce you identify the behaviors that you
wish to have, then what® Think of ways to {it the
behavior into your personality and into the way
vou want to lead. Usc that skill whenever it is
approptiate—-practice will make it a part of vour

styie.

On the other hand, changing a negative
behavior into a positive one is not easy. It may be
like breaking an old habit. Use the following steps
to change a negative behavion

1. Realize the need for change

2. Have a positive attitude toward the
change

3. Follow through

Change is never easy, so keep trying. Just
like other tasks, change requires dedication and
perseverance. I vou can perform a task a certain
way and can see it through to completion thar
positive behavior can become a lifetime habit.

Conclusion

As a leader, you are responsible for
making decisions, but do not decide on a course
of action without thinking over the consequences
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-- the choice you make should be based on yous
values.  Then, apply these values to every
leadership struation in order to build the trust and
confidence of your followers. Finally, beware of
temptations and pressures that can affect a
leadership situation. Remember, anyone can make
a decision, but effective leaders base their
decisions on the highest moral good. ler your
personal and professional codes of cthics guide
you to do what is morally right. %
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Leadership Primary and Secondary Objectives

Introduction

The primary objective of leadership is
mission accomplishment. Mission accomplish-
ment is achieving vour goal. Achieving your goal is
your primaty focus when asked to take on a task.
The secondary goal of leadership is troop welfare.
The welfare of your troops should always be a
constderation for you as a2 leader. Both objectives
go hand and hand in accomplishing any task.

In the MCJROTC program, these same
objectives apply. You are expected to accomplish
assigned missions and to take care of the cadets

under vour leadership. Accomplishing your
primaty and secondary  objectives  develops
leadership.

Mission Accomplishment

Mission accomplishment means that you
must know your job and do it well. You must
know how to control and employ your unit under
varied conditions. In military situatons, leaders
must be skilled in military sciences and in the use
of weapons. Military leaders must ensure their
troops kanow the basics: care and use of weapons
and equipment; camouflage, fire and maneuver;
cover and concealment; preparation of fighting
positions; use of supporting arms, land navigation,

discipline, hand to hand combatr;, and other
essentials on how to fight, sucvive and win,

In MCJROTC, mission accomplishment
is also yout primary objective. As a cader vou are
given many different tasks that your instructor
espects vou to carry out properly. Examples
inchade: executing drill movements propetly, or
completing your assignments in a timely fashion.
Tt is your responsibility to accomplish these tasks,

DID YOU KNOW?

President Hatry S. Truman kept a plaque
on his desk with the inscription “The buck stops
here.” Truman was one of America’s most honest
and ethical presidents. He never flinched from
accepting responsibility for his decisions, however
unpopular or controversial.

11
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Troop Welfare

The secondasy obiective of leadership is
troop welfate, Marine leaders must kaow their
Marines and take care of them. They must learn ali
they can about each Marine in their umrt their
background, theitr problems, their strong and weak
points, thelr military skills, their endurance, and
their courage. This knowledge will help predict
and influence their actions. It enables the Marine
leader to malke the most of each Marnine’s ability.

Leaders must put the necds of their
troops before their own needs. They must mnstill 2
feeling of camaraderie and team spirit i their
troops and a sense of trust in the leader.

In MCJROTC, the welfate of the cadets is
of no less importance. In order to be at their best,
cadets must know that their leader is concerned
about their welfare. Leaders, at every level, must
make an effort to get to know the cadets they lead.
No cadet is cxempt. The leader must set the
example and in doing so, will earn the trust and

respect of their cadets.

BE a leader of character. Embrace

the and demonstrate  the leader

attributes. Study and practice so that you will
have the skills to KNOW vour job. Then act,
DO what is right to achieve excellence.

values

Case Study

You are a newly promoted sergeant and
the platoon leader just made you a squad leader.
During your inital encounter with the members of
your squad, you sense some resentment toward
vou as their “new” leader. The squad leader you
replaced was popular with them, but the platoon

leader relieved him for fallure to motivate the
squad to achieve standards.

Your first assignment as squad leader is to
fold the US. flag at a ceremony. While you are
meeting briefly with the platoon sergeant, your
sauad departs for the football field to prepare for
a rehearsal. During the meeting, the platoon
sergeant tells you who in your squad has been on

these details before.

As you approach the field, you
see your squad relaxing. Instead of going straight
into a tehearsal, you decide to have a few
knowledgeable people demonstrate how to fold
the flag.

You state to the squad that you are going
to conduct a demonstration and for them to move
into a circle. They don’t move, You walk up to
PHFC Hart, whom the platoon sergeant said knows
how to fold the flag, and he gives you a
challenging stare as if 1o say, “{ don’ want to be a
demounstrator,”  You ask him to come forward
and take the flag. He says something disrespectful

and stll doesn’t move.

This action infutiates you, but vou control
Your mind
This
subordinate has challenged your authority and put

vour emotions and remain calm,
swiftly goes to work on the sitnation
you in a difficuit position. He has given you a
major disciplinary  problem = distespect and
insubordination — before you have even had the
opportunity to get to koow vour squad members
and the informal norms of the squad. The way
vou handle this situation will have a major impact
on the cohesion, discipline, and the respect these
people will have for you.

Case Study Options

After identifving this challenge as one of
how to take immediate action to gain control and
maintain discipline while carning the long-term

12



.S,

Maging Corrs. JROTC

Category 1 — Leadership
Still 1 —Objectives of Leadership

respect of your subordinates, vou consider the
following alternatives:

¢ Reprimand PFC Hart in front of the squad,
informing him that you will recommend him
for an instractor’s reprimand  for  his
insubordination. H he continues to disobey,

you will recommend that he be demoted,

e Stand directy in front of PFC Hart, look him
in the eye, and order him to stand up and take
the flag from you

You quickly weigh the advantages and
disadvantages of each course of action.

If vou take the first course of action, you
come across as decisive and strong and you
immediately assert yourself as the authority. The
disadvantage is that it is normally uaprofessional
to reprimand someone i front of others. In
addidon, & is never wise to tell a subordinate
exactly what puaishment you would recommend
until you have had a chance to think the situation
through and discuss it with your seniors.

It vou take the second course of action,
you would not be reprimanding PFC Hart in front
of others — you could do that later in ptivate. You
would show your squad that you do not back

down from a challenge, and that you do not resort
to threats in order to maintain  discipline.
still
punishment that you believe is appropriate later
on PFC Hart’s The
that not  be

Remember, you  could recomtnend

depending actions.

disadvantages arc vou  would
immediately asserting yourself as the unquestioned
auvthority, and that some of your subordinates
might think they could get away with distespectful

and insubordinate behavior.

You quickly think through the actions you
take,
contingencies.

could inchading  the use
If you order PPC Hart to stand

and take the flag and he docs, continue with the

of possible

demonstration; then order him and his team
leader to meet you immediately aftet the rehearsal.
(1} that he is being
insubordinate and give him another order, and (2)

If he refuses, inform him:

by refusing your order, he will have committed
It he stll
immediately send for the platoon sergeant or

two  serious  offenses. refuses,
platoon Jeader while you select other squad
members to do the demoastration.  This plan
prepares you for possible contingencies if he

finally obeys you or if he continues to disobey.

Depending on what PFC Hart does, take
action in terms of your plan or make appropriate
changes. Also, observe the effect of vour actons
on the manner and obedience of the other squad
members.  Bxplain that vou will not tolerate
insubordination and disobedicnce, and that you
will always take suitable disciplinary action against

those offenses.

You decide on the second course of

action.  Initially, some squad members do think
that PPC Hart got away with his insubordinagon,
but they discover otherwise when they find out
that you sternly reprimanded him in the presence
of his him

recommended him for additional punishment.

team leader, counseled and

td

i3
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Conclusion

As MCJROTC cadets, it is important that
you know and understand the primary and
secondary objectives of leadership.  These
objectives are key 1o effective leadership.
Remember, you must accomplish your mission,
but in doing so, vou must also ensure that you are
taking care of the cadets whom you lead.
{nderstanding that good judgment, and respect
for your own subordinates as people, will make
you an cffective leader in the Marine Corps
JROTC program. %

14
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Ethics, Morals, Values

Introduction

What leads you to make a decision in a
given situation? What tells you when to act and

when not to act?

You determine whether you are acting in
a correct way based on vour personal code of
ethics. This is not usually a conscious cffort.
However, you may find yourself in a situation that
does not have an easy solution. It is then that vou
must think carefully and decide what is the
approptiate thing to do. In other words, you must
rely on your ethics and maorals,

Definition of Ethics and Morals

Many of the great minds of history have
directed their thoughts toward the complex
subject of ethics. For our purposes, the definition
of ethics will concern how vyou go about
determining whether or not you are acting in an
acceptable manner. Refer to  the following
definitions:

@  Erthics are a set of standards or a value system
by which human actions are determined to be
right or wrong, good or evil,

e A code of ethics contzins rules of conduct
generally recognized as related to a particular
class of actons.

Motals are defined as conforming to an
established set of codes or accepted notions of
right and wrong.

Marine Ethics and Morals

in the Marine Cogps, ¢thics and morals
are constantly tested. Throughout their history,
Marines have been called upon to make Hie or
death decisions. They have been given the trust of
the American people. For this reason, they are
expected to be disciplined and show courage in
defense of thelr echics and morals,

While thete is no written list of rules for
cthical behavipr, some standards have been
established. Two primary examples of Marine
Corps standards include the following:

s A Marine’s word is his boad.
s  Marines take care of their own

The above is an example of written
standards. A personal code of ethics is not
documented. It is not carved in stone, nor is i
handed down from supetiors. A cede of ethics
evolves naturally  through  an  individual’s
upbringing, education, matarity, and social
influences, The Marine Corps, then, gives the
guidelines and guidance that should allow for
further development of this code.

Take note that these standards not only
apply to Marines but also to MCJROTC cadets.
As a MCJROTC cadet, you are a reflecdon of the
Corps itself. Thetefore, vou must develop ethical
standards in line with the standards of the Cotps.

15



V.S, Maringe CorPs. JROTC
Category | — Leadership
Skill 2 — Core Values

Professional IEthics

Marines have a basic set of professional
ethics to guide their actions. Not only must they
act in accordance with these guidelines, but they
must also inspire and encourage others to follow
this code.

The professional beliefs and values that
are encouraged in the Marine Corps consist of the

following:

e Lovalty to the Ideals of the Nation
e Loyalty to the Unii

®  Personal Responsibility

e Sclfless Service

e Sclf-Discipline

B s e RN e i

Background

You may be asking where did this code
come from and who decided that things should be
as they are?

The code of ethics of the Unired States
Mazine Corps is directly wraced to the Declaration
of Tndependence and the Constitution. These
documents ate the basis of American life, for they
guarantee freedom and justice. They state the
vights of all human beings. The authority of
freedom and justice is indisputable, It is upon
these values that the founding fathers constructed
this nation.

1t is upon these values thatr the great
leaders of American military history based their
code of ethics. In order to maintain the honor of
the nation, Marines must act in a moral and
upright manner. This kind of behavior will only be
possible if they have a code by which w judge
their actions. They must also remember that their
professional  code must before  their
They

commitied to the institutional values that form the

come

persenal  values. must  be absolutely

basis of the professional ethic.
Loyalty to the Ideals of the Mation

The tirst of these values is lovalty to the
ideals of the nation, The Marine Corps exists for
the defense of the naton. It is the function of the
military to enforce the policies of the nation, not
to dictate them. This requires that every military
leader must be prepared to carry out orders, as
long as they are lawful and moral.

Lovalty to the nadon means a aumber of
things. It means believing in troth, justce,
freedom, and equality. For Marines, it means they
ate willing to defend these ideals, ideals for which
many wars were fought, and many Marines died,
Actions that support these ideals are right and

16



0.5,

MARINE CORPs.

JROTC

Category I — Leadership
Skatfl 2 —Core Values

actions that do not support these ideals are wrong,
Therefore, Marines must always support the ideals
found in the Declaration of Independence and the
Constitution, regardless of where they are or what
the circumstances are. This demands both loyakty
and commitment, and asks that Marines desire
oaly to serve their country. Marines are defenders
of their countty, which is an honorable profession.
There is no greater calling, nor higher vircue.

As 2 MCIROTC cadey, it is important for

vou to be familiar with these aspects of
professional ethics and o understand the concept

behind each.

Lovalty to the Unit

Loyalty to the unit is of great importance
to any leader. Next to the accomplishment of the
mission, the most ipporiant thing for a leader is
the unit. Leaders have certain obligations to the
unit. These obligations include the following:

e Conservation of Lives
e  Well-Being of their Team
®  Development of a Cohesive Group

Conservation of Lives

Although the accomplishment of the
mission comes first, a leader must also be
concerned  with the conservation of lives.

Bveryone admites courage, while no one admires
foolishness, To be reckless in the accomplishment
of the mission is wrong, for it 18 unethical
unnecessarily put aayone’s life in danger.

Weil-Being and Pride of their Team

Leaders must also see to the well-being of
their tearm. This means that they raust ensure that
their unit has the best possible care. Marines
should be devoted to their unit and proud of their
unit. Much of what they do as leaders will affect
whether their eam members share in their pride
and devoton. If a leader is not devoted to the
unif, the members of the unit will not be devoted
This results in a lack of

to the unit either.

cohesion.
Devetopinent of o Cobesive Gronp

Cohesion is very important and must be
onc of the main concerns of a leader’s decisions.
A Jeader musc develop 2 unit from g group of
individuals. To accomplish this, it is necessary to
form and mold the individuals into a unit that can
accomplish its mission. The unit must see itself as
a team, and must place the goals of the unit ahead
of their own personal needs and desires.

If Marines are loyal to their unit, it will
help the unit gain in strength and character.
Loyalty to the unit is a significant part of the
Marine code of ethics. Likewise, cadets in the
MCIROTC must be loyal to their units, thus
developing a unit with high ethical standards.

Personal Responsibility

To be personally responsible means that
Marines are obligated to accomplish their mission
to the best of their ability. it also means that they
should attend to their commitments, and seek to
improve themselves in all wavs at all times.
Personal responsibility means that leaders are
responsible for their actions and for the actions of
those in their command. Personal responsibility
for MCIROTC cadets applies to their obligation
their tasks  and

to  accomplish assigned

performances to the best of their ability.
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Selfless Service

Selfless service means that a leader’s
actions and the unit’s actions should always reflect
what is best for the Corps and the nation. For
Marines as individuals, selfless service means that
the needs and goals of the nation, the Corps, the
anit, and other Marines come before their own.
Service is a Mazine’s job and this means that each
Marine should strive to work harder than anvone

clse in the umit

Keep in mind that the mission always
comes first, then the unit, and then the leader. In
order to accomplish these priorities, a leader must
have self-discipline. The ideal of selfless service in
the MCJROTC is upheld, although on a smailer
scale.

Self~Discipline

As an individual and a MCJROTC cadet,
seif-discipline means that you do what needs to be
done regardless of stress, exhauston, or other
conditions in the situation. Self-discipline will help
you develop vour natural talents and abilities. You
will be able to withstand more and you will be able
to do more in various situadons. In order to
develop the kind of self-discipline that will be
needed, you must have pride in your unit and

yourself.

This pride cannot be taught, but it can be

developed. It must come from within the
individual, who must be proud to be 2 cadet, and
proud to be a member of the MCJROTC. Cadets
must be concerned with their personal standards
of conduct. A MCJROTC cader possesses the
right attitude, a sincere sense of obligation, and

high standards.

Core Values

In order to develop this sense of pride in
the unit and the MCJROTC, cadets must be in
tne with their values. Values are your attitudes
about the worth or Importance of people,
concepts, or things. It is upon these valves that
the fate of the program tests, so these values must
be of 2 high enough caliber to allow each member
of a unit to become a good cadet. Traditionally the

core values are:
e  Honor
e (Courage
»  Commutment
Honor
Honor is the quality that guides Marines
to exemplify ethical and moral behaviors, such as:
o Never lie, cheat, or steal
»  Maintain inteprity
®  Respect buman dignity

Courage

Courage means doing the right thing,

regardless  of the consequences, and taking

responsibility for all actdons. Moral courage, not
physical courage, is what it takes to do the right

thing in the face of adversity and disapproval.
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For you, there may be a uame when having
to make a decision will be a wvery stresshud
situztion. You might be under pressure from a
superior, a peer, or a team member to act in a
manner not in accordance with your code of
echics. In times such as these, vou will need to
exhibit great courage to adhere to your ethics. An
example of these situations might inclade cheating
on exams, using drugs, or any number of other
unethical actuvides. You must act in a corect
manner, regardless of the source or the kind of
pressure. (Courage is discussed in more detail in a

subsequent lesson.)

Commitment

Commitment 15 the spirit of
determination and dedicagon within individuals.
Commitment is defined as an agreement or pledge

to do something.

When contempladng possible solutions to
a problem or dilemnma, you should remember that
you are committed to vour school and to the
MCJROTC program. You must remember that
you have the responsibility to act in a manner that
exhibits your dedication and devotion.

Values and Standards

In the Marine Corps, Marines must be
committed to adhering to the values and standards
that will lead them to act correctly. These values
and standards are Hsted as follows:

e Legal Standards are formal regulatory

standards contained in law.

® PBasic National values established in  the
Constitution, Declaration of Independence,
and other documents and traditions that
provide the foundation for required behavior

for all Marines.

o Tradidonal Marine Corps values are required
behavier for all Marines. These values include
Loyalty to the Ideals of the Nation, Loyalty to
the Unit, Personal Responsibility, and Selfless
Service.

e Actual Marine Cotps values are the values that
are functioning in the local units. They are the
standards governing dav-to-day behavior in
the Corps, Actual Marine Corps values are
often the same as traditional Marine Corps

values.

values held by
individual Marine involved in the situation.

s Individual wvalees are the

s Ipstitutional pressures are clements of Marine

Corps policies, procedures, operations, and
that the cthical
hehavior of Marines,

other  aspects influence

As a MCJROTC cadet, it you keep all of
these values and standards in mind when making
decisions, you will be able to act in a responsible
manner. You will be able to stay within vour code
of cthics. It should be remembered that ethics are
an extension of the individual.

Conclusion

As you can see, the subject of ethics is
very involved and complicated. Fthics involves
vour attitudes about your unit and yvousself. You
have learned that your ethics should be based on
values that are traditional and beyond question. If
you remember what you have learned today, you
will be better equipped to make tough decisions in
the future. +
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Marine Corps’® Core Values

Introduction

The 31% Commandant, General Charles
C. Krulak, said in july 1996

“Onr challenge is to be & Corps of men
and women who consistently represent
the highest moral character in and out of
uniform. Character creates a foundation
on which successhul military units are
built. this
Courage, and Commitment will atways be

From foundation, Honor,

evident, providing the perfect description
of a United States Marine.”

Core Values

By understanding the core values, Honor,
Courage, and Commitment, vou will understand
how these ideals will make better MCJROTC
cadets and ultimately better people.

Honor
Honor is the quality that gudes Manines

to exemplify ethical and moral behavior, These

behaviors include:
e Never lie, cheat, or steal

e  Abide of

Integrity

an  uncompromising  code

by

e Respect human dignity
s Respect and concern for each other

s Quality of maturity, dedication, trust, and
dependability that commits Marines to act
responsibly

s Accountabilivy for vour actions

s Fulfillment of obligations, and hold others
accountable for their actions

By following this code of conduct, vou
will be able to make better decisions to difficult

problems,

Ceourage

Courage is a menwl qguality that
recognizes fear of danger or criticisim, but enables
a leader to proceed in the face of it with calmness
and frmness. It 18 a quality of mind that gives
leaders control over fear, enabling them to accept
responsibility, and to act properly in a threatening

situatlon.

There are two kinds of courage: physical
courage and moral courage. Physical courage is
the ability to overcome the fear of bodily harm.
All people feel fear, bur not all overcome it
Should you become a MUJROTC leader, this
hurdle must be cleared. Your unit will not follow
vou if you do not lead, and vou will not be able to
lead if you cannot overcome your natural physical

fears.

Moral courage is the courage to stand
firm in vour values, morals, and convictions. You
must do what you feel 15 right, for if vou go
against your own morals, values, and convictions,
you have betrayed vourself, vour wvnit, and the
MCJROTC. Motal courage means knowing and
standing up for what is right in the face of popular
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disagreernent. Leaders who have moral courage
will admit their errors and accept blame when they
are at fault, but will enforce their decisions when
they are sure they are correct. To help attain and
demonstrate coutage, leaders should study and
understand their reactions 1o fear and control their
fear by developing self-discipline and courage.

Commitinent
Commitment means the dedication to
carry out all unit tasks and to serve the values of

the MCJROTC, and the
Commitment leads to the highest discipline for

the country, it

vour unit and yourself.

For commitment is  the

ingredient that enables 24-hour-a-day dedication

Marines,

to Corps and country. As a cadet, you can exhibit
commitment in the following ways:

® Being proud of your unit

e  Having concern for others

achieve

determination  to

the

excellence in any endeavor

e [Keeping

In addition ro these ideals, your values
must also be applied to other areas. These might
be ideas such as punctuality, truthfulness, and
fidelity. You must also value the outer signs of
these ideals, such as having good personal hygiene
and a spotless uniform. Last, but by no means
least important, you must apply your values o
friends, family, and fellow cadets.

Pressures of Leadership

Since leaders are decision makers, they
must make choices based on values and beliefs.
Sometimes leaders are put in situations where two
or more values conflict, otherwise known as a
dilemma. You mav have to choose between two
or more undesirable alternatives. Perhaps you are

faced with 2 “simple” dilemma such as when you
choose between going hungry or eating something
vou really dishike.

An ethical dilemma, on the other hand, is
mote complicated because an individual must
decide between two or more values that are at
odds.

dilemma, you must search for the morally right

When vou find yourself in an ethical

thing to do. The right thing to do is the moral
action that best serves the ideals of your
organization ot group. The “highest moral good”
is what professional echics are all about,

[f you make the right decisions when
faced with an ethical problem, vou will continually
build vour character and leadership. However, if
you fall into the trap of waking the easy way once
or twice, you will tend to justify your actions and
then begin to erode your character. Your fellow
cadets will sense this over a period of dme and
gradually lose respect for you. You will then be
forced to use coercion to motvate them and will
evenrually lose the aecessary foundation for
positive, mspired leadership.

Anvone can be ethical when there ate no
pressures to be unethical. At times, however,
there are certain things such as personal ambition,
convenience, greed, and prejudices that get in the
After all) leaders have

human desires and motivations.

way of ethical behavior.

Sometimes thete Is pressure to bead or
break the rules 2 litde in order to get a promotion,
gain popularity, or make it easier on 2 subordinate.
That ald saving, “The end jusdfies the means,”
could provide every leader with an easy excuse for
doing something questionable. Leaders must be
aware of these temptations and guard against
them by maintaining a professional code of ethics.
A principle, a belief, or 2 value is only a concept

until it is tested under pressure.
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Maintaining Your Ethics

You usually know in your heart the right
thing to do. The real queston is whether you
have the character to live by sound professional
values when under pressuze. If you have the right
beliefs and values, the thing to do in most
situations will be clear and you will do it.  Just
think through the problem, sort out the facts, and
weigh the alternatives.

Developing an Ethical Climate

To develop and maintain the correct
ethical climate, leaders should reach out to their
organizations, know the details of their job, trust
their people, and take risks on their behalf,
Recognizing that actions speak more powerfully
than words, leaders encourage openness as well as
criticism, they listen and support followers who
show initiatve, and they forgive hosest mistakes

made 1n the process of learning,

Historical Case Study # 1

The story of Lieurenant Presley Neville
(’Bannon begins in 1805, For several years,
American ships navigating the waters along the
ceast of North Africa had been endangered by
bands of Barbary pizates who grabbed what oot
they wanted, killed many of the seamen, or
shackled

payments in tribute to the area’s many rulers were

them to lives of slavery. Annual
demanded for “protection” of American lives and

shipping.

Although the United States was tired of a
Naval war, which had dragged on for several
vears, the fight was carried w Derne, the inland
stronghold of the cnemy and chief fortress at
Trpol, To do this, General Willam Eaton, U5,
Navy agent in charge of the region, asked for 100
Marines from a nearby US. squadron. In answer
to his request, a voung Virginian, Lieutenant
Presley Neville (OBannon, and seven enlisted
Marines were placed at Eaton's disposal.

O'Bannon was given an odd assortment
of men to form a task force formidable enough to
seek the surrender of Jussup - the reigning Bey of
Tripoli. Together with his handful of Marines, a
few Greek mercenaties, and a motley crew of
cutthroats and shetks loval to Hamet Karamanli
(the disgruntled brother of the Tripolitian ruler),
he started from Egypt on the 600-mile trek across
the desert of Barca,

Along the way, every obstacle known to
the Hast beset Eaton and OBannon. Instead of
the wsual twoe weeks, the tip ok 45 days. While
on his journey, O'Bannon was called upon 1o
prevent the “Moslems™ plundering the Christians.
It was he who brought the numerous revolts of
the camel drivers to a halt. He constaniy prodded
the Arab chiefs, who repeatedly refused to
proceed, All these delays prodonged the journey,
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steetched food rations, and ar times, exhausted

water supplies.

On April 25¢h, the forces under Eaton

and O'Bannon reached Derne and terms of
surrender were offered to the enemy. The flag of
troce was immediately returned. “My head or
yours,” came the reply from the Government's

stronghold.

O'Bannon then swung into action. With
the support of naval guafire from American ships
in the harbor and accompanied by his seven
Marines, he spearheaded a bayonet charge, which
resulied in the capture of the fort at Deme on
April 27, 1805, O'Bannon personally lowered the
Tripolitian flag and hoisted the Srars and Stripes
for the first time on foreign soil, securing the War
with Tripoli.

Hamet Karamanli promptly took over as
ruler of Tripoli and presented the Marme
Lieutenant with his personal jeweled sword, the
same type used by his Mameluke tribestmen.
Today, Marine officers still carry this type of
sword, commemorating the Cotps’s service during
the Tripolitian War, 1801 - 1805,

Appropriately, the actions of ('Bannon

and  his  small growp of Marines are
commemorared in the second line of the Marines'
Hyma with the words, "To the Shores of Tripoli.”
These same words were also Inscribed across the
top of the Marine Corps’ first standard, which was

adopted around 1800.

Upon his return to the United States,
(¥Bannon was given a weicome by the people of
Philadelphia and was acciaimed, "The Hero of
Derne." After leaving the service, (FBannon went
to Kentucky, where his brother, Major john
(OBaanon, a Revolutionary War figure, was living,
Shortly after his arrival he was elected by the
people of Logan County to represent them in the

state legislature. He served from 1812 through
1820

1

QUICK, John Henry
Sergeant, U.8. Marine Corps
G, Navy Department, No 504
Decemnber 13, 1808

Historical Case Study # 2

John Henry Quick was botn on June 20,
1870, in Charleston, W. Va. He enlisted in the
Corps in Philadelphia on  August 10, 1892
Participating in every campaign the Marines were
involved in during his enlistment, he was the
holder of several awards for valor. In partcular, an
act written about by Stephen Crane, a war
correspondent and novelist, won Quick the Medal
of Honor.

14, 1898,
American War, two companies of Matines wete

June during the Spanish
rasked to capture Cuzco well, an important water
supply in Cuba. As the Marines advanced on the
well, they were attacked by the Spanish troops
positioned in defense. The Captain in charge of
the Marines signaled the USS Dojphin to provide
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naval gunfire in support of the Marines™ assault,
As a result of poor positioning, the signal was
misinterpreted  and  the Marines became  the
subject of "friendly fire John Quick, then a
Sergeant, placed himself where he could be scen
by the ship’s crew, stood up in the midst of the
incoming shells and explosions and signaled for a
cease-fite. The flag he was using was not very
visible, so the intrepid Marine shifted his position
to the top of the hil. At this point, the Sergeant
carmne under intense enemy small arms fire. He
calmly turned his back t the enemy and
continued to signal the ship. letter by letter,
sending Morse code, he completed his message,
picked up his rifle, and rejoined the firetight.

Crane wrote:

1 watched his face, and it was as grave and
serene as 2 man writing in his own library
.. 1 osaw Quick betray oaly onc sign of
emotion. As he swung his clumsy flag
hack and forth, an end of it once caught
on a cactus pillar, He looked annoyed.

During the Philippine insurrection (Quick
pacticipated in the iil-advised, but heroic, march
across the island of Samar. The leadership and
courage of Quick is credited with giving other
members of that patrol the fortitude to complete
that ordeal. "Stand, Marines, He served on Samar”
became a standard greeting when any mmember of
that unit entered a room for several years afier this
action in honor of the character displayed by the
men of this patrol.

Twenty-six vears of service as a Marine
involved Quick in places and sitnations that are
legendary, and still spoken of with awe by Marines
to this day. Some of these include the West Indian
Campaign, the Spanish Campaign, Philippine
Campaign, Cuban Campaign, Mexican Campaign
and finally, World War I While this was an
important time for the Marines, it was also a

period of deep and influental changes in the
Marine Corps theory of operations. These theories
remaia mostly valid to this day. One thing that
never changed, though, was the solid leadership
this Noacomnissioned

displaved by heroic

Officer.

During the Vera Cruz Campaign of 1913,
Quick was again cited for valor duting the assault
of that Mextcan aty. The Sccretary of the Navy
commendation said of his performance: "He was
continually exposed to fire during the first two
davs of the operation and showed coolaess,
bravery, and judgment in the prompt manner in
which he performed his dudes.”

Four years later, Quick was again thrown
into the burning cauldron of war, This time he
sailed for Prance as patt of the Marine Brigade, as
Sgi. Major of a battalion of the sixth Marines, It
was at Belleau Wood, where an Old Wortld army
was introduced to the fighting abilities of the
modern U.S. Marines for the first dme. This is
where the Marines earned a new name, Tesfelbunde,
or “Devil Dogs.” This baule also earned Sgt.
Major Quick the Distnguished Service Cross and
the Navy Cross.

Sergeant Major Quick retired from the
Marine Corps on November 20, 1918, and died in
St Louis, Mo., September 10, 1922, He was fifty-
two years old.
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w
MACKIE, Jehn E
Corporal, U.8, Marine Corps
GG, Navy Department, No. 17
July 10, 1862

Historical Case Study # 3

Cotporal John F. Mackie was the fitst
1.8, Marine evet to receive the Medal of Honor.
He earned the medal on May 15, 1862, while
serving on board the U.S.S. Galena. Confederate
forces repulsed a Federal fleer attempting to reach
Richmond in the attack on Fort Darling at
Drewry’s Bluff, james River,

As enemy shellfire raked the deck of his
ship, Corporal Mackie maintained his musket fire
against the rifle pits along the shore. When
ordered to fill vacancies at guns as men were
wounded and killed in action, he manned the
weapons with sidll

The Medal of Honor is the highest
decoration for valor given by the US. Armed

Forces.

Conclusion

Everyone hves according to what they
feel is worthwhile or according to their value
systetn. A person’s value system motvates their
thinking and actions. Values and leadership are
closely finked. By exploring this connection and
understanding the enormous impact of personal
values on individual behavior, you will be better
MCJROTC

understanding human behavior, leaders are more

equipped  as  a leader. By

able to analyze, predict, and influence the behavior
of others. %
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Using Introspection to Develop Leadership Traits

Introduction

The development of positive Icadership
traits and qualities is an internal maturing process
that you control. It is up to vou to decde what
kind of person you are going to be. Character
development takes a great deal of soul searching

and introspection.

Definition

Introspection is when you examine vour
actions and motives to see whether vou are acting
in a cotrect and tesponsible manner, Socrates, the
Greek philosopher, once said, “The unexamined
ife is not worth living” One might paraphrase
Socrates by saying that the leaders who have not
taken stock of themselves and have not corrected
any mistakes ate not worth following, nor will
they be able o lead effectively.

Introspection, or self-assessment, takes
time and effort, It requires that vou be dedicated
and patdent. Developing strong leadership traits
takes a great deal of hard work, The road to
success in this respect has always been difficult,

for there is no such thing as casy growth.

Aﬁ;mgfg g"}eve!a;@mem
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Introspection will help you
develop character.

Methods of Introspection

Different people have different ways of

achieving  “self-assessment” or “introspection.”

Most, however, take a few moments out of the
day to take stock of their artitudes and actions of
the past 24 hours. Some people call this a praver
exercise of meditagon. Others refer to it as a
moment of introspection or peace and quiet.
Regardless of what it is called, it accomplishes the
same thing, Introspection gives the individual
of mind and direction,

peace provided the

individual looks honestly at what has been done,
Specific Time

The best way to go about this exercise is

to designate a certain tme every day for
contemplation and reflection, If vou make
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introspection a habie, evenmally it will become
easier. This does not mean that you will be able to
take five minutes and solve all your problems. Tt
means that you will become familiar with those
that self-
examinadon. You will hecotmne more comiortable

attitudes  and  metheds permit
with the process, and it will becotne easier for you

to recognize problems as they anse.
Involve Yourself

The success of introspection depends on
your willingness to involve yourself. 1f you are to
become a leader, some endeavor involving seli-
assessment is necessary. Remember, it is for your
own leadership development.

Getting Started

When you begin to practice introspection,
you must establish the following guidelines so that
the exercise is an effective and positive method of
developing vour leadership traits.

™o Perfect Leades

The first thing t¢ remember is that you
need not try to make vourself into a perfect leader
on the first day. No one is perfect; everyone has
faults, Tf you were to list all of your faults every
day, it would have a negative effect. Rather, ity o
come up with alternatives to how you could better

handle a given situaton,

Learn from Mistakes

You should not be two hard on yourseif
for making mistakes in areas where you are trving
to improve. Suppose you have been trying to be
more understanding and pleasant with members
of your family. This is not akways the easiest thing
0 do. You are human and are prone to mistakes.
You might lash out at someone unjustly. It is
important for you to recognize that you have done

this, just as it is Important for you to not condemn
yourself for one mistake. Cogrect it, stay with 1t,
and above all, work on the problem. Self-
improvement takes time and effott. It is not casy

for anvone.

Questions for Introspection
When
should evaluate how ethical vour acdons have

exercising ntrospection,  vou

been.  You might ask vourself some of the
foliowing questions:

e Have I been honest with my reachers,
peers, parents, and family?

o IHave I been kind in my dealings with
subordinates, peers, parents, and family?

» Iave [ been firm in my decisions?

You will find that this kind of inquiry will
give you excellent insight into your own thinking
processes and actons. It will give you a clear idea
of where you are going and how you are getting
there.

While vou are Invelved in this, you should
remember to be positive In your assessment,
otherwise you will fall into the trap of negative
thinking, The object of Introspecton is to
improve yourself, not w concenirate on your
faules. You should concentrate on what you can
become. Few people ever realize their potenual;
however, if vou work hard at it, you will reach
VOULS.

Positive Attitude

During inttospection, it is best to have a
positive attitude. This does not mean, however,
that you can afford to ignore your faults and
weaknesses, It means that you should concentrate
on what you can do to improve yourself, A
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positive  attitude  will allow  you to make
improvements in your character by seeing what
vou can become. All that is asked of you is that
you strive to achieve your potental

Conclusion

You should ask vourself: “What can 1 do
today that will help me to becommne a better person?
What can [ do within my daily routine that will
help me ro develop the trairs of leadetship thar |
will need?” If you can generate cae or two good
ideas a week that will help vou alter your behavior
for the better, then vou will be making excellent
Progress. <
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Military Leadership Traits

Introduction

Many traits allow yvou to become a good
leader. The list is probably endless. The following
fourteen military leadership traits will help you o
be a good leader in the MCIROTC,

Yous personal development of these traits
will take time and cffort. Firse, evaluate yourself
and see what traits vou have or want to develop.
Then, determine what you need wo do to improve
the traits you have or will develop. Ask yourself,
“Am I living up to the standards of a leader?” Ask
yourself, “Would I be willing to follow the same
kind of person that I am?”

1. Bearing

You should abvays attempt to create a
favorable impression by vour appeatance. You
should carry vourself well, and always act in a
manner becoming to an officer.

This means that you should always look,
act, and speak like a leader -- whether you teel like
it or not. There will be dmes when you will wish
that someone clse could ke the responstbility for
a while, To feel this 1s one thing; to let it show in
vour actions and appearance 1s quite another, [t
people see that you are discouraged, then they,
too, will be discouraged. Remember, you lead by

example and to hang vour head, wo be out of
aniform, or to speak in pessimistic tones implies a
sense of fear and a lack of desire. Your job is to
tead; where vou lead, 1s up to vou. If you have a
positive attitude, so will your teanm members. Yous
appearance and carziage will express vour attitude
and feelings.

There are manyv examples of bearing in
American lustory, An outstanding example s
George Washington, whose great bearing and
stature were displaved at Valley Forge and at
Trenton. Robert . Lee showed, in his attitude
and appearance at Appomattox, that he was an
officer and 2 gentlernan. Nathan Hale exhibited
great bearing and courage at the makeshift gallows
that took his life. Of course, you may never be
asked to exhibit vour own beating and courage w0
this but must  understand  the

degree, you

significance of this trait.

2. Courage

The courage that allows one to perform
cffecdvely, in spite of hardships, takes many
torms. Courage is the mental quality that allows
vou to face fear and o overcome it. This means
both the fear of physical harm and the fear of

criticism,

Courage 1s 2 quality or trait that all people
must have in order 1o face danger. The courage of
men in the Marine Corps like Smedly Buder, Dan
Daly, and “Chesty” Puller are examples to us ail.
These men showed us how to lead duting difficult
times. They did so with lictle regard for their own
welfare and with neasly complere distegard for the
possibility of physical harm. They showed great
physical and moral courage. Their moral courage
was shown in the fact that they could not have
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faced danger in the manner that they did, unless
they believed in what they were doing. They had
the courage to stand up for their beliefs and to do
their duty as required by the situation.

You must also have the courage to stand
up for your beliefs. You might not ever be asked
to exhibit the physical courage of the men
mentioned above; however, you will be asked o
exhibit courage in defending your ethics and
values. To do the right thing in the face of
adversity and opposition is not easy. One of your
friends may ask vou to do something unethical, It
will be up to vou to do what is right.

A good example of this kind of courage
can be found in the presidencies of Abrabam
Lincoln and Gerald Ford, Abraham Lincoln had
to take drastic actions to keep the Union intact.
He stretched his powers to the limit. He even
the the
Constitution. This took great courage and heart,
but Lincoln knew that the Union had ro be
preserved, so he did what he had t do.

went  beyond legal limits set by

Consequently, he paid for it with his life.

Gerald T'ord was asked to show the same
kind of courage, although to a lesser degree. Ford
came into office in one of the worst situations in
the history of the presidency. Former President
Nixon had left the presidential office in disgrace
and the faith of the public in our system of justice
and government was shaken. The populace was
divided concerning how to deal with the actions
of the former president. President Ford was faced
with the difficult decision of whether to prosecute
or pardon former President Nixon. He knew the
consequences. He knew that the pardon was =2
move that could cost him his political career. He
also knew that the country would be divided if the
former president were prosecuted. Finally, he
mustered the courage to do what was necessary
and issued the pardon.

3. Decisiveness

Decisiveness is a quality that aliows an
individual to take swift and firm action. To be ablc
to make such decisions, and take such actions, you
must also be informed of all available facts. A
person must also be courageous to be decisive,
The decisions you make will not always be
popular.

Those same decisions of Lincoln and
Ford
decisiveness, President Lincoln realized that some

also  provide excellent examples of
of his decisions would be unpopular but that in
order to save the Union he would have to act
quickly and decisively. If he had waited to take a
stand, the South might have had time to establish
control over the seas. Tt would have ser up
defenses, solidified its own system of government,
and united its military. For this teason, Lincols
acted quickly. If he had not, the war might have

lasted longer than four years.

Ford  understood  the
unfortunate situation concerning Richard Nixon

President
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when he came into office. He realized that if
something was not done right away, the situation
would worsen. As we saw earlier, the country was
split on the question of how the former president
should
decisively and granted former President Nixon a

be weated. Ford acted quickly and

full pardon.

When vou are maeking a decision, you
must always remember that you should get all the
available informatica within the constraints of
time. When this is done, vou must act as quickly as
the situation requires. You must be firm in your
actions and confident in vour decisions.

4. Dependability

Being dependable means other people will
know that you will perform vour duties in a
proper manner. In the eyes of your superiors, this
is a quality or trait that is of the utmost
inportance.

If your superiors give you a mission to
accomplish, they want t be sure that it will be
completed. Your team members will be depending
on vou to lead them in a manner that will allow
them the most safety under the given conditions.
You will have to be able to follow ordess. You will
have to instill in your unit the same attitude.

President Harry 5. Truman demanded
dependability from his subordinates. He was not
a man who was willing to put up with anything
less. He needed to be sure that when he gave an
order, it would be followed to the letter. It was for
this reason that Gen. Douglas MacArthur was
relieved of command in 1951, MacArthur went
beyond his orders by trying to dictate foreign
policy to the President. He could no longer be
depended upon to carry our the mission his
country had st for his forces.

You must

according to your orders. Civil and military faws

tasks

accomplish

yout

requite that you Follow your orders and that you
accept that no one is above the law. Douglas
MacArthur was a five-star general, but he could
not be depended upon politically, and for this
reason he was telieved of his command in Korea
(1951). This is the worst of all possible fates for an
officer, who is expected to serve the country
according to the nation's standards, not the
officer’s own.

You will find that if you follow your
orders and accomplish your tasks, you will always
have the trust and respect of your superiors, your
peers, and your followers. Trust and respect for a
leader ate of great importance. Would you want to
follow a person whom vou did not trust and
respect?

5. Endurance

Endurance is the ability to
hardships. These hardships might include hunger,

endure

cold, heat, and excessive stress.
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Physical and mental endurance and
toughness are necessary for all caders. This trair,
like those that have been discussed above, wili
serve you well In many situations. Endurance
helps one to deal with hardships. No one enjoys
uncomfortable or stressful situations, but they can
be endured if you develop a sense of pride in your

work.

When you have w work long hours with
little rest, you will need to be able to endure both
physically and mentally. You will need to maintain
2 positive attde and be physically fir o
accomplish vour task,

This trait of endurance is not new o the
Matine Cotrps, since Marines have been enduring
hardships throughout their history. They have
been away from their families, they have been in
constant danger, and they have had to fight for
thetr lives. Sometimes, the Corps itself has had to
fight for its very existence as the politicians tried
to dismantle it. To endure and to overcome is the
essence of the Corps. To endure in order to
accomplish one's mission is rthe duty of every
Marine.

Marines have endured from the “Halls of
Montezuma o the Shores of Tripely,” from lwo
Tima to the Chosin Reservoir. Marines have always
managed to accomplish their mission. Although
vou as a cadet may not face the rigors of a Marine,
endurance can nevertheless be of great value. It
can help vou in both the MCJROTC competitions

and 1 scheol activities.

6. Enthusiasm

In order to be enthusiastic, you must
show inferest and exuberance o the performance
of vour duties. It is necessary that you remain
optimistic and, if possible, cheerful. Remember, a
positive attitude is a necessity if you are ro make

any progress inn this attempt to acquire the traits
that will allow vou to become an effective leader,
You must always keep vour beating, Keep vour
head up, and maintain your appearance so that
vour team meimbers can see that vou have kept up
vour level of enthusiasm,

The reason for the maintenance of this
attitude is the fact that you must ser an example
for your team members. If they see that their
leader is despondent and distraught, then they will
be also, Hven in the face of overwhelming odds,
vou must remain optimistic. Many examples of

this are found in the history of military conflicts.

When surrounded
German army at Bastogne during the Barte of the
Bulge in World War I, Brig. Gen. Anthony

McAuliffe was asked by the encmy for his

by the advancing

surrender. He replied, “Nuts.” His answer inspized
his men to fight and rurn the tide in one of the last
great bartles of the war,

At Chosin Reservoir in Korea, the Firse

Division was sumrounded by eight  Chinese
divisions at the same time. Yei, Col Lewis B,
“Chesty” Puller said: “We've got them right where
we want them. They won't get away this dme.”
Pualler’s First Division defeated all eight divisions

during their breakour and march to the sea.
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You may or may not be involved in such
2 situation, but you must keep vour enthusiasm on
a daily Dbasis, regardless. 1f you have an
after-school job, are on an athlete team, or are a
mermber of 2 school club, you must remain
enthusiastic. Your enthusisim is important in your
studies and in vour devotion to your MCJROTC

anit and your school.

7. Initiative

Initiative is the ability, or presence of
mind, to take action in the absence of any cleatly
defined orders. It means doing something on vour
own, act just whent vou are ordered. You must go

the extra mile.

It will often be necessary for you o work
with little o1 no supervision. During these dmes,
you will have to make decisions concerning how
the work is to be done. If vour commanding
oificer tells you to accomplish a task, but does not
tell you how to do it, you must take the initiative
and develop your own plan of action.

There may be other situations that also
call for inidative. For example, » Marine in 4
combat situation, isolated from his own line or
having lost his commanding officer, may have to
lead. He to take the This is
something that has bhappened in virtually every

has mitiagve,
conflict in which the U.S Marine Corps has been
involved.

As a cadert, vour leader may not always be
present, thus forcing vou to take initiative.
Initiative means haviag the ability to see what has
to be done and doiag it. You should not have o
be told everything, so if something needs to be
done, do it. Enthusiasm has a grear deal ro do
with initiative. The exuberance that you show in
doing vour job will often lead to going beyond
your orders and going the extra distance,

Initiative also sets a fine example for your
tearn membess. It shows that you have the
enthusiasm,  the  decisiveness, and  the
dependability to get the job done. Remember, part
of your job is to train others to lead and to take on
greater responsibilities. With the exception of the
accomplishment of the mission, this is vyour
greatest responsibility and vou should take it very

seriously.

8. Integrity

Integrity means that In order to lead, you
must be honest and upright; you must be truthful
in your actions and words. If you are anything
less, your rcam membets, your peers, or vour
superiors will not be able to wust vou.

Trust 15 essential in  any leadership
situation, for if your team members cannot trust
vou, they will not follow you. You must also have
the trust of your peers. If you cannot be trusted,

vou should not be leading,

In order to maintain vour integtity, vou
st adhere to your code of erhics. Your code of
ethics guides vou to do the correct and moral
thing, consistent with the highest values of your
society as a whole. This is nort always easy. There
will be tirnes when you will be tempted to act in a
manner that will threaten vour integrity. In times
such as these, you must ask yourself whether or
not you are doing the right thing. If you behave in
an unecthical manner, your team members will

come to distrast you.

You might be asked to Ye, cheat, or
engage in dlegal activities. Some of the things that
might seem to be meaningless may well tum out
to be very important. You never know how many
people are depending on vou. I vou always do the
right thing, then you will have nothing to worry
about.
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9. Judgment

Judgment is the ability to consider all of
the factors of a problem or siruation. It is then up
to the leader to make a correct decision. Good
judgment is important for a leader. Your judgment
is what will keep vour unit running smoothly.

iIf you show good judgment, it will give
your team members faith in your abilities. This in
turn will earn their respect and their loyalty.

Quality judgment is not something that
comes easily, or naturally, to most people. It is
sorncthing that must be nurtured and developed.
You must take all aspects of a situation into
consideration before making a judgment or
decision. Without proper knowiedge, a judgment

cannot be made.

Good judgment is interrelated with most
other leadership traits and cannot stand alone.
You must use vour knowledge, vour decisiveness,
and vour coutage in your judgments. You must
examine a siuation before you can make a

decision concerning it

Your judgment will wll you when to act,
how to act, and where o act. 1t will have to be
developed through experience. Learn from what
you see and hear and you will develop good

judgment.

10. Justice

Judgment will assist you in seeing that
justice is done. Nearly all decisions that you make
can be made solely based on merit, but first you
must examine the evidence, or information, to see
what does, and does not, pertain to the situation at
hand. You must be fair and even in your
decisions, and impartiality should be vour
watchword. Favoritism should never be a factor in

the equation.

Justice, like most other leadership traits,
will help vou to earn the respect of your team
members, peers, and superiors. tf your team
members sce that thev are treated fairly, they will
trust your judgment. Jusdce will also help vou to
enforce discipline, because when people see that
the
consistently enforced, they will be inclined to

rules have been clearly defined and

foliow them.

11. Knowledge

Koowledge consists of both technical and
tactical knowledge as well as the knowledge of
human nature. It will be necessary for you to keep
up with the latest developments in military science
and with what is going on in the world as a whole.
In order to lead, you must know where you are
going and how vou are going to get there,

Techrical and tactical knowledge will help
you accomplish vour task, regardless of what that
task may be. To develop this knowledge, you will
need to become familiar with equipment and the
capabilities of the individuals assigned to your
unit. You must also be in twne with the
individual’s emotional swates and attitudes. This
will help you to recognize and eliminate problems

before they get out of hand.

In some historical cases, knowledge of the
habits and capabilities of the enermy was essential.
This allowed for a faitly accurate prediction of
activities and movements. An example of this is
from the Revolutonary War. Washington knew
that the Hessian troops at Trenton would be
celebrating their holiday and would not suspect an
attack from the Continental Army. He took them
completely by surprise. This gave his men a
victory and renewed confidence. It also
strengthened the spirit of the American people in

their fight for freedom and liberty.
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Leaders should develop a program that
keeps them abreast of current developments in
thelr specialty {or field), organizational policies,

and local and world communitiecs.  Technical
publications, dircctives, books from
recomnmended reading  lists, magazines,

newspapers, and pericdicals are valuable aids

roward achieving this goal  Serious  group

discussions, research, professional
development/leadership seminars, and experience
contribute o leader’s

also broadening  a

knowledge.

12. Loyalty

Lovalty is the quality of faithfuiness to
the country, one’s organization (such as the U.S.
Marine Corps), seniors, subordinates, and peers.
The confidence and respect that leaders can gain
from  superfors  and  team  members s
immeasurable,  Conversely, the damage resulting
from a lack of lovalty 1s also Immeasurable. For
example, although a leader™s repuration can spread
everywhere if it is based on actions to protect
subordinates  from  injustice, a  Dbreach in
confidentiality will cause subordinates o Jose

respect in that leader.

A good leader does not allow personal
opinion o interfere with the mission, nor give the
impression of disagreement with orders when
relaying themn to subordinates. View orders as a
superior’s method of dealing with a simaton and
support him ar her wholehearredly.

The necessity for lovalty in the unit is
bevond question. You must be dedicated to the
ideals of the unit. In order to be successful in this,
vou must also be loyal to subordinates, peers, and
supetiors. Lovalty is the essence of serving vour

v,

Loyalty rakes form in many actions that
may be required of you. Semetimes you will be
asked to follow orders that seem to make litde
sense, but vou must follow them anvway. There
are many examples of this kind of loyalty and
dedication inn the history of the Corps. Marines
captured in various conflicts have remained loyal
and have thought only of their country and of
escape. This is the kind of seifless dedication and
lovalty that is required of a leader,

13. Tact

Tact is the ability to deal with others
without creating oftense. To treat others with
courtesy 1s 4 sign of maturity and it requires you to
be wctiul in your dealings with vour peers,

subordinates, and superiors.

Being tactful and diplomatic in your
communications should come as naturally as
possible. You should speak 1w others without
being demeaning or condescending, Treat others
as you think all people should be reared.

This means that if you have a problem
with a subordinate, vou should wait for a private
moment to discipline the subordinate. Likewise, if
your commanding officer makes a mistake in front
of others, wait until later o discuss it. Your
consideration will be appreciated. No one enjoys
being  embarrassed. Consequently, if vou treat
others with courtesy, yvou will be treated with
courtesy In return. Although dhis pracdee is not
difficule, the use of tact becomes chailenging
duting conditions of stress or when giving

criticism to a subordinate.

Usually, a calm, courtcous, and firm

approach  will bring a cooperative response

without creating il feelings.  Fven though

inexperienced  leaders sometimes  feel  that

politeness implies softness, there is no reason to
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be discourteous when using absupt and/or
forcefiz! orders in emergencies,

14, Unselfishness

As an officer and a leader, you must put
the comfort and advancement of others ahead of
yout own; particulatly, you must never achieve at

the expense of others.

This does not mean that you should put
the needs of your subordinates abead of the
accomplishment of the rask, for the task abways
comes first. However, you must see that the needs
of subordinates are taken care of before your own.
Such 2 natural tendency toward unselfishness
shows subordinates thar you are considerate and

compassionate.

Unselfish leaders avoid providing for
their own comfort and personal advancement at
the expense of others. Leaders should place the
comfort, pleasure, and recreation of subordinates
before their own. It is difficult to respect leaders
who seek thelr own comfort over that of their
subordinates or who hoard credit for achicvement
made possible by subordinates. True leaders place
themselves last in priorty and share the dangers
and hardships with their subordinates.

Importance of Leadership

Traits
These

characteristics

fourteen leadership  traits  are

important for a leader. If
subordipates think that vou are not concerned
with their welfare, they will follow vou unwillingly.
If you treat them with care and compassion, they
will be more lkely o follow vou anvwhere,
anytime, for any reason. Never take credit for

something a subordinate has accomplished. Also,

remember, you cannot merely act concerned; you
must be concerned.

The
cannot be ignored. One must also use discretion

fact that these traits interrclate
in adherence to these traits and qualities, for they
sometimes may conflict. It may prove difficult to
serve both integrity and tact at the same time. For
example, in being honest and in accomplishing the

task someone has his or her feelings hurt,

In order to lcad others, vou must be able
to lead and control yourself. A wise man once
said, “1f one man was to conguer a thousand men
in a thousand battles and another was to conquer
himself, the latter of the two would be the
greater.” In other words, you must first conquer
vourself. Only when this is done, may you then
teach others.

Everything in leadership starts with the
leader. If leaders cannot judge thetr own character,
how can they judge others? If leaders do not know
themselves, how can they know others? If leaders
are fearful, how can they expect those who follow
them to be courageous? If leaders cannot endure,
how can they expect those they lead to endure? If
leaders are not dependable, how can they expect
others to depend on them?

Men and women alike have adhered to
these leadership traits, often at grear personal
sactifice. Jehn Goreham, a Massachusetts man,
formed the first American Rangers in 1743 to help
the British defeat the French in L'Acadie, or what
is now Nova Scotia. He spent much of his owo
money and founded a great tradition with those
first “ranging companies.” Men like Mernitt A
Bdson and Ewvans F. Catlson, founders of the
Marine Raiders, carried this tradition inic the
Marine Cotps in 1942, These men practiced the
traits of leadership and never abandoned them.
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They each displayed those gualitics, or
traits, of leadership described in 1930 by General
Lejeune:

The young Ametican responds quickly
and readily to the exhibiton of qualites
of leadership on the part of his officers.
Some of these qualities are industry,
energy, initiative, determination,
enthusiasm, firmness, kindness, justness,
self-control, unselfishoess, honor, and

courage.

(John A. Lejeune: Remuniscences of a Marine,

1930.)

Conclusion

It is up to you to see that you become the
kind of person that others will follow. You might
try using some of the following ideas 1o help you
to develop the traits that you will need,

For a few minutes each day, sit and
contemplate what you can do to make yourself a
better person. Consider in what areas you have a
chance to make improvements. What are seme of
the routine situations that wil allow you to make
some progress toward being a better, more
capable, or more effective cadet or cadet officer?

Voice your ideas aloud. Often if you can
verbalize an idea, it makes it easier to comprehend
and easier to realize. This will help you organize
your thoughts and develop them to a greater
degree.

Think about your idess for improvement
during the day. You can do this whether you are at
schoel, at work, at home, or anywhere else. In
addition to thinking about what you can be, think
zhout what vou already ate. Concentrate on the
side of your personality.

positive Negative

thoughts are of little or no help.

Tearn to relax yourself mentally. In a
situation where you are trving to accomplish a
difficult task, you sneed to be relaxed, not tense,
Likewise, wotk on learning the fourteen leadership
traits and try to apply them in all that vou do. If
you do these things, you should be able 1o begin
to develop the traits of a leader.

You have just reviewed the fourteen
military leadership trairs. I vou are going to be 2
strong leader, you must develop within yousself
the traits of a good leader. The process is one that
takes place from within, &
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The 11 Leadership Principles

Introduction
Por any group to be successtul, an

effective Jeader must guide it As a4 potential
MCJROTC  leader, there are certain proven
guidelines, or leadership principles, that will help
vou to be an effective leader. The implementation
of the 11 leadership principles will give you the
ability to earn the respect of vour fellow cadets,
both seniors and subordinates.

1. Self-Knowledge and
Improvement

The first and most important leadership
orinciple is to “know yourself and o seek
self-improvement.” Successtul leaders must be
able to honestly evaluate themselves, realizing
both
Individuals who rely on their strengths while

personnel  strengths  and  weaknesses,

leaders. They should continually work to unprove
their weaknesses, thus developing more strengths.

Not only can you discover your strengths
and weaknesses thiough self~evalvation, but also
throngh evaluation by others. The objective
opinions of your friends and superiors can help
vou further realize your true abilices,

After

weaknesses, vou should seek self-improvement.

realizing  vour strengths  and
Self-improvement can be achieved through both
sty and observation. Study the causes for the
success or failure of other leaders: Why did they
succeed or falr How can you avoid similar
mistakes? How can you achieve similar successes?
If you are able to identify 2 case where you have
falled as a leader, make every etfort to analyze that
fatlure objectively and trv to determine what vou
might have done o produce success. WNever blame
youar falure on others or on the circumstances. It
is a weakness if vou fail to face your own
shorteomings. Also, stady and practice effective
wiiting and speaking skills, By mastering such
skills, vou will be able to better communicate and

understand commands.

Close observation of people will help you
acquire a betier understanding of human nature,
With
determine the best way to deal with any given

such  knowledge, a leader can  bewter
situation. A leader may deal with one situation in a
firtn, “hard stand™ manner, while another siruation
may call for a “big brother” approach. The
leader leads wvaries from

mantier in which a

situation to situation.

Finally, it 1s necessary to set a definite goal
ot plan of self-improvement. Establish what it is
that you want to improve and how to go about it
For example, if you wanted to be able to give a
successful speech, vou could take a class in
speech, read speeches given by prominent people,
or attend and observe a speech given by a local
official.
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2. Be Technically and
Tactically Proficient

Before you can lead, you must be able to
do the job, or “be technically and tactically
proficient.” This is the second principie of
leadership. Technical and tactical training can be
gained through books, classroom nstruction, or
on-the-job training. Respect is the teward of the
leader who is technically and tactically competent.

To develop this leadership principle as a
cadet, you should first seek a well-rounded
education. Taking a variety of courses, practicing
the ponciples set forth in MCJROTC, and
studving and researching can  contribute o
increased technical and ractcal knowledge. As a
cadet, take every advantage of learning that your

unit provides.

You can also increase yvour knowledge
through association with capable leaders. Observe
and study their actions. Through observagon, you
can further develop your technical and tactical
knowledge and better understand how to apply
that knowledge.

2, Know Your Subordinates

The
subordinates,” is extremely important. You should

third  principle, “Kanow

your
know and understand the behavior of each
subordinate in your unit and how they react in
different sitaations. This knowledge can prevent
future problems, while the lack of this knowledge
could endanger the success of the unit
Knowledge of each unit member’s personality will
enable you 1o decide whether close supervision is
needed and when and w whom to delegatc
authority. A cadet who lacks self-confidence and is
nesvous under stress should not be placed in a
position in which a quick and decisive decision is

needed.

As aleader, youn should always place your
unit’s welfare before vour own. Oliver Wendell
Holmes, Jr., said that “the reward of a general is
not a bigger tent - but command.” This statement
is pertinent to all leaders. It simply means that a
leadet’s reward is not luxuries such as a bigger
tent, but comemnand irself. It is important that you
as a commander share the hardships of vour unit,

You should concem yourself with your
unit’s health and physical well-being, Protect the
health of your unit by supervising hygienc and
sanitation. Provide sufficient recreational time and
Insist on participation.

You are also responsible for your unit’s
mental well-being, Be sure o quickly correct
grievances and remove discontent. Try to keep in
touch with the unit’s thoughts. You can do this by
making  vourself  approachable to  vour
subordinates, Make them feel free to come to vou

for counseling or advice.
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4. Keep Your Subordinates
Informed

It is impossible to accomplish a task
efficiently without correct information. This
brings us to the fourth principle, “Keep your
subosdinates informed.” To promote efficiency
and morale, you must inform your subordinates of
all happenings that will affect them and give
reasons as to why things are to be done. (Of
course, the conveyance of informaton is done
when time and security permit) When you keep
your unit members informed, they feel they are 2
part of the team. Information will help them <o
their job intelligently and will also inspire initiative,
enthusiasim, loyalty, and conviction.

A leader should wuse the chain of
command to pass on information. Always be sure
that your iminediate subordinates are passiog the
necessary information correctly, This can  be
checked through frequent inspections. Be alert to
rumors within your unit, and replace them with
the rruth. Rumots, or misinformation, can cause

setious problems.

5. Set the Example

“Set the exaraple” is principle number
five. The artitude of “do as I say, not as [ do” 13
NOT the manner in which a cadet should lead. As
a leader, it is vour responsibility to set standards
for your unit by vour personal cxample. This
principle does not only apply when you are on
duty, but also when you are off duty. It your
personat standards are high, you can expect your
cadets to alse have high standards. Remember that
leadership is set by example and that your cadets

will reflect your image.

There are scveral techniques that can be
used to apply this principle. First of all, set the
example in personal appearance. Be physically fit,

well-groomed, and properly dressed. If you are
sloppy in  appearance, your superiors and
subordinates will likely lose respect for vou

Second, set an example in your personal
conduct, Conduct yourself in such a manner that
your personal habits are not open to crticism.
Display an outlook that is calm, confident, and
optimistic in sature, because your ataiude, directly
affects your unit's attirude.

Third, ser an example of performance.
Show your unit that you are willing to do the same
things that you ask of them:. Share danger and
hardship with vour unit to demonstrate your
willingness to assume your share of difficulties. All
of these steps will help you acquire the respect,
trust, and confidence of vour unit.

6. Insure the Task Is
Understood, Supervised, and
Accomplished

The sixth principle, “Insure the task is
understood, supervised, and accomplished,” is
necessary in the exercise of command. You
cannot expect your unit to pesform if they do not
know what is expected of them. This principle is
applied in two ways: communication and
supervision.

A leader must communicate with
subordinates in a clear and concise manner. Talk
on a level that yout subordinates will be sure o
understand. Do not talk down o them, but if you
talk at too high a level, they will not understand
you. If you talk at a level too tow, you will insult
their intelligence. Communication should always
be two-way, thus giving vour unit members 2
chance to ask questions and seck advice.

Supervision is also essential, for without

supervision you cannot be sure that your orders
will be properly executed. Under-supervision will
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possibly result in the incompletion or inaccuracy
of 2 task. On the other hand, over-supervision

hurts Inidadve and is viewed as harassment.
Therefore, take thought and care m  vour
supervision.

7. Training Your Subordinates
as a Team

“Training vour subordinates as a team’” s
the seventh principle of leadership. It is the
combinaton of all the unit members’ efforts that
makes a unit successtul. Teamwork applies t©
cadets both in and out of school. Even the most
difficult tasks become casier w0 accomplish when
teamwortk is evident. Teamwork is a give-and-take
situation in which the individuals give their best to
the unit; and in tarn, the unic provides individuals
with and a sense of

secutity, recognition,

accomplishment.

As a leader, it is your responsibility to
develop tcamwork. To do this, you must train,
challenge, test, correct, and encourage your entire
unit. ‘The hard work strengthens a vnit, reduces
problems, and is one of the best ways to develop
teamnwork, morale, and esprit de corps. To further
develop teamwork emphasize the “buddy system”
and encourage unit participadon in recreational

and school events.

8. Make Sound and Timely
Decisions

The eighth principle of leadership is
“Make sound and dmely decisions.”” Situations
frequently call for quick and strong decision
making, A leader must be able to rapidly evaluate
a situation and make an accurate decision based
on that evaluation. Hesiwaton and indecisiveness
might not only cause the unit to fal 1n the
accomplishment of a rask, but also could lead to

subordinates  losing  confidence.  Loss  of
confidence, in turn, creates confusion and

hesitation in a unit.

If you make a decision and discover that
it 13 the wrong one, do not blame it on others or
ignore it Immediate correction of your mistake
will help you to retain the respect of your unit.
People do not respect leaders who bluff their way
through poor decisicons.

There are several steps that can be taken
to develop this principle. Plan for sitwations that
are foreseen and announce vour decisions in dme
to allow your subordinates to be prepared. Also,
consider the advice and suggestions of your
subordinates whenever possible before making a
decigsion. Thelr ideas are often valuable and can be
effectively applied. Finally, consider the effects of
vour decisions on the members of your vnie How
did your decision affect vour unit? Was i a good
deciston? How would vou revise your decision

under a stmilar situation?
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9, Develop a Sense of
Responsigi];ity among Your
Subordinates

“Abifity is imporiant, but ibe ability fo discover
abifity in others and then belp thew develap ot is the frue
test of feadership.” - L. Rader.

This concept brings us to the ninth
principle of leadership, “Devclop a sense of
responsibility among vour subordinates.” Mutual
respect and confidence can be developed between
a leader and a subordinate by assigning tasks and
delegating authority. When delegating authority,
you should show vour faith in your unit members
to increase their desite for greater responsibility.

Recognize your subordinates’

accomplishments  when  they  demonstrate
responsibility, resourcefulness, and intiative. Let
vour subordinates know that honest errors will
NOT result in punishment. Instead, use their
mistakes for critique and constructive guidance.
Always be sure to avoid public critcism of
condemnation when correcting the errors of your
subordinates. Correcdons  should  be  done
privately, and never in the presence of personnel

whom they command of Jead.

10. Employ Your Command in
Accotdance with Its
Capabilities

The tenth principle of leadership s
“Fmploy your command in accordance with its
capabilitics.” Your unit cannot complete a task for
which it has not been trained. Failure of such a
task causes a loss of morale and self-esteem within
the unit. It is wrong (o expect five cadets to do a
job that would take ten. You also would not send
a medical unit to repair a truck. In both cases, the
task is not within the unit’s capabilides. If you
volunteer your unit for impossible tasks, your uni

will think that you ate secking personal glory,
rather than looking out for their weltare.

A leader should not only avoid assigning
tasks that are beyond the unit's capabilities, but
should also avoid tasks that do not challenge the
unit. Sending ten cadets to do the job of five is a
ridiculous waste of manpower and will result in

boredom and dissatisfaction within your unit.

11. Seek Responsibility and
Take Responsibility for Your
Actions

Finally, the eleventh leadership principle
is “Seek responsibility and ke responsibility for
You

challenging assignments to develop professionaliy,

your actions.” must  acdvely seek  omt

Seeking responsibility also means that you must
take responsibility for all vour actions. This means
that you are responsible for all that your unit does
or faills to do. Never remove or demote 2
subordinate for a failure that is a result of your
The
Saint-Tixupery said, “A cluef is

own  mistake, great  flyer Antoine de
a man who
assumes respoasibility. He says, ‘T was beaten,” not
My men were beaten”” This is wue of aa
MCJROTC cadet leader. Regardless of the actions
the responsibility  for

of your subordinates,

decisions and their application falls on you.

As a teader, you must always issue orders
under your own name. Do not issue orders under
your commander’s name. I the absence of
orders, take initative to perform the actions your
seniors would direct vou to perform if they were
present. Remember, in such cases, “doctrine” is
there to guide you in the absence of instructions.
“Doctrine” is the rules and regulations, as well as
what you have been taught. It afllows you rto

exercise imtiative.
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Conclusion

The i1 leadership principles are an
intrinsic part of effective leadership. As a potential
leader, vou must know yourself and contnually
seek  self-improvement. You must be both
technically and tactically proficient, so that you
can accomplish any task. You must know your
subordinates, look out for their welfare, and keep
thern informed at all times. Insure that every task
is understood, sapervised, and accomplished by
your unit as a team. Be sure to set an example in
physical appearance, personal  conduct, and
pesformance for your untt.

Alsvays make sound and umely decisions
after evaluating 2 sitwation and then employ your
command i accordance with your unit’s
capabilities, Develop responsibility among your
subordinates and also seck and take tesponsibility
for your own actions.

The implementation of these principles
will strengthen you as a leader and increase the
respect with which your senjors and subordinates
will view you. The eleven leadership principles are
the sound basis on which to build successful
leadership. =

Study Suggestion:

Consider the following zcronym If vou are
required to memorize The Eleven Leadership
Principles:

KK

B
METS
KiDS§
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Defining Patriotism

Patriotic Symbols

Feelings of patriotism are often evoked
by the vision of a fiag, the sound of a song, or the
sight of 2 statue. Because the emotional impact of
a visit te the Vietnam Memorid stits many
different kinds of feelings in each of us, it is
difficult to develop a definition of patriotism that
fits everyone. However, it is clear that many
diffesent symbols have special pairiotic meanings
for millions of Americans. The following is
background on five of the best-known American
patriotic symbols.

Old Glory

Many Americans belicve Betsy Ross made
the first flag as a favor to George Washington,
Histotians  dispute  this, however. Another
disputed story is that the first flag faced enemy fire
at Fort Schuyler in Auguse 1777, Someone made a
flag in the fort from a soldier’s white shirt, a
captain’s blue coat, and the red petticoat of a
voung lady. This was probably a flag different

from the Stars and Stripes.

The
resolution on June 14, 1777:

Continental  Congress passed 2

That the flag of the thirteen
Enited States be thirteen stripes, alternate
red and white: that the union be thirteen
stars, white in a blue field, representing a
new constellation.

They did not say how the stars should be
arranged. The first army flag had the stats in a
circle. When the army first flew the flag, General
George Washington was supposed o have said:

We take the stars from heaven,

the red from our mother country,

scparating it by white stripes, thus
showing that we have separated trom her.
The white stripes shall go down to

posterity representing Liberty.

After Kentucky and Vermont weze added
to the Union, Congress added to the flag in 1794
so that it had 15 stars and 15 stripes. In 1818,
realizing the design would be cumbersome with
the addition of more states; Congress ordered a
teturn to 13 stripes for the original colonies. A star
was to be added for each new state on the fourth
day of July after its admission to the Union. The
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sixteenth star was added for Tennessee in 1796. A
48.-star flag came into being after Atizona and
New Mevico were added in 1912, The 49 and
50 stars were added in 1959 and 1960 for Alaska

and Hawaii, respectively.

Old  Glory s the citizens

encounter most often. There are strict rules on

symbeol

how this important symbol should be properly
displaved, cated for, and wsed. In the summer of
2001, the House of Representatives passed a
construtional amendment that would retuen 1o
the Congress the right o protect the US. flag
from acts of physical desecration. The Senate
must, by a 2/3-majority, pass the amendment it it
is to go to the states for ratification. Forty-nine
states  have resolutions

assed ctitioning
p p g

Congress to  send  them  a  flag-protection
amendment. Three-fourths of the states would
have to ratfy the amendment before it could
officially become the 28% amendment to the

Constitution.

The Pledge of Allegiance

The wording of the pledge vaties slightly
from the original, which was written in 1882 in the
office of The Youths Companion magazine in
Boston. 1t was first vsed in the public schools in
celebration of Columbus Day, October 12, 1592,
Congress adopted the pledge in an act approved
on June 22, 1942, Congress added the phrase
“under God” in 1954,

I pledse allpgiance tfo the Jlag of the United States of

Aperica, and to the republic for which it stands, one ration

under God, indivesibie, with Bberty and justice for all”

The National Anthem

In September 1813, the British actacked
Baldmore, Maryland. Their ships sailed up the
Chesapeake Bay and entered Balumore harbor,
which was protected by Fort McHenry's battery of
Scott Kev, a
Washington lawver, had gone aboard a British

guns and cannons.  Prancis
ship to npegotate the release of a priseoner.
Unfortunately, he was detained on the ship when
the fighting began. Just before dawn the fighting
stopped. As the sun rose, Key could faintly see
above the fort the flag of the United States. He
was proud his young nation had not lost this batde
in the War of 1812, He began writing a poem
called “The Defense of Fort McHenry,” that later
the “The

Banner,” on an envelope while he was sull aboard

became known as

Star-Spangled

the British ship. Later, back in his howl, he
completed it.

The song was sung and the music plaved
for years. In 1916 it was caled our naticnal
anthem, and Congress confirmed this in 1931
The fiest of the four verses of the Star-Spangled
Banner is the one usually sung fo demonsirate

patriotism at gatherings.
Ob, say cais you see, by the dawn’s early bhght,

What so prowdly we batled af the fuifight’s last
Sleaming?

Whose broad stripes ased bright stars, throagh the
perifons fizht,

O'er the ramparis we watched were so gallantly
Streaming?

Asd the rockets red glare, the bombs bursting in air,

Gawve progf through the night that our flag was still
there,

Ob say, does that stav-shangled banner yef nive

O'er the land of the free and the bome of the brape?
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The Liberty Bell

The liberty Bell was rung with other
church bells in July 1776 to announce the
adoption of the Dedlaration of Independence. It
was rung each vear thereafter to celebrate the
anniversaty.  The
purchased the bell for $300 in 1752 after it was

colony  of  Peansylvania
cast m England. Unfortunately, it cracked soon
after irs arrival and was recast in Philadelphia with
the same metal. An inscription from Leviticus
25:10 was engraved on the bell: “Proclaim Tiberty
throughout all the land unto all the inhabitants
thereof”

On July §, 1835, the bell broke again
when it was being tolled duting the funcral
procession of Chief Justice John Matshall. “The
bell was silenced at that time and was never recast.

The bell became known as the “Liberty
Bell” about 1839 when people advocating the
abolitfion of slavery for all Americans used it as a
symbol. It hangs today in a pavilion across the
street from Independence Hall in Philadelphia,

Peansyivania.

The Washington Monument

Visitors flying inte our nation’s capital are
first likely to notice the Washington Monument.
Almost 556 feet tll, the Washington Monpument
towers over the city. Irs white marble 35 beautiful
in sunlight and shines at night in the reflection of
flocdlights.

The idea of & national monument to

honor George Washington, a general during the
Revolutionary War and our {irst President, began
in 1833, A contest was held encouraging atchitects
to design the monument. By 1836 the design was
set, but construction did not begin until 1847,
Only 156 feet of the suucture had been built by
1858. Work was halted for 20 years as the naton
was caught in the turmoid of the Civil War,
Building began again in 1878, and m December
1884 the monument was finally finished.

Millions of visitors o Washington, 1D.C.,
have climbed the stairs or taken elevartors to the
top of the Washington Monument. It is a famous
fandmark i our capital If is a symbol of cur
respect for George Washingrorn.
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Conclusion

There are many other monuments and
works of art, music, and literature that evoke
feelings of patriotism. Among them are the
Lincoln Memortial, the Capitol, the Gettysburg
Address, the Declaration of Independence, the
song “God Bless America,” the Statue of Liberty,
and many more. The list is quite long and growing
each day. These symbols are an important part of
our national cultare and heritage. They are past of
what it means to be an American. <
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Rights, Responsibilities, and Privileges

The Bill of Rights

The Unired States is a representative
democracy: a government under which voters
elect their representadve. In this sense, the United
Setates  is, as Abraham said, A
government of the people, by the people, and for

Lincoln

the people.”

When the framers of the Coastitution
met in Philadelphia and wrote the document chat
setves as the supreme law of the land, they wanted
to ensure that government would not attain too
much powetr. The Constitution included a series
of checks and balances between the executive,
legistative, and judicial branches. The Constitution
also established a separation of power between the
branches of government. However, many of those
involved in the discussion of the document feit
that it was fatally flawed because it did not include
written protection for the rights of the people. It

specified what the government could do, but did
tot say what it could not do.

The absence of a “bill of tghts” wrned
out to be an obstacle to the ratification of the
Constitution by the states. For the next four years
thete was intense debate about what form the new
government would take. The Federalists, including
George Washington, Alexander Hamilton, and
John Adams, opposed including a bill of rights on
the grounds that it was uanecessary. Well-known
colonists like George Mason and Patrick Henry of
Virginia actively campaigned against ratification.
Anti-Federalist Thomas Jefferson argued that, A
bill of rdghts is what the people are entitled to
against every government on earth, general or
particular, and what no just government should
refuse.”

The Ametican Bill of Rights, inspired by
Jefferson and drafted by james Madison, was
accepted as the first ten amendments to the
Constitation in 1791, It was the guarantee of the
individual freedoms identified in the Bill of Rights
that enabled the state legislatures to agree to ratify
the Constitution.

Many people feel that their constitutional
rights are absolute (without limitations). Other
people weigh these rights against the need to
preserve order in America. Our nation has seen a
constant disagreement of majority rule and

the

provides a balance that allows majority rule while

minogity  fghts.  However, Constitution

protecting the rights of all.
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The First Amendment —
Religious ang Political
Freedom

“Cangress shall make no law respecting the
establishment of refigion. or prohibiting the free exerdise
thereofy or abrideing the freedom of specch, or of the press;
or the right of ihe people fo peaceably assemble, wnd fo
petition the Govermment for redress of grievances.”

Freedom of Religion

The first right guaranteed in the Bilf of
Rieghts is the freedom of religion. Religious
freedom was important to the colonists because
the that

expf:rienced in [lurope caused them to migrate.

religious  intolerance many  had
Many expesienced that same intolerance in

Ametica.

The First Amendment contains laws that
protect the religious freedom of the citizens: the
establishment clause and the free exercise clause.
Both of these clauses apply to stare and local

gcwcrnmenrs .

The establishment clause states that the
government can neither impose a specific religion
nor can it prevent the practice of a specific
This the
governiment from  serting up an  official or

religion. amendment  prohibits
established church and prevents it from passing
laws that would aid one or 2l religions or that
would show preference for one religion over

another.

The that
citizens ate free to join any religious body (or

free  exercise clause states
none at ally and thar each religious body is free to
practice its own beliefs and form of worship,
without government interference.

Freedom of Speech

Freedom of speech is the right to say
(express orally your thoughts, ideas, or opinions)
the truth about anything,

Howevet, there are unportant limitations
ta the freedom of speech. If false or harmtul
staternents unjustly damage someone’s reputation,
the person about whom the statements were made
the

Additionally, vou do not have the right to use vour

may sue speaker in a court of law.
freedom of speech to cause someone physical
harm. For example, you do not have the right o

vell “Fire” in a building just to see what happens.

Within
discuss any question ot express their ideas or

these hmitatons, citizens can
opinions about anyone or anvthing freely, even to

criticize the government or the president.

Freedom of the Press

Freedom of the press is the right ro write,
print, or publish wuthful thoughts, ideas, or
optnions about anything. The press includes
magazines, newspapers, books, television, radio,
movies, and other forms of communication. You
cannot use this freedom to make false statements,
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but vou can use 1t to report any true incidents or
violations including those within government

agencies.
Freedom of Assembly

Frecdom of assembly gives you the right
to hold meetings and gatherings. This freedom
allows Americans to come together, peaceably, for
business or pleasure, to listen to speeches, stage
demonstrations, of organize protest marches.
However, the government (primarly local or state)
can require individuals or groups to obtaia permits
before they speak or demonstrate on public
property and can deny permission to assemble if it
the unreasonable  or

considers assembly

unconstitutional.

Freedom of Petition

Freedom of petition is the right to ask the
government o take action -- or not to take action
-- on something without fear of penaly. For
example, you have the right to write your state
representative in Conggess and to ask him/her to
work o, pass, or modify certain laws.

The Second Amendment — The
Right to Bear Arms

" well regulated wilitia, being necessary o the
secuerity of a free State, the right of the people to keeh and
fear arvs, shall not be infringed”

The Second Amendment prevents the
government from  prohibiting  ownership  of
weapons by The the

Constirution did not foresee the ability of the

citizens. tramers of
Unired States to have a smnding army with the
rapid deployment capabilides of our modern
armed forces. For that reason, a militia cotnposed
of ordinary citizens was essential to the new

a10n’s SCCLLILy.

The Second Amendment is extremely
controversial. One side of the issuc maintains that
gun control laws such as registration, waiting
periods, and banning of the sale of some types of
weapons restricts but does not prohibit gun
ownership. On the other hand, there are people
who feel that the Second Amendment gives
evervone the right to own or purchase a gun
that the
cannot pass laws to ke that right away.

without restriction, and government

The Third Amendment —
Quartering of Soldiers

“No soldier shall, in time of peace, be guartered
in aiy howse, without the consent of the owner, nor i Hme
of war, but in a manner to be presevibed by lap”

Congress added this amendment to the
Bill of Rights to ensure the government could
never force its citizens to house (or quarter)
soldiers in their homes during peacedme without
the owner’s consent. During colonial dimes, it was
not an unusual practice to have British soldiers
hterally move into the homes of the colonists.

The Fourth Amendment ~
Search and Seizure

“The right of the peaple to be secare in their
persons, houses, papers, and ¢ffects ugatnst unreasonuble
searches and sezaves, shall mot be viclated, and wo
warranis shall issue, bit upon probable cause, supporied by
vath or affirmation, and particalarly describing the place to
be searched, and the persons or Hhings o be seized.”

This amendment limirs the government’s
power to search and to take custody of a citizen’s
property. Courts require a search warrant and
probable cause to conduct a legal search. Warrant
means “justificaton” and refers to a document
issued by a magistrate judge indicating the name,
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address, possible offense committed, and property
o be seized.

The Fifth Amendment —
Criminal Proceedings and Due
Process

“Na person shall be beld to onswer for a capital,
or otherwise nfapious crime, wnless a presentpet or
indictment of a Grand [ury, except for cases arising in
the land or navel forces, or in the militia, when in actiial
service in time of war o public dange: nor shall any person
be subpect for the same offense 1o be fwice put in jespardy or
Fife, Lberty, or property, without due process of ks nor
shell private property be laken Jor public use, without just

compensation.”

The Fifth Amendment gives all citizens
accused of major crimes the right to have their
cases considered by a grand jury before the
prosecution can take it to trial.

The Fifth Amendment also states thatif a
court tried and acquitted & citizen in a criminal
case, another covrt may not try that citizen again
for the same offense. This right is known as the
protection against double jecpardy. However,
individuals who have been acquitted of & critme in

criminal court may be sued for the offense in a
civil court.

People cannot be made to testify against
This “eplfs
incrimination” is often waived when the accused

themselves. protection  against

wishes to take the stand to defend themselves.

‘The last two sections of this amendment
provide protection against the violadon of due
the
property. The “due process™ clause means that the

process and arbitrary confiscation  of
courts must extend all protections in the Bill of
Rights and in the Constitution to a person accused
in a criminal action. Next, it gives all Americans
the

government cannot take prvate property for

right to own private property. The
public use without paying « fair price for it. The
government’s power to take private property for

public use is called eminent domain.

The Sixth Amendment — The
Right to a Trial by Jury

“Tn all criminal prosecutions, the aecnsed shall
enjoy the right to @ speedy and public trial by an impariial
Jury of the State and district wherein the evime shail bave
been committed, which by district shall have been previgusiy
ascertained by law, and to be formed of the nature and
canse of the assusation; fo be confronted with the pitneises
against himy fo have compulsory provess for oblaining
witnesses in bis favor, and to have the assistance of connsel

Jor bis defenie.”

Trial by jury is one of the cometsiones of
the American legal system. Accused persons may
usually waive this protection if they so choose. If,
on the other hand, they demand a tial by jary,
twelve jurors must reach a unanimous verdict in
order to convict. This amendment also guarantees
citizens the right to a prompt and public trial
Arresting officers must inform people of the
crime with which they are charged. During the
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trial, they have the right to bear and question all
witnesses against them and to call witnesses o
appear in court. Also, accused persons have the

tight to a lawyer.

The Seventh Amendment — The
Rightto a Civil Trial

T sutis af common law, where the value in
caniroversy shall escceed twenty dollors, the right of a trial
by juiy shall be preserved, and no foct tried by a jury, shall
be otherwise reexcamined s any court of the United States,
than according io the rules of the common law.”

Americans have the right to a trial by jury
in cettain cases where there s a dispate over

money or propesty.

The

Eighth Amendment -
Punishment for Crimes

“Foscressive  bail  shall not e reguived, nor
exceessive fines imposed, wor crmel and unnsual punishment
iflored.”

Bail is the money {or property) given o a
court by an accused person in order to guarantee
that person will appear for the trial This
amendment states that bails cannot be set at

has also
intetpreted to mean that the amount of bail

unreasenable  amounts. It been

should fit the serionsness of the erime. Paying basl
allows the person to be out of jail. Courts return
the bail at the end of the trial. This amendment
also states that courts must not give fines and
punishments that are cruel, excessive, or unusual,

The Ninth and Tenth
Amendments — Other Righis

“The ennmeration in the Constitution, of cerfain
wrghts, shall woi be constrned to deny or disparage others
retained by the people.”

“The powers not delegated to the United States
Constitution, nor probibited by it to the States, are reserved
i the Staies respecizvely, or fo the people.”

Simply stated, the Ninth Amendment
indicates that the rights listed in the Coenstitution
The

Tenth Amendment grants to the states and the

are not the only dghts Americans have.

people the powers not expressly given o the
federal government or forbidden to the states ot
the people in the Constitution.

Conclusion

Congress added the Bill of Rights to the
Constitation to prevent the government from
limiting the rights of its ciuzens. The freedoms
described in the first cight amendments, the other
rights implied in the Ninth Amendment, and the
reserved powers belonging to the states and the
people by the Tenth Amendment are basic rights
that the government cannot deny or take away
from American citizens, %
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Volunteerism

Introduction

The following article was written by
Hanna Gordola, a student at Forbush HS in
Yadkin County, North Carclina, and appeared in
the student newspaper, “The Tale Feathers.” In
the article, she idensifies a number of reasons why

cadets can benefit from volunteerism.

“The majotity of adults believe that voung
people these days arc selfish and unconcerned
about the world arcuad them. They believe that
teens only care sbour their social status and that
they could not care less about the less fortunate.
The truth s, teens are concerned and do cate for
others. Ower half of the three hundred eighty
Forbush students surveved said that they have
volunteered before. Most of the people that

voluateered for an activity did it multiple times. In
fact, approximately sixty-five per cent of those
students said that they volunteered in this current
school year.

Thete are many reasons why students
should volunteer. One reason is that wvelwmicering
heips athers. Various people said that they help in
soup kitchens once in a while, and others have
said thar they visit senior citizens at the nursing
home. Simple acts like these really do make a
difference.

“Patients love it when voang people read
to them,” said head activity director Crysial
Watkins of Yadkin Nursing Care Centet, Inc., in
Yadkiaville, “They enjoy having young people
listen to their stories of how they used to live and
what life used to be like.”

Another reason  that students should

volunteer is the personal benefit that they may
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gain.  “After 1 wolunicer, I always feel good” said
sophomore Adam Prim. *T try to do it as much as

Ican”

“They [volunteers| always say that they
feel blessed after they volunteer. And theyre
never bored here because no day is ever the same.
There’s always something new,” said Watkins.

In contrast o the personal rewards of
volunteer work, a practical benefit 15 that w/lundeer
Jobs look good on college applications.

“Most colleges do look for students who
have volunteered,” commented Vice-Prineipal

Mrs. Jones.

College and nniversity recruiters consider
the good character traits of perspective students
when they read an application. Having volunteer
jobs listed on vour application definitely shows
you are a caging person who would be an asset to
their school.

Cur seniors appear to be aware of how
their character is perceived when applying to
college. About ecighty percent of the seniors
surveyed sald that they have volunteered before,
and a large number of them, approximately cighty-

six percent, volunteered within this school year.

Subsequenty, the survey indicated that as
students of Forbush High School get older and
nearer io their graduation, the petcentage of
students who have volunteered got higher. In
comparison to the eighty percent of seniors who
volunteer, only forty-six percent of freshmen have
ever volunteered.”

There are a good many other reasons why
volinteerism is a benefit. Because volunteerism
keeps teens occupied, students who volunteer are
less likely to abuse drugs. They are likely to do
well in school, vote in elections, and gain an
understanding of civic responsibility.

Volunteer work provides a great benefic

o the community. Billions of dollars aze saved
each year when volunteers provide services that
would otherwise cost money o the city, state, or
federal government People who volunteer are
better able to understand their role as citizens of a
community. Volunteers are also able to practice
their learned skills and even take on leadership
roles.

Conclusion

The act of volunteering implies choice,
Depending on how much time an individual has,
they can volunteer a little or a great deal. No
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nattet, the voluntary service provided will always
provide a benefit to the community and a sense of
accomplishment to the volunteer, +
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Physical Training: The Daily Sixteen

Introduction
General Guidelines for Achieving Physical

Fitness

In general, there are five basic goals of

exercise, including:

1. Improving oxygen delivery and metabolic

processes;

2. Building your strength and endurance;

(6]

DDecteasing body fat

4. Improving movement in your joints and

muscles; and
5. Improving vour sense of well-being.

No one 1§ too young or too old o
exercise. However, there are risks 1o strenuous
exercise. For more information, discuss these
potential hazards with a physician, The Ametican
Heart Association recommends the following:

¢ Healthy individuals should engage in 30-
minute or longer workouts at least three or
four times per week. Exercising more than
five times a week for 10 to 24 minutes each
session is even better.

# People over 45 who have not had a physical
exam in two years ot longer, people with
setious or chronic medical conditions or who
are at risk for heart disease, and people on
medication should consult a physician before
embarking on a serlous exercise progratm.

¢ One-half of all people who begin a vigorous
trzining regime drop out within a year. ‘The
key to atlaining and maintaining physical
fitness is to find activities that ate exciting,
challenging, and satistying,

Four Components of Physical
Fitness

There are four different components of
physical fitness, cach of which must be developed
in a good training program: strength, endurance,
agility, and coordination.

1. Strength is defined as the amount of force
that can be exerted by the contraction of a
muscle. You nced sufficient strength not only
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to perform routine activities, but also to cope
with emergency siruations.

2. Endurance is your ability to perform work
over an extended period. There are two types
of endurance: muscular endurance and

cardio-respiratory endurance,  Muscular

endutance is the abifity to ecither suseain
contractions of the muscle (isometric), or to
perform repeated contractions (isotonic) of
the muscle. Muscular endurance is concerned
with the capacity of a single muscle or group
of muscles. The other type of endurance,
cardio-tespiratory endurance, refers to the
entite body’s capacity to perform sustained
work. This depends mainly on the capability
and efficiency of the circulatory system (the

heart, lungs, and blood vessels).

3. Agility is the ability to conwol vour body
movemert 50 that vou can change directions
quickly and cificiently,. ~ Neuromuscular

condition is the primary ingredient in agility.

When you practice special skills such  as

climbing, dodging, and jumping, vou improve

this conditior.

4. Coordinatien is the ability to move all parts
of your body in a smooth, efficlent, and
concerted manner. It is 2 measure of how

efficiently your body performs an acton.

When an unskilled performer attempts a

movement, much of the energy expended s

After

some practice, less energy will be required, not

wasted through unneccessary effort.

because the task is easier, but because only
those muscle groups required to do the job
This

a4  gan n

are used — the waste is climinated.

“Tearning  effect”™  results in
petformance without an increase in strength

or endurarnce.

Although athletes  often

specialize In one component at the expense of the

professional

others, to achieve a well-round state of physical
fitness, vou should work to develop all fowr
components of physical fitness.

Stages of Conditioning
fail 1o

improving vour fevel of fitness takes much more

Many people realize  that
than just exercising a few days In & row. Some
people even think vou can achieve mnprovement
overmight.  Unfortunately, this is not true, as you
may have already discovered. No matter what
program you choose to follow, everyone’s body
develops at s own pace. I you try to exceed
what is your body’s pace, vou will experience
unnecessary pain, frustragon, and possibly even
injury. The conditioning process consists of three
distinct phases:  ptreparatoty, conditioning, and
maintenance.

Preparatory Phase

This first stage lasts for about two weeks.
During this phase you may expericnce sore stff
muscles, but do not be discouraged. Hang m
there! Keep in mind how well vou will feel once
you reach your goal of a physically fit body.

The smuscle soreness you experience in
this phase is the result of irritation in muscle tissue
caused by a build-up of acidic waste products. As
fime passes and your exercise progratn continues,
your citculatory system adapts to the increased
demand and is able to remove waste products

more efficiently. The soreness disappears.

Conditioning Phase

As  your body passes through the
preparatory  phase and continues into  the
conditioning  phase, the wvolume of blood

circulating in vour muscles increases and your
body functions more efficienty.  In the fisst few
weeks of this 6- to 10-week phase, you will see
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rapid imptrovement. However, as you reach a
higher level of skill and conditioning, your

improvement will be less noticeable.
Maintenance Phase

The maintenance phase is the final phase
of physical condidoning. During the first two
phases, your body reached a level of physical
conditioning close to or at peak condition. In
some cases, this level may be a platean beyond
which vou may progress only through continued
tigorous physical training.  However, for most
people, it is really only necessary to contnue
exercising at apptroximately the same level you
exercised in the conditioning phase. By exercising
at approximately the same intensity, you will retain
the level of conditioning you have developed.

Principles of Conditioning

Thete are a2 number of things to keep in mind as
vou work on improving your physical ficness:

e If vou are just beginning a PT program, you
must go throngh all three phases. No extra
amount of effort or motivation can change
that cycle.  Structure your program  to

gradually increase the demand you make on

vour body in order to perform at higher

levels.

o You will not sce any improvement unless you
push your body beyond its normal level of
performance. Fot example, if you are trying
to improve yout 3-mile run from 25 minutes
to 20 minutes, it will not help if you are only
running one mile in 10 minutes. You need to
push youtself to decrease the time it takes you
to run a mile so that you ate running 4 miie in
less than 7 minutes.

e 'To achieve physical fimess in all four
components of fitness, include activities that

work to achieve the tesults you want in
strength, endurance, agility, and coordination.

e ‘To have a successful program, you must
include a varicty of competitive events and
skill  development exercises. A boring,
repetitive program usually fails because you

lose interest in what you are domng,

s Fxercising on a regular basis is crtical for
success. Most experts agree that you need at
least 15 days to establish a habit — and unless
regular exercise is your habit, you will not
achicve the level of physical fitness you want.

Heart Rate Goal

Ideally, when you exercise, you shoudd try
to keep vour heart rate at roughly 70% to 85% of
its maximum rate. Keep in mind that exercisc
does not #eate your maRimum  heart rate
Exercise strengthens vour heart so that it can
pump more blood at this maximum level and can

sustain this level longer with less strain.

It is casy to dewermine your own
maximum heart rate per minute, All you need to

do is simply subtract your age from 220.
220 - age (vears) = maximal heart rate.

To determine how intensely you are
working out, you also neced to calculate your
testing heart rate (the rate at which vour beart
beats when you are performing your normal,
everyday activities). The easy way to determine
your resting heart rate is use the 10-second
method:

s Measure vour pulse by gently pressing the first
two fingers of one of your hands on either the
artery on the inside of vour other wtist or on a
carotid artery (located under your jaw either
on the tight ot left side of the front of your
neck).
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o  Count pulse beats for 10 seconds,

= Multiply the result by six. This gives you your
per-minute total for your resting heart rate.

Now you need 1o calcelate the higher and
lower limits of vour heart rate. Here are the

formaulas to do sor

e Maximal heart rate - resting heart rate =

working heart rate

»  Working heart rate x .60 + resting heatr rate

= lower limit

e Working heart rate x .80 + resting heart rate

= upper limit

Since heart rate (beats per mmute) 18
directly refated to exercise intensity (the harder
you cxercise, the higher vour heart rate), checking
your heart rate during exercise s a good way to

measure your exXercise intensity,

You should measure vour heart rare after
the first 5 minutes of exercise and approximately
every 10 minutes thereatter until you get a good
feel for the appropriate exercise intensity, If your
heart rate is lower than vour lower limit heart rate,
you need to increase your intensity level, If it is
higher than vour upper limit, you will probably
not be able to continue for more than 20 minutes
and vou need to decrease your intensity level.

10 Second Heart Heart Rate (Beats Pex
Rate Minute)
17 102
8 108
19 114
20 120
21 126
22 132
23 138
24 144
25 150

Here is an example for an average 20-
vear-old.  This individual determined his resting
heart rate was equal to 70 beats per minute. With
this information, he determined that his working
heart rate was equal to 130, You can sece from the
last two calcnlations, he also determined his lower
{148} and upper lmits (174).

220 - 20 = 200 (maximal heart tate)
200 - 70 = 130 (working heart rate)
130 x.60 + 70 = 148 (lower limi)

130 x .80 + 70 = 174 (upper Hmit)

Prom the example vou can see that the
target heart rate for our 20-year-old is 148 wo 174
beats per minute. Therefore, for health purposes,
the recommendations for this person would be to
perform an aerobic exercise (such as running) for
at least 20 minutes, 3 to 4 times per week at an
intensity that results in a heart rate of 148-174
beats per minute.  (As vou will see later in this
chapter, the general recommendarion for aerobic
exercise is 3 to 4 tmes per week.)

Rules for Any Exercise Method

There are 2 few simple rules vou need to
follow when developing vour own esercise
program or following 2 program through school

orata Y

e Do not ear two hours betore wvigorous
gxercise.
o Drink plenty of thids before, during, and

after a workout.

e Adust your activity according to the weather
and reduce it when vou feel fatigued or ill,

e When exercisiog, Hsten to your body's
watning svmptoms!  If you experience chest
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pain, irregular  heartbeat, undue fatigue,
nausea, unespected breathlessness, or light-
headedness during exercise, be certain to

consult your dactor.

Warm-Up and Cool-Down
Period

Warming up and cooling down are
important parts of any exercise routine. They aid
the body in making the transition from rest o
activity and back again and can help prevent
SOTENEss or injury.

Warm-Up

The warm up allows a  gradual
redistribution of blood flow to the muscles,
preparmg both  the  cardiovascular and

musculovascular systerns for the exercise session.
The increased blood flow to the muscles produces
a warming effect, increasing the elasdeity of the
muscle and connective tissues, which is believed
to reduce injury risks.

Warming up before vou begin to exercise
can help to prevent imjuries and may enhance
petformance, A good rule of thumb is to warm
up with low Inteasity versions of the exercise that
vou are about to begin,  For example, before
attemnpting a set of heavy bench presses vou might
do a couple of light sets first with some stretching,
Before a hard run you might do a light V4 mile and
then stretch.  Remember that vou should abways
watn up before you stretch. An approprdiate
order would be to warm up, stretch, and then
begin 1o exercise.

Warm-up exercises should be practiced
for 10 to 15 minutes at the beginning of an
exercise session. These exercises should employ
lazgre muscle groups and gradually progress to the
conditrioning activities. Walking briskly, swinging

vour arms, of jogging in place (considered low-
level acrobic exercise) are perhaps the best types
of warm-up activities.

Cool-Down

The cool-down allows the body tw©

gradoally return to the resting state. To cool
down, walk slowly until your heart rate is 10 to 15
beats above your resting rate.  Stopping too
suddenly can sharply reduce your blood pressure
E{Ild 1'1]?1}7 causc 1111).8{?1(13 Cfﬁﬂipiﬂg. i,zikﬁ the WAr-
up, the cool-down should last a minimum of 10 to
15 minutes. Cool down wusing the same large
muscle groups used in the warm-up, graduaily
decrease in intensity, and finish with stretching

exercises targeting all major muscle groups.

Stretching s appropriate for the cooling
down period, but not for warming up because it
can injure cold mmuscles. Pardcular exercises may
require stretching specific muscles. For example, 2
jogger or biker might emphasize stretching the
hamstrings, calves, groin, and quadriceps, while
swimmers would focus on the groin, shoulders,
and back.

Aerobic or Endurance Training
The

T 5 e
Oxygen,

“writh
During acrobic exercise, our bodies

word  “aerobic”  means
consume harge quantites of oxygen. Consuming
large quantities of oxveen places great demands on
the the theart the

circulatory system  (heart and blood wessels).

respiratory  system, and
Because it places great demands on these systems,
aerobic exercises induce improvements in these
systerns.  Acrobic exercise can be defined as any
exercise thai involves a large amount of muscle
mass, s continuous and chythmic in nature, and
can be continued for at least 20 minutes non-stop.
Good examples are running, swimming, walking,

skating, jumping rope, and aerobics classes.
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Benefits of Aerobic Exercise

Regular aerobic exercise provides the
following benefits:
e  Builds your endurance;

e Keeps your heart pumping at a steady and
elevated rate for an extended period, boosts
high-density lipoprotein (HDI1), the “good”
cholesterol levels, and helps centrol your
blood pressure;

e  Strengthens the bones in your spine;
e Helps maintain your normal weight; and
e Improves your sense of well-being.

Types of Aerobic Exercise

Acrobic exercise is usually categorized as
high ot low impact. Examples of each include the
following:

e Low to moderate impact exercises include
walking, step

classes, rowing, and cross-country skiing.

swimming, stair climbing,

Nearly anyone in reasonable health can
engage in some low to moderate impact
exercise. Some rescarch indicates that simply
walking briskly for three or more hours a
week reduces the risk for coronary heatt
disease by 65%. Brisk walking also burns as
many caloties as jogging for the same distance
and poses less risk for injury to muscle and

hone,

o High impact exercises include running, dance

exercise, tennis, racquethall, and squash.
Perform high-impact exercises no more than
every other day and less if you are overweight,
elderly, cut of condition, or have an injury or
other medical problem that would preclude

high-impact.

Aerobic Regimens

As litle as one hour a week of acrobic
exercises is helpful, but three o four hours per
week will achieve optimal results. The following
guidelines are usetul for most individuals:

e For most healthy voung adults, the best
approach is a mix of low and higher impact
exercise. Two weekly workouts will maintain
fitness, but three to five sessions a week is
better.

¢ People who are out of shape or eldetly should
start actobic training gradually with five to ten
minutes of low-impact aerobic activity every
other day and build toward a goal of 30
minutes per day, three to seven times a week.
(For heart protection, frequency of exercises
may be more important than duration.)

e Swimming is an ideal exercise for many

people

including pregnant women, individuals with

with certain  physical  Hmitations,
musculoskeletal problems, and those who

suffer from exescise-induced asthma.,

e People who seek to lose weight should aim
for six to seven low irmpact workouts a week.

e One way of gauging the optimal intensity of
exercise Is to aim for a “talking pace,” which
is enough to work up a sweat and still be able
to talk with a friend without gasping for
breath.
“talking pace” will become faster and faster.

As your fitness increases, your

Shoes and Clothing

All that is necessary for a workout, is a
good pair of shoes, well made, well fitting, and
Thev should
support your ankles and provide cushioning for

broken in but not worn down.

impact sports such as tonning ot aerobic dancing.
Alring out vour shoes and feet after exercising
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reduces chances for getting skin conditions such
as athlete’s foot,

Comfort and safety are the key words for

workout  clothing. For outdoor nightiime
exercise, wear a reficcive vest and light-colored
clothing. Bikers, rollerbladers, and equestrians
should always weat safety devices such as helmets,
wrst guards, and knee and elbow pads. Goggles
are mmandatoty for Indoor racquet sports.  For
vigorous athletlc actvities, such as football, ankle
braces may be more effective in preventing ankle

injuries than tape.

Shoes for Sports

Ditferent  types
different shoes in order to protect your feet and

of exetcisc requize

anlles.

For aerobic dancing, look for shoes that
have sufficient cushioning to absorb the shock
and pressure that is many times greater than
ordinary walking.  You also waat shoes with
arches that maintain side-to-side stability. Tennis
coaches also recommend shoes with thick, upper
leather support.

For running, as with aercbic dancing, you
need shoes that provide sufficient cushioning to
absorb shock and pressure.  In addition, running
shoes should be fully bendable at the ball of the
foot and offer sufficient traction on the sole to
prevent slipping,

If you prefer walking as vowr aerobic
exetcise, you want lightweight shoes that offer
breathable upper material — cither in leather or
mesh. Walking shoes need to be wide enough to
accommodate ball of vour foot and have a firm
padded heel counter that does not bite into your
heel or touch your anklebone. The best walking
shoe has a low heel close to the ground for

stability. Remember to ger a shoe with good arch
SUPPOTL,

Cycling  shoes  should provide  rigid
support across the arch of your foot to prevent

collapse during pedaling,

For playing tennis, wear shoes that allow
side-to-side sliding.  Proper tennis shoes have a
low-traction sole and a snug fcting heel with
cushioning, You also want shoes with 2 padded
toe box that offers adequate depth to ensure your
roes have plenty of room. A soft-support arch in

tennis shoes is also a must,

What about Equipment?

The following are a few observatons on
equipment for endurance or acrobic exercise:

e A jump

endurance for people who are able to petform

simple rope improves  agrobic
high impact exercise. You should only jump
rope on surfaces that have some give to avoid

joint injury.

e If you are looking for an exercise that burns
calogies, the treadmill has been ranked best,
foliowed by stalr climbers, the rowing

machine, cross-country ski machine, and the

statonary bicvele.,

e BDlliptical trainers may be even better than

treadmills  for elevating  heart rate  and
increasing calorie expenditute and oxygen

conswmption.

Isometric -- Strength or
Resistance Training

Benefits of Isometric Exercise

While
endurance and helps the heart, it does not build

aerobic exercise increases

upper body strength or tone muscles. Isometric,
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or strength-training, exercises provide the

following benefits:

o Builds your muscle strength while burning fat;
o  Helps you maintain bone density;

o  Improves digestion; and

o Appears to lower high-density lpoprotein
(LDL), the so-called “bad” cholesterol levels.

s lsometric exercise is beneficial for everyone,

even people in their 90%s. In fact, strength
training becomes even more important as you
grow older.  This is because after age 30

everyone undergoes a slow  process of

muscular  erosion.  This erosion can be
reduced or even reversed by adding resistance

teaining to an exercise program.
Strength-Training Regimens

Strength  malning involves intense and
short-duration activities. It involves repetitions.
You need to move specific muscles in the same
pattern against a resisting force (such as a weight)
for a preset number of tmes.  To achieve a
balanced excrcise program, it s important to
include 10 to 20 minutes of moedest strength

training two to thiee times a week.

Keep in mind the following guidelines as
vou start an isometric regimen:

» in the beginning, most people can start with
one set of 12 to 15 repetitions per muscle
group. .

s Choose a weight that Is about half of what
would require a maximum effort in oxe
repetition.  In other words, if it would take

maximum effort to do a single repetition with

2 10 Ib dumbbell, than vou would stagt with a

5 1b dumbbell.

¢ Remember to  breathe slowly and

thythmically. Fxhaie as vou begin the

movemens; inhale when you return to your
starting point.

¢ 'The first half of cach repetition typically lasts
two to three seconds.  The reourn to the

otiginal positica lasts four seconds.

An alternagve technique called “super
slow” training sttetches out one repetition to a 14-
second count. This method places far more stress
on the muscle group, so fewer repetitions are
needed. A full week of recovery is required hefore
repeating this workour. The goal Is to initiate
changes in the muscles so that the body continues
to burn calories after the exercise, Some people
report dramatic results from this approach, bat
scientific verification of these anecdotes is not

available.

o Move yous joints thythmically through their
full range of moton duting a repetition and
be certain not 1o “lock” vour joits in place as
you work with weights,

e Tor maximum benefit, wait 48 hours between
workouts for Full muscle recovery.

Strength-Training Equipment

Unlike aerobic exercise, strength training
2lmost always tequires some equipment. Strength-
training equipment does not, however, have to
cost anything. Any heavy object that can be held
in your hand, such as a plastic botde filled with
sand or water, can serve as a weight,  Many
wearable weights are available to help strengthen
and tone your upper body. Dumbbells (ranging in
weight from 1 to 10 Ibs.) and resistance bands, for
example, are inexpensive, portable, and effectve.
You can use ankle weights to strengthen and tone
the muscles in vour lower body. Handgrips
strengthen arms and are good for relieving
tension.  You can mount a pullup bar in a

doorway for chinups and pull-ups.  Remember,
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never purchase or use strength-training equipment
withour instruction from a professional.

Flexibility Training or
Stretching

Flexibility is defined as being able to
move yvour joints freely without restriction or pain
through a wide range of motions. Muscles around
your joints should be strerched regularly. A safe
sttetch is both relaxing and gente.  Move until
you can feel the muscle stretch, holding the
positton approximately 30 seconds; relax and
repeat if necessary. I you experience pain, stop
doing the stretich. Remember 1 use slow, steady
Do
Performing rapid or “ballistic”

controlled  movements. not  bouncel
stretching s
ineffective and can lead to Injury. The muscle
should be warm prior to stretching. The best way
to accomplish this is to stretch following a low
intensity warm up bke jumping jacks or ruaning in

place.
Benefits of Flexibility Training

Flexibility  training  uses  stretching

exercises to achieve the following benefits:

e Flexibility training prevents cramps, stiffness,
and injuties; and allow a wider range of

motion

¢ Certain flexibility practices, such as Yoga and
Tai Chi, also involve meditation and bzeathing
techniques that appear to have many health
and mental benefiis,

e Certain sirerching exercises are patticulatly
beneficial for vour back.

Flexibility Training Regimens

Authorides now recommend perfortning
strerching exercises for 10 to 12 minutes at least

three dmes 2 weck. Here are some general
guidelines for strerching:

#  When strerching, exhale and extend  the
muscles to the point of tension, not pain.
Hold this position 20 to 60 seconds. If you
are a beginner, you may need to start with a 5~
to H-second steetch and then gradually wotk

up to longer times,

e Breathe evenly and constantly while holding
the stretch.

e Inhale when returning to a rclaxed position.
Holdimg your breath causes your muscles o
contract and raises your blood pressure. If
you hold your breath, you defeat the purpose

of stretching.

¢ When doing stretches that involve the back, it
is important to relax vour spine, to keep your
lower back flush with the mat, and o work
ondy the wmwscles required for changing

position, usually your abdomen,

What Effect Does Exercise
Have on Obesity and Weight
Loss?

Exercising helps vou reduce your weight,
maintain welght loss, and can help {ight obesity.
However, the pounds will not melt off magicaliv,
It takes 35 miles of walking or jogging to burn the
calories in one pound of fat! In addition, without
dicting, vou may oaly lose a few pounds with
exercise alone because dense and heavier muscle
mass replaces fat when you exercise. Even if you
do not lose weight, however, remember that a fit
body will look more toned and be healthier.

Here and

observations on excrcise and weight loss:

are SOMme SUggCSﬂ(’)ﬂS

e The treadmill burns the most calories of

standard aerobic machines, Fxercise sessions
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as short as 10 minutes In duration that are
done frequently (about four times a day) may
be the successful for

oSt program

overweight people.

e [Even vigorous workouts do not immediately

burn great numbers of calories. Your
metabolism  remains elevated after exercise;
the more strenuous the exercise, the longer
the metabolism continues to burn calotles
before returning to its restng level. This stare
of elevated metabolism can last for as little as
a few minutes after light exercise, to as long as
several hours after prolonged or heavy

exercise.

e Resistance, or strength, training should be
included in any regimen. If performed two or
three times a week, strength training does 2
great job at replacing fat with muscles.

¢ Tivercise improves your psychological well-
being and replaces those sedentary habits
that usually lead to snacking. Fxercise may
even act as a mild appetite suppressant.
People who cxercise are more apt to Stay on a
diet plan.

e  You need to be aware that as you slirn down,
your initial level of physical activity becomes
casier.  As a result, you burn fewer calorics
per mile of walking or jogging. You may find
that your rate of weight loss slows down after
an initial dramatic head start using diet and

This

discouraging so vou need to be aware of this

exercise  combinations. can be very
and keep adding 1o your daily exercise

regimen.
Warning Note
Because obesity is so often related to
heart and other diseases, if vou are overweight,
vou must discuss an exercise program with your
doctor before starting.

Nutrition, Rest and Sleep

Although
focuses on physical fitness, remember that proper

this chapter of your text
nutridon, as well as adequate amounts of sleep

and rest are essential to vour overall well-being.

Your body requires periods of relaxation
and inactivity in order to recover from exertion
and carty out normal metabolic functions. Even
brief periods, such as 10-minute hourly breaks in a
full day of physical activity, can produce dramatic
resulis  In  terms  of increased performance.
Beyond such rest periods during daily routine,
vour body requires a certain amount of sleep each
night to continue to function effecovely.
Although the amount of sleep an individual
requires varies depending on your work and
exercise oad, cight hours of sleep per day is a
good average to try to meet. Sleep requirements

vary from person to person.

Your body needs essentially theee basic
tvpes of food in addition o various vitamins and
minerals, and adequate fluids. Hach type of food
offers different benefits,  Carbohydrates serve as
vour body’s chemical engine, Pats, which account
for 11 to 18% of a nomal person’s body, serve as
a resetve ehergy source swored within your body
until it is needed. Proteins, which provide amino
acids, serve as the material used for bulding the
cells of vour hody.

The Daily Sixteen

The Daily 16 s a comprehensive warm-
up, cool-down, and conditioning exercise program
employed by the Marines. Command Cards use
the 9 stretching and 7 conditioning exercises as
the Daily 16 however, there are several warm-up
exercises as well.
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Warm-Up Exercises

The warm-up exercises include  the
following:  toe heel rocking, partial squats, butt

kicks, trunk bends, arm circles, prone row, supine
lower body twist, and double wme m place.

The following commands are used with
the warm-up:
Cadets! We will

begin today’s waining session with a warm-up.

“Good morning,

gt N . . Ty 07
Toe-heel rocking, begin.

TOE HEEL ROCKING

TRUNK BENDS

1. Neo cadence or sounding off

2. 10 reps (2 count) or 10 seconds

3. Follow order on caed

4. Perform in a “controlled” mannet
5. Normal breathing

The foliowing graphics provide a model
for you to follow in performing each of the warm-
up exercises:

PARTIAL SQUATS BUTT KICKS
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ABM CIRCLES PRONE ROW {on stomach)

i

COUNT 1 COUNT 2

PR ¥ p: i

COUNT 3 | COUNT 4 (arms/fect on the deck one second)

PRONE BODY TWIST (on back) COUNT 1 COUNT 2

COUNT 3 COUNT 4

A R T AR P T

e s S A
g BTl

S
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DOUBLE TIME IN PLACE upper back, standing quadticeps, calf, hip flexor,
o groin (butterfly), and modified hurdler.

The following commands are used with

the stretching exercises:
1. No cadence or sounding off

2. Hold 10 seconds warm up, 20-30 seconds
for cool down

3. Follow order an card

4. Perform in a “controlled” manner
Str @iCl:ﬂﬁg or Fiexlbﬂ}ty 5. Breath normally; do not hold breath
Exercises

0. Left side first, then “change over”

The nine stretching exercises include the
following: chest, triceps/side, postetior shoulder,

The following geaphics provide a model for you to follow in performing each of the stretching exercises:

AT

POSTERIOR SHOULDER

CHEST STRETCH  TRICEPS/SIDE STRETCH

UPPER BACK STANWNDING QAUDRICEPS STRETCH CALY STRETCH
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e

GROIN STRETCH

MODIFIED HURDLER
The following stretching exercises are supplemental stretches that may be incorporated as part of a physical
fimess training session:

SHOULDER and NECK STRETCH STANDING ITB STRETCH

e

HIP AND BACK STRETCH T.OWER BACK STRETCH

HAMSTRING OPTION
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Directions for hamstting stretch: While Iying on your back, pick up one leg and hold it behind your thigh
while leaving the other on the deck. Straighten the leg you are holding by contracting {squeczing) the
quadriceps muscles. Repeat the movement with your opposite leg.

ABDOMINAL STRETCH (COBRA) The following commands are used with

the Conditioning CXErcises:
1. Cadence from the cadet leader.

2. Repetitions “sound off” from recruits

V)

Follow order on card

4, Perform in a “controlied” manner

E.J‘I

it : : Five, fout-count repetitions
Conditioning Exercises N onat repentons

_ S S 6. Fxhale on positive movemen
The seven conditioning exercises include . Exhale on pos t

side straddle hop, crunches, push-ups, elbow-knee 7. last rep, cadets shout “Matine Corps”
crunches, diamond push-ups, froat lunges, and

side straddle hop.

The following graphics provide a model for you to follow in performing cach of the stretching exercises:

o'

SIDY STRADDLE HOPS
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PUSH-UPS

ELBOW TO KNEE CRUNCHES
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FRONT LUNGES

Conclusion

Physical fitness will make you feel good
about yourself, ensute a healthy bfestyle, and
guarantee your ability to do any task you set or
others set for you. To attain your optimaum level
of physical fitness, you must know which exetcises
o perform on a regular basis, understand what is
meant by physical fitness as a whole. You need to
know the components of physical  fitness:
strength, endurance, agility, and coordination.
Finally, vou also need to understand the stages of
physical fitness and the principles of conditioning.
Get out there and get fitl Start today! 4
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The National Youth Physical Fitness Program

Introduction

The National Youth Physical Freness
Program (YPF) is designed to help voung people
gain both self-respect and self-esteem. The YPE
program encompasses students from kindergarten
and elementary school, through junior and senior
high school to college. The United States Matine
Youth Foundation, Inc., a non-profit corporation,
has funded and administered this fitness program
to all schools and youth groups in America for
more than 35 years.

Students are tested n five basic exerciscs
and are awarded scores that indicate their general
physical fitness. Among its many objectives, the
YPF program provides students the opportunity,
encouragement, and guidance to participate in
competitive physical activities. This program also
provides young people with realisdc challenges
and inspires in youth a lifelong respect for a

healthy body.

The YPF program recomunends thar
students participate in a doctor-approved acrobic
activity at least thice times each week for a
minimum of 20 minutes each time to wmprove
cardiovascular fitness and performance of the five
excrcises. The YPF program recommends that
students be tested three tdmes during the school
yeat.  The first testing should take place near the
beginning of the school year to assess each
person’s level of fitness.  The sccond testing
should be done near the middie of the school vear
to evaluate each smudent’s progress.  The final
testing should be conducted near the end of the
school year, and these scores can then be used w0
determine which students qualify for a Cerrificate
of Athletic Accomplishment.  This schedule
represents  recommendations from  the United
States Martine Youth Foundation. Your instructor
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will determine how best to implement this
program for you and your school.

Five Execrcises

These are the five exercises that make up
the physical fitness test and what each one is
designed to improve in terms of physical firness:

1. Sit-ups: strengthens abdominal muscles;

2. Push-ups: develops upper body strength;
3. Puli-ups: develops upper body strength;
4, Standing long jump: increases leg strength;

5. Shuwle tun:  increases agility, speed and

endurance.

Sit-Ups

You need to take care in performing sit-
ups so that you do not injure vourself. Sit-ups
should be performed on mats such as those used
for tumbling ot wrestling, For the physical fitness
test, you have a dme limit of two minutes to
perform as many sit-ups as you can. It is
impottant to note that you may rest in either the
up or down position as long as you maintain the
correct body position while resting. There are
three positions in which vou can perform the sit-
ups.  Your instructor will determine which of
these positions is most appropriate for you,

Full Exercise:

e Position: Lie on yowr back with vour legs
bent and your feet on the mat. Your thighs
form a 45-degree angle with the ground.
Place your hands behind vour head with your
fingers interlocked and touching the mat. A
pariner ot an official counter holds vour feet

in place.

e Execution: Situp, bending forward untl your
forchead is directy above or in front of your
knees.  Be certain you keep your elbows

outside of your knees. Now return o the

starting position, mzking sere that your
lnuckles or the backs of your hands touch the

mat before you begin the next repetition.

Modification #1:

s  Position:

Lie on your back with your legs

bent, vour shoulders flat on the mat, your
head raised, and your feet on the mat. Fold
your hands across your chest. Again, as in the
full exetcise, your partner or an official
counter holds your feet in place.

o  Hxecution: Sit up, bending forward untl your
forchead s directly in front of your knees.
Your arms remain folded across your chest,
Return to the starting position, making sure
that vour shoulders touch the mat before vou
begin the next repetition.
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Modification #2:

e Position: Sit on the mat with vour legs bent
and vour feet flat on the mat Your thighs
form a 45-degree angle with the ground. Rest
vour weight on vour cbows and vour
forearms, and place vour thumbs on your
groin.  Again, as in the full exercise, your

patiner or an official counter holds your feet

in place.

e Fxecution: Sit up, bending forward until vour
forehead is directly in front of vour knees.
Rewin to the starting position, making sure
that your elbows and forearms are flat on the
mat before you begin the next repetition.

The following chart provides the age,
number of repetitions, and points awarded for the
nurmnber of sit-ups completed within the two-
minute time Imit.

Sit-Ups
Age Age Age Ags
Reps | 14 | 418 | . 18 AT
P 1 - - -
9| 4 2 - .
42 7 5 3 2
45 | 10 8 8 5
18 | 13 11 g 8
21 16 14 12 11
24 19 17 15 14
.27 22 21 18 17
@ | 25 23 21 20

33 - 28 26 24 23
3§ 31 29 27 26
3 | 34 32 30 29
42 | 37 35 33 32
48 40 38 36 35
48 | 43 41 39 38
54 | 49 47 45 44
.60 ] 55 53 51 50
88 | 61 59 57 56
L7 67 65 83 82
15 0| 70 68 66 65
80 | 75 74 71 70
g8 82 80 77 76
et | e 88 84 82
85 | 100 96 92 90
400 -] 100 100 100 100

Push-Ups

Everyone seems to groan when push-ups
ate mentioned, but if vou perform them correctly
and gradually work up to an acceptable number of
repetiions, you will find that they are well worth
doing, Push-ups, done correctdy, develop your
upper body strength. There are three positions in
which you can pesform the push-ups.  Your
instructor will determine which of these positions

is most appropriate for you,

Push-ups should be performed on mats
such as those used for tumbling or wrestling. Tor
the physical fitness test, you have a time limitc of
two minutes to perform as many push-ups as you
can. It is important to note that no rest pausc is
permitied when vou are performing push-ups.
The exercise must be completed in a continuous
motion.
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Full Exercise:

3 o
T B

LT - !
B gy TR, B

Position: Place your hands, paims down, on
the mat with vour thumbs directly under vour
shoulders. Hold your body in a straight line
from your shoulders to your teet with no part
of vour body touching the mat.  Lock vour
elbows with your arms forming a straight line
from your shoulders to your wiists. Your feet
mav be no more than one foot apart. The
official counter lies face down on the mat
opposite vou, placing his or her hand palm

down under your chest.

Fxecution: Lower yvour body by bending your
elbows and bringing vour torso downward
antil your chest touches the back of the
counter’s hand.  Your body mus: mainiain a
straight line from your shoulders to your feet.
You then retugn to the starting position,
akways maintaining vowr body in a straight
line. Your elbows lock straight before you
begin your next repetition.

Maodification 1:

Posifion:  Hxtead vout arms to their full
length with vour hands and fingers poindng
forward on the ground just under and slightly
outside of your shoulders. Bend vour knees at
right angles to your body. Your body should
be extended in a swaight line. Your hands
and knees support your weight, The counter
lies face down on the mat opposite vou,
placing his or her hand down under your
chest,

Iixecudon: You must keep your body tense
and straight, bend your elbows and touch
vour chest to the back of the counter’s hand.
Your feect remain in the air and vour knees
temain at right angles to your body, Return
by pushing vour body back to its orjginal
position so that our cbows lock straight
before you begin your next repetition.

Modification Z:
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e Position: Srand with vour feet together one
arm’s length from the wall. Place your hands
flac on the wall approximately one body width

apart, keeping your arms straight.

e [Dxecuron: Bending vour elbows, lean your
body into the wall until your forchead touches
the wall. Push your body back until your

arms ate straight. Repeat the exercise as many

tires as possible,

The following chart provides the age,
number of repetitions and points awarded for the
numbet of push-ups completed within the two-

minute gme limit.

Push-Ups

Age Age Age Age
Reps | & 14 15 7 16 17+
2 2 2 2 2

4 4 4 4 4

6 6 &
3 8 8 8

10 12 10 10 10
1z 16 12 12 12
14 | 20 14 14 14
6. | 24 16 16 16
LT 28 20 20 18
20 32 24 24 20
22 36 28 28 24
24 40 32 32 28
26 44 36 36 32
285 48 40 40 36
30 | 50 44 44 40
32 56 52 48 44
" 35 64 58 54 50
38 76 88 50 56
4D 84 78 68 60
42 .| 92 84 76 68

44. 100 92 84 76
45 “ 100 92 84
8 | - - 100 92
50, - - " 100
54 : ‘ ‘ .

R : . .

e : : :

Pull-Ups

Like push-ups, pull-ups develop vour
upper body strength.  And like push-up and sit-
ups, there are three positions i which you can
pesform pullups, Your instructor will determine
which of these positions is most appropriate for
voul You will need pull-up bass, approximately 1
Y5 outside diameter. There is no time limit for
this event and you are permitted to rest, but in the
down position only.

Full Exercise:

¢ Position: Hang from the bar with your palimg
away from your body, vour thumbs curled

under and atound the bar. Your arms and
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legs must be completely extended with your
feet off the floor. You may cross your ankles
to keep vour legs together.

Execution: Pull your body straight up, placing
vour chin over the bar. Now, return to the
arms  fully

starting  position  with  your

extended.

Modification 1:

Position: Adjusi the height of the bar to the
Jevel of our chest. Grasp the bar with your
palms facing out. Extend your legs under the
bar, keeping vour body and your knees
straight. Be sure vour heels are on the floor,
Fully extend your arms so they form a 90-
degree angle with the line of your body. A
partaer braces vour heels to prevent you from
slipping.

Execution: Pull vour body up with your arms
undl your chest touches the bar. Lower your
body until your cibows are fully extended.
Repeat the exercise as many times as you can.

Modification 2: Flexed Arm Hang

Position: Grasp the bar with vour palms
facing your body. Your partner lifts you into
place until your chest touches the bar.

Tixecution: Hold your body straight with your
chin above the bar as long as possible, When
your chin is no longer above the bar, time is
called.

The following chare provides the age,

number of repetitions and poiars awarded for the
aumbet of pudl-ups completed.

Pull-Ups

Age Age Age Age

Reps 14 | 45 46 1 AT
I 8 5 5 5
- 12 10 10 10
3 18 15 15 15
4 24 20 20 20
5. 30 25 25 25
§ | 36 30 30 30
7 42 35 35 35
8 48 40 40 40
‘g | 54 45 45 45
T T 50 50 50
R L I 1 55 55 55
~42 0 72 80 50 60
430 | 8D 55 65 65
44 | 86 70 70 70
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© 45 g2 75 75 75
147 100 90 85 85
20 100 100 100 100

The following chart provides the age,
number of repetitions aad points awarded for the
number of Flexed Arm THangs completed.

Flexed Arm Hang
Secaﬁc}s P_oiﬁts : : Secands Pbiﬁi’s - Seconds 'P_oin_ts Seconds i’oims

70 100 | | 52 | _ 34 3 - 17 17
69 98 S 62 33 33 0 16 16
68 96 ' 50 60 N 32 32 | 15 15
57 | 94 49 58 : 31 31 - 14 14
66 92 48 56 " 30 30 | 13 13
65 90 | 47 34 29 29 : 12 12
64 88 46 52 | 28 28 11 11
63 86 | 45 51 27 27 | 10 10
62 84 | | 44 43 26 26 ) 9 9
61 82 o 43 46 25 33 8 8
60 s | 42 44 _ 24 24 7 7
59 78 41 a2 | 23 23 6 6
58 76 40 40 22 22 5 5
57 74| 39 39 | 21 21 4 4
56 72 38 38 20 20 3 3
55 00| 37 3o 19 19 2 2
54 68 36 36 18 18 1 |
53 66 _ 35 35
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Standing Long Jump
The standing long jump should be

performed on any surface where you can jump
into 2 soft area. Your make-off line must be clearly
matked and a tape measure is required to measure
the distance you jump. For the physical fitness
test, vou have a tme lmit of three minutes to
complete 3 jumps.

Only the best of three jumps will be
recorded  for scoring purposes. You must
complete your three jumps within three minures.
Your jump is measured from the take-off line to
the nearest point of contact on your landing
Stepping over the line and continuing the jump is
considered a foul and counts as an attempt. Your
foul jumps are not measured. Talling or stepping
backward after your landing results in a
measurement to that point of contact rather than

where your fect first touched.

e Position: To complete a standing long jamp,
stand with vour feet comfortably apart, vour
toes just behind an established take-off line,
Flex your knees and then swing your arms
forward and backward to build momentum
for your jump.

e Fixecudon: Jump forward as far as possible,

Your landing can be on one or both feet

The following chart provides the age, the
measure of feet and inches achieved in performing
a long jump, and the points awarded each

measurement.

Age Age Age Age
Bt ] 14 ] 45 b e | ATe
& | 8" - . - .
& 1107 2 -
5 | 4 8 -
5 | 2v 10
5 | 4" 14 8 2
5 | 6" 18 12 8
5 | 8" 22 186 10 4
5 40" 26 20 14 8
& | o 30 24 18 12
& | 27 36 28 22 18
& | 4 42 33 26 20
g | 6" 48 39 30 24
8 | 8" 54 45 36 28
& [ 10" &0 51 42 33
i 85 57 48 39
7|2 76 B4 54 45
7|5 as 76 64 54
7 | & | 100 88 76 G4
7 | 1" ‘ 100 88 76
g | 2v . ¢ 160 88
g | 5 ‘ “ « 100
8 | 8 ‘ “ ' :
9 | o . : : .
o | 4 ‘ « “ “
9 | 8 : . “ ‘
@ | 107 - “ . “

Shutte Run

The shuttle run is 300 yards m length.
Placing two pyvlons 60 yards apart sets up a

bl

“course,” which must be level. To perform this

event, you need stop watches to ume the event
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and statring pistols to properly start the shuttle

an.

You must run the event contauously
without stopping. If you fail to complete the run,
you receive no points. I you knock over a pylon
while making 2 turn, you must eturn it to the
upright position before completing your event. I
adequate equipment and timers are available, more
than one person may ran the event at a tme.

o Position:
distance type start or a crouched sprinters
start. No part of your body may extend over

You may use either a standing

the starting line and no device such as starting
blocks or depzessions may be used to assist
Fou.
e FExecution:  You must run the 60-yard
distance five times, making a complete turn
around cach marker. On your fifth leg of the
run, your total elapsed nme is clocked and

recorded as you cross past the pylon.

The following chart provides the age, the
clapsed time run in the shuttle run event, and the
points awarded each ¢lapsed time.

Age Age Age Age
Min | Sec.| 14 | 15 1 16 17+
1 40 - - - -
1 38 - - - -
1 36 2 - - -
1 34 4 - - -
1 32 8 2 - -
i 30 8 4 2
1 28 10 6 4 2
1 26 12 8 6 4
1 24 14 10 8 6
1 22 18 12 10 8
1 20 22 14 12 10
1 18 26 18 14 12
1 18 30 22 18 14

1 14 34 26 22 18
1 12 38 30 26 22
1 10 44 34 30 26
1 08 50 38 34 30
1 06 56 44 38 34
1 04 62 50 44 38
1 (174 68 56 50 44
L 0o 78 62 56 50
58 84 6e 62 56
56 92 76 68 62
&4 100 84 76 68
52 ! 92 84 76
5¢ ) 100 92 84
48 * 3 100 92
46 * * 100
44 ) “ * "

How to Earn a Certificate of
Athletic Accomplishment

Certificates of Athletic Accomplishment
are awarded vearly by the United States Marines
Youth Foundation, Inc. A stadent must carn a
composite score of 250 points or more (for both
boys and girls) to be considered eligible to receive
a Certificate  of Athlec  Accomplishment
Composite scores are determined by adding up
the scotes from ail five exercises. Any student
who participates throughout the school vear, but
does not reach this score, s eligibie to receive a
Certificate of Participadon. Your instructor can
the

completed in March or April by mail or telephone

order certificates  when final testing s

at the foliowing address:

United States Marines Youth Foundation, Inc.
8626 Lee Hwy

Fatrfax, VA 22031

Phone: (703) 207-9690

Fax: (703} 207-9692

Website: waw.marinevouthfoundation.org
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Certificates are not awarded according to
age or grade level. The first time a student passes
the test, he or she is awarded the Firse Ceruficate
of Athletic Accomplishment.  The second ume
that same student passes the test, he or she is
awarded the Second Certificate of Athletic
Accomplishment. Only one certificate per student
pert vear is awarded.

Conclusion

How well you perform on these fve basic
exercises indicates vour general physical fitness.
This  program presents  you with realistic
chailenges and hopefully inspires you to maintain
a lifelong respect for a healthy body. Recognize
the importance of exercise to vour physical and
mental health, and strive to achieve your best
scores each time you take the Youth Physical
Fitness test. <
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Personal Hygiene

Introduction

Hygiene is the study and observance of

health rules. Rules such as hand washing, bathing,
and the avoidance of cating uncooked meat have
been practiced since ancient times and are critical
to the maintenance of personal and public health.

Hygiene begins the moment we get up.
As soon as we begin our day, we begin o take
care of our bodies. We use water, soap, and a
washcloth to wash our faces. If necessary, we
shampoo our hair, and shave. We brush our
teeth, hopefully {loss, and use mouthwash. We
use a deodorant or antiperspirant.  We may use
talcum  powder, or perhaps anti-fungal foot
powder. We put on clean clothes — especially
clean socks. We wash our hands, not just at the
beginning of our day, but ideally 10 or 15 times a
day.

We may or may not do some or all of
these things daily. Why are thesc practices so
important to our physical and emotional well-
being? We can start to answer that question by
looking first at our skin.

Your Skin

Skin is the largest organ in the body, both
by weight and surface area. In adulrs, the weight
of your skin accounts for about 16% of your toral
body weight. Notmally, the skin separates you and
your critical organs, blood wvessels, nerves, etc.
from the external environment. However, skin
diseases and infections can compromise that
barrier. Infections and diseases also affect your
nails and hair.

The skin serves rmany purposes:

& It serves as a batrier to the environment, and
some glands (sebaceous),
@& It acts as a channel for communication to the

outside world.

e It protects us from water loss, friction

wounds, and impact wounds.
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o It uses specialized pigment cells to protect us
from ultraviclet rays of the sun.

e It produces vitamin D in the epidermal layer,

when it is exposed to the sun’s rays.

e Tt helps regulate body temperature through
sweat glands.

& It helps regulate metabolism.

& It has aesthetic and beauty qualities.

General Personal Hygiene

All areas of the skin and mucous
membranes such as the mouth and nose are
colonized with microorganisms. Although not
harmiul under “normal” conditions to the carrier,
" microogganisms  can  produce  infection  if
transferred to other areas of the body, eg., the
urinary tract, or if transferred to another person.
Regular bathing or showering and good general
personal hygiene can reduce the tisks of self- as

well a5 cross-infection.

Bathing or Showering

Bathing or commonly

showering s
viewed in our sociery as a source of relaxation o
sejuvenation. There are all kinds and varieties of
products available to us to make bathing a great
pleasure — bath oils, gels, salts, cleansing liquids,
and bubble baths, Many of these come in 2 wide
variety of scents. Many people also choose
hathtubs that circulate or bubble the water,
providing therapcude as  well a5  emotional
benefits. However, the main reasons for bathing
or showeting are to remove dirt, dead skin cells,
microotganisms, and body odor. In the ULS,, most
people bathe daily, however this is not the case in

certain cultutes.

When to Bathe?

This question particulasly interests young
women and gitls, but it is just as important for
young men and bovs. It would be better to bathe
every day. There are a number of good reasons for
bathing. Cold water is useful for improving blood
in oug and warm  water

circulation organs,

encourages the pores in the skin to open,

Is it best to bathe in a tub or under a
shower?  This is probably a personal preference,
but vou should consider that bathing under a
shower 1s probably the best choice because
flowing wates not only assists us in the process of
bathing, but also offers the benefits ro our blood
pressure, our nerves, and seems 0 remove some

of the feeling of tiredness.

Soap

Soap making i an ancient art. Some
recipes date back to some 6,000 years ago. Eatly
soaps were a luxury item and although they were
adequate cleansers and fully biodegradable, they
were not very skin-friendly.  Today’s soaps are
mich easier on your skin.

Regular soap is generally fine for everyday
bathing. Bathing with an antimicrobial soap
decreases the rate of skin infections, It is a good
idea to use it when infections are likely to occat.
Washing your haads with an antibacterial soap
may decrease the transmission of infectious agents
Antibacterial soap is 2 good choice for use before
and after eating, using the bathroom, or doing
dirty work such as gardening. If you work in food
service, you will he required to use an antibacterial
soap on the job.

Mildness, biodegradability, low toxicity,
cleansing ability, emulsification, moistutization,
skin appearance, and feel and tubrdcation are all
mmportant  aspects of how a soap performs.
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Sweating

Your body constantly produces heat
bhecause of the chernical reactions necessary to
metabolism.  Perspitation or sweating 1s the
body’s way to deal with the heat generated from
cxercise or heat in the environment. As water
evaporates on the surface of the skin, heat is lost
to the environment. Body water is routinely lost
via perspiration and by the humidification of the
air that enters and leaves the lungs.

The average adult loses about 0.7 liters of
sweat per day but sweat losses can be as much as
2.5 liters per hout, for example, after exercising.
Water must be replaced to maintain the necessary
fiuid balance in your body. Water imbalances of
only 1-2% can lead to illness or even death. The
general guideline for the amount of water you
should drink each day is eight glasses. People who
engage in strenuous exercise or work outside in
hot climates; have a fever, diacrhea, excessive
urine losses, or are vornitng: those on high
protein diets or taking diuretics, all have increased
fluid needs. These people need to drink more
than eight glasses a day to compensate for this loss
of fluid.

Body CGdor

Body odor is commonly cansed by a

combination of perspiraton  and  bacteria.
Armpits, groin, and feet are the main sites from
which bad body odor originates. Hating certain
foods can alsc cause body odor. Spices such as
gatlic, cumin, and curry tend to linger in
excretions and secretions of the body after eating

these spices.

The skin produces an oily substance
called sebum that helps protect the skin from the
environment. This oil traps dirt, dust, dead cells,
and the odor-causing substances created by the

action of bacteria on perspiration.  Soap helps
dissolve and remove this oily debris from the skin,

which can then be washed away.

Since it is necessary to remove the

protective sebum during bathing to remove the
dirt,
complain of dry skin, irritation, ot itching after a

dust and dead skin cells, some people

bath. Using creams or lotions can help add back
moisture to the skin after a bath or shower,

Deodorants and
Antiperspirants

A deodorant is an agent that covers or
absarbs bad odors without limiting perspiration.
that  inhibit
perspiration cither by reducing pore size or by

Antiperspirants  are  substances
clogging pores to retard perspiraton.  Aluminam
chlorohydrate (ot detivatives of this compound) is
the

antipetspirants and  deodorants.  Cyclodextrins,

most  common  compound  used  in
baking soda, or talc may be included in an
antipetspirant or a deodorant 1o absoth molsture

and odot.
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Be aware, however, that deodorants and
antiperspirants  may contain  antibiotics  and
preservatives that can cause skin irritation. Avoid
applying deodorants and antiperspirants to broken
or irritated skin.

Personal Hygiene Materials

Materials such as bath sponges, nail
brushes, toothbrushes, and towels used for
personal hygiene can become contaminated and
can act as spreaders of infection if not correctly
maintained. You should follow these suggestions:

o  Washcloths, bath sponges, nail brushes, and
toothbrushes should be thoroughly  rinsed
under running water after use and then dried

as rapidly as possible.

¢ Ifwashcloths or other items are left in a damp
condition, contamination will rapidly multiply.

e Face cloths and sponges should be regularly

laundered.

Hand Hygiene

‘As every doctor, nurse, and health-care
wotker will tell vou, a great deal of nfection and
sickness can be prevented by not spreading germs
in the first place. Because it is so easy to transmit
infection via your hands, it is extremely important
to be aware of the fact that swy item, surface, or
obiect (including human skin) touched by the
hands after contact with 4 contaminated source
will be contaminated with microorganisms from

that source.

The major contamination sources include
such things as raw food, pets, soiled diapers,
contaminated surfaces, and reservolr sites such as
toilets, sneezing, coughing, and transfer of nasal
secretions to the hands. Thoroughly washing your
hands with soap and running water can effectively

remove this mictobial contamination picked up
onto the hands by conmcr with a contaminared

SOUECE.
Hands should be swashed:

s Before handling food.

»  Before eating.

s After using the oilet,

o After handling pets, pet cages, pet feeding
utensils, or other pet objects.

¢ After coming into conract with body fluids,
such as nasal secretions, saliva, vomit, ctc., or
after changing a baby’s diapers.

e Whenever hands are visibly dirty.

¢ Before giving or applving medication to
yourself or another person.

#  Before applying contact lenses.

Most experts say effective hand washing
should last 10 to 15 seconds. 1f that sounds shory,
count the seconds you spend washing and vou will
see that cven the 10-sccond minimum feels like an
eternity. Tt takes time to clean all the nooks and
cransics, including the palims, spaces between the
fingers, backs of the hands, and especially in and

around the ﬁzlgerﬂaﬂs.

Instructions for Effective Hand
Washing

The following mstructions provide an
effective method for hand washing,

¢ Use warm ruaning water and preferably 2
liguid soap.

s Apply a small quantity of soap to your hands,

+ Rub your hands together vigorously and be
sure you apply soap and water to all surfaces
of your hands.
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o Be sure to scrub between your fingers, under
your fingernails, and around the tops and

palms of your hands.
s Rinse vour hands under running water.
e Dry vour hands with a clean towel.

e Turn the tap off. If possible, do not touch the
fap directly with your washed hands to avoid
possible recontamination.

Suggested Sequence for Hand
Was%sing

e Palm to palm;
»  With the palm over the back of the hand;
e Palm to palm with fingers interlaced;

e The back of the fingers with the opposing
palm;

s Rotational rubbing of the thumbs in the palm
of the hand;

s Rotational mbbing of fingers in the palm.

Fingernails and Toenails

Nails are important and useful parts of
vour body. They provide protection and suppott

to the ends of your fingers and toes, heighten your

sense of touch, and make it easier for you o
handle small objects. Nails also work great for

taking carc of that stch!

Cutting and cleaning nails properly can
help avoid some nail problems. Be gentle when
vou clean underncath your nails in order to avoid
breaking the protective seal underneath the nail
plate called the hyponychium.
smooth
fingernails weekly. Your roenails grow slower, they

Keep your nals

and propesly frimmed. Trim  your
do not need 1o be timmed as often. Typically,

vou should trim your toenails about once a month,

Use sharp manicure scissors or clippers to
trim nails, and an emery board to smooth the
edges. Generally, nails are softer and easier to trim
after bathing; this is a good dme to do your nail
care. Trim your fingetnails with a slightly rounded
edge. Your toenails should be tmmmed straight
across. Avoid cutting your toenails oo short to

reduce the chance of developing ingrown tocnadls.

Nail polish may coat and protect your
nails stightly, but try to use nail care products only
on occasion. Especially avoid using nail polish
removet, which can weaken and dry vour nails.
Using nail streagtheners can discolor or break
vour nails and artificial nais may produce
reactions under the nail There is no scientific
evidence that gelatin, caleium, or nutritional
supplements will improve your nails if your

general diet is good.

Do not trm your cuticles or use cuticle
temovers. Cuticle removers are cotrosive and may
damage the skin around the nail. Frimming the
cuticle results in damage to the skin at the base of
the nail and allows an entry point for fung - and
bacteria — that can result in infection.

Nails that are brle and crack or splic
casily can result from excessive wetting and drying
of the nails. To aveid this, use a moisturizer on
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your hands, and especially the nails themselves,
frequently. Nail polish can also be good for brittie
nails since it protects them from water exposure.
However, nail polish remover can be very harsh
on the nails since it dries them out. It is a good
idea not to remove and reapply nail polish

frequently.

Fingernail and toenmil  damage or
deformitdes can cause some people pain and
embarrassment. Some symproms may also be a
sign of systemic diseases such as anemia and long-
standing infections, Trouble signs to look for are
nails that are discolored, thickened or become
detached from the skin, Being aware of changes
in your nails and seeking advice from your doctor
can help determine how to correct the situation.
If yout fingernails or toenails look different, talk

to yout primary care doctor or a dermatologist,

Shampoos

Shampoos are designed 1o clean your hair
and vour scalp. They contain surfactants, or
detergents, that lift dirt and oil off the hair so they
can be rinsed away. Most shampoos clean your
hair very well. Where they differ 1s how your har
feels afterward, Some surfactants are stronger than
others, and might strip away too much of vour
natural oils, Most shampoos also contain a bit of
conditioner, which can make a difference in how
your hait feels afterward.

Key Features of Shampoo

Deciding which shampoo is right for you
is probably a matter of twial and crror. Most
shampoos today fall into one of 2 few categories;
figure out which category saits your head, then try
a few different products.

Clarifving shampoos contaln heavy-duty
surfactants. Some are wo strong for daily use.
They ate usually intended to be used once or twice
& week to deep clean hair and remove the “gunky”

build-up of conditioners, sprays, and gels.

Bodybuiding or volumizing shampoos
promise o add body to lmp hair. They often

contain proteins that bond to hair and “pump it
an

up.
Moistutizing the Dbest
choice for dry, fivaway hair. They can cut down

shampoos  are

on statc, make split ends look better (by gluing
them together with proteins), and add moisture to

vour hair to keep it from getring too dry.

Revitalizing or replenishing shampoos are
made for color-treated, permed, and damaged
hair. Some shampoos can be too harsh on treated
hair; so revitalizing shampoos often use a gentler
cleanser, and have ingredients that protect color
from fading or help to repair split ends and other
damage,

Dandruff shampoos contain medication
that loosens and rinses away those annoving
Hlakes. Some anti-dandruff shampoos need a few
minutes so be sure to leave it on Jong encugh to
do its job.

Two-in-one shampoos with conditioner
save time in the shower by giving vou both

products in one bottle. Unfortunately, these

products may leave vour hair  fecling less

conditioned than if you had used a separate
canditioner.

04



V.S, MagrINE CORPS,

TROTC

Category 3 —Personal Growih and Responsibility
Skili 2 — Health, Hygiene and Nutrition

Swimmer’s shampoos remove chiorine
and other minerals that can build up on your hair
in the pool and canse damage, discoloration, and

even a funny odor.

Conditioners

Conditioners use different inpredients to
make your hait more manageable. Most contain
compounds that reduce the static charge on your
hair. Other ingredients, such as balsam and
silicones, coat the hair to provide a protective
coating and smooth out the frayed cuticles. Waxes
can provide increased volume, and oils provide

extra sheen.

Shaving Cream

Shaving cream softens body hair and skin,
reduces razor friction on the skin during shaving,
and helps preveat razor cuts and freaton.
Whatever your skin type or shaving style, there is 2
shaving cream for you.

How to Choose a Shaving Cream

Most shaving creams include a mixture of

ingredients  known  as  moisturizers  and
protectants. These ingtedients work by attracting
and keeping moisture in your skin, which makes
for a softer, smoother shave, Aloe, an ingredient
often found 1n shaving creams for sensitive skin, is
a moistutizer. Stearic acid, another ingredient
shaving creams, is

common  in a softenng

protectand,

Finding the right shaving cream is a
matter of trial and error and personal preference.
Aside from men’s and women’s shaving creams,

these are among your optons;

@ Soap-based shaving creams cxpelled from
aerosol cans spout out rich, thick foam for a

clean, close, comfortable shave. Some foam
shaving creams use moisturizers 1o soften the
hair further.

¢ (el emerges from the can in a liqud form,
but turns into lather once you rub it onto your
skin. Thicker and richer than shaving cream,
gels offer increased protection against nicks
and cuts with 2 blend of skin conditioners,
protectants, and Jubricants.

¢ Brushiess shaving creams resemble shaving
cream in a toothpaste tube. They are called
brushiess because you can work them into a
lather using vour hands as opposed to a

shaving brush.

#  Shaving powder is actually misnamed because
it removes hair without shaving. The powders
are depilatories that dissolve hairs just below
the skin’s surface, allowing them to be wiped
away. Shaving powder is recommended for
people who suffer from razor bumps caused
by traditional shaving methods.

How to Use Shaving Cream

& Before you begin to shave, wash the area with
hot water and enough soap to get your skin
clean. Then use a warm washcloth to remove
excess oil and soften up the hair.

& Use a clean, sharp razor and a dollop of
shaving cream about the size of a cherry
tomato.

e Shave the casicst areas fisst. The longer the
tough-hair areas have to absorb warer, the
softer the hair will be when it is fime to shave,

¢ Shave in the direction the hair grows. Take
vour time and shave carefully over sensitive
areas. For a supes-close shave, carefully shave
against the grain.
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® Appling an aftershave can soothe sensidve
areas. You may also want t0 use & moisturizer

bhetween shaves.

Oral Hygiene

Oral the
preventing cavities, gingivitis, periodontitis, and

hygiene s best means of
other dental disorders. It also helps prevent bad
breath or halitosis. Cral hygienc is necessary to
keep your teeth and mouth in good condition.
Healthy teeth have fewer cavities, are clean and
have minimal, of no plaque deposiis.  Healthy
gums are pink and firm.

Oral hygiene consists of both personal

and professional care.

Personal Care

Carefully brushing and flossing your teeth
helps to prevent build-up of plague and calculus
or tartar. Brush your teeth at least rwice daily and
floss at least once each day. For some people,
brushing and flessing may be recommended after
every meal and at bedidme. Consult your dentist or
dental hvgienist if vou need nstruction o
demonstration of proper brushing and flossing

techaiques.

Your dentist or dental hygienist may
recommend fluoride conmining or ant-plaque
(“tartar control”) toothpastes or mouthwashes.

Dentures, retainers, and other appliances
must be kept extremely clean. This includes
regular brushing and may include soaking them in

2 cleansing solution,

Professional Care

Regular rooth cleaning by vour dentist or
dental hyglenist Is important to remove plaque
that may develop even with careful brushing and
flossing. Professional cleaning includes scaling and

polbishing to loosen and remove deposits from
vour teeth that remain after normal brushing and
flossing. Many dentists recommend having your
teeth professionally cleaned at least every 6 to 12
months. You shouid have a routine examination
of vour teeth ar least every vear. Often an exam
includes dental X-rays.

Good oral hygiene prevents snd s vital 1o
the treatment of many dental and oral disorders.
Good oral hvgiene resuits in healthy teeth and
mouth,  Usually there are no complications;

hO\VCV(T T, ()Vﬁiﬂ‘\" Vig(')r()u.s ot iﬂlpr( )PCI’},}T
performed brushing and flossing may result in

injury to the gingival or gums,

Call your dentist or denial hvglenist if vou
are unsute of how to propetly brush or floss vour
reeth or to schedule a routineg dental cleaning and

CXATTL,

Brushing Your Teeth

Tt is extremely important that you brush
after every meal to prevent the build up of plaque.
Plaque is a sticky bacterial subsrance that forms on
vour teeth, Plaque mixes with the supars inside
vour mouth, forming strong acids that hasten

tooth decay.
teeth  are

When
brashed, plaque builds up on the surfaces of the

your not  propetly
teeth and frritates your gums, If this condition is
left untreated, vour gums will respond by pulling
away from the teeth leaving pockets that contain
bacteria and pus that rritate and destroy the bone
that holds the teeth in place.

Fventually, the bone loss can become
severe and the bones will no longer support the
teeth. Tooth decay and gum disease are easily
brushing, flossing,

preventable by proper

nutrition, and visiting your dentist once every six
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moenths  for 2 professional  cleaning  and
examimation,
The American  Denml  Association

suggests these steps for home dencal hyvgiene:

& Place the head of the wothbrush against your
teeth, with the bristle dps angled against the

gum line at a 45-degree angle.

o Move the brush back and forth with a shorr
(half a tooth wide)
scrubbing mouon. Brush the outer surfaces of

sttoke I a2 genile

each tooth, upper and lower, keeping the
bristles angled against the gum line.

e Using the same moton, brush the inside

surfaces of your tecth.

® Scrab chewing surfaces of all teeth, using a
light pressure and ledting the bidsdes reach
into the grooves of your weeth.

¢ Toclean the inside of vour front teeth, tilt the
brush vertically and make several gentle up-
and-down strokes with the “toe” (the front
part) of the brosh over the teeth and gum

tissue of your upper and lower jaws.

@ Brush your tongue to freshen vour breath.

Toothbrushes

Did you know that the ancient Chinese
get credit for the first toothbrush, made of hog
hair bristies attached o 2 barmboo handle? Today,
there are lterally huendreds of varieties to choose
All toothbrushes
have the same purpose - to remove plaque from

from -- none with hog hait!

the surface of your teeth, preventing tooth decay
and gum disease and keeping vour smile bright.

Most of us still use manual roothbrushes
with nylon bristles and a plastic handle, bt
electric models, with brush heads that rotate
several thousand times a minute, are increasing in

popalarity. Whichever type of toothbrush vou
prefer, remember to brush at least twice daily for
two to three minutes.

How to Choose a Toothbrush

The best toothbrush is the one you like
best, so that you will be inclined to use it regularly,
some key features to consider as you make vour
choice are bristles, head size, handle shape, and
whether to use a manual or an clectric roothbrush.

Bristles

Bristles can range from extra-soft to soft,
medium, or firm. Softer is betier: Rigorous
brushing with firm bristles can damage your gums.
If vour gums are especially sensitive, use z
toothbrush with exera-soft bristles,

Most manufacturers use polished nylon
bristles, which can be rounded and softened.
Narural bristle brushes are also available, though
most dentists do not recommend them. They
tend to retain more oral bacteria than synthetic
bristle toothbrushes do.

Whether vour toothbrush has two, three,
or four rows of bristles, most toothbrushes now
feature rippled brisde lengths for deep, berween-
teeth cleaning. Longer outer bristles remove
plaque along vour gum line. Shorter inner bristles
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sweep away plaque and debds, and more rows
mazke a more efficient toothbrush.

Some “smart” toothbrushes like Cral-B
have blue indicator dye on their bristles. When the
dye wears off, i is tme to replace your

toothbrush.

Head size

Your toothbrush head should fit into
vour mouth easily to reach your back teeth.
Luckily, there is 2 head size for every mouth.
Compact brushes arc built for teens and for
women with smzll mouths, Full brushes suit adults

with average-size to large mouths.

Handle shape

Straight brushes are the norm, but other
shapes promise better flexibility and reach. A
rapered shape can be easily maneuvered to reach
vour back molars. Angled handles can improve

your reach.

Fleciric toothbrushes

Flectric toathbrushes use small motars to
rotate bristle hesds thousands of dmes faster than

is humanly possible.

Whether electric toothbrushes clean berter
than gegular manual brushing is a subject of
dispute. Consider the tollowing:

®  An electric brush is a good choice for people

who have poot manual dexterity.

@ Electric toothbrushes

replacement heads and batteries every few

can  requite  new

months.

® For effectivencss, the key is how long you
brush, not how fast. If you use an eleciric
brush, you will still need to brush for two to
three minutes twice each day.

Toothpaste

Not too long ago all anyone expected
from toothpaste was minty-fresh breath. These
days, however, vou will find all kinds of other
benefits as well. Carrent toothpastes can help keep
yvour mouth healthy by fightiag tartar, attacking
plague, and even wiping out the bacteria that can
cause gum disease.

There are literally dozens of brands o
choose from. But do not feel overwhelmed;
dentists sav it Is hard to make a wrong choice.
Most toothpastes, used regularly for two minutes
twice a day, get «dd of plaque and mild stains and
get tluoride to teeth to help fight cavities.

Here is a guide to some of the key
ingredients and features available m different types
of toothpastes.

Key Features of Toothpaste

Fluotide:

This is the key ingredient in toothpaste.
Available in most brands since the 1960s, fluoride
fights cavities by hardening the outer enamel
surface of your teeth, making them less
susceptible to decay. Once decay is present,
however, do not count on fluoride to reverse the
damage. By that dme, it is toc late. Some
toothpastes have more fluoride than others, bur
experts say that the difference is insignificant in

rerms of effectiveness.
Plague Removers

Plagque is the sticky flm of saliva and
bacteria that can cause tooth decay, H not
removed. Most toothpastes are formulated with
mild abrasives (siica is a common one) that do a
good job at fighting plaque. To ensure that your
toothpaste has plaque-fighting properties, lock for
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products with the scal of approval from the
American Dental Association (ADA). However,
to remove plague from between teeth, you have to

floss.
Tartar Control

Tartar is hardened plaque. Bxperts say
you can help prevent tartar from forming by using
tartat-contrel  toothpastes,  which  fearure
ingredients called pyrophosphates. These work by
clinging to vour teeth above the gum line and
absotbing the plaque thar would otherwise collect
on  vour teeth and  harden.  Tartar-control
toothpastes do not remove existing tartar; that can

only be done with a professional cleaning,
Antigingivitis

The latest innovation in toothpaste is the
addition of an antmicrobial agent called Triclosan
that kills the bacteria that cling to teeth and cause
gingivitis, a form of gum disease. The ingredient is
also used as a bactedia-fighter in lots of other

products, ranging from hand soaps and lotions to
children’s toys and kitchen utensils.

Sensitive teeth

When gums recede, the root of the tooth,
where nerve endings are found, can hecome
cxposed, causing increased sensitivity.  Some
toothpastes use an ingredient called potassium
nitrate t0 seal off these nerve endings, making
teeth less sensitive. Pxperts say you may need to
use desensitizing toothpaste for several weeks to
start noticing a benefit. These toothpastes do not
wortk if your sensitivity is due to problems such as

cavities or grinding teeth.
Whiteners

effectiveness of

The
wothpastes Is somewhat in questvon. These

whitening

brands, which can cost significantly more than

regular  toothpastes, use a combination of

abrasives and bleaching apents to lighten o
remove some stains from tooth enamel. Dentsts
are generally wary of this combinadon and wotty
that these ingredients may be harmfal to vour
gums. Some manufacturers counter that dentists
are trying to protect their own profits, which
increasingly come from  patients  seeking
professional bleaching, One thing is clearr no

toothpaste can permanently whiten your teeth.
Baking Soda

Although mildly abrasive, baking soda has
no real dental heaith benefits. Some consumers
like the raste or the frothy bubbles produced by
some baking soda toothpastes, but again these are
not indicators of effectiveness, Be cateful, though.
Baking soda does not hurt yousr teeth, but it may
irritate your gums.

Other Ingredients

What clse is in those tubes? The rest of
the ingredients in toothpaste, say experts, make
brushing more pleasurable. Manufacturers add
tlavoring to improve taste, binding agents to give
pastes and gels their consistency, and coloring. It
is all designed to keep vou brushiog -- and smiling
-- on a regular basis.

Dental Floss

Iiven with proper brushing, you only
clean about three-fifths of the surfaces on your
teeth, The areas in between teeth that vou cannot
resch with a toothbrush are best cleaned with floss

or mrterdentat cleaners.

Most of us do not floss daily, according
to surveys, but dentists say we should. Flossing
removes food particles and plague from  the
crevices between teeth where decay and gum
disease often first take root.
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Fow to Choose Dental Floss

Choose a product that is easy to handle
and glides berween your teeth without shredding,
Which floss wotks best for vou will depend in
large part on how closely packed rogether your
teeth are. If you are not sure about the right floss
for you, ask your dentist for a recommendation,

Drental Floss Types

Standard dental floss is nothing more
than a string of coated nylon fiber. Dental tape or
ribbon is as thin as regular floss but is flatter to
provide a broader cleaning surface. Flosses and
tapes come in a vatiety of widths—from thin ro
thick,

Waxed floss might be best for people
with tight spaces berween their teeth. It moves
more easily between your teeth than unwaxed.

Some flosses are treated with flavors that
range from mint to cinnamon and ingredients
from baking soda to fluoride.

Woven floss is yarn-lke and gentler on
the gums than standard floss, making it 2 good
choice for lapsed flossers. (You know who vou

arel)
How to Use Dental Floss

# Break off about 18 inches of floss and wind
most of it around one of your middle fingers.

e  Wind the remmaining {loss around the same
finger of the opposite hand. This tinger will
take up the floss as it becomes dirty.

@ Hold the floss tightly between your thumbs
and forefingers. Guide it between your teeth
using a gentle rubbing motion. Never snap it

into the gams.

®#  When the floss reaches the gum line, curve i
into a “C” shape against one woth, Gently

slide it into the space berween the gum and
the tooth.

e  Hold the floss tightly against the tooth.
Gently tub the side of the tooth, moving the
floss away from the pum with up-and-down
motons.

o If floss cuts mto your fingers or you have
difficulty holding onto it, use 2 specially made
dental floss handle.

#  Brush after vou floss.

Mouthwash

While you sleep, less of your cleansing
saliva flows, so bacteria in your mouth -- the ones
that form plaque and cause gingivins (gum
disease) - start working overtime. That is the
reason why vou wake up with that yucky-smelling
morning  breath. Mouthwashes conrain  active
ingredients that kil bacteria and prevent them
from attaching to your reeth. As a result, your
breath is fresh and clean smelling,

How to Choose a Mouthwash

Meost brands are marketed as antisepiic,
That is simply anothet way of saying that they kill
germs. Besides choosing a mouthwash by its
flavor (and thete are pleniy—{rom mint and

cinnamon to bubble gumy}, look for the following:

¢ Fluotide rinses Thelp fight cavitdes by
hardening vour teeth’s outer enamel surface.

e Antiplaque rinses use a variety of ingredients
to loosen and detach plague from tooth

surfaces above the pum line.

e Smoker’s mouthwashes dissolve and remove
stubborn tobacco tar stains from your teeth.

& Natural mouthwashes are typically alcohol-
and sugar-free. Many use baking soda as a
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natural abrasive to remove stains, plus pure
mmint oils or ginger for flavoring.

How to Use a Mouthwash

Most mouthwashes and rinses are for use
after brushing., Why? Because brushing removes
the ingredients in mouthwash from your teeth,
reducing cffectiveness. Here are some other tips:

¢  Swish or gargle with a mouthwash for abeout
30 seconds, then spit it out. Do not swallow!

¢ Do not eat or brush for a half-hour after

using a mouthwash.

¢ Dental professionals recommend using a
fluoride rinse only once a day. You can use a
mouthwash more ofien.

Keep in Mind

@ Most mouthwashes contain alcohol - and
some concentrated brands are up to 75
percent alcohol. Keep them out of reach of
smali children.

e If a child swallows mouthwash accidentally,
seek professional help, or contact a Poison
Control Center immediately.

e Some mouthwash ingredients (chlorhexidine
and cetylpytidinium chloride} may cause teeth
staining,

Athlete’s Foot and the Care of
Feet

Athicte’s foot Is 2 very common skin
condition that affects neatly 70 percent of all
adults. It occurs most often among teenagers and
adult males, and ir is very rare for women or
children under 12 vears of age to get infected.

Athlete’s foot is a fungal infection of the
skin of the feet and commonly occurs between the
toes, but can affect the skin anywhere on the feet.

The fungus is a mold that likes to grow in a damp,
warm and dark eaviropment, You can be exposed
to it in many everyday smrmet activities such ag
swimming, hiking, working in the garden, or just
gomyg barefoot.

Some people are more prone to getting
athiete’s foot than others, possibly because of
their shoes and socks, or because they work out in
public places, such as a gy or health center.

While athlete’s foot affects some people
differently, common symptoms may include:
cracked, blistered, and peeling areas between the
toes; redness and scaling on the soles of the feet;
and intense itching. Somectimes, the itching can
even spread to your toenails, resulting in scaling,
crumbling, and possiblie nail loss.

If left untreated, athicte’s foot will
continue t0 worsen, so be cerfain to see your
doctor if you suspect you may have athlete’s foot.
Do not ignore the problem because it will spread
and get worse. There are several over-the-counter
medicatdons you can try, incuding creams and
povwdess.

Your doctor may prescribe an over-the-
counter antifungal cream or powder to treat vour
athlete’s foot. Tixamples of aatifungals include
Lotrmin AF, Absorbine Jr. Antifongal Foor, and
Tinactin. Apply the medicatdon for the entire time
directed, even if the symptoms subside. In severe
cases, your doctor may also prescribe an antibiotic
to treat the infection.

What to Look For

s ltching, scaling and redness that usually starts
between the toes.

2 Diryness, flaking or blisters on the toes or
soles of the feet.

s ‘Toenails that thicken and become layvered or
scaly and yellowish.
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e Anunpleasant odos in severe casces.
An Ounce of Prevention

While thete are no surefire ways to
prevent anyone from getting athlete’s foot, you
can follow some simple guidelines recommended
by the Ametican Podiatric Medical Association:

® Wash your feet every day with seap and water.
Use a commercial brand of antibacterial soap
found at your pharmacy or supermarket.

e Dry your feet thoroughly, especially between

your toes,

o Change your socks daily. Cotton socks are
best, because thev will absorb moismre.
Change your socks if they become damp or
moist. Also, synthetic socks are another good
alternative for fresh feet.

e Avoid tight shoes, especially in the sumimer. It
possible, wear sandals in warm weather.

e Walk around barefoot at home. People who
go batefoot in their house wsually do not get
athlete’s foot because the skin of their foot is
allowed to breathe.

s  Usc a quality foor powder every day.

e In the summertime, sprinkle an antifungal
powder into your shoes a few times each

week,

e Apply tea tree oil, a natural topical treatment
that works like an andseptic to help fight

infection.

s Rotate your shoes. In other words, do not
wear the same pair two days in a row. Let
thern air and dry out between wearings.

o Avold walking barefoot in public areas,
especially around swimming pools and health
club showers, since the excessive moisture

may make yvour skin more susceptible to the
fungus.

Once you have been clear of athlete’s
foot, you should consider replacing your old shoes
with new onges, or at least replace the insole with a
new one that can be found at any sports shoe

Store.

Conclusion

Positive personal hygiene is not hard to
do. It requites developing some good daily
personal habits and praciicing them every day.
Shower ot bathe daily; use a deodorant or
antiperspirant; shampoo/condition on a regular
basis; brush/floss your teeth; be vigilant in
washing your hands frequently; take good care of
your feer, and keep them clean and dry. Al of
these personal hygiene practices will ensure you
maintain a healthy body and positive self-image.
You will look and feel terrific and others will enjoy
your company!t «
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Suicide Awareness and Prevention

Introduction

Being a young person today Is no easy
rask. Young people, as well as adults, have to deal
with increasingly complex decisions and pressures
cvery day. Tragically, many voung people feel they
are not able to cope with the decisions and
pressures they face. They often think that no one
cares enough to help them, or no one is able to
help them cope with their issues and concerns.
Sometimes these voung people become so
desperate and see no way out that they take their
own lives,

Suicide does not just happen to “other
people.” It can happen in any family. It is a
tragedy under any circamstances, but it is
especially devastating for the tamily and friends of
those individuals who commic suicide. We are
often kept from being able to help due to our fear
and out lack of information and understanding of
the problems of depression and suicide.

Suicide does not need to happen and can
often be prevented. Knowing the causes, risks,
warning signs, and what o do if faced with a
potential suicide, is key to snicide prevention,
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Causes of Suicide

It is best o think of the cause of suicide
in terms of loss. In wirtually every suicide attempt,
the suicidal describes  a of
overwhelming loss from which they can see no

person sense
way to recover. The greater the number of
"losses" perceived and the greater the importance
of those losses, the greater the chance of suicidal
responses. Here are some examples:

e Tossof zloved one (death);

e loss of a close relationship (breakup or

divoree);

e Loss of financial freedom (indehtedness,
bankruptey);

® Loss of social acceptance (legal problems and
judicial punishment);

& Loss of self-control (alechol and drugs);
® Loss of job ot career objectives;
8 Loss of health.

The sense of overwhelming loss produces
strong emotions and feelings, such as helplessness,
isolation, depression, hopelessness, despair, and
worthlessness,

Combining a sense of overwhelming loss
and these type of emotions can often lead even
the most "normal” person to setiously consider
suicide. We know that most people, but nor all,
who get in distress and have suicidal thoughts do
not really want to die — they are in emotional pain.
They feel trapped and want relief from what they
sce as unsolvable problems. Suicide becomes an
alternative they begin to consider. Most people,
but not all, are symptomatic in some way and

communicate their distress,

Risk Factors

Leagning about risk factors can help to
increase your awareness of who might be at
greater tisk for attempting suicide. Findings from
recent research have shown that most vouth
suicides are the result of an interaction between
biological, psychological, socio-cultural, and family
factors. A suicidal person can be seen as the result
of an interaction between personal and family
factors, his/her catrent emotonal state, and a
recent significant iife event. This combination of
factors can lead to an intolerable mental anguish
in the voung person.  The “ingredients” for an
from

attempted  or sulcide

completed
individual.

comimon risk factors that we know about.

vary

individual 1o There are, however,

Background

& Lack of roots.

¢  Role model for suicide in a family member or

close friend,

® Disruptive  and  unsuppordve  family

background.

& Past history of previous suicide atternpt.
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Changes in Health.

¢ Onset of major mental ilaess (eg,
depression),

¢  Onset of devastating physical iliness (eg,
cancer, ALDS).

Personality Traits and Behavior,

& Impulsiveness and immaturity.

e Pagt history of poor ar mappropriate coping

skills.

¢ Psychiatric disorders such as schizophrenia,
anorexia flervosa, and major depression.

& Desire for revenge.

e Use of aleohol or other drugs, with resultant
lack of inhibition.

& Perfectionists and over-achievers who have
high expectatons for themselves,

Environmental Stresses.

e Loss of a close persenal relatgonship or other
interpersonal problem.

e “Anaiversaty phenomenon” {of past losses or
tmajor life cvents)

e  Worry about school or job petformance.

e Tear of abandonment, of being alone,

& Disgrace.

& Tear of loss of seli-control and independence.
e Fatigue or overwork,

No cause-and-effect relationship between
alcohol and/or other drugs and suicide has been
the  National
Clearinghouse for Alcohol and Drag Information,

established,  according  to
but use of alcohol/drugs often is a contribudng

Research  indicates  several

for this

factor. possible

explanations connectfon.  Drinking

and/or taking drugs, may reduce inbibitions and
the individual
coatemplaiing suicide, making the act more Lkely.

impair judgment  of an
Also the use of alcohol/drugs may aggravate
other risk factors for suicide, such as depression
ot other meatal illness.

In one study of youthful suicide, drug and
the
characteristic of those who committed suicide.

alcohol  abuse  was most  common

Seventy percent of the voung people studied
frequently used alcohol and/or other drugs.

Using the risk factors described above,
the profile of a vouth at risk of suicide can be
painted as a severely depressed and drug
dependent young person who is impulsive and has
always strugpled to cope. He or she is poorly
supported by an abusive or over-invelved family,
and he or she has poor resources or insight to
seek help. This picture, of course, does not fit the

description of all youths who commit suicide,

A “forgotten” group of vouths are those
who have been chronically depressed and non-
coping, but stay in the background without others
notcing their distress. Their suicides may come as
a surprise,

Warning Signs

The strongest risk factors for attempted
sulcide in youth are depression, aleohol or drug
abuse, and aggressive or disruptive behaviors.
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(Given so many risk factors, how can we recognize
someone at risk? It is important to be able to
recognize warning signs of suicide so we can
respond appropriately. A person who is thinking
about taking his or her own life may show one or
more signs, However, Christine M. Sadowski,
PhID., a child psychologist at Mayo Clinic in
Rochester, Minnesota, notes that it is important to
keep in mind that the warning signs fisted below
are only guidelines. There is no one type of

suicidal person.  If you are concerned that
someone is conteruplating suicide - for whatever
reason — arrange professional assistance for that

person immediately.
Warning Signs

e Drop abuse.

e [Family loss or instability.

e Statements about suicidal thoughts, intenton,
or plan (e.g., "I won't be around much longer
for you to worry about,” "What's the point of
living?™).

& FExtreme mood changes, ¢.g,

suddenly followed by unexplained happiness.

depression

After a period of depression, teens may
become suddenly cheerful becavse they think
that by deciding to end their lives they have
“found a solution.”

@  Risk-taking.
@  Signs of self-mutilation.
e  Change in personality or behavior.

e  Change in sicep habits, e.g., unable to sleep or
sleeping more to escape.

e Change in appetite, eg, loss of appetite ot
increase in appetite.

e Difficulties in dealing with sexual orlentation.

¢  Frequent episodes of runming away or being
incarcerated.

¢ An unplanned pregnancy.
¢ Social withdrawal or isolation.

¢ Decreased job performance, e.g., apathy, loss
of motivation, precccupied by  problems,
problems sapping energy.

¢ Diminished  selftesteem,  feelings  of

wotthlessness: “T'm simply no good.”
e DPoor appearance, e.g., not taking care of self.
®  Abandonment of planning for the furure.

® Preoccupation with death, e.g., listening 1o sad
music, teading, wiitng, drawing, and or
thinking about death, identifving with other
people who chose suicide.

& Malking final arrangements, e.g., giving things
away, wridng a sudden or unexplained will,
writing a suicide noge,

e [ixpressing feclings of  worthlessness/

hopelessness.

¢ Other cries for help (e, "Do vou think
anyone would reaily miss me if T didn't exist?”
or "Can this much alcohol/drug/medicine
really kill a personr™).

If you suspect that someone you know is
depressed, ask him or her
respectful, but do not worry that if you ask about

Be tentadve and

suicidal thoughts vou will put it in his or her mind
ot encourage the act.  Young people are often
comforted just by your concern. He or she may
want tmore than anvthing to talk about what he or
she is feeling, Just listening may counteract some

And
help  may

of the person’s feelings of worthlessness.

vour interest and willingness to

counteract his/her feelings of hopelessness,
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Young people who have attempted
suicide n the past ot who talk about suicide are at
greater risk for furure attempts. lListen for hints
like, “T’d be better off dead,” or “I won’t be a
problem for you much longer.”

The warning signs and risk factors for
suicide are recognizable if you know what to look
for.
help prevent a suicide if you do recognize these

It is important to know what you can do to

factors in someone vou know.

Suicide
The following key words will help you
remember some of the signs of suicide:

Stress

Unsupported

Isolation

Calculated (intentional)
Impulsivity

Diepression

Attempted previously

Low self-esteem

What to Do if Someone [s
Thinking about Suicide

You can take the following actions:

e Take threats seriously.

& Be direct.

about suicide.

Talk openly and matter-of-factly

e Ask about suicidal intentions. Directly discuss
the subject; do not ignore it.

¢  Fncourage the person to falk to you or to
some trusted person, such as a teacher, school

counselor, ot clergyman,

© Be honest. If the person’s words or actions
scare vou, tell him or her. If you are worried
or do not know what to do, say so. Do not
be a cheerful phony.

¢ Be willing t get involved.

e Do not keep what you suspect to yourself,
Break a confidence if necessary. You are pot
viclating a confidence; vou are potentially
saving a life if vou tell someone who may be
able to help about the situation.

e Be a non-judgmental listener. Do not debate
whether suicide is right or wrong, or feelings
are good or bad. Provide support. Do not
“lecture” on the value of hfe and do not

expect to “raake it better” right away.

e Do not challenge the individual to act on the
threat,

e Offer hope that alternatives are available, but
do not offer glib reassurances.

Get help from persons or  agencies
specializing in crisis intervention and  suicide
prevention - a community mental health agency, a
private therapist or counselor, 2 school counselor
ot psychologist, a family physician, or a suicide

prevention or crisis center,

What to Do to Help Reduce the
Risk

If you think somecne you know is in
immediate danger (e.g., there is a specific plan to
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commit suicide and access to lethal means such as
a guny, do the following:

& Immediately go with the person to a trusted
professional — a feacher, school counselor,

physician, or clergyman.

e  Go with the person to the nearest hospital
emergency depattment as soon as possible.
Do not wait until the person artemnpts suicide.
Major depressioa is a dangerous disease and
medical personnel are trained to deal with it.

®  Stay with the person until he or she is with a
trusted source of help; do not leave the

individuaal alone,

o  Help minimize this person's access to alcohol
and weapons or other methods of suicide.

® If there is an emergency situation (e.g., he or
she is threatening to jump or has swallowed
pills, poison, etc, or has a weapon and is
threatening to use if), call 911, Call your

doctor or psychiatrist.

Special Afert

Suicide is most lkely to occur when it
seems that the threat has passed. Many people
who have been struggling dwough a major
depression will kill themselves when things seem
to be getting better, two or three months into
recovery. For some very depressed people, this
may be the first time they have had enough
Others be
overwhelmed by the problems depression has

emmodonal  encrgy 1o act may

caused.

Protective Factors

Protective factors against youth suicide
are less well studied than causes, risks, and

warning signs.  Seme of the known protective

factors are discussed below:.

The presence of an important person in the
voung person’s life

As long as there s an emodonally
significant person in the teent’s life t¢ whom he or
she can relate, this will decrease the likelthood of
suicide.  Many voung people have very mixed
feclings about svicide and will turs 1o others for
help and support.  The “emotionally imporiant”
person may be a parent, a teacher, a close friend,

or a youth worker. The presence of a strong

supportive  aetwork of people is  especiaily
important to a teenager who has litde or no family
SUPpPOLL.
Good coping skills

The more sescurceful and skilled in

problem solving he or she is, the more likely 2
voung person will be able to cope with stressful
sitnations. Coping skills are generally related to
the personality of the individual rather than his or
her intelligence. A teen with good coping skills is
more likely to see a stressful situation as a
challenge and an opportunity rather than as a

situation fox despair,
A supportive and caring family

A warm, caring, and understanding family
is a good source of support for 4 young person in
distress.  Firm guidance, good commuanication,
and family stability are impottant ingredients for a

well-functioning family.
Interests and activides

Teens who are involved in

group
activitics such as team sports, scouts, church
vouth groups, and school chibs can use these
actvitics to channel their energy and frustration in
a socially acceptable way, They learn to relate to
and  fun-filled

others in 2 semi-structured
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envitonment under the guidance of caring and
responsible adults. A reen’s sclf-csteem can be

raised by his or her successes in participating in

social activities.

What Depressed or Suicidal
Teens Need

Teens are not helped by lecrures or by
hearing all the reasons they bave ro live. What
they need is to be reassured that they have
someone to whom they can turn — a family
member, friend, school coanselor, physician, o
teacher — to discuss their feclings or problems. It
must be someone who is willing to listen and who
is able to reassure the individual that depression
and suicidal tendencies can be treated. Treatment
is of the utmost impertance. Local chapters of
the American Psychiattic Association can help by
recommending a psvchiattist or a physician with
special training in emotional and mental health.
Help can aiso be found through local mental
health associations, family phvsicians, a county
medical society, a local hospital’s deparmment of
psychiatey, a community mental health center, 4
affiliated
school, or a

mood  disordets  program with a

university ot medical family

service/social agency.

Suicide Prevention

Here are the key words to help you
remember about preveniion of suicide:

4 Support

e Understanding
e Identification of plan/intent
e Communication with teenagers

e Identification of any underlying psychiatric
disorder

& Depression management

&  Hsteem improvement

o Parental involvement

& Removal of dangerous materials

e Evaluation after an attempt

&  Ventlaton of feelings

@ Harly intervention

®  Never ignore suicide threat

e Talk with reenagers

@ Involve professionals if required

@  {bserve change in teenager’s behavior

&  MNonjudgmental

What about You?

Perhaps you have sometimes felt like
ending vour life. Do not be ashamed of i&. Many
people, young and old, share your feelings. Talk
10 someone you trust. I you like, you can cali one
of the agencies mentioned in this chapter and talk
about the way you feel without telling them who
you are. Things may seem very bad at times, but
those times do not last forever. Ask for help.

You can be helped. You deserve the help!
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Appropriate Intervention after a
Suicide Artempt

Al suicide attempts should be tzken
serjously, particulatly if the young person has
planned the suicide. Do not dismiss the atternpt as
an attention secking behavior. The seriousness of
the attempt is related to the intent of the teenager
rather than the method of self-harm. Proper
assessment s required after a suicide attempt and
this will generally mean professional intervention.

Apast from the suicidal young person,
parents and other family members will also need a
great deal of support and their needs must not be

torgotien.

Parents can do several things to help their
teenager after a svicide attempt:

®  [insure his or her physical safety.
@ Be zvallable to supporr the teenager.
& Be caring but do not be over-protectve.

8 (losely observe him or her but do not be
intrusive.

s Retun to your normal routine as soon as
practical.

e Remove any and all potentially dangerous
substances,/weapomns.

# Discuss issues relating to the attempt only at

the initiative of the teen, ey, do not

intetrogate him or her,

e Seck help and advice. Do not sweep the
problems "under the carpet.”

Coping with the Loss of a
Loved One

1t i3 estimated that for every suicide that
is completed, at Jeast six family members, friends,

and co-workers of each wvicdm are intimately
affected and left to survive the terrible loss.

These survivors are often left stunned and

wwoubled by
expetience following the death of someone they

the powerful  reactions  they

loved:

® Shock is often the tmmediate reaction to
suicide, along with a physical and emotional
aumbness. This temporarly screens out the
pain so that it can be expertenced in sinaller,
more manageable steps.

®  Depression may appear as disturbed sleep,
fatigue, inability o concentrate, change in
appetite, and the feeling that nothing can
malke life worth Hving.

® Anger may be a part of the grief response,

whether directed  toward  the  deceased,
another  family member, 2 theraplst, o
oneself,

»  Relief may be a part of the reaction when the
suicide followed a long decline into self-
destructive behavior and mental anguish.

®  Guilt often surfaces as the feeling, “If only I
had done...,” or “If only I had said...”

2 Many survivors struggle with the question,
“Why?”

What becomes of these intense, relentiess
feelings?  They usually diminish as months and
years go by although some residual feelings may
remain unresolved. Recognizing how best to cope
with these feelings can help vou advance the
healing process.

#  Mainmining contact with other people is
especially important duting the stress-filled
months after a loved one’s suicide.  Triends

and relatives may feel uncomfortable and

Take the

unable to offer consolation,
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inidative to talk about the suicide and ask for
help. Doing so will also help them.

When you feel ready, share with your tamily
and friends vour feelings of loss and pain.
Understand  that cach family member or
friend may be grieving in his or her own way.

Children
feclings of grief as adults. Remind them that

experience many of the same

they are still loved by sharing yvour thoughts
and feelings with them and asking them to
share theirs with you.

Anniversadies, birthdays, and holdays may be
stressful reminders of the suicide. Plan these
days to meet your own emotional needs and
those of your family.

You may actually need ro feel guilty for 2
while before vou accept that you are not to
blame; you are only human, with human
frailties and limitations.

Tt is important to go on with your life — to
actually enjoy life agam, without fecling
disloyal to the deceased.

The survivors of any death need comfost,
support, and trusted listeners with whom they
can discuss their grief. The stigma of sulcide
and the shame, guilt, and blame thar people
feel can isolate suicide survivors in their grief.
Many survivors find relief in support groups,
whete they can voice their feelings and learn
from the experience of others.

Individual counsciing with a mental health
professional or clergy member s another
opton to help survivors through their griet

p.i‘OCCSS.

Conclusion

If you of someone you know suffers from
depression or bipolac disorder, you undetstand all
too well its symptomns may include hopelessness
Whether
experiencing suicidal thoughts ourselves or know

and thoughts of suicide. we  are
a severely depressed person who is, there are ways
that we can respond with stzength and courage,
Suicide can be and often is prevented with the
right kind of care, weatment, and support. You
have now learned some sound advice on what ro
do hefore, during, and afrer a suicidal episode.
Remember that seeking professional help and
ensuring the sapport from family and friends,
offers stability and hope to those who are in
terrible emotional pain. %
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Managing Your Stress

Introeduction

The media often portravs the teen vears
as a carefiee dme, with few major responsibilides
and lots of new and exciting experiences. Many

voung people know, however, that this is only one

side of the coin.  You may not have the
tesponsibiliies of your parents, but your
responsibilities are growing as you grow. New

challenges and experiences, while exciting, can
also be a bit scary. Fxpectations for the future
can be exhilarating, but they can also resule in
anxiety and pressure to succeed. As tecnagers
make their way to adulthood, they experience a
range of emotions and changes thar can make

their high school years very stressful.

What Is Stress?

Stress iy the way vour body reacts and
adjusts to the psycholegical and physical demands
of life.

Cause

It can be brought on by situations that

feelings  such  as  fear, irritation,

endangerment, excitement, and  expectaton.
Stress in small amounts is beneficial and needed
for motivation, improvement, and growth. [t can
give you a burst of energy to complete a project or
tun a race, the control and strength to get through
a difficult time, or the Inspiration to write a poem
or paint a pictare. Stress can be an important

factor in your achievements and progress.

Yet, tumes of stress should be followed by
times of relaxation ¢ ensure recovery from stress.
Expetiencing constant siress without a break has a
negative effect on people.  Stress followed by a
period of rest can acrually make a person better
prepared for the next stressful event, In contrast,
stress followed by more stress without recovery in
between can exhaust a persen and make him or
her less prepared to handle the next stressful
gvent.  Eventually, constant stress can affect a
person psychelogically and physically, disrupting

normal behavior and resulting in iliness,

Physical Effects of Stress

When your mind perceives a situation as
stressful, it triggers a series of physical and
chemical reactions in your body. These include:
increased biood flow to the muscles and brain;
decreased blood flow to the skin and digestive
organs; shut down of the immune system; and the
release of fuel, such as fat, into the bloodstream.
These internal reactions to stress will not be
obvious to vou. However, noticeable results of
these reactions inciude increased heart and
breathing rates, muscle tension, dilated pupils,

cold hands, and dry mouth,

These reactions happen as part of a fight
or flight response developed in primitive hurmang
to deal with physical threats by either fighting or
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fleeing. Either way, primitive man’s mind and
body placed emphasis on physically responding to
stressful situations. Stress provided extra fuel and
blood to the muscles while slowing or shutting

down other functions.

most  stressful

modern

For mart,
situations are not life threatening and do not
tequire 2 physical response. But, being stuck in a
traffic jam or pushing herd to finish a report sull
causes the same physical reactions as those aeeded
for fight or flight.

deals with the stress, finishes the stressful activity,

Luckily, once modern man

or the source of stress goes away, the body and all
of its funcrions retarn 1o normal,

On the other hand, if the source of stress
contnues, is not dealt with effectively, or the
person faces nonstop stress, his or her body will

ot recover its normal state.  Hventually, the

body’s coniinual teaction to prolonged stress may
result in the following physical problems:

e Insomnia

e Grinding or clenching of teeth, especially
when sleeping

#  Diarrhea

s Indigestion
e Ulcers

& Nausga

e Backaches

& Headaches

¢ Migraines

2 Uncontrollable tics or twitches
& Stuttering

e Allergies

2 Asthma

& High blood pressure

¢ [Heart disease

Of particular note is the connection
Most

stressful simations do  not

between continual stress and heart disease.
of modern man’s
require physical action; therefore the fat pumped
into the bloodstream to act as fuel for the muscles
is left unused. Ultimately, this far collects on artery
walls and contributes to heart disease.

Psychological Effects of Stress

Generaily, the first indications of stress-
overload are certain feelings, bke irntability or
wortying. Paving attention to these feelings and
taking action to teduce stress can stop the effects
of siress. If, however, initial warning signs are
ignored and stress is not relicved, he or she will
expetience more psychological effects in addition

to any physical effects discussed previously.

Psychologically, continual  stress  may

cause:

e Irrtability

®  Fxcessive worrylng
s Anxiety

e Inability to relax

& Forgetfulness

&  Disorganization
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@ Inability to concentrate

e Inability to complete tasks
e Jack of energy

e Trouble with relationships

€ Changed eating habits; over- or under-cating
with corresponding weight gain or loss

e LUse or increased use of alcohel and other

drugs
e [owered self-esteem
e Feclings of discouragement
& [xcessive feelings of guilt or self-blame

&  Emotional overreaction, like exploding or
crying without reason

e Waking from sleep with a sense of doom
®  Disinterest in the world and life

e Dissatisfaction  with  things that  were

previously satisfying

e ‘Tendency to avoid people and activities, even
those that were previously enjoyed

e  Unexplained feelings of helplessness  or

hopelessness
e  Depression

When sttess condnues o go unchecked,

negative  feelings, such as  depression and

hopelessness, can intensify over nme, In severe
cases, people can become depressed enough to try
to commit suicide, It is imporrant, therefore, to

listen to your feelings, relate them to what is
happening in your ILfc, and respond to them
promptly before the effects of stress get out of
hand.

What Can Cause Stress?

Causes of sttess and levels of stress
experienced under cerrain circumstances  vary
from person to person depending on  their
personalites and tolerance for different situations
and experiences.  For example, an outgoing
person may find publc speaking easy and
enjoyable, while a shy person may find it difficult
and frightening. On the other hand, the shy
person may be quite content to study alone, while
the outpoing person may find studying alone
nerve-wracking., Neither of these people is better
or worse than the other — they are simply two
different people reacting differently to the same
situations,  So, do not compare vourself with
others when it comes to siress, What is imporiant
is that you understand what causes stress for you
learn before the stress

and to  manage it

“mismanages’” you.

Read through the following items that are
common causes of swess for many young people,
Think about which ones are seressful for you and
whether or not they are things that you can
control. Recognizing what causes stress for you is

a step towaed managing it
Personal Habits

&  Poor time managementt
e DPoor diet

e Irregular sleep habits

@ Jack of exercise

Social

e Conflicts with family or friends
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® Peer pressure to use alcohol, tobacco, or

drugs

e Peer sexual

relationship

pressure  to  engage I 4

e Pressute to be popular

¢ lack of money

Major Life Changes

& Death in the family

e Severe illness in the tamily
@ TParents divorce

2 Parent remarties

¢  Moving

®  Changing schools

Environmental

o  Air and noise pollution

@ Feeling confined

#®  Overcrowding

@  Poor lighting

# Uncomformabie temperature

& FPeeling unsafe in your neighborhood, home,

or school
Responsibilities
¢ Pardcipating In to6 many activities
e Having unrealistic expectations of yvourself
¢ Constant deadlines
e Concern about grades
s Concern about college and career decisions
¢ Having to work and go to school

e  Having to care for younger brothers or sisters

Stress Strategies

There 15 no way to climinate suress

compietely from life.  In fact, as previously
explained, a stress-free e would not even be
desirable, since stress in reasonable amounts aids
performance, creativity, and problem solving.
Letdng stress get out of hand, however, is a
common problem in  today’s hectic  world.
Fortunately, once vou recognize signs of stress-
overload inn yourself and identify its cause, you can
cither eliminate the source of stress or learn to

manage the stress.

e

Preventing Stress Overload

The best way 1o easure stress does not get
the best of you is to follow lLife-long habits thar
promote mental and physical well-being.  Getting
plenty of sleep, eating well-balanced meals, and
exercising regularly will help you cope better with
stressful situations. Maintaining a positive outlook
will difficulties
confidence. In addition to these commonsense

help  you  face with 1mote
approaches, the following can also promote well-

being and prevent stress overload.

¢ Manage your time with daily, weekly, and/or

moenthly schedules, In addition to scheduling
study,
actvities, ctc., make sure you aliow enough

ime  for  school, extracarricular

time for sleep, unhurried meals, relaxation,
and other things vou enjoy.
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Take care of your problems as soon as
possible; avoiding them will not make them
go away. The longer vou put off dealing with
a problem, the more anxious you will feel
about it, and the more stress vou will create

for yourself.

Keep a joutnal of the sitwations vou find
stressful. Tor cach situation, explain why vou
find it sivessful, how vou handled 1, and
whether or aot yvou believe you could handle
it better in the future.

Develop 2 hobby and/or participate regulaely
in an activity you enjoy.

Take some tme ¢very day to do something
you find relaxing — whether it is sitting quietly
alone and thinking, ralking with a good friend
on the phone, or laughing ar vour favorite

sitcomn.

Talk over problems with people you trust and
who vou know are good bsteners. Keeping all
your thoughts and feelings to vourself can be
very stressful. While vou may believe you can
handle all vour problems on your own,
everyone needs at least one person to confide
in.

Accept that throughout bfe vou will encounter
stressful situatons that vou cannot or should
not avoid. Recognize that you have control
over how you approach and respond to those
situations. For example, while Shelley dreads
going to the dentist, she realizes it is
important, and instead of dwelling on how
much she hates it, focuses on the benefits of
dental care to her overall health and on how
good her teeth will look and feel after the
dental appolatment.  Approaching stressful
situations  positively, and looking to  the
uhtimate outcome of the siuaton, can lower
the amount of stress you experience.

Whenn you do have a choice, do not
patticipate in activities vou find stressful and
unrewarding, Often times, young people will
take part in activities because their friends do,
they belicve their parents want them to, or
they just believe they must do 1t ali. Only you
know which activities are enjoyable and
worthwhile to vou, which are stressful, and
how many things vou can do before getting
overloaded. Be honest with vourself and with
those who care about vou when making
about certain

decisions participating  in

activities,  If raking acrobics with friends
makes vou more uptght than relaxed, and vou
would rather pet your exercise alone, let your

friends know, then do what i3 best for vou.

Be prepared when you know vou will have to
face a stressful situation. For example, if vou
Enow that you must give a class presentation,
plan for it and rehearse it uptl you feel
cotnfortable with it. By preparing for it, vou
will be calmer during the time leading up o
the preseatation and will feel more confident
when giving i,

Do not use tohacco, alcohol, or other drugs.
Using drugs does not solve any problems and,
more often than not, causes new ones.

Do not be overly self-critical; remember that
making mistakes is part of the growing
process and that learning from them wwill

make you morte successful in the future.

If you can, limit the number of changes vou
make in yvour life at any one tme.  For
example, if in the same week that you start a
new job after school, you also start getidng up
earlier each morning 1o jog before school, you
are probably putting too much pressute on
vourself, To limit vour stress level, get used
to the new routine of having an after-school
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job before you add anything else to your
schedule.

» Jearn a relaxadon iechnique such  as

meditation, visualization, or deep breathing.

Relaxation Techniques

Try using these relaxation rechnigues
when you notice the warning signs of stress.

Deep Breathing
1. While closing your eyes, take a deep breath in

through vour nose so that your abdomen

expands.

2. Slowly exhale through your mouth, letting ail
the air out of vour lungs and allowing your
stomach 1 contrack,

3. Repeat for 5 to 10 minutes.

Meditation

1. Find a quict place where you can be alone for
at least 10 minutes.

2. Close your eyes and try to empty your roind.
Many people use the dme to listen to music,
relax, and &y to think of pleasant things or
nothing.

Visnalization

J—

Use your imagination and picture how you

can manage a stressful situation  more

successfully.

2. Whether it’s 4 presentation you ipust make in
class or moving 0 a new plice, many people
feel visual rchearsals boost seff-confidence
and enable them 1o take a more positive
approach to a difficult task.

Progressive Relaxation

1. Sit or lie down in 2 comfortable position and
begin deep breathing,

2. As you inhale, dghten the muscles in your
head and neck atea.
3. Relax the tensed muscles as you slowly exhale.

4. Continue with all parts of your body, working
your way from head to foot.

Letting Off Steam

Sometmes, stresstul situations can make you feel
frustrated and angrv. To keep the stress from
getting the betrer of you and possibly “losing your
cool,” try the following:

& Take several deep breaths, releasing tension
with each exhale.

e Close vour cves and visualize yourself in a
calming situation or place.

& Take a break, if possible; remove vousself
from the problem or situation antil you feel
more relaxed and under control.

&  Analyze the Importance of the situation.
Does it really matter if someone cuts you off
in traffic or bumps into vou and does not
excuse him or berself? Is it worth feeling
angry about or wasting your fime and energy
oty Ls it better just to forget it and move on?

e If something is important to you and you can
take action, confront the person or situation
calmly. If it is not possible to confront the
person or problem direcdy, let off steam,
depending upon the situation, by cither
tatking to someone you trust or writing an
angty leiter, then throwing it away.
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& Work off tension with a physical activity, such
as screaming into a pillow, taking a walk, or
lifting weights.

Stress and Leadership

As a lezder, learn to manage your own
stress effectively, so that vou do not create a
negative  envitonment for your followers.
Recognize that your behavior can directly affect
the stress level of your group of cadets. Stress in
groups can be increased to counterproductive and

unthealthy levels when leaders:

&  Act unpredictably.

e Constantly find fault with their followers,
which eats away at their followers’ self-esteem
and results in increased anxiety,

®  Sct up win/lose sitzations in which either they
are right and their followets are wrong ot vice

VETSA,

e Demand tooc much or too litle of their

followers.

Leaders can keep a group’s stress to
healthy levels by:

o Allowing some participation in the decision-
making process, which creates a feeling of
frast
promotes team spirit and cooperation within

and  usefulness in  followers, and

the group.

& Giving credit where it is due and praise when
warcanted.

e Offering  constructive  criticism  when

pecessary.

&  Having a good working knowledge of the
tasks the group needs to perform,

®  Monitoring and tracking tasks as they are

performed and  offering  guwidance when

necessary.

As a leader, you must also be aware of
any Indications that cadets are feeling ot acting
“stressed out.” If you realize someone is showing
signs of stress, let them know that you have
noticed they have not been themselves lately, or
ask if everything is okay with them. Hopefully,
vour concern will encourage them to talk to you
about how they are feeling. The fact that they are
talking about it and you are listening can help to
relieve thelr stress,

Depression

People often say, “Oh, 'm so depressed,”
when they arc having a bad day or because some
unhappy eveat has recendy occugred. A certain
amount of sadness and grief are nommal reactions
to certain events in life. However, a person who
is having a passing blue mood is not truly
depressed. For minor low moods, stimulating or
enjoyable activitics, sach as running or reading a
good book, ate often all that is needed to raise 2
person’s spirlfs.

Major depression, on the other hand, is a
serious illness that requires treatment. It affects
the whole body and involves thoughts, feelings,
bodily functions, and behaviors. Most people
asually recover from bad evenrs in life afrer a
teasonable amount of time; deptessed people do

not. And while some cases of depression can be
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traced to a specific stressful expertence, other
cases of depression seem 10 have no apparent

reasan for occurring,

An episode of depression can occur once
in 2 person’s life or many times. A depressed
persor’s symptoms may last for months, years, or
a lifetime. Depression can be so severe that the
person cannot function at all. Some people who
are chironically depressed are able to function, but
They
may be unaware that they are cven depressed,

never feel really well, content, or happy.

because they are so used to fecling that way.

Depending upon the individual and the
severity of the illness, a depressed person will
expedence a variety of these symptoms o

different degrees. Note that many of these

svmptoms are similar to symproms of siress.
s Constanty feeling sad or “empty”
¢ Peeling hopeless, worthless, and helpless

e Unable to make decisions, remember things,

OF concentrate

e Loss of interest in normally pleasurable

activities
e lrvitability

e Disinterest in school, at home, and in other
activities

o  Not caring about appearance

¢ Avoiding people; staying alone most of the
tmne

e Difficulty concentrating, remembering, and
making decisions

e Problems falling asleep and then problems
geliing up
e Loss of appetite

e Feeling tired and “slowed down” all the time

e Chronic aches and pains and digestive

probiems
&  Frequent thoughts of death and/or suicide
e Suicide attempts

Tt is important to remember that
depression is a real illness and not cavsed by
personal weakness. The potendal for developing
some kinds of depression may be inherited, and
therefore, biologically relared.  Tor instance,
Bipolar Disorder seems to occur in people
whose genede makeup is different than those who
do not become 1l However, not everyone who
has the genetic makeup for the illness gets it. This
suggests that other factors, such as stress, also play

a role in the development of the disease.

As with stress, physically active people
who cat well and get pleaty of sleep tend ro feel
less depressed than people with less healthy
lifestyles.  Therefore, if you are feeling mildly
depressed, take a look at your current eating,
sleeping, and exercise habits, and iy to make
some changes there. In addition, do things vou
enjov, oy something different that you have
always wanted to do, and talk to friends. Spend
time outside; the color green and the sun are
known to boost spuits. In additon, try not to

pressure or push vourself for awhile.

Likewise, if you know someone who s
exhibiting signs of depression, take the time fo
listen to how they are feeling and offer them your
suppott. Give them the suggestions listed above
for Lifting their spirits and breaking out of negaiive
habits. Be patient. Often, depressed people are
not fun to be around and may even try to push
you away, but they really need a friend to
understand and encourage them to try to rmake
some changes,

Tf after giving these suggestions a try, vou
feel the depression is worsening or becoming
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long-term, encourage vour friend to seek help.
Likewise, if you are depressed and believe it is
worsening and contimaing, seek help.  Dociors,
psychologists, counselors, mental health clinics,
hospils, family services, social agencies, and
private clinics are among the many people and
places that offer help for all types of emotional

disorders, including depression.

Anxiety

Angiety is a fecling thar everyone experences
occasionally when dealing with things they fear or
worry zbout.  Unlike depression, which makes
people feel tired and uncnergetic, ansiety makes
people feel nervous and energeric, almost as if
they cannot siv sl Like stress, anxiety in small
amounts and for shost duration can be beneficial.
It can give you a spurt of encrgy and sharpen vour
mind. Too much anxiety, however, can be
harmful and lessen your ability to perform. For
example, while a litde anxiery before giving a
speech can  heighten your powers of recall,
projection, and expression, oo much ansiety can
make you freeze, forget information, and stammer
through the presentation.

To keep anxiety from getting the best of
vou, admic to youself those things yvou fear
and/ot worty about. Thes, when vou know you
will have to deal with one of them, make sure vou
are thoroughly prepared for it — practice for the
speech, study for the test, rehearse the dance
routine, workout faithfully before the big meet,
etc. Being unprepared will only fuel your anxdery,
When you start to worry or feel afraid, remind
vourselt that it is & waste of your encrgy, and then
visualize yourself doing well instead. Prior o the
event ot situation, focus on its positive outcomes,
use the relaxaton techniques discussed previously,

and avoid caffeine, which only increases anxiety.

While it 5 normal to be mildly anxious
about something that frightens or worries us,
feeling anxious without a specific reason can
indicate an anpxiety disorder.  When a person
experiences anxiety over a long period of time that
15 related to so many wotries and fears the anxiety
has become generalized, the person is suffering
from “free-floating” anxiety. Often, the effects of
free-floating  anxiety are the same as  stress

overload.

When 2

attacks, which are strong, sudden attacks of

anxicty

person

experiences

anxiety for no apparent reason that last only a few
minutes, he or she feels panic and extreme stress
by

heartbeat, excessive perspiration, and nausea, A

accompanied dizziness, famnmess, rapid
person having an anxicty attack is not able w
functon untii the attack passes. Some people
have severe anxiety attacks so frequently that they
arc constantly fearful and unable to cope with
many things in life.  People suffering from

excessive  anxiety, whether generalized, or
experienced as anxiety attacks, should seck help
from a counselor who can help them reduce o

learn 1o deal with thetr anxiety.

i21



U.5. MarINE CORrpPs. [ROTC
Category 3 — Personal Growth and Responsibifity
Skill 2— Healdh, Hygiene and Nurition

Conclusion

Humans experience a wide range of
emotions and not all of them are pleasant. Yet,
even certain uncomfortable emotions such as
stress and anxiety are beneficial in small doses.
Sometimes because of hectic, hurried schedules
and pressures to do too many things or things we
do not necessarily enjoy, stress can get oat of
hand.  When yon starr feeling and showing
warning signs of stress overload, step back and
take a look at what is goiag on in vour life. Ask
yourseif what is causing your symptoms of stress,
then take care of it or reduce the stress you

associate with it

Meanwhile, to be prepared for the
stressful events that will surely pop up throughout
your life, maintain a healthy lifestyle so that vou
are better able to handle whatever life throws your
way. Keep negative stress and anxtety in check by
doing things you enjoy, learning ways to relax, and

thinking positively.

Remember, if these  uncomfortable
emotions ever become extremne or last for long
periods of dme, seek befp. They can be disruptive
to your mental and physical well-being and can
even be initial indications of mental idlness and

physical disease. +
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Drug and Alcohol Use and Abuse

Introduction

Think about the word “drug” for a
moment. It can bring many images to mind -
aspitin to stop a headache, a news report about
someone arfested  for cocaine  possession, a
prescription for antibiotics from your doctor, a
drug-related death covered on the front page of
the paper, medical research to develop drugs to
cure illnesses, the war on drugs, etc. So exactly
what is a drug?

Broadly defined, a drug is any substance
taken inte the body that changes how the body
This
includes medications used for the prevention and

functions, whether mentally or physically.

trearment of disease, as well as any substance to
which a person can become addicted. Whether

or not a drug is legal or illegal is no indication of
whether or not it 1s addictive. For example, both
alcohol and nicotine are addictive drugs. And, just
because a drug has a medical purpose does not
mean it is not addictive. Many medications, when
misused ot zbused, can cause addiction.

Drug Use, Misuse, or Abuse?
Diug use is taking a legal drug as
recommended ot prescribed for medical reasons.
Drug misuse is taking a legal diug for medical
reasons but not as recommended or prescribed.
For doubles  the
recommended dosage of a pain reliever because

example, 2 person who
thev think ir will make their headache go away
quicker is misusing a drug. Drug abuse is taking a
legal or tllegal drug for a non-medical reason in a
way that can injure vour health or ability

functiots.

Why Do People Abuse Drugs?

Some people try drugs out of curiosity or
as an act cf rebellion. Others cannot resist the
peer pressure to try drugs.  Once people have
tied a drug, whether or not they contione to
abuse it depends on their individual personalities

and situations and on the kind of drug abused.

Most drugs that people abuse produce
feelings of pleasure and well-being. When people
are unhappy, lonely, or stressed, or are missing
something in their lives like friends, love, or
satdsfying work or study, they may abuse these
drugs to avoid their problems or fill a void. But
when the effects of the drug wear off, they realize
the problems and the void are sdll there. So, they
turn to the drug again,
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This cvcle is what leads to addiction, a
trap that can ruin a person emotionally, socially,
economically, legally, and physically. Some drugs
are far more addictive than others. For example, a
first-time user of crack cocaine has a onc in three
chance of becoming an addict. This Is why it is
important to stop yourself before you ever start
taking drugs.

Alcohol

Aleohol, legal for those 21 years of age
and older, is the most widely consumed and
abused drug in the United States. It is socially
acceptable in our society for adults to drink in
moderation. In excess, however, alcohol is 2

dangerous drug,

{n moderation, alcohol causes people w©
relax and produces a sense of enphoria. But the
maore a person drinks, the more his or her brain s
affected by the depressant quality of alcchol.
This does not mean that the person fecls
depressed, but that parts of the brain that conirol
behavior are depressed or “put to sleep.” Speech
shurs, vision blurs, and judgment and coordination

are impaired.

With enough aleohol in the body, the
brain  becomes
the

consciousness. Fxiremely high levels of alcohol in

person’s  conscious cntirely

depressed,  causing person  to lose
the body can cause death when the part of the
brain that contols breathing and heartbeat is
depressed.  In most cases, however, betore a

drinker  reaches these extreme states of
drunkenness, the body causes him or her to vomir,
getting tid of alcobol in the stomach before more
is absotbed into the bloodstream. This is one way
the body defends itself against alcohol, which is 2

poison.

Since the liver filters poisons our of the
bloodstream, it is the first organ damaged by long-
term alcohol abuse.  This leads to high blood
pressure, 2 weakened immune systemn, and excess
fat in the blood vessels and far storage (like the
stornach, hips, and legs). Other health prohlems
caused by cxcessive aleohol abuse include ulcers,

bladder

affecting vision and memory, and an ncreased risk

kidney and dammage,  brain  damage

of cancer.

In addition to the healih risks of long-
term alcohol abuse are injudes and deaths from
alcohol-related accidents and violence.  Sisnce
alcohol affects judgment, people who have had
too much to drink may try dangerous stants,
including deiving “under the influence” Driving
drurtk is illepal.  Alcohol affects vision and
coordination and slows reaction time, making a
drunk dtiver a very dangerous ndividual, Bvery
year, thousands of young people die and tens of
thousands are disfigured and crippled in alcohol-

related car accidents.

Here are some disturbing statistics from
the National Clearinghouse for Aleohol and Drug
Information:

@ Alcohol and other drugs are a factor in 45.1%
of all fatal automaobile crashes and one-fifth of
all crashes involving mjury.
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e In 1992, drunk driving crashes claimed the
lives of more than 17,000 Americans and
Of those killed,

close to one-third were under 25 years of age.

infured 1.2 million others.

o  More rthan 40% of all deaths of 15- 1o Z0-
year-olds result from motor vehicle crashes.
In 1993, 40% of the 5,905 traffic fatalides of
15- to 20-vear-olds were aleohol-telated.

With their judgment affected by too
much alcohol, people may also become aggressive,
Alcohol is a factor in over 50 percent of murders
ard child abuse cases, and over 23 percent of

rapes and suicides,

Martijuana (Pot, Grass, Weed,
Dope, Reefer)

Marijuana comes from the plant cannabis,
also called hemp, which 5 harvested and dried,
and then smoked in cigarettes (joints) or pipes.
The active chemicals in marijuana atfect the brain,
altering hearing, taste, touch, smell, and sense of
tdme and space. The effects of marijnana vary
from person to person dependiag on each
person’s expectations and how much they smoke.
In addition, the chemicals in different mazijuana

plants vary. People may experience anything from
a mild eophoria, to vncontrollable laughter, o
hallucinations.

Harmful health effects of matijuana use
may include: rapid and frregular heartbeat, short-
term memory loss, shortened attention span, a
weakened mmmune system, fatigue, and a higher
risk of lung cancer, In extrerne cases, marijuana
abuse can result in parancia and psychosis. Like
alcohol, matijuana abuse can affect driving ability.
As with any illegal drug, mariivana is aot tested tor
safety and pwrity., It may contain pesticides and
molds and may be mixed with other dangerous

drugs.

Cocaine (Coke, Crack, Flake,
Rock, Snow)

Cocaine Is an legal drug that comes from
the leaves of the coca bush. It is a white powder
that one snoftts into the nose or mises with water
and igjects. It is a stimulant that affects the

nervous  system, providing  short  bursts  of
cuphoria, 2 feeling of excitement, increased blood
pressute and pulse sate, and alertness.  People
often use it to increase mental activity and 1o
offset drowsiness and fatgue.  However, the
intense high of cocaine is followed by an intense
low. Repeated abuse of cocaine can result in a
strong physical and psychological dependency.
The body will ignore all other drives, including

hunger, in its drive {or cocalne,

Crack s cocazine in a smokeable form.
With crack, the user feels the high immediately,
but the euphoria fades quickly, It is an extremely
addictive drug.
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Cocaine abuse causes headaches, chronic

fatigue, and destruction of nasal tissue. Pregnant
women who abuse cocaine can have infants with
birch defects,
ability to work and have relationships. Signs of an
of

convulsions,

Cocaine addicts often lose their

overdose cocaine  include  hallucinations,

nervousness, and  high  body
temperatute.  An overdose of cocaine may result

in kidney failare and death.

Amphetamines (Speed)
Like

stimulants.

cocaine, amphetamnines are
They stimulate the nervous system,
increasing  physical

activity, —ecnergy, mental

alertness,  sclf-confidence, and  producing

euphotia. Medically, amphetamines are used to
treat obesity, narcolepsy, and hyperactvity in
children, For example, the amphetamine Ritalin is
used to stimulate the brain center that helps
hyperactive children sit still and pay attention.

As a drug of abuse, amphetamines are
often referred to as “speed.” Many people abuse
amphetamines to increase energy and alertness,
and in some cases to combat fatigue brought on
by use of alcohol, marijuana, or depressants.
the body buids vp

Pecause tolerance  to

amphetamines, greater and greater doses are
required to achieve the same effects.  Addiction
may hecome severe.

Medically, amphetamines ate taken orally,
but many abusers inject the drug directly into 2
vein increasing the risk of overdose and infection.
Needles shared to inject the dmg can spread
hepatitis and Human Immunodeficiency Virus
{(HIV). After an injecdon of amphetamines, the
user experiences intense, short-lived euphoria. An
addict may inject the drag several times a dav for
several days fecling little need for food or slesp.
Mental depression and  overwhelming  fatigue
follow abuse, which may cause the abuser to turn
o amphetamines again for reliet,

In addition to fatigue and depression,
other side effects of amphetamine abuse include
extreme anxiety, temporary mental iliness, and
malnutrition. High doses can cause hallucinations,
increased body temperature, high blood pressure,

convulsions, kidney failure, lack of oxvgen,
bleeding of the brain, and death. Withdrawal
symproms  include  irdeability,  depression,

disorientation, long periods of sleep, and not
caring about anything.

Methamphetamine (Crank,
Meth, Ice)

Methamphetamine is & nervous system
stimulant like amphetamines that is used medically
This
drug is abused to produce heightened awareness,

in much the same way as amphetamines.
alertness, and self-confidence. A smokable form
of methamphetamine is called “ice.” Like crack, it
produces an intense high without the use of
Abuse of
methampheramine may result in bizarre behavior,

needles and is extremely addictive.

sleeplessness, depression, high blood pressure,
increased body temperature, convulsions, heart
problems, scizures, and stokes.
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I

Methcathinone, also  called “cat” and

“star,” is o designer drug similar o
methamphetamine that can cause patanoia, slurred
extreme weight loss, and

speech, tremors,

slecplessness.

Barbiturates

Barbiturates are a group of depressant
drugs that include phenobarbital (gootballs),
pentobarbital (yellow jackets), amobarbital (blue
devils), and secobarbital (red devils). They lower
body temperature and blood pressure, slow
breathing and heart rate, and as such, have many
medical uses. For example, doctors prescribe

phenobarbital 1o reduce the
convulsions in epileptics. Unformnately, people

frequently abuse barbiturates, sometimes causing

physical and psychological dependency.

Signs of barbiturate abuse tnclude fatigue, blurred
vision, confused or slurred speech, lack of
coordination and balance, a reducton of mental
and physical activity, and decreased breathing.
Abusers will often act like they are drunk, but
there will be no smell of alcohol.  Long-term
abuse may result in double vision, depression, and

forgetfulness.

frequency  of

Signs of an overdose of barbiturares
include dilated pupils, 2 rapid pulse, shallow
breathing, and clammy skin.  An overdose can
Barbiturates cause

Accidental death

occurs when a person has taken barbiturates,

cause coma and death.

confusion and forgetfulness.

becomes confused, forgets, and takes mote
barbiturates.  Accidental poisoning occurs when
with  alcohol.

Withdrawal symproms include anxiety, insomnia,

barbiturates  are  combined

wemors, delitium, and convulsions.

Heroin {Antifreeze, Smack,
Heorse, Harry, Junk)

Heroin is a narcotic. Doctors prescribe
narcotics to relieve pain and coughs and to cause
sleepiness. Heroin, however, is so addictive that it
is not used as 2 medicine and is illegal. Once
injected, sniffed, or smoked, it dulls the senses and
produces a feeling of euphoria.  Other effects

include dirowsiness and nauses.

Signs of an overdose inchade shallow and
slow breathing, clammy skin, and convulsions. An
overdose can result in a coma and death. Once
addicted, a person must have moge of the drug to
keep from experencing withdrawal symptoms.
Symptoms are severe and can include panic,
shaking, chills, sweating, cramps, and nausea.

LSD (Acid)

LSD is a very powerful hallucinogen that
scrambles and confuses the senses. A tiny drop
taken with sugar or food can cause a person to
“tip” or cxperience false visions, smells, and
sounds for hours. Some people say these
experlences are exciting; others say they atre
nightmares. Those having a “bad wip” may take
dangerous or irrational actions 16 escape from this

imaginary sitwation. In addition to these effects,
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1S and

misinterpretations of time and distance,

cafl  Cause  pausea,  vorniting,
Some
people experience flashbacks of 1L8D’s effects
days, weeks, and years after the original trip.  An
of 15D

accidental death, and suicide.

overdose can result in  psychosis,

PCP {Angel Dust)

PCP, used as 2 tranquilizer for animuals,
can cause frightening haillucinations when used by
humans. Abuse can result in sefzures, coma, and
death or in violent, unpredictable behavior. Some
abusers have committed murder and suicide.

Psilocybin (Mushrooms,
Shrooms) and

Mescaline (Mesc, Buttons,
Cactus)
Two other hallucinogens arc psilocybin,

a  type
mescaline, produced from a type of cactus. Like

produced  from of mushroom, and

other hallucinogens, use of these drgs can cause

hallucinations, perception  problems,  nausea,
vomiting, and, in extreme cases, mental illness,
suicide, or accidental death. Mescaline effects,
while compared to 2 mild LSD tap, are often
accompanied by sweating and severe abdominal
cramps. Hating mushrooms poses another danger
since maay mushrooms look alike and some are

polisonous enough to cause death.

Inhalants (Air Blast})

Inhalants are toxic chemnicals such as glue,
freon, nail polish, spray paint, and gasoline that
are hulfed (sprayed into a cloth and held over the
mouth and nosc) or bagged {(sniffed from a bag,
bottle, or car) to achieve a brief, mild cuphoria.
All of these products contain labels warning

against inhaling their fumes because of the
hazards involved. Some inhalants used medically
are also abused Iike amvl nimvate, which relieves
heart pain and nitrous oxide, which relieves

anxiety.

Risks involved with these

chemicals include nausea; dizziness; vomiting;

inhaling

headaches; unconsciousness; prnewmonia;
permanent brain and nerve damage; bleeding of
the brain; eventual liver, brain, and kidney cancer;
and death due te heart fature and suffocation.
Tiffecss of inhalants are very unpredictable and
depend on what chemical or chernicals are inhaled
and how much, Brain damage and death may
result after only one use depending on the

inhalants involved.

Ecstasy (XTC, Love Drug)

Hestasy is the streer name for methyiene-
dioxyinethamphetamine (MDMA), a  chernical
substance that combines methamphetamines with
hallucinogenic properties. it is a designer drug
that closely resembles cocaine, Ecstasy produces
that
pleasure, and may even produce hallucinations in

euphoria lasts  several hours, heightens
high doses. Eestasy is taken orally and may cause
mood swings, overly friendly behavior, insommia,
anxicty, and nauses. In extreme cases, abuse may
result in seizure and death. ltis also known as X-

TC, Adam, Clarity, and Lover’s Speed.

Ecstasy’s effects can last up to 24 hours.
The drug produces immediate side effects, and
some—such  as  confusion,

depression, sleep

can occur weeks

problems, anxiety, and paranoia
afrer it is taken.

Hestasy I8 considered 2 “club  drug)”
which is the term used to describe drugs that are
commonly used at nightclubs and rave parties to
enhance a person’s senses, MDMA, a stimulant
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and hallucinogen, is the most popular club dmg,
with side effects similar to methamphetamine.

Like all
combination of other illicit drags. Users cannot be

club  drugs, ecstasy is a
completely sure what ingredients are in the drug
they are taking. The drug quality of ecstasy may
vary significantly from one dose to another, so
that one dose may be more potent than another
and the drug may be combined with other drugs
withoutr the user’s knowledge. Because many
differeat recipes are used to make ccstasy, the risk
of death and permanent brain damage are
heightened when some substances are combined.
It is available in tablet, capsule, or powder form;
some manufacturers of the drug package it in
capsules or generic tablets to imitate prescription
drugs. The average cost is between 57 and $30 per
pill.

Among the variations of the diug is a new
substance, herbal ecstasy, which is composed of
ephedrine (ma huang) or pseudoephedrine and
caffeine from the kola nut. Sold in wblet form,
this drug may cause permanent brain damage and

death (NIDA, Clab Drugs: Just the Facts, 2000).

The drug, which induces intense euphoria
and lowers inhibitdons, is particularly trendy
among middle class teenagers and voung adults
and has exploded in popularity in recent vears.
The DEA estimates 2 million ecstasy tablets are
smuggled into the United States every week.

“the drug is appealing to youth who
attend raves because it increases the visual appeal
of rave light shows and gives them energy so that
they can dance for hours at a time. However,
youths may not be aware of the many risks
associated with using ecstasy, The drug produces
many side effects, including nausea, hallucinations,
chills and sweating, increases in body temperature,
involuntary teeth clenching and muscle cramping,

tremors, blurred  vision, confusion, anxiety,

paranoia, and depression.

Other serious side  effects commonly
exist. Hestasy users tend to experience a decrease
in sexual and emotional inhibitions. This inereases
the likelihood of youths ander its influence having
unprotecied sex and sex with multiple partners.
Users have nicknamed it the “hug drug” since it
encourages  physical  interactions.  However,
because their judgment is impaired, these youth
are susceptible to being infected with sexually

transmitted diseases.

The problem for parents and others who
wotry about ecstasy use is that the drug shows
none of the obvious physical signs of other illegal
drugs. It is not considered physically addictive,
and there is no odor or slurred speech to detect.

Raves

The dance parties known as “raves” are
widely considered notorious havens for illegal
drugs like ecstasy. By definition, raves are parties
where pulsating music, special effecrs such as
steam, and paraphernalia such  as  pacifiers,
chemnical light sticks, and flashing light rings are

ased to support highs from club drugs.

Raves themselves are nothing new. They
have been popular since the late 1980s, originating
within the gay club culture of after-hours’ partes.
The music, notable for its highly regimented and
precise dance beats, began first in Detroit with
club Djs sampling early disco records and
blending them with new, faster beats. The music
then moved w Fngland, where the sound changed
again and was exported back to the U.S,, where it
condnues to evolve.
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Rohypnol (Roofies, Forget Pill,
Date-Rape Pill)

Rohypnol is used legally as a medical
sedative in Furope and Latin America. As a drug
of abuse, it is called roofies, forget pill, and date-
rape pill. At first, it produces an alccholic type of
high,
memory loss that lasts up to cight hours. It

then heavy sedation and short-term

earned its repuatation as the date-rape pill by being
slipped into the drinks of females, who were taken
advantage of in a state of sedation brought on by
the drug and then unable to remember exactly

what happened to them. In addition to the

drawback just discussed, dangers of abusing
rohypnol include impaised motor skills and slow
respiration.

Signs of Drug Abuse
¢ Dilated pupils

e Missed appointments

e Lying

¢ Unexplained increases in energy followed by
fatigue and depression
£

®  Anxiety

e Memory loss

e Pale and perspiring skin
e Runny nose

& Noscbleeds

e  Hyperactvity

e Jumpiness

&  Ability to go without food or sieep for long
periods of time

e  Suspiciousness and paranoia

& Lack of care with personal appearance

&  Inability to explain what money is spent on

All of these signs of drug abuse may also
be caused by other medical, psychological, or
personal problems. 1f a friend or family member
is showing one of the signs, it is in no way an
absolute indication that he or she is abusing drugs.
Before jumping to cosnclusions, consider how
frequently these signs occur and if the person
showing the signs has a logical explanaton for
them. Hxpressing concern and asking questions is
the best way to get a person to confide in you.

If a friend ot family member is abusing
deags, make it clear that you care about him or
her, but thar vou do ot approve of his or hex
habit. Encourage the person o break the habit
and support any effort on the part of the person
to do so. Find out where the person can seek help
and encourage him or her to get it.

Indicators of Alcoheol Abuse

Alcohol abuse has an adverse effect on
logic, coordination, social behavior, and school ot
job performance. The symptoms or warning signs
of alcohol abuse include the following:

®  Fangover — the nausca, hcadache and dry
mouth following heavy drinking.

® Blakenr —  The of
consciousness, vision, or memory as the result

temposary  loss

of substance abuse.
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&  Pasone — the depressed after-ctfect of alcchol
abuse; the state of mind after tco much
partying and roo little rest.

@  [Hpess — The more frequent the abuse, the
more likely the need for some tvpe of medical
assistance. Frequenr calling in sick for work or
school, tardiness, and/or below standard

performance. Wild weekends have 2 tendency

to borrow from Fridays and overlap Mondays.

& Conflict — The frequent substance abuser may

become  abusive in  social  sitnations.
Sometimes the “life of the party” goes bevond
what is  considered socially  accepable
behavior and becomes an embarrassment to

him/herself and to others.

There are many indicators of a pre-
alcoholic or an early alcoholic situation.  Some
things to looks for, in others 2s well as in yourself,
that may indicate an alcohol problem are among

the following:

e (annot control diinking; gets drunk when

intending to stay sober.
® Using alcohol as a tranquiizer to quiet nerves.
&  (ther people say you drink too much.

@ Being in trouble with the law, your family, the
people you work with, or with teachers,
administrators or fellow students at school as

a result of drinking.

& Being dependent on alcohol and not being
able to stop drinking for a week or more.

® Your doctor wells vou that your drinking is
impairing your health.

e Drinking before you go to a party just in case
there will not be drinking there.

e Having a drink in the moming to cure 2
hangover or the shakes.

®  Development of a tolerance for alcohol.

There 15 evidence to indicate that a tendency
toward alcoholism could be hereditary.
who have a famnily member with a drinking

People

problem should be extra careful of their drinking
habits.

Social Consequences of Alcohol
and Drub Abuse

Alcohol and other drug use is often a
tactor in many of this country’s most serious and
expensive problems, including violence, injury,
child and spousal abuse, HIV/AIDS and other
(8TDs),

pregnancy, school failure, car crashes, escalating

sexvally  transmitted  discases teen
health care costs, low wotker productivity, and

homelessness  (Ceniter  for  Substance  Abuse
Prevention’s Discussion Paper on Preventng
Alcohol, Tobacco, and Other Dirug Problems,
1993). Former Secretary of Health, Educaton
and Welfare Joseph A, Califano, Jr. estimates that
in 1993, the cost to society of alcohol, tobacco,
and other drugs was nearly $404 billion — about

$1,608 for every man, woman and child in the

pation  (Center for Addicuon and Substance
Abuse, Columbia  University, The Cost of
Substance Abuse to America’s Health Care
System, Report 1 Medicaid Hospital Costs,
1993).
Crime

Crime is closely related to aleohol and
other dimugs. The U.S, Department of Justice,
Bureau of Jusdee Statistics publishes repotts in
both 1991 and 1992 entitled Ctime in the United
States, It its reports, the Justice Department
claimed that there were more than 1.1 million
arrests for illicit drug violations, almost 1.4 million
arrests for driving while intoxicated, 480,000 for

liqguor law violations, and 704,000 arcests for
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drunkenness. The total of all these arrests comes
to 4.3 million arrests for alcohol and other drug
statatory crimes, over one-third of all arrests in

this country,

The need for preventing alcohol and
other drug problems is clear when you examine
the following statistcs:

¢ Alcchol is a kev factor in up to 68% of
manslaughters, 62% of assanlss, 54% of
48%  of

murders/artemnpted  murders,

robberies, and 44% of burglaries.

8  Among jail immates, 42.2% of convicted
rapists reported being under the intluence of
alcohol or alcohol and other drugs at the time
of their offense.

2 in 1990, over 60% of men and 50% of
women artested for property crimes (barglary,
larceny, robbery), tested positive for illicit
drug use. It should be pointed out that these
individuals were voluntarily tested.

@ The number of potendal years of life lost to
alcohol- and drug-related injuries equals the
number of potential years lost to cancer. The
potential vears of life lost to alcohol- and
drug-related injuries exceeds those years lost
to heart disease. Cancer and heart disease are

the two leading causes of death in the U.5.

Domestic Violence

Studies of domestic violence frequently
reveal high rawes of aleohol and other drug
involvement. This is not unexpecied since both
aleohol and other drug use is known to impair
inhibition,
aggression. Similar to the link between domestic

judgment,  reduce and  ncrease
violence and subsiance abuse, alcoholism and
child abuse, including incest, seem tghtly related
as well,  Abusers tend to be heavy drinkers and
those who have been abused have a higher
probability of abusing alcohol and other drugs
over the course of their Hfetime. Studies reveal a
strong association between battering incidents and
alcohol abuse. The combined problem of the
abuse of aleohol and other drugs is even more
likely to be connected with the more severe

battering incidents than Is alcohol alone.
The Link to Risky Sexual Behavior

Alcohol and other drug use is linked o
tisky sexual behavior.  This link represents a
significant threat to the teens’ health, Substance
abuse may impair a teen’s ability to make
This

places young men and women at an increased visk

judgments about sex and contraception.

of unplanned pregnancy, sexual assault, or

becoming infected with a sexually transmicted

disease.
Suicide

Researchers  “cite a wide range of
potential  suicide  triggers, from  loss  of

employment or loved ones, aging and physical
impairment. But, in most cases, they agree there is
an underlying psychiairic  ilness ~  primarily
depression, followed by aleoholism and substance
(“The Mystery of Suicide,” Newsmweek,
April 18, 1994}, In one study of youth suicide,

abuse™

drug and alcohol abuse was the most common
characteristic of those who attempted to kill
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themselves.  TPully 70% of these young people
frequently used alcohol and/or other drugs. (US,
Department of Eduoecation, “Youth & Aleohol:

Selected Reports to the Suzgeon General,” 1993),

Hconomic Costs of Alcohol- and Drug-

Related Abuse

Incidents of drug and alcobol abuse exact
a huge economic cost in this country.  Alcohol-
related injurics alone cost an estimated $47 billion
annually. A 1993 study reported that illnesses and
injuries caused by the use of alcohol, tobacco, and
other drugs accounted for neady 40% of the

medical costs at one large metropolitan hospital

{Center for Substance Abuse Prevention's
I¥scussion  Paper  on  Preventung  Alcohol,

Tobacco, and Other Drug Problems, September,
1993).

US companies spend over $100 billion
each year addressing workplace alcohol- tobacco-
and other (Working
Partness: Confronting Substance Abuse in Small

drug-related  problems
Business, National Conference
Report, U.S. Department of Labor, 1992), Studies
show alcohol and other drag abusers:

Proceedings

®  Aze less productive;
®  Use three times as many sick days;

e Are mote likely to injure themselves or others;

and

® Are five dmes more likely to file worker’s

compensation claims.

For more information about alcohol and
drog call  the
Cleatinghouse for Alcohol and Drug Information
at 1-800-729-6686.

related  problems, Nadonal

What Can You Do to Remain
Drug-Free?
®  Fil your life with activities and people you

enjoy.
& DBelieve in vourselt.

e Practice saying no before you are actually in a
situation where somecne offers vou drugs, 50
you will not hesitate to say no when the dme

COMaes.

@ Think through the consequences of abusing

drugs.,  Where will drugs lead vou in hife?
How long will your body remain healthy if
you zbuse drugs? How many of your plans

can drugs ruin?

@ Remember that drugs do not solve problems;
they create them.

Conclusion

When drugs are propetly used, they can
When abused,
however, drugs can destroy lives and cause death.

cure illness and save lives.

It is important to understand that, while people
find
fulfillment, drugs only create more problems and

often  abuse drugs to happiness  and

unhappiness. To keep from falling into the trap
of drug abuse, stay smart, strong, and active. Say

19 77

no.””  Recognize the different drugs that ate
abused in our society and what affect they have on
people’s health and lives. You can set an example

of an informed, drug-free individual. %
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Drug and Alcohol Abuse:
Prevention and Intervention

Introduction
As

pressures in your life, as well as many new

a teenager, you have many new
challenges and experiences. Along with these new
opportunities come added responsibilities. While
adjusting to these changes that are a part of
becoming an adult, vou are constantly making

decisions. Sometimes you make good decisions

and other times vou may make mistakes., Making
mistakes is normal and part of the learning
process, Of course, nobody likes to make them,
so try to analyze each situation beforehand to
minimize possible miseakes.

When it comes to drugs, however, it is
extremely important to make the right decision
before vou make 2z mistake. Making just one
could  result  in  disasorous

wrong  choice

consequences.  Having to juggle pressures from
your family, school, activites, job, and friends may

The

sitnations and emotions you cxpericace  can

overwhelm you at times. many new
sometimes seem unbearable with no end in sight.
Unfortunately, drugs and people who use them,
and are willing to share them are readily available
with what seems like a quick solution or rerreat to

any problern.

Pressures? You MNeed a Plan

Pressures  from  society, your family,
friends, and even the pressures you place on
yourself may sometimes make it difficult for you
to say no to drugs. Our culure often encourages
quick solutions to problems. Many people would
like to believe that taking a pill could cure all types
of problems, but there is no magic pill or cure-all.
Pills and othet dmgs only produce chemical
reactions in yvour mind and body that create

attificial feelings and unhealthy side effects.

Oftentimes, advertising, movies, and
television shows glamorize drug and alcohol
abusc. It may appear that all the beautiful, fun
people are drinking at a bar or taking 2 refreshing

break with the “crisp, clean” smoke of a cigarette.
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These types of false messages reintorce the idea of
drug abuse as a normal and desirable part of life.
You may sce your parents drink at parties; you
may know students who use drugs. You may even
be carious about drugs” effects, or tempted to use
them to relieve uncomfortable emodons. Though
all these situations may make drug abuse attractve
to vou, the reality of drugs’ effects is far from
glamorous. The pleasure drugs may give 1s short-
tived and unreal. Drugs never solve problems;
only yvou can do that You cannot function if
drugs are a problem in your life.

What vou need is a plan of action to cope
with all the pressures to abuse drugs. Once you
decide that you do not want drugs to be a part of
your life, you must develop strategies to resist
these pressures as well as healthy alternatives to

drugs.

Handling Internal Pressures

Accepi and analyze your emotions.

if you are feeling something unpleasant,
take time to consider the cause of your emotions
mstead of trying to avoid feeling bad. If vou do
not address the cause, the uncomforable feclings
will return to bother you.  Also, remember that
certain amounts of anger, sadness, horedom, and
frustration ate aotmal human responses to life
that must be accepred.

Seek out help when you feel overwhelmed

Members  of your family, teachers,
counselors, and friends can help you, There are
also many places that offer help for specific
problems, such as divorced parents, shyness,
alcoholism, or Jack of reading skills, You can ask
2z counselor or instrucior at school about them or
look for yourself in the phone book. If you are
willing to make the effort, there are people willing
to help you. Seek them cut,

Find alternatives to drug use

If vour routine is a big yawn, take a look around
and see if there is an activity that looks interesting
to you. There are better, safer, more rewarding
expetiences in life than using drugs. They involve
doing something that vou find exciting, satisfying,
meaningiul, and challenging.  Some alternatives
include sports, dancing, plaving music, theater,
volunteer work, tutoring, writing, reading, plaving
games, photography, or crafts. You can find out
about other alternatives by asking organizations in
your community about programs they offer.
Check with schools, community colleges, adult
cducation programs, YMCA, YWCA, Boys' or
Gitls' Clubs, libraries, etc.  Photography, auto
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mechanics, painting, chess, drama, singing, playing
an instrument, and part-tme employment are
among the many activities you could do that
would add new challenges to an unexciting
routine.  Of even greater importance, these
activities pay you back with a real sense of
accomplishment and heightened self-esteem  as
vou get better and better at them. Drugs cannot
give you these benefits; they can only temporarily
produce a false feeling of well-being. In the long
run, drugs always take far more than they give and

leave the user with nothing but problems,

Release excess energy and learn how to relax.

if you cannert sit still in vour seat during
class, maybe you are not exercising your body
enough.,  Physical actvites such as running,
walking, biking, tennis, basketball, weight wraining,
martial ares, skiing, and dance, among others, keep
vour body in shape while relaxing and focusing
vour mind during mental activities,

Practice patience

If there is a simation that makes you feel
bad, you cannot think of a way o change i, and
nothing vou do seems to work, what can you do?
Wait! You may not like thar answer, since waiting
is difficult, especially for voung people. But there
will be ames in life when the simaton is out of
vour control. This fact is understandably hard for
voung people to accept.  However, change is
certain and inevitable, If vou wair and stay alert,
new solutions and opportunities will become
available to you in time. To cope with the stress
of a difficult situation untl things do change,
follow the ups in the chapter on stress to learn
coping strategies. People on drugs never leamn the
lesson of patdence; they miss opportunites to
change their lves for the betrer.

Resisting External Pressure

Learn how to refuse drugs effectively

Standing up to peers when they want you
to do something that you do not wish to do can
be very difficult. When you go against the crowd,
vou risk rejectdon — and that is scary. However,
every time you make a decision to do what is best
tor vou and those you care about, you become a
stronger person. You also gain the respect of
those people who are your true friends.  Your
streagth and your decisions may even give others

the courage to do what is best for them as well,
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1n today’s schocl environment, saying no may not

be easy, bat it is definitely worth the effort,

Prepare yourself for situations where you may
be offered drugs

Visuvalize different  circumstances and
different behaviors vou can use to refuse offers of

drugs. Have answers ready:

& No, thanks, I'd rather do somethiag else,

s No, I already {eel fine.

¢ No, thanks, 1 already have enough problems,

¢ No, I'm running in the meet tomorow
(interviewing for a job, taking an important

test, acting in a play, etc.).
& No, thanks, I'll pass.

e No, I dor’t like the way it smells, tastes,
makes me feel, etc.,

& No, I'm not feeling too well, and 1 don’t want
to get worse.

o Nof

If vou do not feel comfortable saving no
in 2 simation, find a way to remove vourself from
the scene. Suddenly remembering an appointment
or some other excuse can get you away from the
situation and give you tme to think of another
way of handling it next time, The inportant ching
is not to do the drugs.

Analyze media and advertising

Does advertsing accurately project the
image of drugs? Who gains by making products
appear glamorous and sophisticated? People who
sell products want you to buy them and will use
psychological techniques in advertising to create a
demand for their goods. Companies that sell beer,
cigareties, and non-drug related products, such as
cars, have one main goal — they want your money.

Your goal is to do what is best for you.
Some products that advertising iries to sell you are
opposed to that goal.  Your defense against
advertisements for products that are uscless or
harmful is the power to read between the nes.
Think abour the message an ad is giving and

decide for yourself whether it is accurate.

Legal Risks of Illegal Drug Use

Before deciding to drink alcohol or abuse
drugs, remember that abuse of legal drugs, taking
illegal drugs, underage drinking, and driving while
intoxicated are all against the law. By endangering
their lives and the lives of others, users become a

socictal  problem,  often  requiring  legal
punishment.
/’_{‘\

s

2rug Jaws vary from state to state, but the
general trend throughout the United States is
toward stiffer penalties for those convicted of
drug possession, drug selling, and alcohol-related
car accidents, People convicted of these crimes
must pay higher fines and must often spend tirne
in jaill. I vou think experimenting with drugs
might be fun, think about how much tun you

would have spending time in a prison.

Prevention History

Historically, various organizations,
communities, and governmental agencies founded
drug abuse prevention programs based on the

theory that people used drugs because they were
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ignotant of the consequences of such use
According to this theory, failure to recognize any
negative ctfects of drugs resulted in neutral or
even positive attitudes toward experimenting with

drugs.
Duting  the 1960s, drug  education
progtams focused on providing information.

Administrators of those programs often called
them “fear arousal messages,” because they dealt
with health and social consequences of drug use.
However, these programs were somewhat
ineffective because youths said that the messages

themselves lacked credibility.

By the 1970s, social scienusts began to
addiess more personal factors that mfluenced
hehavior and
Studies
association exists between drug abuse and a

abuse among  children

drug

adolescents. showed that a close
person’s attitudes, beliefs, and values, as well as
other personality factors such as feelings of self-

esteem, self-reliance, and alienation.

One prevention approach that grew from
this research was affective education. Rather than
focusing on drug abuse behaviors, affective
education focused on the faciors associated with
use, This approach attempted 1o eliminate the
reasons for using drugs by creating a school
climate that was supportive of students’ secial and
emotional needs. These programs often focused
on training the students in effective decision-
making skills. Students in these programs worked
values, analyze Dbehavior

o clarity  their

consequences, and identify alternative behaviors.

Some of the other leading prevention
approaches in the 1970s focused on alternative
aciivities to drug use. These programs involved
vouths in community projects to reduce alienation,
while others provided alternative opportunities for
recreation, soclalization, and informal education.

Prevention Today
Today,

pi’(ﬂVt‘.ﬁ[,l()ﬂ pl'Ogl‘ﬁl"ﬂS. Sometimes these pr()gmms

many  schools  have drug
directly involve the students. For example, high
school students might perform as “peer” teachers
for 7th graders.  Some studies have shown that
prevention programs led by peers are more
effective than programs led by adults. The health
programs led by peers were more successful at
preventing nonsmokers from smoking. Through
acted  out  sitzations

role-plaving,  students

requiring resistance to peer pressure.  Students
also made social commitments not to smoke or

use drugs.

For most youths, substance abuse appeats

to be the result, in large part, of social infloences.
Thus, teaching youths to resist these influences is
one approach to the prevention of drug use.
However, not all vouths use drugs for the same
reason or respoad to the same prevention
approach. Thus, it may not be effective to focus
on any single prevention approach, and it is
important to explore multiple strategies.
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Changing the Social
Environment

Substance abuse prevention programs
that focus on changing an individual’s negative
social environment can be very successful in
reducing the risks of early drug use. By changing a
teen’s surroundings, he or she is more likely to
develop posidve personal attributes and behaviors
and will then be more likely to choose alernatives
to drug and alcohol use.

In some instances, teenagers live in a
high-risk social environment that supports and
even encourages the use of drugs and alcohol.
Often a teen has only negative role maodels to
follow and easy access to drugs and alcohol in his
or her home or community. However, not all
teenagers in high-risk environments choose fo
experiment or use drugs or alcohol regularly.
Teens who possess positive intrapersonal (within
the individual) values, attitudes, and skills may he
most successful in resisting drugs and alcohol,
despite a pegative, high-risk social environment.
are able to choose non-drug

These teens

alternatives that meet their needs.

Research suggests  preventon  efforts
should focus on hoth changing the environment
and building positive values, attitudes and skills
(such as decision-making), rather than only
focusing on a single factor. These findings also
suggest that teen drug and alcohol wse is
funcrional. In other words, the functions that
drugs serve an individual (reducing pain, providing
excitement, etc.) need to be replaced with much
more positive activities and rewards that will meet
the teenaget’s needs. In addition to replacing the
functions  served by drugs, substance abuse
preventon efforts should focus on those factors
(social environment, ncgadve role models, easy
assess to drugs and alcohol, etc) that seem to be

predictors of drug use.

Some research suggests that preventon
should focus on this funcdonality and

efforts

provide alternative behaviors for drug use rather
than simply teying to suppress the underlying need
This

research also suggests that peers and parents

or reason for using drugs or alcohol.

should offer teens positive rewards for choosing
alternatives to drug use.

Reaching Youth Outside the
Classroom: Big Brothers & Big
Sisters of Wichita, Kansas

For nearly a century, Big Brothers & Big
Sisters of America (BBBSA) has been providing
adult support and friendship to children. Through
a careful matching process, volunteers interact

regularly

relationships.

with young people in  one-to-one
Of the 514 local BBBSA agencies
nauonwide, a Big Brothers & Big Sisters program
in Wichira, Kansas, was the largest with over 1300
matches of adult mentors with area youths in
1999, ‘The goals of this mentoring program are 10
prevent destractive behavior and promote positive
attitades
support, role modeling, and exposure to healthy
activities. A study conducted in 1992-1993, with
neatly 1,000 bovs and girls ages 10-16 in eight

and habits among vouths through

cities, found that following 18 months of 2
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mentoring program where the mentors met about
three times cach month produced several positive
results. Little Brothers and Sisters were:

®  46% less likely to begin using illicit drugs;
8 27% less Hkely to begin using alcohol; and

&  53% less likely to skip school than their peers.

Another Qutside the Classroom

Success Story: Self-Expression
Teen Theater, Toledo, Ohio
Self-Expression Teen Theater (SETT)
trains vouths to educate their peers about the
dangers of alcohol and other drug use, premature
sexual activity, and other risky behaviors, and
The

program was begun in 1986 in response ro a needs

explores positive, alternative actvities.

assessment, that revealed Hispanics and African
Americans in Toledo had high rates of aleohol and
other drug use. Since it began, SETT has trained
over 1,200 peer educators, given more than 500
petformances, and conducted over 200 youth-led
workshops focusing on substance abuse and its
relation to violence.

SETT targets primarily Hispanic and
African American vouths ages 11-18 to be peer
educators. These voung people conceive, write,
and perform skits on topics including violence,
substance abuse, teen pregnancy, suicde, and
illustrate  the

academic failure.  Performances

importance of commumication between young
people and adults, and provide vouths with
information on preveniion and treatment services
where they can seek help. "The troupes perform in
schools, churches, public housing projects, and

malls,

In the program’s target area of Toledo,
60% of all students graduate from public high
schools. However, 93% of SETT peer educators
graduate from high school, and 87% are attending

or have graduated from college.

An In-8chool Programu
Reconnecting Youth, Midland,
Texas

Reconnecting Youth is a school-based
drug prevention program targeting high-risk high
school students.  The program is designed to
reduce drug use and aggression, as well as
zcademic failure and dropping out of school
Reconnecting Youth includes a semester-long
course, school-bonding activities, and a school
system crists response plan.  The Reconnecting
Youth class is taught 55 minutes cach day and
includes fowr modules: Decision-Making, Personal
Self-Esteern Enhancement,

Communication.

and
Studies
documented that Reconnectng Youth improved

Control,
Interpersonal
decreased  drug

academic performance; use;

reduction in  anger, depression, hopelessness,

aggression, suicidal  behaviors, and  stress; .
improved self~esteem, self-control, bosnding to

school, and sodal support.

Schooi-Based Programs that
Reach Beyond the Classroom

In schools that have components beyoad
the basic classroom program, they aim their

efforts at changing the adolescent’s  social
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environment. Newsletters to parents cmpbasize

the importance of communication with their child

about  drug  abuse  and  include  homework

assignments such as structured interviews to help

achieve better communication. Peer leaders

clarify school riles as they tell their classmates the
rules on drugs and the reasons for those rules. An

alternatives  week, planned by peer leaders,

promotes and reinforces  healthy  behaviors.

Finally, program administrators facilitate smoking

cessation programs for interested parents.

Drug Abuse Prevention

There are many ways in which you can
become iavolved in drug abuse preventon. You
might be able to volunteer at drug treatment and
schabilitation centers.  Look in the phone book

under  “drug  abuse”  for information  and

prevention programs. You may be able to find
several local sources for preventive mformation.
There are also toll-free numbers that provide

information on drug abuse and prevention.

Many major hospitals have chemical
dependency hospitals affiliated with them. These
hospitals may offer professional treatment for

alcoholism and drug dependency. Some may offer
services such as seminars on dmg recovery,
depression, or anxlety and other individualized
programs.

HMelp and/or informadon are available
from many private and public agencics, facilities,
and people. Drug treatment centers and clinics
specialize in treating people with drug problems.
Hospitals treat on an in- or out-patient basis.
Mental health centers can trear people with drug
problems by dealing with underlying problems.
Public health agencies and social service agencies
can provide practical advice and make referrals.
Halfway houses provide residendal treatment for
those with drug problems.

Treatment and Referral Services

The Narional Drug Information and
Trearment Referral Hotline (1-800-662-HELP),
Mental Health
Services Administration (SAMHSA’s Center for

and the Substance Abuse and
Substance Abuse Treatment , or USAT) provide
drug-related information to individuals secking
local treatrment programs and direct friends or

family members to support groups or services,

To lcarn more Information on alcohol
National
Clearinghouse for Alcohol and Drog Information
(NCADL ar 1-800-729-0086 for assistance in
Fnglish or Spanish. PREVLine (Prevention On-
Line), a 24-hour Web-based
information  portal search

and other drugs, write or calk

prevention
and engine, 1§
maintained by the U, 8. Department of Health and
and SAMSHSA’s Center for
Substance Abuse Prevendon (CSAP). Information

the

Human Services

can be found on Internet  at

htep:/ /www.health.org,
If you need help with a cocaine problem,
call Cocaine Anonymous ar 1-800-347-8998 or
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write for free materials to: 3740 Overland Avenue,
Suite ., Los Angeles, CA 90034,

For information about  inhalant
prevention, Inhalant
Prevention Coalition, 322 A Thompson Street,

Chattancoga, TN 37405, or call 1-800-269-4237.

contact the National

Don’t forger to call your local police
department, health department, and local drug
prevention organizations for more information on

drugs.

Alcohol Abuse Prevention
Alcoholics (AA) is 2
worldwide group of men and women who help

Anonymous

each other maintain sobriety. Members who
attend meetings share theit recovery experiences
freely with othess who may have a drinking
problem. The AA progiam consists basically of
“Twelve Steps” designed for personal recovery
from alcoholism.  The organization functions
through almost 97,000 local groups m 114
countrics. The program has helped more than
2,000,000 problem drinkers,
thousand alcoholics have achicved sobriety in AA,
but members recognize that their progratn is not

Several hundred

alwavs effective and that some may require

professional counseling or treatment.

Look for Alcoholics Anonymous in any
telephone directory.  In most urban areas, a
central AA office can answer vour quesdons or
put you in touch with AA members. If AA is not
in your local directory, write the General Service
Office, P.O. Box 459, Grand Central Station; New
York, NY 10163 or call (212) §70-3400

Al-Anon is a worldwide organizaton that
offers help to families and friends of alcoholics.
Al-Anon meetings are held in 115 countries.
There are over 24,000 Al-Anon and over 2,300
Alateen groups worldwide. Members recerve

support through a mutual exchange of expetiences
about how an alcoholic has affected their lives.
Alateen is a fellowship of young Al-Anon
members, usually teenagers, with someone else’s
drinking problems affecting their lives. Young
people come  together 1o share experiences,
strengths, and hopes with each other as they
discuss their difficulties. They can also encourage
one another to learn effectve ways to cope with
their problems.

the nearcst Al-Anon or
the Al-Anon
Information Service (Intergroup) in metropolitan
Group
Headquartters, Inc, 1600 Corporate Landing
Parkway, Virginia Beach, VA 23454; (Email)
wsof@al-anon.org, (Phone) (757) 563-1600; (Fax)
(757) 563-1655.

To  contact

Alatcen  Group, call tocal

areas, Or wtite:  Al-Anon  Family

There are many other places that people
can get help for problems caused by alcohol.
They can talk with family, friends, a school
counselor, or a doctor, Look in the yellow pages
under “alcohol” or “alcoholism.”  Use referral
services and get information provided by the local
affiliate of the Natonal Council on Alcoholism (1-
800-NCA-CALL). Remember, 1t 15 important to
seek help and support for people with drinking
problems,
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Driving Under the Influence

Disturbing Statistics

Accordinng to the National Highway
Traffic Safery Administradon (NHTSA), there
were 41,611 total waffic fatalides 1w 1999, Of
those, 38% or 15,786 were alcoholrelated.

Hstimares are that 2,104 persons aged 16-

20 died in alcoholrelated crashes in 1998
CNP-ITS:’\, 1999
An  estimated 308,000 persons were

mnjured In crashes where police reported alcohol
was present — an average of one person injured

approximately every 2 minutes,

Approximately 1.4 million drivers were arrested in
1998 for driving under the influence of alcohol or
narcotics. This is an arrest rate of 1 for every 132
Heensed drivers in the United States, (NFITSA,
1999)

About 3

involved in ag alcohol-related crash at some #Hime

in every 10 Americans will be

in their lives.
MADD

According to Mothers Against Drunk
Driving (MADD), underage drinking is America's
No. 1 youth drug problem, killing 6.5 times more
voung people than all other illicit drugs combined.

Founded in 1980, MADD is a non-profit
grassroots orgapization with 600 affiliates and
members  and
MADD's prevention

efforts focus on drunk driving and underage

approximately  two  million

supporters  nadonwide,
drinking; these efforts have helped save more than
183,000 lives since the organization's founding
Although  aleohol-related  traffic  deaths
decreased by mote than 40 percent since MADD's

have

founding, drunk driving still remains the nation's
most frequently commiited viclent crime.

Since its tfounding, MADD has helped
pass more than 2300 anti-drunk driving and
underage drinking laws, MAIDD was instrumental
m the passage of the national 21 minimum
drinking age law in 1984, as well a5 the 1995 “zero
tolerance” provision of the National Highway
Systems Law making it Hlegal for those under 21
to diive after consuming alcohol. On October 23,
2000, President Clinton, with the support of
MADD, signed a federal law that will require each
state to pass .08 BAC as the legal mit or lose 2
porton of their federal highway funding. MADD
5 working to pass .08 BAC (blood alcohol
concentration) laws in the 31 states thar do not vet
have this law. MADD also advocates for passage
of a federal consttutional amendment for victims'
rights and stricter penaltics for repeat and higher-
risk drunk driving offenders, in addition to other
key legisiation in states across the country.

MADD is always looking for dedicared
individuals interested in starting a chapter or
Community Action Team (CAT) in arcas where
MADI does not have a local presence. Because
the procedures for starting a chapter vary by area,
MADE's website recommends that vou contact
their naticnal office at B00-438-6233 and ask the
operator for the Field Services Coordinator for
vour state. You can write o MAIDD at the
following address: 511 . john Carpenter
Freeway, Suite 700, Ireing, TX 75062, Their

Internet address is www.maddots,

DID YOU KNOW?

Drinking 15 the third leading cause
of death in the United States - right behind
heart disease and cancer,
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Know When to Say When

“Know When to Say When,” which was
in effect from 1985 to 1999, was a nationwide
consumer education campaign developed Dby
Anheuser-Busch that encouraged consumers to be
responsible when they drink. It aimed at normally
responsible, law-abiding citizens who only needed
reminders of their legal and moral obligations to
themselves and others.  The purpose of the
campaign was to help create a climate that
The
television

srrongly  discourages “situational abuse.”
of

commercials, 2 movie, billboards, and newspaper

campaign  involved a  series
advertisements that reminded consumers not to
On  September 12, 1999, the
company launched 2 new advertising campaign,
“We All Make A Difference.” It reflected the fact

that today's challenge is not to convinec the public

overindulge,

that drunk driving s inexcusable and wrong (the
public already knows that). Instead, i aimed to
reinforce the good practices of drinkers who
exercise personal responsibility, designate a driver
or call a cab, and build on the momentum of the
positive trends.

SADD

Smudents Against Destructive Decisions
(SADD) is a school-based organization dedicated
to addressing the issues of underage drinking,
impaired ditving, drug use, and other destructive
SADD's
mission is to provide students with the best

decisions and killers of young people.

prevention and intervention tools possible to deal
with the serious issues young adults are facing
today. Empowerment is the foundation of
SADD. The idea of empowerment is to build
students’ confidence and ability to create changes
and manage behavior in a way that results in
healthy choices.  SADID promotes a “no use”

of alcohol and other dmgs and

message

encourages students not 1o participate in activities
with destructive consequences,

For information about starting a SADD
chapter at your school, start by calling SADD
National Headquarters at 1-877-SADD-INC, or
filing a request for information on SADIDYs
website, hitpt//www.saddonline.com.  You can
also order a SADD chapter starter kit from
SADD at 1-800-394-0650.

Important Tips to Know

Your knowledge of the following tps can
possibly save 2 life when you are in a position to
influence family membets, friends, or other adults
who ate planning and/or awending a social
function that includes alcohol.

As Responsible Adults. ..
# Recognize that every social occasion does not
have o include alcoholic beverages.

o If alcohol is served, place limits on the
available.

alcohol to have on hand, based on the

AMOUILL stimate how much
number of guests and the leagth of the party.
As 2 guideline, plan on one drnk per guest

pet hour; then, purchase only that amount.

¢ Provide other acovities when

alcoholic beverages. Drinking should not be

SEIVING

the main purpose of any activity.

® Create a climate that respects individual
choice by providing attractive non-alcoholic
drinks. Be conscious of the drinking age and
remember that serving alcohol to those under
21 is iltegall

®  Serve snacks so that guests do not drink on an
empty stomach, and to slow down alcohol
absorpiion.
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e (reate a  climate  that  discourages
overinduigence, but assume responsibility
for guests who overindulge. See that they get
home safely by providing or arranging
transportation or invite them to stay later or

overnight.

@ Kecp a list of telephone numbers of
emetgency health  care, police, and  taxi
services in case you have a problem,

As Responsible Guests...

®  Regard alcohol as the highly toxic substance it
-is; understand its effects on the body, brain,
and thought processes.

®  Set a limit on the consumption of alcohol that
is well within personal lmits, remembering
that this will vary from tme to time.

# EHat while drinking — such as low salt snacks
or 4 meal.

® If they have exceeded their limit, ask for a ride
home with someone who has not been

drinking.
As Friends...

® Discourage anyone who appears t be under
the influence of alcohol from driving,

& Call z cab for anyone who appears to be
under the influence of alcohol.

8 HRemember A brief uncomfortable con-
frontation may save the life of a friend and
othets.,

As Concemed Citizens..,

s  Talk about the dangers of drinking and
driving to those who are overindulging,
Ensure they understand the dangers of
drinking and driving, the effects of alcohol on
driving performance, and the consequences of

being arrested and convicted of driving under
the influence.

e Be a positive role model. Your atttudes and
behavior regarding drinking and driving wilt
influence others, especially minors.

e  Support education and prevention activities in
local scheols.

# DPractice other safety measures such as using
seat belts and child restraints for protection
from drunk duvers.

% Join an organizadon on the local, state, or
national level that is working to educate
people about the dangers of drinking and
drzving.

8  Support strong laws and enforcement of
those laws.  Let government know your

feelings.

Drug abuse prevention programs have
evolved from the need for action and the need o
reach the target school-aged population. The
result is a heavy reliance on school systems, use of
academnic time, and involvement of educators in
implementation. But do not just count on the
school system. Evetryone has the opportunity to
become invelved in community efforts to make
citizens awate of the drag problem and how to
prevent drng abuse,
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What Else Can You Do?

Even if no one close to you has a
problem with alcohol, work to maintain 2 positive
seif-image and promote drug-free living, Join an
anti-drug club or start one — there are many
nationwide. You may choose to become involved
with  Students Against Destructive Decisions
(SADD) or initiate a Sate Ride Home program at
yout school and sell cards that people who have

been drinking can use for free taxi rides.

Help in the fight to keep your school
drug-free. Otfganize a poster competition at yout
school in which students address the need for
education and tesponsibility in the consumption
of zlcohol. Develop positve peer pressure and
teach  the
Remember that there 1s strength in numbers and

harmful eifects of alcohol abuse.

that encouraging alcobol-free  activides can

prevent problems from cver starting,

Intervention Strategies
Whete De You Find Help?

Chances are vou know one of the millions
of Americans who have a problem with drinking
or other drugs, You may care a great deal about
that individual, but perhaps, even though vou
want to help this person, you're not certain how
to go about 1. Maybe vou think you cannot help.
Mavbe vou ate hesitating because you think they
may not Like you anymore if vou confront them
with the truth about their drinking or drug use.
Maybe vou even feel that people can only want
help if they have “hit botrom.” People who are
dependent on alcohol or drugs camnot quit
without help, and they do not have to reach “rock
bottom™ before getting the help they need. You
can help with a process called intervention.

What is an Intervention?

An intervention is a process generally
conducted by a traned intervention professional,
In an intervention, family members, friends, and
coworkers In a loving, caring way confroot the
person as a group and present the reality of that
These

genuinely concerned people present clear, factual

person’s drug or alcohel problem.

information  about the effects the person’s
drinking or drug abuse has on those who care
about them. For example, the person who abuses
drugs or alcohel may be missing work or school as
a result of hangovers or too much “partying” and
may lose their job or fail school. The individual
on drgs or alcohol may have missed family
cutings, had some embarrassing experiences, or

shirked

intervention usually resules in the person with the

their responsibilities. A successtul
problem acceptag that their behavior is a sign of
their addiction 10 aleohol or drugs, recognizing
their need for help, and gettung the help they need.

Tt also can preserve a family or save a friendship,

Interventon is not a long, complicated
the
successful, it 1s best conducted with the help of a

process, but to ensure intervention  Is
professional. For more information, contact The

National Council on  Alecholistn and
Dependence, 22 Cortlandt Street, Suite 801, New
York, NY 10007-3128. You can reach them at
(Phone) 212-209-7797, or (Fax) 212-209-7510.

Their website is  htp://www.ncadd.org, and

Drug

e -~
Email s national@ncadd.org.

What Else Can You Do to Help
a Friend?

If a friend you know is having problems
and is considering abusing drugs ro relieve the
pain, vou can be of help just by being there to
listen and by affirming your personal decision that

drugs are not 4 good way to deal with problems.
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In some cases, this may be ali that is nceded — a
caring and strong presence can go 2 long way as
can an informed discussion about what a
particular drug can do to the mind and body.
There may be other situations, though, which
require specific and professional help that you are

not prepared o give.

When you realize that someone you know
may have z drug problem, there are some choices
of action you need to make. If you are not
prepared to go o an iotervention professional,
there arc some other choices of actions you can
take that can also help.

1 you decide to speak to a friend, here are
some guidetines that vou should consider in
planning how and what you could do to help.

Guidelines to Consider

a  Make certain the tming 15 mght. Talk to vour
friend when he or she is sober or straight -
before school is generally 2 god time.

e Never accnse your friend of being an

alcoholic or a drug addict, but do express your
concern. Try not to blame vour friend for the
problem. If you do, he or she might be

“rarned off” right away,

#  Talk about your feelings. Tell your friend you
are worried, and how it feels for you to see
him or her drunk ot high on drugs.

e Tell your friend what vou have seen him or

her do when drinking or using drugs. Give
your friend specific examples.  Tell your

friend you want to heip.
@ Speak in a caring and understanding tone of
voice, not with pity but with friendship.

2 Be prepared for denial and anger. Your friend
may say there is nothing wrong and may get
mad at you. Many people with alcohol and

When

confronted, many users will defend their use,

other drug problems teact this way.

blame others for the problem, or give excuses
for why they drink or use other drugs.

o Find out where help is available. You could
offer to go with your friend to get help, but be
prepared to follow through. Doing this will
convince vour friend that you really care
about him or her.

8 You need to tell your friend that you are
worried about him or her, and that someone
who can help needs to be told. Your friend
might get really angry with you, but if you say
nothing, things may get wosse and your friend
may be in more danger, Remember, that if

they do not get help, they can develop serious

psychological  problems such as  suicidal
depression, and sertous physical problems
such as liver or brain damage; some will die

from an overdose,

Convince the person to seek help

Be prepared with the names of people
and agencies that can provide help.

Tell a responsible adult

You may be reluctant to tell a responsible
adult, such as an instructor or counselor, that you
are concerned about the person because it feels
like bettaying someone. However, especially in
cases where you know the person is using life-
threatening drugs or participating in dangerous
situations, you are really doing this person a favor.
Your action may save 2 life.

If you know of someone selling drugs...

You need to report someone selling drugs
to an approptiate authority, People who sell drugs
have passed the point of having a personal
problern. Drug dealers are hurting others.
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Find out what sypes of help are available
at your school and in your community for people
with problems. Know the proper procedure for
reporting drug-related incidents, and above all,
show the cadets whom you lead that vou care
about their well-being and are willing to help.
Your example and your support can have 4
positive impact on those around you.

First Aid For Alcohol or Drug

Overdose

What can you do if a friend gets into
trouble and overdoses on a diug or consumes
excessive amounts of aleoholr  If the sitvaton
permits, before doing anything else, call 911 and
tell them what the person has taken, describe his
or her symptoms, and seek advice on what action
o take. In general, follow these rules:

e If the victim 15 conscious and took the
overdose in the last thirty minutes, make him

or her vomit.
® Keep the victim awake and conscious.

& Protect overly active, aggressive, or panic-
stricken victims from hurting rhemselves, vou,

or others.

e Place an unconscious victim on his or her
side, so that if the victim vomits, he or she
will not choke or drown in it. This position
also allows good respiration,

& Monitor the victim’s breathing.
@ Maintain the victim’s body temperature.

e Reassure the victim that he or she will be
okay.

& If the victim is having convuisions, do not
put anything in his or her mouth. Clear away
turniture and shatp objects, and move the
victim only if he or she is near a fire, glass
door, stairway, or other danger.

®  Keep any evidence, inchuding any rmaterial
vomited, to help medical personnel determine

what and how much the person took.

e (all

transpott the victim to & hospital or doctor,

for emergency medical  services or

Conclusion
Talk
to your friends and neighbors about drugs. Ask

Become involved as an individual.

them to join you in vour comynunity's attack on

drugs.  Reach out 2 helping hand to your
community — join the fight against drugs and

Your assistance

become a part of the solution.
could save a life. +
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Tobacco — Use and Effects

Introduction

Want to fit in® 1o vour friends smoke of
use smokeless tobacco products? Want to look
older than you really are? Want to be just like
those teens in the advertisements that wear the
coolest clothes, appear youthful, vigorous, maybe
even rebellious or sexy? Guard against the hype
slick
tobacco advertisers would have vou buy into.
Tobacco and tobacco products are really not
glamorous as the advertisements would have you

and advertising  technmiques  that  smart

believe,

e Did

formaldehyde — the same substance used to

you know that cigarettes contain

preserve dead frogs?

e Did you know that the same cyanide found in
rat poison exists in clgarette smoke? You
breathe it whether you are a smoker or just
hanging arcund people who smoke.

s And how about the nicotine in cigarettes?

You probably alveady know that it is addictive,
but did you know that it is also a potent
insecticide found ia bug spray?

Surgeon General Reports

The Centers for Disease Control (CIIC)
i their 1994 report from the Surgeon General
states that teens who smoke are three times more
likely than nonsmokers to use aleohol, eight times
more likely to use marijuana, and 22 times more
likely to use cocaine. Smoking is considered a
gateway drug, that is, it Is the opening or “gate”
to the path to further drug use and abuse.
Smoking is associated with a host of other risky
behaviors, including fighting and engaging in
unprotected sex.  Be smart. Know the facts
before vou make the decision to use tobacco ot
wobacco products. Read on and take a look at
some more really convincing information —
relevant to you and to vour health!
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Surgeon Generals Report:
Smoking Is Bad for You

Among voung people, the shorttern
health effects of smoking include damage to the
respiratory system, addiction to nicotine, and the
associated risk of other drug use.
health
reinforced by the fact that most young people

Long-term

conscquences of youth smoking are

who smoke regulacly  continee  to smoke
throughout adulthood (CDC, Prevenung tobacco
use among young people — A report of the
Surgeon General, 1994, p. 15). But smokers are
not the only ones whose health can suffer. Their
tobacco smoke can be hazardous to the healdh of
athers. And smokeless robacco, such as chew or
have serious health effects,

snuff, can  also

specificaily causing cancer of the mouth.

Three Major Components

Cigarettes, cigars, pipes, chew, and snuff
all contain tobacco and there are three major
components that make up tobacco, each having its
own il effects. One such component, tar, causes
a vatiety of cancers and contributes to
emphysema and other respiratory problems. For
this reason, people often choose to smoke low-tar
cigarettes, but even low-tar cigarettes can be
unsafe because smokers often ead up smoking
more, using these brands. Carben monoxide,
also found in tobacco, restricts the oxygen-
carrying capacity of the blood, and can often cause
the

insufficient heatt operation.  Nicotine,

substance in  tobacco  believed to  causc
dependency, is absorbed into the bloodstream,
reaching the heart and brain within a few seconds

of the onset of smoking.

Nicotine

Nicotine is a stimulant to the brain and

the central nervous system. A stmulant is any

substance that quickens the functional activity of
an otgan or part, Dunng smoking, nicotine s
absotbed quickly into the bloodstream and travels
to the brain, causing an addictive effect.

Short-term or immediate effects o the
body include:

& Increase in blood pressure

¢ Increase in heart rate

s Thickening of blood

¢  Narrowing of atteries

s Decreasc in skin temperature

¢ Increase in respiration

e Stimularion of the central nervous system
2  Vomiting

@  Diarrhea

Addiction and Dependence

'The Surgeon General Reports concluded
that cigarettes and other forms of tobacco are
addicting. In addition, the factors that determine
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robaceo  addiction are similar to  those that

determine heroin and cocaine addiction.

There are more people addicted to
nicotine and tobacco than ro any other drug
Being addicted or dependent basically means the
same. When a persoa is addicted or dependent on
nicotine, he or she feels as if they need nicotine in
order to function pormally.  The term “addict”
tends to make people think of a desperate
individual living in the back alleys of a big city.
However, anyone {rom any background in any
place can become addicted or dependent on a
substance. People who are dependent have great
difficulty refusing the substance they have been

abusing,

Teenagers Making the
Decision to Smoke

Fiven though it is illegal for minors to buy
tobacco products, at least 4.5 million adolescents
{aged 12-17 vears) in the United States smoke
cigarettes. Every day, more than 6,000 adolescents
undet the age of 18 vears in the U.S. try their first
cigarette and more than 3,000 adolescents under
the age of 18 vears become dailly smokers. The
vounger people start smoking cigarettes, the more
likely they are to become addicied to nicotine.
The Ametican Cancer Sodiety reports that nearly
75 percent of daily smokers who think they will
stop smoking in five years are still smoking five to
six vears later. The decision to use tobacco is
neatly always made in the teen vears, and about
one half of voung people usually continue to use
tobacco products as aduits.

Physical and Psychological
Dependence

Physical Dependence

There are two types of dependence —
and

physical ~ dependence psychological

dependence. A person with a  physical
dependence on nicotine, after being deprived of it
for any length of time, can experience any of the

following withdrawal symptoms:
® Drop in pulse rate

¢ Drop in blood pressure

e  Disturbance of sleep

¢ Slower reactions

e Tension

# Restlessness

&  Depression

o Irriability

o Constipation

e  Difficulty in concentration
¢ Craving for tobacco

Quitting and Withdrawal

Among adolescents aged 10-18, about
three-fourths of daily cigarette smokers and daily
sinokeless tobacco users report that they continue
to use tobacco because it is really ditficult for
them to stop. About 93 percent of daily cigarette
smokers and daily smokeless tobacco users who
previously tred to quit, report at least one
symptom of nicorine withdrawal.  Young people
who try to stop smoking suffer the same
withdrawal symptoms as adults who @y to quit
{Centers for Disease Conwol and Preventon,
Marbidity and Morality Weekly Report 1994, Vol.
43, pp. 746-T50.
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Although the symproms of withdrawal
may cause discormfort for a brief period of tirne,
the henefits to 4 person who quits smoking greatdy
outweigh an addiction to nicotine.

Psychological Dependence

A person has a psychological dependence
on nicotine when, after being deprived of this
substance for any length of tme, he or she feels a
powerful motivagion or craving to continue using
it. Since the mind and bedy work together very
closely, it is often difficult to tell the difference
between physical and psychological dependence.
The mental craving for nicotine may be so
powesful that it secems o be a physical need,

T'obacco is Tobacco is Tobacco

Smoking cigarettes, pipes or cigars Is not
the oanly problem. People can also use tobacco
products orally in the forms of chewing tobacco
(by placing a wad between the cheek and teeth and
sucking on ity and souff {by placiag 2 pinch
between the lower lip and teeth). Regardless of
the choice of tobacco product a person uses, each
can harm the body in different ways.  Although
there are short-fexm or immediate effects to using
tobacco products, research has also identified the
long-term effects of using tobacco products,

Long-term effects of using tobacco products

include:

@ High blood pressure
e Blockage of blood vessels
& Depletion of vitamin C

@ Reduction in the effectiveness of the immune

systemn
@ (ancer of the mouth, throat and lungs

e Cancer of the upper respiratory tract

e Bronchitis and/or emphysema

¢ Stomach ulcers

e Weight loss

&  Dryness and wrinkling of the skin

& Production of abaormal sperm in males

Is It Better to Smoke Cigars?

No! Cigars can do more harm than the
same number of cigarettes because cagars typically
coniain more tobacco and more nicotne than
cigareites do. Many pecple think that if they do
not inhale cigar smoke then cigars cannot be
harmful. This 1s just not true. Harmfal heat and
smoke still enter the body and nicotne is
absorbed into the Bblood stream through the
intenior of the cheeks. Since cigarettes are not as
strong as cigars, the average smoker will smoke
moze cigarciies than cigars.

What About Smokeless
Tobacco?

Tobacco smoke contains thousands of
chemical ageats, including 60 substances thar are
known carcinogens, or cancet-causing substances
{Nawonal Cancer Insotute, Cancer Rates and
Risks, 4% edidon, National Institures of Health,
1996, p. 70

Smokeless tobacceo, such as chew and
snuff, affect the body somewhat differenty than
smoking cigarettes, cigars or pipes. Because the
tobacco is held against the interior of the lip rather
than inhaled as smoke, smokeless tobacco can
cause cancer of the mouth, Also, just like when a
person smokes cigars, nicotine is absorbed into
the blood stream through the interior of the
mouth.  The harmtul effects of one can of snuff

are equal to about sixty cigarettes.
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robacco

smokeless can  cause  gum
disease, mouth, cheelk, throat, and stomach cancer.
Smokeless tobacco users are 50 times more likely
to get oral cancer than non-users, Those users
who do not develop some type of cancer are still

likely 1o have signs of use, including stained teeth,

bad breath and mouth sores (Natonal
Clearinghouse  for  Aleohol  and  Drug

Information}. There is no sate form of tobacco.

Smokeless tobacco use among young
people 1s a continuing problem. According to the
National Center for Chronic Disease Prevention
and Health Promotion (CDC), data from recent
school-based surveys indicate that about one in
{ive male swudents in the ninth through twelfth

grades use smokeless tobacco.

Diseases Associated with
Smoking
Some of the discases associated with

long-term  tobacco  smoking  include  chronic
bronchitls, emphysema, coronary heart disease,

and lung cancer.

Lung Cancer

Lung cancer is the leading cause of death
among women today. The CDC says men who
smoke are 22 times more likely to die from lung
cancer than non-smokers. Women who smoke
are 12 times more likely to die from the disease.

Pipe and cigar smokers are more prone to dying

from cancer of the mouth and throat than non-
smokers.

Statistical studies have long shown that
people who do not smoke live longer than those
who do; and since the 1950s, scientists have
siatistics that connect smoking and long cancer.

Cardiovascular Diseases

Cigarette smoking is a major risk factor
for heart attacks (sometimes faral) in both men
and women. According to the CDC, smoking
triples the risk of dying from heart disease among
middle-aged men and women. Studies also show
an increased risk of dving from stroke, anearysms,
high blood pressure, and other cardiovascular

lnesses.
Respiratory Diseases

Smoking is cited as a tisk for dying of
pneurnonia, chronic bronchits, or emphysema.
The CDC savs people who smoke increase their
risk from bronchitis and emphysema by aearly 10
fmes.

Other Effects

Studies have pointed to smoking as a risk

i vision loss among older people, mental
impairment later in life, Alzheimer’s disease, and

other forms of dementia.

Smoking also reduces the effectiveness of
prescuiption and over-the-counter medications.

Pregnant women who smoke can pass
nicotine and carbon monoxide to their baby
through the placenta. Research indicates this can
prevent the baby from getting the oxygen and
autrients it needs to grow. This can lead to fetal
injury, premature birzh, or low birth weight, A
mother who smokes can also pass nicotine to her
baby through her hreast milk,
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Despite the labels required by federal law
warning individuals about the hazardous effects of
using tobacco products, use continues.

Secondhand Smoke

The harmful etfects of smoking do not
end with the smoker. The tobacco smoke in the
air is called environmental tobacco smoke (ETS)
or secondhand smoke. Breathing it can be a
hazard to vour health and to the health of those

around vou

Recent research has indicated that non-
smokers who breathe in second-hand smoke
{(smoke that escapes from the burning end of a
cigarette as well as the smoke exhaled by the
smoker), can have an increased risk of Jung
cancet, heatt disease, and respiratory disorders,
The more you are around secondhand smoke, the
greater yout risk for health problems. Tlach year it
causes about 3,000 lung cancer deaths in US,
adults who do not smoke. ETS 15 so hasmitul that
the 118, Environmental Protection Agency (EPA)
has classified it as a “Group A7 carcinogen.
“Group A7 carcinogens are the most toxic
substances known to cause cancer in humans.

Did You Kanow?
® Secondhand smoke in a crowded restaurant
can produce six times the pollution of a busy

highway.

@  Secondhand smoke causes 30 times as many
lung cancer deaths as all regulated pollutants
combined.

o Secondhand smoke tmakes hair and clothes
stink!

¢ Secondhand smoke ruins how food smells
and tastes to you.

@ Secondhand smoke canses reddening, itching,
and watering of the eves.

®  Seconchand smoke fills the air with many of
the same poisons found in the alr around

toxic waste dumps,

As the public becomes more aware of the
dangers of inhaling secondhand  smoke, the
legislation prowecidng the rights of non-smokers
continues to increase.  Smoking is increasingly

being banned in both public and private places.

Tobacco and Athletic
Performance

Research has shown that students who
patticipate in school sports are less likely to be
regular or heavy smokers, Students who play ar
least one sport are 40 percent less likely o be
regular smokers and 50 percent less likely to be
heavy smokers. {American Cancer Society) Here
are some additional facts about tobacco and
athletic performance from the Centers for Disease

Controk

®  Nicotine narrows vour blood vessels and puts
added strain on your heart,

# Smoking can wreck lungs and reduce oxvgen

available for muscles used during sports.

® Smokers suffer shortness of breath almost

three times more often than nonsmokets.

@  Smokers run slower and cannot run as far,
affecting overall athletic performance.
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®  Smoking hutts young people's physical fitness
in terms of both performance and enduraace.
Fven competitive runners wil feel the
harmful effects of smoking (CDC, Preventing
tobaceco use among voung peaple, p. 28).

What Can You Do?

Recommendations from the CDC

e  Know the truth. Despite all the tobacco use
you see onn TV and in die movies, on music
videos, and in magazines, most young people,
adults, and athletes do not use tobacco.

e Make friends, develop athletic skills, control
weight, be independent, be cool...play sports.

& Do not waste money on tobaccol

e (et involved. Make your tearn, school, and
home tobacco-free,  Teach others.  Join

communisy efforts to prevent tobacco use.

You can do it

Ways to Say “No”

Today’s young adults experience a great
deal of peer pressure to cxperiment with or use
alcohol and tobacco. One way to deal with this
peer pressure is to be prepared to offer quick
responses when such situations occur.  ‘lhe
following are some quick-response ideas that you
can use to plan ahead.

e T can’t — my mom can smell it on me when [

get home.

e [ already ger grounded if I miss my curfew.
So 1'd hate to think what would happen if my
dad caught me smoking,

e  Not for me, thanks. T'm not into chemicals,
@  No thanks. I'm allergic.

¢  Pminto health.

e If the coach finds out, Ul have to run laps.

e No thanks. I just read a new study on its

harmful effects.

But If You Already Use
Tobacco Products and Want to

Quit...

Befote vou quit, think about the following
questions, write down your answers, and then
keep these responses somewhere vou will be able
0 see them as a reminder:

® What do I get out of using tobacco products?
@  Why do I think I can give it up?
e Why do 1 want to quit?

e When I wied in the past to quit, what helped?
What did not help?

® What situations will be rough for me after |
stop? What can I do to aveid smoking?

e Wil my friends who contioue to use tobacco
products feel hure? How will T handle their
reaction to my quitting?

& Who can help me get through the tough
times? Friends? Family? Former users?

Exercise helps 2 grear deal. Fating right is
also  helpful.  Be certain to eat fruits and
vegetables, whole grain cereals and pasta, and
avoid fats. Get plenty of sleep. All of these things

will make quitting easier. Finally, remember that
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looking good Is about clean-smelling brcath,
clothes, and hair, plus feeling healthy and good.

Relapses

Most relapses ocour in the fsst three
months after a person quits. You have a much
better chance of quitting for good i you avoid
those things that trigger your urge to smoke,

e Try to get other smokers {perhaps your
parents or your good friends) to quit with you.
Ir is difficult to refrain from using tobaceo
products with others around you who smoke
or chew, so avoid them if vou cannot
convince them to join you in quitting,

o Some people gain weight; others do not. Deal
with one problem at a time. Work on quitting

smoking first.

e It is common to experience mood swings or
depression. You may get edgy, which will
make you want to smoke. If problems persist,
talk to your parents or a doctor.

® [ty mouth, cough, or scratchy thioat, and
edginess can be temporary side effects of
withdrawal. Although somewhat annoving,
these symprorms mean vour body is adjusting.

¢ You will be thinking about smoking. Do
something, Get out. Excrcise. Scream., Walk
the dog. fust stay busyl

Keep a list of your triggers. If something
makes you want to smoke, dip, or chew, write it
down. Keep the list in vour pocket so you always
know what caused them and what you can learn
from them.

Additional Resocurces

Information about the health risks of

smoking is available from the following:

Office on Smoking and Health (OSH)
National Center for Chronic Disease Prevention
and Health Promotion
{enters for Discase Cenrtrol and Prevention
Mail Stop K-50, 4770 Buford Highway, NE
Atlanta, Georgia 30341-3724
1-800-CIDC-1311 (1-800-232-1311)
770-488-5939
FAX Information Service: 770-332-2352
bitp:/ /www.cde.gov/tabacco

If you suspect you have a problem with
nicotine, cigatettes and/or other drug use, please
contact the Natonal Drug Information and
Treatment and Referral Hotline at 800-662-FHELP
(4357). They can supply vou with the following:

#  Printed materials

& Treatment services in your state

® Referrals for treatment

¢ Alcohol wrearment services

®  Adolescent and family services in your state

To learn more about tobacco, or obtain
referrals to programs in your community, contact:

SAMHSA’s National Clearinghouse for Alcohol
and Drug Informatien 1-800-729-6680

TDD 1-800-487-488%

Lnea gratis en espanol 877-767-8432

hetp:/ /www health.org
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Other  organizations that  promote
tobacco prevention include: the American Cancer
Society, American Heart Association, American
Legacy Foundation, Association of State and
Territorial Heath Officials, National Association
of County and City Health Officials, National
Association  of  Attorneys  General, National
Association of Local Boards of Health, Narnonal
Center  for  Tobacco-Free  Kids, National
Conference  of  Stawre  Legislamares, National
(Governors’ Association, Pan-American Health
Otganization, and World Bank.

Conclusion

While the damaging effects of tobacco
use remain obvious, it has also become clear that
even non-usets of this substance can experience
problems. More and more people are being
affected every day. Because any use by young
people is considered harmtul and can have a
dramatic effect on your life, challenge yourself and
others to pledge not to use this dangerous

substance. %
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You Are What You Eat

Introduction

Americans live a2

fast-paced
environment and frequenty eat on the run
Fating on the run too often, however, may atfect
our nuttition and weight.  We can end up
consuming too many fats and too few vegetables
and fruits, leaving us overweight and/or deficient
in certain nutrients. Learning to eat balanced
meals, even on the mun, contributes to our overall

well-being by:
o Helping to maintain proper weight
@ Providing energy for physical activity

e Supplying nutrients for good health

Balancing Calories

You must eat in order to fuel your body.
The more active vou are, the more fuel your body
requites. Even if you remain very still, your body
uses a certain amount of energy, or calories, for
hasic functions that work automatically all the
tme to keep vou alive — like your heart beating,

your lungs inhaling, and vour nerves delivering
information. You do not have much control over
the amount of calories used for these basic
functions.  Some people’s bodies natusally use
more calories to sustain their basic functons,
some less. We often say that those who use more
have 2 high metabolism, meaning they can eat

maore and not gain weight.

Your body also uses calogies to do
evervthing clse throughourt the day, trom brushing
vour teeth, to studying, to stretching, Unlike your
basic functions, however, yvou can conwol how
many calories you volunorily use throughout the
day by how active you are. For example, you will
use more calories 1f vou choose to watk for an
hour instead of watching television for an hour.
Also, the more effort vou put into an activity, the
more calories vou burn.  For example, jogoing
uses more calodies than walking ieisurely.

When your body uses the same amount
of calories dally that yvou eat daily, your weight
stays the same, H you eat more calories than vour
bady uses, your body stores the unused caloties as
fat and you gain weight, If vou eat fewer calories
than your body needs, vour body uses the stored
fat for energy and you lose weight.  It's a
balancing act hetween numbers of calories eaten
and calories used.
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Out to Lunch with Karen and
Andrea

Karen wonders why she keeps gaining
weight -~ 10 pounds over the last year. One
Saturday, she and her friend, Andrea, mcet at the
loczal fast food restaurant for lunch, While they
wait in line, Andrea says she plaved tennis that
morning, Karen admits she slept late and watched
television. Andrea orders a small soda and 2 salad
with grilled chicken and light Ttalian dressing.
Karen orders a double hamburger with
mayonnaise, hold the lettuce and tomato, large
Prench fries, and a large chocolate milkshake.

Andrea shakes her head and asks Karen if
she ever cats fruit or vegetables. Karen shrugs
and says “sometimes.” Andrea explains that she
eats hamburgers and French fries every once in 4
while — in fact, she had that for lunch a few days
ago which is why she ordered a salad today.
Andrea tells Karen that eating fruit and vegetables
more often than fried foods and sweets helps her
maintain her desired weight, and she feels better,
too. Karen thinks about this for 2 moment as

they sit down to eat.

Perhaps if Karen had access to the
following calorle counts, she would reconsider
what she ordered. Keep in mind that most people
need only between 2000 and 3000 fofa/ calories a
day. (Note: The calories listed here ate
approximate; acmal calories of these food items at
different restaurants may vary.)

KAREN'S ORDER

Plzin 1/4-pound hamburger with bun 54()
Mayonnaise (1 wtablespoon) 160
French fries {large order) 360
Chocolate milkshake (large) 340
TOTAL 1540

ANDREAS ORDER

Salad with grilied chicken 200
Light Iralian dressing (2 tablespoons) 50
Stmall soda i50
TOTAL 400

Fven if Karen did not want a salad, she
could cut her calories considerably by ordesing a
single hamburger with mustard and ketchup, a
small milkshake, and 4 regular order of fries. She
could also have lettuce and tormato on the burger
in otdet to eat some vegetables, Her new catorie
intake would look like this:

KAREN'S NEW ORDER

Plain single hamburger with bun

{2-ounce patty) 275
Lettuce (1/2 cup) 5
Tomato (1 slice) 5
Mustard (1 tablespoon) 8
Ketchup (1 tablespoon) 15
French fries (regular order) 220
Chacolate milkshake {(smalf) 330
TOTAL 858

If Karen really wants to losc those extra
10 pounds, however, she should skip the
milkshake and replace the fries with a small salad
and light dressing. This would reduce her calorie
intake to about 400 for lunch. Then, she should
get some exercise like her friend Andrea. Playing
tennis for an hour uses three times as many
calories as watching television for an hour. If
Karen sticks to eating sensibly and exercises daily,
she will start using more calories than she cats,
losing those extra pounds.
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The Importance of a Proper
Diet to Your Health

Just as important as cating the correct
amount of calories to supply your body with
energy and maintain proper weight is what vou eat
tw get those calories. If you eat like Karen every
day, you are giving your body too much fat,
cholesterol, salt, and sugar, and denying your body
many necessary nutrients, Many health problems
relate to poor diets, and these problems can start
whea you are young At your next physical
exarmnination, ask your doctor about  your
cholesterol, blood pressure, and blood sugar
Jevels. You may be surprised to find you need to
change vour dict to improve your health,

Fats, Oils 8 Sweels
LUSE SPARINGLY

Milk, Yogurt,
& Cheese Group
2-3 SERVINGS

What Should You Eat?

The United States Department of
Agriculture developed the Food Guide Pyramid to
indicate how many servings of six different food
groups vou should eat daily to get the nutrients
your body needs. I you follow these guidelines,
you will get enough vitamins and minerals to
keep your body’s processes funcioning propetly,
and vou will have ecnough carbohydrates,
protein, and fat to supply vour body with energy.
When vou do not get enough of certain nutrients,
you increase your risk of disease. For example, if
you do not ger enocugh calcium, a mineral found in
milk products, almonds, sardines, leafy green
vegetables, and beans, vou might develop

ostecporosis.

Meat, Pouliry, Fish,
Dry Beans, Eggs, &
NUtS G!’Ot}p
2-3 SERVINGS

Vegetable Group

Fruit Group

2-4 SERVINGS

Bread, Cereal
Rice, &
Pasta Group

6-11 SERVINGS /

\,
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Your body also needs fiber, the only
form of carbohydrate that is not an epeigy source,
Fiber aids in digestion. It prevents cholesterol,
fats, and other toxic materials from entering the
bloodstream, and for this reason may lessen vour
chances of cancer and heart discase. 1t also helps
balance your blood sugar levels, so it helps control
diabetes, To obtain fiber, ear raw og lightly
cooked vegetables, fresh fruit, beans, nuts, and
whole wheat or bran breads, cereals, and crackers.

Omne final numient that vou do not ger
from food that is vital to keeping you alive is
water. More than 65 percent of the body is water,
and, as the body loses water through nosmal
activiiy and exercise, it must be replaced. Water
alds in digestion, regulates temperature, cargies
vitaming and minerals to all paris of the body, and
is important for the removal of waste products
from the kidneys. Drink a2 minimum of six to
eight glasses of water a day. On the days you
exercise, you may need to drink more.

What Should You Eat In
Moderation?

Your body needs fat for encegy, but too
much fat in your diet can make you gain weight
and can lead to high cholesterol.  Cholesterol, a
type of fat, is a natural, waxy substance produced
by your body and found in animal products. Your
hody needs some cholesterol to remain healthy,
but o much is harmful.  As idlustrated here,
cholesterol  forms  plague  on  artery  walls,
restricting the flow of blood within blood vessels.
This leads to high blood pressure and an increased
risk of heart discase. In order to lower cholesterol
levels, lower vour inrake of fat by eating less meat,
using oil-free  dressings, avoiding fried foods,
eadng low-far dairy products, and consuming lots
of fiber.

Many foods, especially prepackaged foods
and restaurant foods, already have added salf; so
do not shake on more. Too much salt in your diet
forces yous body to retain unnecessary water and
may contribute to high blood pressure.

Sugary foods such as candy, soda, syrup,
and table sugar supply you with calories and few
(if any) nutrients. These foods contain “empty
calories” — they give your body calories and
nothing else.  Avoid them while dieting, and do
not eat them as a replacement for other foods that
provide nutrition.  Many fruits and vegetables
maturally contain sugar, but they also provide
many other important natrients.

Limit your intake of coffee, tea, and sodas
that contain caffeine, a stirmmulant. While caffeine
tempotarily reduces drowsiness and makes vou
more alert, in Jarge quantities it can upset your
stomach, make vou nervous and wntable, keep
vou awske when vou want to sleep, and give vou
diarrhea.

Did You Know...

e Americans are getting a whopping 27% of
their calories from the sugary and fatty foods
at the tip of the food pyramid, while most
nutritionists think that number should be no
more than 5% to 10%.

e One in three Amercans gets almost half of
his or her calories (45%) from these cnergy-
dense, nutrient poor foods — goodies like
candy, sugary soft driaks, potato chips,
cookies, cakes, and ice cream (Survey resulis
from a study conducted at Queens College of
the City of New York University).

&  Americans drank 15 billion gallons of soft
drinks in 2000 — twice as much as Americans
consurned in the 1970s,
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®  According to the US. Departnent  of
Agriculture, young people between the ages of
12 and 19 consume about a half-quart of soda
a day or almost a gallon a week.

e According to a study from Harvard School of
Public Health, children and adolescent’s
weight problems were directly proportional to
how many sofl drinks they consumed.

Every time you reach for a soft drnk, youn
miss an opportunity to eat frums, vegetables,
whole grains, nonfat milk, and other foods that
reduce the risk for developing heart disease,
cancer, diabetes, stroke, and obesity later in life,
One study from Tulane University in New
Orleans found that children and teens who ate lots
of sugar consumed significantly lower amounts of
protein, vitamin I3, B vitamins, iron, and zinc. So,
consuming too much sugar could be undermining
vour health today and in the future,

In Addition to Weight Gain, Six
More Reasons Not to Drink
That Soda

1. Soft drinks steal water from the body much
fike a diurede. To replace the water stolen by
soft drinks, you need to drink 8-12 glasses of
water for every one glass of soft drink that

VOou consume.

2. Soft drinks never quench your thirst, certainly
not your body's need for water. Constanty
denying your body an adequare amount can
lead to  chronic  cellular  dehydration,
weakening your body at the cellular level
This, in turn, can lead to a weakened immunc
system and many diseases.

L]

The elevated levels of phosphates in soft
drinks leach vital minerals from your body,
Soft drinks are made with purified watet that
also leach vital minerals from vour body. A

severe lack of minerals can lead to heart
disease (lack of magnesium), osteoporosis
(lack of calcium), and many other diseases,

4. Diet soft drinks contain Aspariame, which has
been linked o depression, Insommia,
neurological disease, and other illnesses. The
FDA has received more than 10,600
consumer complaints about Aspartame, that's
80 percent of all complaints about food
additives.

5, The high amounts of sugar in soft drinks
cause your pancteas to produce an abundance
of insulin, which leads to a "sugar crash.”
Chronic elevation and depletion of sugar and
insulin can Jead to diabetes and othes
imbalance related diseases. This can lead o
life-long health probiems.

6. Soft drinks severely interfere with digestion,
Caffeine and high amounts of sugar virwmally
shut down the digestive process. That means
your body is essentially taking in NO nutrients
from the food you may have just eaten, even

food you ate hours eatlier.

Conclusion

Your body needs food for energy, just
like a car needs fuel to run. How much food your
body needs depends on how aciive you are and
how many caleries your body uses to keep its
basic funcdons operating. You kiow you are
getting the right amount of caloties from foed
when you maintain your ideal weight. Not only
does food supply vou with energy, but the right
toods also provide the autdents your body needs
to operate properiy and lower vour risk of disease.
Fating 2 healthy, balanced dier and exercising
regularly increase your chances of a long, strong,

and disease-free life. <
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Nourishing Your Body

Introduction

Nutrition is the science of nourishing the
body properly in order to perform at our best.

Our diets have radically changed during the
past 33 years. With the advent of fast-food outlets,
an increase in dual-career parents, and skyrockeung
numbers of single-parent  houscholds, most
Americans now have a hurry-up lifestyle where
proper cating habits take a back seat to convenience

and lack of tme.

Knowing that our lifestyle is this way, it is
very important that voung adults have at least a
basic understanding of nutdents, how to obtain
them, and how to control fat. This knowledge will
lead to a more dynamic life and a higher quality

Hfestyle. The six types of nutrients are
carthohydrates, fats, proteins, vitamins, minerals, and

water,

We also refer to the first three nuirients,
carbohydrates, fats, and prowins, as foodstuffs.
When our body uses the foodstuffs, ir releases
energy.  We measuce this energy in calories, the
amount of energy It takes to raise the emperature
of one kilogram of water one degree Celsius. Fats,
carbobvdrates and proteins are the only nutrienss
that contain  calories, and therefore the only

nutrients that give us the energy for all our bodily
processes.

There are 3,500 calories in one pound of
fat.  If you achieve a 3,500-calorie deficit (by
mtake) you will lose

reducing  vour caloric

approximately 1 Ib of far.  For example if you
reduce your caloric intake by 300 calories per day
below mamtenance levels, you will achieve a caloric
deficit of 3500 per week and

approximately 1 1b of fat. On the other hand, if vou

should lose

metrease your caloric mtake by 500 caloties per day
above baseline (baseline refers to the number of
calories that you need to maintain your bodyweight)
vou will gain approximately 1 b of fat per week. It
s important to note, however, that these are just
approximations.  Your metabolism may respond to
caloric restriction (reducing calories) by slowing
down or to adding calories by speeding up.

The Nutrient: Carbohyvdrates

Carbohydrates are the starches and sugars
found in fruits, grains, and vegetables. They have a
caloric value of four caloties per gram and supply us
with short-term and long-tern encrgy to accomplish
everything from thinking and breathing to running a

ace.
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The short-term  carbohydrates are  the
sugars, or simple carbohydrates, that are quickly
digested and absorbed into the blood. The most
impottant simple sugar is glucese, or blood sugar.
Before the body’s cells can use other simple sugars
{like fructose, sucrose, and lactose) for energy, a
change must occur converting them into ghicose.
Many sugary foods are sources of simple
carbohvdrates; however, foods like soda and candy
have few other nuirients, while fruit is an excellent
source of simple carbohydrates and contains many

other vitamins and minerals as swell,

The long-term carbohydrates are starches,
or complex carbohydrates, which are made up of
combinations of simple sugars. They take longer to
digest because the body must break them into
simple sugars (glucose) before they can enter the
bloodstream.  When vout body has extra glucose
that it does not need right away for energy, it
converts it into the complex carbohydrate glycogen
and stores it in the muscles and liver to be released
later when energy is needed, usually for short
perinds of strenuous activity. Once your muscles
and liver store as much glycogen as they can hold,
vour body changes the rest to body far for long-
term energy.  J.ong distance runners will use
carbohydrate loading (eating large quantities of
carbohydrates) in order to have the long-term
energy they need to complete the race.

Good sources of complex carbohydrates
are grains {like bread, cereal, pasta, and rice) and
starchy vegetables (like peas, corn, beans, and
potatoes). These starchy foods are also important
Fiber

provides no caloties but is roughage that aids i the

sources of vitaming, minerals, and fiber.

movement of food through the digesdve system.

DID YOU KINOW?

Cardiovascular disease is the main kilier of
Americans,

Nourishing Your Body’s Fuel
with Fats

Fats, or lipids, perform the vital roles of
maintaining  body  temperature, insulating  body
organs, providing the body with stored energy, and
carrying the fat soluble vitamins A, D, E, and K to
the cells, One gram of fat is the equivalent of nine
caloties of energy, more than twice the amount of
carbohydrates.  Therefore, minimum consumption
of fats ts the most sensible approach to maintaining
a lean body fatr conient.

Triglycerides are the primary fats in the
foods we eat, as well 25 the fars stored in body
tissue. They include saturated fai, which mainly
comes from animal sources and does not melr at
toom temperature, and mono-unsaturated and
poly-unsaturated fats, which are usually liquid oils
of vegetable origin. When vou eat too many
caloties, vour fver changes them into triglycerides
and stores them as fat, When vou eat too many
satutated fats, your liver makes more cholesterol

than your body needs, which is unhealthy.

Your liver already produces about 1000
milligrams (mg) of cholesterol daily and diet adds
another 400 to 500 mg. Cholesterol insulates nerves
and forms hormones, cell membranes, vitamin D,
and bile to aid in food digestion.

Your blood carries cholesterol by way of
lipoproteins, with low-density lipoproteins {LDL)
carrying cholesterol from the liver to the cells o
accomplish the functions mentioned.
Unformunately, the LDLs deposit any cholesterol
that is not needed by the cells in the arteries, giving
ther the nickname of the “bad guys”. Cholesterol
accumulated on the inside walls of the arteries 15 a
factor in the development of atherosclerosis.
Eventually, cardiovascular disease, in the form of a

heatt attack or stroke, may result.

The high-density Hpoproteins (HDL)
carry the extra cholesterol in your blood 1o the liver
to dispose of it, thus preventing cholesterol from
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VITAMINS
VITAMIN U.S. RDI FUNCTIONS SQURCES
A 5000 Helps maintain eyes, skin, and Liver, datry products, fortified
International | linings of the nose, mouth, margarine, orange fruits and
Units (IU} | digestive, and urinary tracts vegetables, dark-green
vegetables
B-1 1.5 mg Helps convert carbohydrates into Yeast, rice, whole-grain and
{Thiamin) energy enriched breads/cereals, liver,
pork, meat, poultry, cggs, fish,
fruits, vegetables
B-2Z 1.7 mg Helps convert nutrients into energy; | Dairy products, liver, yeast,
(Riboflavin) helps maintain skin, mucous fruiis, whole-grain and enriched
membranes, and nervous structures | breads/cereals, vegetables,
meat, poultry
B-3 20 mg Helps convert nutrients into energy; | Liver, pouliry, fish, milk, eggs,
{Niacin) essential for growth; aids in wheole-grain and enriched
synthesis of hormones breads/cereals, fruit, vegetables
B-5 10 mg Helps convert nutrients into energy | Liver, yeast, whole grains,
{Pantothenic egegs, beans, miltk
Acid)
B-6 2.0 mg Adds in more than 60 enzyme Milk, liver, meat, green, leafy
(Pyridoxine) reactions vegetables, whole-grain and
enriched breads/cereals
B-7 0.3 mg Helps convert nutrients to energy Liver, yeast, milk, oatmeal,
{Biotin) beans, nufs, egg volk
B-9 0.4 mg Aids in blood cell production; helps | Liver, green, leafy vegetables,
(Folic Acid) maintain nervous system beans
B-i2 6 micrograms | Helps form new cells Meat, seafood, poultry, dairy
{Cobalmin) {rneg) products, eggs
C 60 mg Helps maintain and repair Broccoli, brussels sprouts,
connective tissue, bones, ieeth, citrus fruit, tomatoes, potatoes,
cartilage; promotes wound-healing | peppers, cabbage, other fruits
and vegetables
D 400 1U Helps regulate calcium and Fortified milk, eggs, fish-liver
phosphorus metabolism; promotes | oils, sunlight on skin
calcium absorption; essential for
development/mainienance of bones
and tegth
E 3010 An antioxidant {prevents oxygen Green, leafy vegetables, whole
from interacting destructively with | grains, seeds, nuts, vegetable
other substances) that helps protect | oil/shortening, liver, egg yolks
cell membranes, maintain fats and
vitamnin A, and increase blood flow
K 60 — 80 meg* | Helps in blood clotting Green, leafy vegetables, liver,

tomatoes, egg volks, milk

¥ Np U5, RDI established. Amount is an estimated recommendarion for dietary intake.
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Although the body only needs trace

minerals  (such  as  selenium,

molybdenum, iren, copper, zineg, lodine, and

manganese,

chromium) in very small amounts, they are also
essential for proper functioning of the body. For
example, an iron deficiency can reduce the
nutnber and size of red blood cells — causing
weakness, sleepiness, and headaches.

Point of Interest: Minerals

A study has found that heart-disease
patients who received 150 meg of chromiwm per
dav had a dramatic jump m the HIDIL. cholesteral,
the “good” cholesterol that helps keep arteries

Water

About 60 10 70 percent of your body is
water, with most of vour blood, brain, and
muscles being water and even 20 percent of your
bones, Water carries the other nutrients, when
dissolved, to all parts of the body where and when
needed. [t also aids in digestion, reguiation of
temperature, removal of wastes, joint lubsication,
and biochemical processes taking place in the
body all the time. Without water you would die in
a few days. To maintain all the bodily functions
water helps carry out, you need to consume the
equivalent of six to eight glasses of water a day, If
you exercise regulatly, vou may need as many as

clear. ; i
ten glasses, especially on the days vou exercise.
MACROMINERALS
MINERAL U.5. RDI FUNCTIONS SOURCES
Calcium 1600 mg Structure of bones and teeth; Dairy products, small fish (like
muscle contraction; maintenance | sardines) with bones, dark-
of cell membranes; blood green vegetables, dried beans
clotting; nerve impulse and peas
transmission; heart activity
Phosphorus 1000 mg Structure of bones and teeth; Meat, pouliry, fish, eggs, dried
release of energy from nutrients; | beans and peas, dairy products
formation of enzymes
Magnesium 400 mg Building bones; release of energy | Green, leafy vegetables, nuts,
from muscle glycogen; sovbeans, seeds, whole grains
canduction of nerve unpulse to
nuscle
Potassiun 3500 mg* Muscle contraction; maintenance | Orange juice, bananas, dried
of fluid and ¢lectrolyte balance; fruit, meat, bran, peanut butter,
transmission of nerve impulse; potatoes, coffee, tea, cocoa
release of encrgy from nutrients
Sulfur 140 mg* Part of sulfur-containing amino Meat, wheat germ, dried beans
acids; firm proteins of hair, natls, | and peas, peanuts
aitd skin
Chloride and No more than | Regulate blood and fluids; nerve | Table salt (sedium chloride},
Sodium 2400 mg* impulse transmission; heart many canned soups and
activity; metabolic controls processed foods, pickles, soy
sauce, saucrkraut, celery

* No U.S. RDI estublished. Amount is an estimated recommendation jfor dierary infake.
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TRACE MINERALS
MINERAL US RDI FUNCTIONS SOQURCES
Selenium 50 - 75 meg® Prevent breakdown of fats Seafood, whole-grain
cereals, meat, egg volk,
milk, garlic
Manganese 5 mg* Central nervous system; Nuis, whole grains,
normnal bone structure; vegetables, fiuits, tea,
reproduction cocoa powder
Fluoride 1.5 to 4 mg* Tooth and bone formation Drinking water in some
nlaces, seafood, tea
Molybdenum 75 =250 meg* | Part of enzymes Legumes, cereals, liver,
kidneys, dark-green
vegetables
fron 18 mg Formation of hemoglobin; Liver, kidneys, meat,
part of enzymes and proteins | egg volk, green, leafy
vegetables, dried fruit,
dried beans and peas,
whole-grain and
enriched cereals
Copper Zmg Formation of red blood cells; | Ovsters, nuts, cocoea
part of respiratory enzyimes powder, hiver, kidneys,
beans, com oil,
margarine
fodine 150 meg Functioning of the thyroid odized salt, seafood
gland and production of
thyroid hormones
Chromium 56 - 200 meg® | Helps the body use Liver, nuts, whole
carbohydrates and fats; aids grains, Brewer’s yeast,
in digestion of protein meat, mushrooms,
potatoes, apples with
skin, ovsters
Zinc 15 mg Part of many enzyimes; Meat, liver, eggs,

essential to synthesis of DNA
and RNA; metabolize
carbohydrates, fats, and
proteins; dispose of carbon
dioxide; strengthen immune
system; helps wounds heal;
helps body use vitamin A

pouliry, seafood

# No U5, RDI established, Amount is an estimated recommendation for dietary intake.
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Your Nutrition Prescription

Vitamin and mincral supplements age
indispensable anti-aging weapons, but too many
people use them shotgun style instead of
coordinating them for the most life-lengthening
Stfﬂfﬁg}’. T(’} ensure thﬁt You are not over- or
under-doing any element, you nced a prescription
customized for vour age, gender, health, and
lifestyle — just what the six questions below will

ZIve You.

the

directions for revising the supplement blueprine in

For each ‘yes” answer, follow
the right columa. If you end up with more than
one recommendation for a particular nutrient,

follow the highest single dosage.
o Areyon maler Delete on,

® Do you smoke or five/ work with a simoker, or do_you
fve in an aiv-polliied area? Increase C to 1000
mg, selenium to 400 meg, bera-carotene o
25000 1U, E to 400 TU, copper to 3 mg, and
zinc to 50 mg.

o Do you excercise af feast three times a week for 20 ar
mare minies? Increase B ro 400 U,
magnesiam to 400 mg, B-1 to 100 mg, and

zinc to 50 mg.
o _Are you on the Pill? Increase B-6 to 50 mg.

o Are yorr pregaant or mrrang? Increase folic acid
to 800 meg, ron to 60 mg, calciom to 1300
mg, and magnesium to 400 mg. Delete A

o Do you have high cholestero] levels and/or o fanily
history of heart divease? Increase B to 400 1L, C
to 1000 mg, betacarotene to 25000 IU,
chromium to 200 mcg, and magnesiom to 400

g,

According to Ronald Hoffman, MID,
Director of the Center for Holistic Medicine in
New York City,
important for people who do not eat 1) fresh

supplemenss are especially

fruits and vegetables daily; 2) dairy products more

than onee a weel; or 3) at least two full meals a
day.
higher than the U.S. RDPs because longevity

Some of the above recommendations are

research has leapfrogred over the old swandards.
However, all recommendadons are well within
safety guidehnes. Avoid taking more than the
armounts suggested; megadosing can be dangerous,
Remember, check with vour doctor before stanting

any supplement regimen.

PERSONAL SUPPLEMENT
BLUEPRINT
Longevity

Supplement Standard Base

Beta-carotene 15,000 14U

Vitamin A 10,000 U

Vitamin B-1 25 mg

Vitamin B-2 25 mg

Niacinamide 100 mg

Pantothenic acid 50 mg

Vitamin B-6 25 mg

Vitamin B-12 100 meg

Biotin 100 meg

Folic acid 400 meg

Vitarmn C 500 mg

Vitamin D 400 1U

Vitamin E 200 1Y

Calcium 1,200 mg

Chromium 100 meg

Copper 2 mg

fodine 150 meg

fron* I8 mg

Magnesium 200 mg

Manganese 5mg

Molybdenum 50 meg

Selenium 200 mg

Zinc 30 mg

*Double-check with youwr doctor before adding

iron to your regimen. Some people are prone to

iron overload.
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The Road to Fat Control

A 1992 Consumer Reposts survey with 68
nutrition experts indicated a deepening concern
over America’s dierary habits and implicated the
leading causes of death as being associated with
eating and drinking, They are coronaty artery
discase (heari attack), cancer, cerebral vascular
disease (stroke), diabetes, bver disease, plus bowel

disorders, and osteoporosis,

The 68 experts agreed that Americans
should follow the dietary guidelines set forth by
the U.S. RDI and the Departiment of Health and
Fluman Services. Additonally, the experts were
much more deliberate in defining an “deal” diet as
one which maximizes the immune system, reduces
the risk of discase, and minimizes the process of

aging.

By undesstanding the cxperts’ opinions
and tesponses, we can develop 2 formula that
promotes a healthier lifestyle.  If used propetly,
this forrnula can improve your imimane system
and reduce the risks of the leading causes of
death. It can also keep vour body fat at a healthy
level, and enhance your potenual to maintain an
ideal body fat content for life.

Carbohydrates: How to Eat
Them

A definition of natural foods Is one that
The
definition says natural foods are foods that are as

fits the carhohwdrate category perfectly,

unrefined as possible and free from additives and
preservatives.  Fruits, vegerables, and grains in
their natural state are the key clements to a
maximized immune systern and a body fat content

that will maintain itself for a liferime.

There is growing evidence that a diet rich
in fruits, vegetables, and grains will reduce the risk
of certain cancers. Such a diet will also provect the
hearr and bones from catly breakdown and

infirmity, which limit millions of Americans from

enjoying their potential.

The experts recommend at least seven
setrvings of fruits and vegetables and six servings
of grain products a day, Because of our harty-up
lifestyles, this may not be possible.  However,
evidence supports eating small amounts of thesc
natural products several times a day for maximum
benefit.

If vou can consume 60 to 80 percent of
your calories from the catboliydrate group, vou
will be able to control your body fat much more
easily. There are two main reasons why this is so
impottant. There are only four caiories per gram
in  carbohydrates and, 1 order o store
carbohvdrate as storage fat, it takes 23 calories out
of each 100 calories eaten. That means you can
consume more food and stll maintain a lean body

fat content,

This dietng regimen will enable you to
receive zll the fiber you need (20 to 35 grams a
dav) without wortying about supplemental fiber.
Plus, there 15 also room (o enjoy a sweet treat. But
remember, look at the label and keep the fat

content for the sweet to nearly zero.

Protein: Don’t Worry

If you are eating the recommended
amounts of carbobydrates in a diversified manner,
tests indicatc you will receive vour complete
protein needs without concern.  Most of vour
protein {about 85 to 90 perceat) should come
from plant sources, or the complex carbohydrates.
Studies indicate that popualations eating a high
degree of protein coming from amimal products
(as ate the Americans with 70 to 75 percent) will
have a higher incidence of health problems.
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Fat: The Culprit

A typical American diet contains 33 to 40
percent fat intake per day. Of that, saturated fat is
about 10 o 15 percent. Minimizing the intake of
satatated fat lowers the LDL (“bad” cholestcrol)
levels, making it advisable to cut down on
saturated fat to five to seven percent of total daily
far  intake, Cverall, toml far inmke should
oreferably be no more than 20 percent of your
total calotic intake per day. This regimen will not
only aid in the improvement of vour complete
health profile, but it will help you to maintain a

minimal body fat content.

Vitamins, Minerals, and Water:
The Regulatots

In general, the experts believe that you
can receive vour viamins and minerals o
sufficient amouats from 2 well-balanced diet.
They also suggest that vou drink water at a rate of
six to eight glasses per day — more H you work out

rigorously.

Understanding the Nutrition
Facts Panel on food Labels

Now that you have all this valuable
information, how can you make good choices in
the foods vou eat — especially foods that are
already prepackaged.

Have vou ever noticed the Nutrition
Facts labels on prepackaged foods in the
supermarket? Most of the information may seem
confusing, wo technical, or perhaps more than
you thought vou wanted to know. The following
informadon will help you use this information
more effectively and easily. Knowing what the
information means will make it easier for vou to
use nuttitdon labels to make quick, informed food
choices that contribute 1o a healthy diet.

Sample Label for Macaroni and Cheese

Nutrition Facts
Serving Size: 1 cup {228g)
Servings Per Container: 2

Amount Per Serving
Calories 230

Calories from fat 110

% Daily Vatue*

Total Fat 12¢ 18%

Saturated Fat 3¢ 15%
Cholesterof 30mg 10%
Sodium 470mg 20%
Total Carbohydrate 3ig 10%

Sugars 5g

Dietary Fiber (¢ 0%
Protein Sg
Vitamin A 4%
Vitamin C 2%
Calcium 20%
fron 4%

* Percent (%) of a Daily Value is based on a 2000
calorie diet. Your Daily Values may vary higher or
lower depending on your calorie needs:

2000 2560

Nutrient Calories Calories
Totat Fat  Less than 65g 80g
Sat Fat Less than 20g 25g
Cholesterol Less than 300mg 300mg
Sodium Less than 2400mg 2400mg
Total Carbohydrate 300g 373g

Dietary Fiber 25g 30z

Two Parts to the Panel

There are two parts to the Nutrition Facts

Panel.

e The main or top secton conming product-
specific mformation that vaties with cach
food product.
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¢ The bottorn part contains a footnote, This
footnote is only on larger packages and
provides general dietary information about
impottant nutrients.

Serving Size

The first place to start when you look at
the Nutrition Facts panel is the serving size and
the number of servings i the package. Serving
sizes are provided in familiar units, such as cups or
pieces, followed by the metric amount, eg, the
number of grams. Serving sizes are based on the
amount of food people typically eat, which makes
them realistic and easy to compare to similar

foods.

Nutrition Facts
Serving Size: 1/2 cup {114g)
Servings Per Container: 4

Pay attention to the serving size, including
how many servings there are in the food package,
and compare it to how much you actually eat. The
size of the serving on the food package influences
all the nutrient amounts listed on the top past of
the label. In the sample label on the previous page,
one serving of macaroni and cheese equals one
cup. If vou ate the whole package, you would eat
TWO cups. That doubles the calories and other
nutrient numbers, including the %Daily Values.

Calories and Calories from Fat

Calories provide a measure of how much
energy you get from a serving of this food. The
label also tells you how many of the calories in
one serving come from fat, In the example, there
are 254 calories in a serving of this macaroni and
cheese. How many calories from fat are there in
ONE serving? Actually, 110 calories come from
fat, which means almost half come from fat. What
if vou ate the whole package content? Then, you

would consume two servings, or 500 calones, and
220 would come from fat.

Ameount Per Serving
Calories 250

Calories from fat 110

The Mutrients
Limnit These

The notrients listed first are the ones
Americans generally cat in adequate amounts, or
even wo much, They are located on the label
immediately after the serving size information.
Fating too much fat or oo much sodium may
increase your risk of certain chronic diseases, like
heart disease, some cancers, or high blood
pressure. Hating too maay calories is linked to

overweight and obesity,

Total Fat 12g 18%
Saturated Fat 38 15%
Chelesterol 30mg 18%
Sedium 470mg 20%
Get Enough of These

Amerticans often dor’t get enough dictary
fiber, vitamin A, vitamin (, calcium, and iron i
their diets. Eating enough of these nutdents can
improve your health and help reduce the sk of
some diseases and conditions. For example,
getting enough calcium can reduce the risk of
osteoporosis, in which bones become brittle and

break as a persoen ages.

Digtary Fiber Qg 0%
Vitamin A 4%
Vitamin C 2%
Calcium 20%
Iron 4%




[

MARINE Corps. JROTC

Category 3 — Personal Growth and Responsibility
Skifl 2 — Hedlth, Hygiene and Nutrition

The Percent Daily Value
(HDV)

18% This part of the Nutrition

15% Facts pan?i teHs' you whether )thc

nutrients (fat, sodivm, fiber, etc) n 2

10% serving of feod contribute a lot or &

little to vour total daily diet. By diet we

20% mean all the different foods vou eat in
0% a day.

Percent Daily Valwes ave based on

Q . -
) rectmmendations for a 2,000-catorie diet.

For labeling purposes, FDA set 2,000

4%
calories as the reference amount for
2% calculating %DVs, The %DV shows
-~ vou the percent (or how much) of the
‘ recommended daily amount of a
44 nutrient is in a serving of food.

By using the %DV, you can tell if this
amount is high or low. You, like most people, may
not know how many calories you consume in 2
day. But you can still use the %DV as a frame of
seference, whether or not you cat mote or less
than 2,000 calotes cach dav.

If's not hard to follow aurtldon experts’
advice for a healthy diet. Try to limit your tol
daily inrake of fat, saturated far, sodium, and

cholesterol 1o less than 100%DV,

Likewise, vou should try to average 100%
of essential nutrients lke calcium, iron, and
vitamins A and C as well as dietary fiber.

* Percent {%) of a Daily Value is based on a 2000-
calorie diet. Your Daily Values may vary higher or
lower depending on vour calorie needs:
2066 2560

Nutrient Calories  Calories
Total Fat  Less than 65g &0g
Sat Fat Less than 20g 23g
Cholesterol Less than 300mg 300mg
Sodium Less than 2400mg  2400mg
Tetal Carbohydrate 300g 375g

Dietary Fiber 25g 30g

%DVs Are Easy to Use

Do you need w konow how to calculate
percentages to foliow this advice? If not, the label
(the %DV) does the math for vou. It helps vou
interpret the numbers (grams and milligrams) by
putting them all on the same scale (0-100%DV),
much like a raler. This way vou can tell high from
low and know which nurtrients contribure a lot, or
a little, to your daily recommended allowance.

Example of %IV for Total Fat

If vou cover up the %DVs on the sample
label, can vou tell i 12g of Total Fai is high or
low? Another way of asking this queston is, does
one serving (containing 12g of fat} coniribute a lot
or a little Total Fat to your daily diet?

Now lock at the %DVs on the label
example: 12g far equals 18%DV. When one
serving of macaroni and cheese contains 18%DV
for Total Fat, that means you have 82% of your
fat allowance left for all the other foods you eat
that day (100%-18%=82%).

Sugars and Protein

Look back at the sample label and notice
that neither Sugars nor Protein lists o %DV on the
Nutririon Facts panel.

Sugars

No reference  value has  been

established because no recommendations have

daily

heen made for the total amount of sugars to cat in
a day. Keep in mind, the supars listed on the
Nutrition Facts panel include natrally occurring
sugats (like those 1n fruit and milk) as well as those
added to a food or drink. Check the ingredient list
for specifics on added sugars.
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Protein

A YTV is required to be listed if a claim
is made for protein, such as “high in protein”.
Ortherwise, ualess the food is sold for infants and
children under 4 vears old, none is needed.
Current scientific evidence indicates that protein
intake is not a public health concern for adults and

childten over 4 vears of age.

The Footnote or Lower Part of
the Panel

# Percent (%) of a Daily Value is based on a 2000
calorie diet. Your Daily Values may vary higher or
lower depending on your calorie needs:
2000 2500

Nutrient Calories Calories
Totaf Fat  Less than 65g 80g
Sat Fat Less than 20g 25g
Cholesterol Less than 300mg 300img
Sodium Less than 2460mg 2400mg
Total Carbohydrate 300g 375g

Dietary Fiber 25g 30g

Note the ™7 used after the heading
“%Dhaily Value” on the Nutrition Facts panel It
refers to the Footnote in the lower part of the
nutridon label, which twells you thar “ADVs are
based on recommendations for a 2,000 calorie
diet™. This statement must be on all food labels.
However, the remaining information i the full
footnote may not be on the package if the size of
the label is too small. When the full footnote does
appear, it will always be the same. It does not
change from product to product because it shows
dierary advice for all Americans — it is not about a

specific food product.
The Dailty Values are based on expert
dietary advice about how much, or how little, of

some kev nutrients you should eat each day,

depending on whether you eat 2,000 or 2,500
calories a day.

Example. look the Total Fat

information in the footnote. It tells you that if vou

at

eat a 2,000-calosie dict, you should eat &y than 65¢
of Jat in alf the foeds you eat in o day. By doing this,
vou will follow nutrition experts’ advice 1o
consume no more than 30 percent of your daily
calories from fat, Because the DV for total far is
“less than 65g,” this is the same thing as saying, to
keep your Total Fat intake for the day below
1H0%DV.

I you consume 2,500 calories per day, the
Footnote shows vou how vour daily values would
change for some nutdents but not for others, The
Dratly Values for Chelesterol (300mg) and Sodinm
(2,400myg sodium) remain the same no matter how
many calories vou eat. But recommended levels of
intake for other nutrients do depend on how

many calories you consume.

MNote:  The conteat on the Nutriton
Facts Panel comes from the US. Food and Drug
Administration, Center for Food Safery and

Applied Nutrition website, June 2000,

MNutrition and Athletic
Performance

There is a great deal of evidence showing
a relationship between the amount and kinds of
food vou eat and your athletic performance. A
poor diet will most lkely have an adverse effect
on the performance of even the most casual
athiere. A good diet providing adequate calories,
vitarning, minerals, and protein helps provide the
energy vou need to finish a race or simply cajoy a
recreational sport or activiey,
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Recommendations
There is little difference between the diet
recommended  for an  athlete and the diet

suggested for any healthy individual. The Tood
(GGuide Pyramid is an excellent guide, Recall that it
recommends eating a liberal amount of complex
of
protein, and limited amounts of fats and refined

carbohydrates, only a moderate amount
sugars. Calorde needs vary with a person’s size,
age, sex, and amount of physical activity so the

number of servings & pegson should eat varies,

Carbohydrates

Complex carbohydrases are the staple of
every dict. They are found in foods such as pasta,
hagels, whole grain breads, and rice. They provide
energy, fiber, vitamins, and minerals and are low
in fat. Carbohydrate loading {(a diet/training
regimen) will increase your body’s energy stores of
cathohydrates {called glycogen). You will see a
definite improveracat in endurance-type activities
lasting mote than ! hour when you load up on
carhohvdrates. You should consume 50%% to 60%
of vour calories from carbohydrates on a daily
basis. Include complex carbohydrates (starches)
naturally
processed or refined sugars in vour diet. These

and rather than

oocurtdng  sugars
are the preferred complex carbohydrates you

should consume.

Simple sugars such as soft drinks, jams
and jellies, and candy provide tew nutrients but a
lot of calories. They may acmally decrease
performance when consumed directly before an
athletic event as they may cause hypoglycemia.

Protein

Protein’s most important functions in the
body is to support growth and to repair body
tssues. Although many researchers have proven
the idea false, many people still believe that

athleees need a high protein diet to support muscle
growth. A high protein diet does not promote
muscle growth. Only  strength  training  and
exercise will promote changes in muscle. Athletes,
even body builders, require only small increases in
the amount of protein they eat in order to support
muscle growth. Just by consuming more total
calories (eadng more food), athletes can easily
meet this increased need. Ameticans already cat
more protein than they need. Studies have shown
that Americans tend to eat twice as much protein
as necessary. Americans’ protein needs for muscle
devclopment are being met before strength
training begins. The body either uses or stores as
fat any protein above what you need. Amino acid
supplements and excessively high intakes of
protein are not recommended. They can increase
calcium loss, and put an added burdea on the
kidneys, which are requited to filter the excess

nitrogen protein provides.

Water and Fluid

Water is the most important, ver often
forgotten, nutrient thas athletes must consider in
order to achieve peak performance. Water and
fluids ate essential to maintaining good hydration
and body temperatare. When you sweat to keep
vour body cool, you can lose in excess of several
liters in a 1-hour period. Both adolescents and
adults need to replace any lost body weight lost
during exercise with equal amounts of fluids. A
good indicadon that you have fully rehydrated is
to check to see if vour urine is clear. Drinking cool
water is the best choice to sehydrate your body.

Some  suggestions for  maintaining
:

adequate hydration are:
e Drink plenty of water, juice and milk.
caffeine.

that contain

Caffeine is a diuretic and promotes fluid loss,

¢ Avoid beverages
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e Drink plenty of fluid before, during, and after

exXercise.

o Offer children water frequently during sports
activities; they do oot respond to thirst as readily
as adulis,

Achieving Desired Weights for
Competitive Purposes

An athlete or anyone who attempts to
change his/her body weight to limprove athletic
petformance must do so, safely and effecuvely or
it may do more harm than good. Trying o
maintain  an  untealistically low  body  weight,
attempting to lose weight rapidly, and unnaturally
suppressing weight gain can have negative health
effects. It is very important to set realistic body
weight goals. Young athletes attempting to lose
weight may benefit from a consultation with a
Registered Dieddan.  Eating disorders and poor
dietary habits may be the result of experimenting
with diets. The Food Guide Pyramid is an
excellent resource to ensure adequate food intake
to meet vitamin and mineral needs while safely
achieving body compeosition goals.

Conclusion

The science of nourishing the body
propetly is 2 continually revolving door of facts,
information, and misleading information. Much
of the data is very conflicting and difficult to sore
out, although there is some material that has
remained consistent throughout the vears, A basic
understanding of this information will enable you
0 stay propesly nourished.

To begin bullding a heaslthy diet, the
Dietary Guidelines of Americans provides the
following advice:

k-]

Fiat a vatiety of foods to obtain the energy,
proteins, vitamins, minerals, and fiber you

need for good health.

Maintain a healthy weight w reduce your
chances of having high blood pressure, heart
disease, a stroke, certain cancers, and the most
commeon kind of diabetes.

Choose a diet low in fat, saturated fat, and
cholesterol.  Because far contains over twice
the

carbohydrates or protein, a diet low in fat can

calories of an  equal amount of

help you to maintain a healthy weight.

Choose a diet with plenty of vegetables, fruit,
and grain products that provide the needed
fiber,
carbohydrates, and can help you to lower yous
intake of fat.

vitamins, minerals, and  complex

Use sugars only in moderation. A diet with
lots of sugars has too many calories and too
tew nutrients for most people.

Use salt and sodium only in moderation.

Avoid drinking alcoholic beverages. Although
alcoholic beverages supply calories, they have
little or no nutrients. Furthermote, dtinking
alcohol is the cause of many health problems
and accidents. <
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Practicing Good Manners

Introduction
Social

protocel, rules of behavior, proper manners and

standards,

etiquette,  social
dress — do not let these terms scare vou or turn
vou off. In the military and civilian world, various
events and occasions requite  certainr  social
standards and procedures to follow. ur this is
not just another list of what you “have to do” or
“must do”.  Soccial etiquette and protocol is
nothing more than common courtesy, sincerity
and consideration for others. It is important to

treat others in the same way we wish others 1o

treat us. Hlsing good manners with others invites

others to treat us in the same way - with
consideration  for our iaterests and  feclings.
Constderation for the rights and feelings of others
is not merely a rule for behavior in public bur the

very foundation upon which social life is buslt,

{zeneral Consideration of
Others

The following list demonstrates propes

manners in difterent situations:

e Listenmy attendvely when someone speaks to
you 15 one of the most basic rules of etiquetie.
The person who, while some one is talking to
him, gazes out of the window ot up at the
ceiling, who draws squares and circles on a
notepad, or 15 engrossed in his fingernails or
his shoes, is extracrdinarily rude!

e For both the salesperson and the customer, it
is only appropriate to be well mannered and
polite,

¢ A gentleman, whether walking with two ladies
or one, always takes the curh side of the

pavement.

= When vou are on the street, of anywhere in
public, be caretul not w takk oo loudly. Do
not attract attention o yourself in public. Do
not expose your private aftairs, feclings or
innermost thoughts to everyone around you.

e If an older woman or an invalid gentleman
wants some support, offer your arm to help.
Otherwise, 2 woman does not lean on a man’s
arm in the dayiime, unless to cross a very
crowded street or 1o he helped over a rough
piece of road. The only occasions when a man
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offers his arm to a woman are in taking her in
at a formal dinner, or taking her in to supper
at a ball, or when he is an usher at a wedding.

e Never take more than vour share—that
includes yous share of the road in diiving a
car, or chairs on a boat, or scats on a train, or

food at the table.

» People who picnic along the highway and
leave greasy papers and garbage for other
people  to past,
demanstrating their lack of good manners and

walk or drive are

luck of consideration foi others.

Making Introductions

A person’s name is his or her most
personal possession; therefore, it is thoughtful to
pronounce names clearly during introductions.
To avoid awkward silences where no one seems to
know quite what to say to a stranger, say
something interesting about the person being
introduced. For example, vou might introduce
your friend by saying, “Sarah, have you met Bobr
He is the stage manger this year for all our
school’s drama productions.”

When introducing a man and a woman,
the woman’s name is always first. Tor example,

ey

“Amanda, have you met Mike?” The exception
would be if she is meetdng the President, & king, a
dignitaty of the church, or a senior male Magine
who is meeting a junior woman Marine, for
example, “Sergeant Major Aldridge, I'd like to
introduce Sergeant Megan Ross.”

When introducing a person with a wutle,
traditionally, the name of the honored person at
an event is given first, however, very few people
are introduced by their formal titles. A doctor, a
judge, a bishop, are addressed and introduced by
their titles. The clergy are usually Mister unless

they formally hold the ttle of Doctor, or Dean, or
Canon. A Catholic priest is “Father Kellv.” A
senator is abways introduced as Sepator, whether
he is still in office or not. But the President of the
United States, once he is out of office, is merely
“Mz.” and not “Hx-president.”

When introducing older adults to those
who are younger, the older adult’s name is given
first, for example, “Grandmother, this is my friend
Jake Morris.” The exception to this rule would be
if he or she is meeting an honored or high ranking
individual. For example, you would say, “General
Thomas, I'd like to introduce you to my mother,
Joan Kelly.”

Introduce individuals to a goup by
saying, “Everyone, please welcome Samantha

Diavis.”

Of course, the easiest introduction is
often, “Nancy, Bert.”

Gentlemen  always stand when being
introduced. Women may stand if they wish. It is
atways proper to stand when meeting older
women, dignitaries and senior Marines or other
senior mernbers of the military.

If there s no one to make introducdons,
introduce yourselfl “Hi Pm Dan Phillips.” (That
wWas easy, wasn't itr)

When being introduced, take the time to
listen and, if you ate not certain you heard the
name cotrectly, ask that the name be repeated.
Caling a new acquaintance by name not only
helps you remember the name, but also is
flattering to the person to whom you are being
introduced.

When you are introduced to someone you
have previously met, and there is the possibiity
that the person may not remember you, state your
name and remind the individual where vou may
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have met before.
[33 . S -
Mr. Heins, we met at the bluegrass concert last

For example, you might say,
September. 1 was there with your daughter,
Nicole, and her friend, Kate.”

When making an introduction, do not
panic if you can't remember the rules of
intreductions. It is moch betrer to use the wrong
procedure for an inrroduction than to hesitate and

miss an opportunity to begin a new friendship.

When to Shake Hands

When men are introduced to ecach other,
they always stand to shake hands. When a man is
mntroduced t0 a woman, she sometmes puts out
her hand.  Stictly speaking, it i3 always the
woman’s place to offer her hand or not as she
chooses, but if the man puts out his hand, it is

rude on her part to ignore it.

The tradinonal American handshake s
made brlefly, but there should be a fecling of
strength and warmth m the clasp. Please, no limp
handshakes! At the same tme, vou should look

at the person whose hand you are shaking,

How to Leave after Meeting
Someone

After an introduction, when you have
talked for some tme, it is polite to say, “Good-
bye, I am very glad to have met you,” or “Goeod-
bye, I hope I will see vou again soon”, The other
person answers, “Thank you,” or perhaps adds, “I

3

hope so, too.”” Usually “Thank you™ is all that is

necessary.

Informal Greetings

In informal greetings you can say, “Good
morniagy” and o occasions “How are you?” o
“Good evening.” On very informal oceasions, it is
appropriate to greet a close friend with “Hello!”
The “Hello” is spoken, not called out, There are
only two forms of farewell “Good-bye” and
“Good night”

Very often in place of the over-wotn and
over-used “How do you do?” people skip the
words of actual grecting and plunge right into
copversation: “Why, Maryl When did you get back
from your vacation?” or “What is new with you?”
or “What have you been doing lawely?” The
weather, too, is often the begiining of a

CONVersation.

Conversation

Good conversation is a plus in any social
occasion, but often we are uncertain what to say,
The best topics of conversation are ideas, then
places and events. The topic w avoid is gossip
about people, of coutse.

Being a good listener 15 just as important
as being a good conversationalist. Here are four
key guidelines to remember:

e Show an interest in other people.

e Avoid bringing up or discussing coatroversial
topics.

¢ Listen and leamn.

= Ask questions and make the other person feel

importat.

Appropriate Dress
Clothes appropsiate to the occasion are
the first requisite of good wste. In the case of
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what to wear, manyv times an invitation will specify
appropuiate dress. If you have any doubts, always
ask the hostess.

Hlege are some dress terms that you often

find on invisations, and what they mean.

»  Very casual — ladies and men wear slacks,

shorts or jcans.

e (Casual — Ladics wear a sporty dress, skirt and
blouse, or dress slacks {no jeans). Men wear
open-collar shirts; a sport coat is optional.

= Informal or Civilian Informal — Ladies wear a
dressy dress {for example, a dress vou might
weat to church) or a suit. Men wear a suit or

coat and tie.

e  Formal — Guests: Ladies wear long or shott
format dress. Men wear black te. Military are
required to wear the designated uniform.

Women perbaps focus mose on dress,
Here is some good advice. A dinner dress really
means every sort of low-necked, or half low-
necked evening dress. A formal dinner dress, Like a
ball dress, is typically low-necked and without
sleeves. The perfect ball dress is one purposely
designed with a skirt that is becoming when
dancing. A long wrapped type of dress might be
dignified and beautiful at a dinner, but a ball dress
is designed for freedom of movement,

The informal dinner dress is worn o the
theater, a very formal (high class) restaurant, the
concert, and the opera.

When in Doubt

For a woman, there is one more rule that
is fairly safe w0 follow: When in doubt, wear the
plainer dress. Tr is always far better to be under-
dressed rather than over-dressed. If vou do not
know or are unsure whether to put on a ball dress

or a dinner dress, wear the dinner deess.

Correspondence - Invitations,
Acceptances and Regrets

Your cogrespondence, whether for
formal or informal oceasions, is a reflection of
voun. Fhersfore, your choice of stationery, weiting
style and speliing (ncluding the correct speiling of
names) 18 most important. In conversation, you
are judged by whar you say; in correspondence,

vou are judged by what vou write.

Informal Correspondence

Fold-over informal notes such as thank-

you  notes, invitadons  and  all-occasion

correspondence are always correct.  Fold-over
“informals’ are about 3 by 4 inches in size. You
might have scen a friend or relative about to
graduate high school ot college with these size
notes, engraved or embossed with their full name
on white or cream colored, fine quality paper.
These are the notes that he or she might use to
write and thank a relative or friend for a
graduanon gift. You can find this size note — and
even have it engraved with vour name — at any

good stationery store,
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As. Dorma Smideh

dinmern....

Culside

Invitations

Please come for

inside

When wiiting an invitation, it is important
to inciude 2l pertinent information, such as the
tvpe of event; who is giving the event; the place,
date and time of the evenf; and a telephone

number and/or  address where  regrets  and

acceptances should be sent. It is a good idea w

also include a small map and/or wrtten

directions.

If vou are sending out invitatons - cither
formal or informal — vou should send them cut 10
14 days 1n advance of the event.

Formal Invitations

Formal invitatons may be fully engraved,
partially engraved, or written in Jonghand with
black ink using the same format as a fully
invitation,

engraved

frave
i 2026042475 6702

in Monoy e){
Grvistery Sageant Major Carlos Hatl éu}cgf LISH 1L
J‘%'x Sergaoul Magor s}{lés Mawpe Sorgs ey Brs Hfii}mff{
roguest the pongr Gf{yﬁm’ LERpIND

& vegeption 4t hulf pase six oedeek
foliesed frg an Exesing parade at bralf st eigln erclock
on Eriday, the Dreny- fifth of Aucmx‘
Marhte Sarvicky, ?ag!:: and t Srons, 5.

Welinton D, C, Rl Dress B

Seamiey Serpice A
Chreillan Informd

b 1w Honor of Sergeant Major and Mrs. kee Black

"ﬂrﬁﬂ Sexgeast M g:f d:} ’\Az;r*;w Cpvps and s, Bimk
réguest fhe 23 fecsure of J)e CORENIRY 03
Master Sergeant aud Mrs. Lavry Green
aaf a1 gHn fopso
on Fridayg, the sioth UE June

R A AR

RAWE
200048708

Gl s G gl 97k ook

Cuariers rod
Ciestbian Tarforal
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Informal Invitations

Informal invitztions may be extended in
person, by telephone, handwritten note, informal
commercially mvitation.

card, or printed

“Handmade” invitations are also appropriate.

social
the
contents are typewsitten), ‘The return address is

Eavelopes for most

correspondence  are  handwritten  (unless
handwritten either in the upper left-hand cormer

or centered on the back flap of the envelope.

Example of an Informal Invitation

RSVE
202-604-8762

In Honor of Sexgeant Major and Mrs. Lee Black

The Sergeant Major of the Marine Corps and Mrs. Black
vequest the pleasure of the conmpany of
Master Sevgeant and Mrs. Larry Green
at an open house
on Friday, the sixtl of june
4t six to eight o'clack

Cuarters 704
Civilian formal

R.S.V.P.

Do you know why the letters "RV B
are in the left-hand corner of an invitaton?
R.S.V.P. is an abbteviation for the French phrase,
“Respondez §'il vous plait)” which simply means,
“please reply.” In order to avoid confusion — and
to ensute that people will respond to your
invitaton (hopefully) - you may want to instead
write “Please Reply” on your invitations.

If you receive an invitation from
someone, please respond to an RS.V.P. and let
the petrson know who has invited vou whether or
not you will be able to attend. It is your
responsibility to reply to an inviration. Replying is
a sign of vour good manners and is the

considerate thing to do!

If you have accepted an invitation and
find that you will be unable to attend, let the
person who mvited you kacw immediately!

If an inviadon has “R.S.V.P Regrets
Only,” an answer is required only if vou are unable
to attend.

Even though an mvitation may not have
an RS V.P, it is always thoughtful w0 call and
thank the person for inviting you and let that
person know whether ot not you can come.

If you wish to bang a friend with you o
an event and the invitation does not specifically
indicate that you may bring a guest with vou,
please remember that it is rude to show up to any
function with uninvited guests! You may ask the
hostess if you may bring a guest (if vou feel
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comfortable doing so — perhaps you know the
peopie giving the event well), and if they indicate
that is not possible (perhaps it is for a sit-down

dinner for only a certain number of people), you
must abide by their decision.

Dear Mrs, Klien,

rush aud noisel

1 certainiy fm} oyed staying with ;gmfz and youy family
this past weekend. Joe has S};@éu often 0 VOUY fﬁm and the
pleasuves of iuing tn tﬁe country, It is veally a very relocing
and guiet }éfase te stay aud get away from the city and all its

Thank you for wfubm&g we in pour family dinner.
Everything was deficious. Looking formard to seeing you next
thme you come nto the city to visit Joe.

June 14, 2002

sincerely
Emné Thowas

Thank You Notes

Every host and hostess appreciates
knowing his ot her guests had a good time! It is
always appropriate to send a written thank-you —

even if vou have thanked him or her verbally.

You should write thank-you notes the
next day, but not more than a week atter receiving
a gift, attending a social function, or being

someone’s houseguest.

Thank you notes do not have to be long.
They should, however, be hand-written and on
Be
somerthing specific about the function or gift —

your best stationery. sure o menton
and be cerrain to be sincere! BEven if you did not
have a good time, be certain to sincerely thank the

host ot hostess for inviting vou.

thank
acceptable only if you write a personal note inside.

Commercial you cards are

Being Late? When to Leave?
Have you heard the expression, “being
fashionably late™? Being late is not “fashionable”
It yvou will be 15
minutes or more late, it is appropriate and most
It 13

and 15 rarely appreciated!

courteous to call the host or hostess,
especially important to be puncrual for receptions,
parades, luncheons and/or dinners.

If you are an invited guest of are escosting
someone t© a parade, you should arrive 10 to 15
minutes eatly in order to be seated before the
event begins.

189



U5, Maring Corps. JROTC
Category 3 — Personal Growth and Responsibility
SEl 3 —Social Stills

As an igvited guest to an open house or
other social e¢vent that gives an arrival and
departure time, for example “3 p.an. to 7 p.m.,”
vou do not have to argive prompily at 5:00 p.m.,
not do you need to stay the entire time. You may
arrive anytime before the last half hour and should
stay at least 30 minutes.

Arriving late as a dinner guest is not only
inconsiderate, it may cavwse the meal to be
overcocked! It is also impottant not to arrive
cartyl The last fow minutes before a party belong
to the hostess, so 1f you arrive early, walk or drive
around the block. Your hostess will appreciate

your consideration!

If no departure time Is noted on an
invitation, you should leave within 2 hours of the

stated arrival time.

As a dinner guest, you should stay at least
30 minutes after the meal is finished.

Recepiions usually last two hours. You
should stay at least 45 minutes or untl the semog
guest of guest of honor departs,  If you depart
before the serdor guest or guest of honor, be
certaln to say farewell to him or her and explain

that you must leave.

Before leaving any social event, be sure to
thank vour host and hostess (unless they are stll
in the receiving line).

A good rule to remember for any social
event: Be on tme, but never carly, and leave

before you wear out yout welcomel

Notes and Shorter Letters

The letter you write, whether you reshze
it or not, is always a mirror that reflects your
appearance, taste and character. A “sloppy” letter
with the writing all crowding iato one corner of

the page, badly worded, badly spelled, and with
unmatched paper and envelope — even possibly a
blot — says you are the sorr of person who would
have messy hair, clothes that look like you slept in
them, and broken shoe laces. But a neat, precise,
evenly writtenn note portrays a person of who is

neat, well mannered, and considerate.

Some people are lucky and are able w
write graceful letters, to space their words evenly,
and to put them on a page so that the picrare is
pleasing.  But even if your writing is not perfect
and vou can only write rather badly formed letters,
if the writing is consistent throughout, the page as
2 whole looks fairly good.

Dating a Levter

Usually the date is put at the upper right
hand of the first page of a letter, or at the end, and
to the left of the signature, of a note, It is easier to
read January 9, 2002, than 1-9-02.

For a personal note or letrer, you may
clese with *“Yours tly,” or “Sincerely yours.”

The best ending to a formal social note 15,

EEl

“Sincerely,” “Sincerely yours,” “Very sincerely,” or

“Very sincerely vours.”

Etiquette in Smoking
Many places these days do sot permit
smoking, but if smoking is allowed, a gentleman
should not  smoke under the following
circumstances:
& When walking on the street with z lady.
s When lifting or apping his hat (usually an
cldetly gentleman’s practice of long ago
tradition).

# Inaroom ot an oiffice when a lady enters.
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e In any short coaversation where he is
standing near or talking with a lady.

If he is sitting with a woman and they are
having a conversation, anywhere where “smoking
is permitted,” he is considered most polite it he
asks, “Do you mind if I smoke?” If she replies,
“Not at all,” it is then appropriate for him to do
so. He should, however, take his cigar, pipe, ot
cigarette, out of his mouth while he is speaking.

Remember, smoking is a habit to be
aveided, 1F ar all possible, as it is a definite health

hazard!

Conclusion

Tt takes a litde thought and perhaps a little
extra tme and effort o leamn and practce good
mangaers. It takes some thought and some
planning in advance to dress appropriately. In the
long run, however, you will have more self-
confidence and a more positive self-image 1f you
are a model of sincere consideration of the
feelings and interests of others. You will also gain
the respect and admiration of those around you

Y

and those you meet. #

191



U, MariNe Cor?Ps. JROTC
Category 3 - Personad Growth and Responsibility
Skill 3 —Social Skifls

192



.5, MARINE CORPS. ]RO'I‘C
Category 3 — Personal Growth and Responsibility
Skifll 3—Social Skills

Proper Table Manners

Introduction

The modern-day use of tableware goes
back w0 1100 A.D, when the wife of an Italian
nobleman introduced the two-tined fork into table
usage because she did not like to pick up food
with her fingers - particularly meat. The use of
the fork spread very slowly and was not really
completely accepted until the Renaissance when
the knife was introduced to replace the common
hunting knife which in that day and age every
freeman carried at all denes on his belt and used at
the table for curting his meat. Can you Imagine
bringing 2 hunting knife to the table with vou to

dine in 2 fine restaurant?

The English began to manufacture table
knives and forks in the mid-1600s, when they also
introduced the use of the spoon.

The first napkins appeared in Reims,
France, in the coutts of Charles VII. Napkins
were used exclusively by the nobility and were
often irimmed in lace and intricate embeoidery.
Later in the seventeenth century, napkins became
important as decoration on a table, often folded in
very intricate ways to represent birds, flowers, and
fans.  Supposedly, there are 400 ways to fold a

napkin - but who's counting!

Meals

Dinner is considered the main meal in the
United States, when, except on Sundays and
holidays, it is eaten in the evening. Many people
have their dinner at noontime on Sundays and
holidays. Tunch is the evervday noon meal and 2
light or informal evening meal is usually called
“suppet.”  In certain sections of the country,
dinner is considered the noon meal and supper the
evening meal.  These days with our busy
schedules, families often do not follow this
practice, and often do much eating “on the ran”
and without everyone in the family eating at the

same time — ot even at a table.

Suppers may be held after formal

weddings,
receptions, and may be served very late.  Buffer

occasions  such  as dances, and
meals in the evening are referred to as “suppers” —
never as “dinners” — even when guests arc in

evening attire.

In many foreign countries, dinner is not
served until 9:00 or 9:30 in: the evening,
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Dinner — Setting the Table

The one basic rule in setting the table is
to make certain that everything on the table is
geometrically spaced. In othes words, you place a
centerpiece in the actual center of the table, the
“places” at equal distances, and all utensils are
balanced. Beyond this one rule you may set your

table as you choose.

First, place the necessary number of
plates around the table at cqual distances. The
place knife, fork, and spoon are the most
frequently used utensils for most meals. To the
right of the plate, and nearest to it, you put the
place knife with the blade roward the plate. Then,
if soup will be served at the meal, you place a soup
spoon. If soup is not served at this meal, you put
the place spoon to the outside of the knite. On
the left of each plate, vou put the fork so that it is
nearest to the plate.  There are other specialty
knives, forks, and spoons used for more formal or
clegant dinners. These include the teaspoon
(ofter used instead of 2 place spoon at informal
meals for dessert, coffee, tea, cereal, grapefruit,
etc.), a salad fork, scafood or oyster fork, dessert
and  demitasse
(coffee) spoon, just to name a few. These
additional forks and knives (if needed) are put on
the table duting dianer or often at specific

spoon, lced beverage spoon,

positions on the table before a meal is served.
There are many special rules for placing these
additional pieces of flatware. You do not need to
remember all of the special rules, just know that
there are very specific rules. If you must help to
set up a formal dinner, check an etiquette book
and follow the rules you wili find there. You can
also check the Intemet for this informartion. The
key word search is Timnily Post.

In placing the glasses on the dinner table,
the water goblet is at the top and to the right of
the knives, and the wine glasses (if wine is served)

are either grouped to the nght of the goblet, or in
a straight line slanting down from the goblet
obliquely towards the right.

A dinner napkin folded square and flat is
laid on each plate. If place cards are used for the
dinner, they are usually put above the plate on the
tablecloth, but some people put them on top of
the napkin because they are more easily read.

Manners at the Table

It is considered impolite to refuse dishes

at the table, because your refusal implies thar you
do not like what 15 being offered o you. I vou
really do not like some item, to be polite, you
should take at least a little on vour plate and at
least make a small effort to eat some of it

You should sit down quiety in the center
of your chair and draw it up to the table (f there is
no one to push it in for you, ladies) by holding the
seat in either hand while momentarily lifdng
vourself and the chair. It goes withour saying thae
you must not “jump” or “rock” your chair into
place at the table.

In getting up from the table, again you
must push vour chair back quiedy, using your
lands on cither side of the chair seat. 2o not hold
on to the fable edge and give yourself, chair and
2l 2 sudden shove. There should never be a
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sound made by the pushing in or out of chairs at
the dinner table.

When not eatdng, sit up straight and keep

your hands in your lap.

The best rule to remember zbout which
piece of silverware to use when, is to remember to
begin from the outside and work in toward your
plate. There should not he more than three knives
and three forks placed on the most formal of
rables at any time. 1f you need more silverware, it
is brought in with the courses for which it 1s to be

used.

Bread and Butter

You shounld always break vour bread mnto
small pieces with yout fingers before eating your
bread. If vou are golng to buster your bread, you
hold a piece on the edge of the bread and butter
plate and spread enough butrer on it for a
Use a butter knufe if
one is provided at your place setting (and this

mouthfal or two at a time.

happens most often at mote formal dinners).
Bread must aever be held flat on the palm of your
hand and buttered in the air.

The individual butter knife (sometimes
called a butter spreader) is usually laid across the
top of the butter plate, with the handle at the right
and the blade facing the edge of the table. The
butter knife is only used to spread bucter. It is
never used to take butter from the butter plate. A
knife for that purpose is placed on the butter dish,
if 2 buteer dish is used.

How to Manage Hot Food,
Bones, and Seeds

If you take a mouthful and your food is
too hot, quickly take a swallow of water. Do not
spit out the hot food. Hven if you hate the taste,

vou have got to swallow it. You must not take
anvthing out of your mouth that has been put in
it, except dry bones and stones or seeds from
fruit. To spit anything into the corner of vour
also  very
unappetizing 1o see anyone spit skins or pits on a

napkin is unacceptable! It is
fork or into the plate. If you must remove some
food item from your mouth, the only proper way
to do so 1s between your first-finger and thumb.

The Proper Use of the Fork

The salad fork is shorter than the dinner
or luncheon fork and mav be used for cither a
salad or a dessert course.

Hold your fork just like vou hold a pencil
when you write; your thumb and two first fingers
are closed around the handie two-thirds of the
way up the shank of the fork, and the food is
raken up shovel-wise on the turned-up prongs.

The Proper Use of the Spoon

To use vour spoon, hold it in your hand
like the fork. In eating soup, you must dip your
spoon away from you — turning the outer rim of
the bowl down as you do so. Do not fill the bowl
of your spoon more than about three-quarters full
beceuse it is impossible to lift a bnmming
spoonful of liquid to your mouth without spilling
some of it Sip your soup, without making any
nocise, out of the side (not the end) of the bowl of
the spoon.

You must never pile a great quantity of
food on a fork and then lick or bite it off a littde
bit 2t 2 time. You may, however, sip a little soup
at a time out of yout spoon — especially if it is very
hot.
vou take any liquid either from a spoon or a glass.

Remember, never make any sounds when
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The Fork and Knife Together

You may use cither the American or the
Continental way of esting, but the favered
Ametican custom s to hold the dinner fork in
your left hand te pin down the food you are
cutting, and then to transfer your fosk, tines up, o
your right hand for the purpose of eating, Once
you have cut off a mouthful, you should lay your
knife on your plate. The handle of the knife
should be toward the right side of your plate and
an inch or two beyond the rim of the plate. Afier
using your fork, put it on the plate below the
knife, with the handle at the right and the tines
up.

You may never hold your fork cluiched in
your clenched fist, and you may never “saw”

across your food at the base of your fork with
vour knife.

To be perfectly polite, you should only
cut off and eat one mouthful at a time.

Of course, you know that the knife must
never be put in your mouth. You must never use
vour knife to scoop baked potato out of the skin
or to butter your baked potato. Take the butter
on the tip of your fork shovel fashion, place it on
the potato, and then press down and mix with the
prongs held points curved up.

It goes without saying that taking a big
mouthful (next to smearing your face and chewing
with your mouth open) is the worst offense at the
table.

When you have finished eating, you
should lay your knife and fork close together, side
by side, with handles toward the right side of your
plate, the handles projecting an inch or two
beyond the tim of the plate. They must be placed
far enough on the plate so that there is no danger
of their slipping on to the table or floor when

removed.

The Serving Fork and Spoon

The serving fork and spoon are placed on
the serving platter or in the vegetable dish. These
utensils are much larger than other forks and
spoons. When you serve vourself, you hoid these
utensils just like you hold other forks and spoons,
with the fork in vour left hand and the spoon in
your right. Slip the spoon under a portion of food
and, while holding the food in place with the
serving fork, transfer the food to your plate.

Forks or Fingers?

All juicy or “gooey” fruits or cakes are
best caten with a fork, The best rule to remember
is that if you cannot eat something — no marier
what it is — without getting it all over your fingers,
you must use a fork, and if necessary, a knife.

Some General Rules at the
Table

There are many rules in eating a meal that
may seemn father elementary, but you are judged
by these rules. The difference between good or
bad maanets is the way you follow these rather
basic rules!

Do not talk with your mouth full, make noises
while you are eating, chew food with youg
mouth open, or blow on hot liquids to cool
them off.

¢ Do anot smack your lips or take overdy large
mouthfuls of food piled high on your fork or
spoon.

®  Use your napkin before you drink from a glass
of water to avoid leaving traces of food on the

glass.

o Never lick your fingers after they have been in
contact with food — use your napkin.

196



S

Marinn CoRps. JROTC

Category 3 — Personal Growth and Responsibility
Skill 3 Socil Skills

If something is out of reach on the able, do
net fdse out of your sear o obmin it; ask

someone 1o pass it to you. However, you may

reach for anything you can conveniently reach
without bothering vour dinner partner.

Be sure to remove the spoon from your cup
after stirring and before drinking. Remember
to place the spoon in the saucer, ar the right
of the cup handle and not on the rablecloth.

You may it a soup plate away from you
when the plate 1s almost empty, When you
are finished, leave the spoon in the soup plate.
However, you should not leave the spoon i a
bouilion cup or cream soup bowl. You may
drink clear soup without a spoon if it Is served
in 2 bowl with handles or in a cap.

You should keep your elbows at your sides
when cutting food. Your elbows move just as
easily up and down as sideways (like a bird
flapping its wings), aad if held in, cannot hit
the petson sitting next to you at the table.

Avoid twisting your feet arpund the chair leps
or extending your legs under the table.

When finished eating, do not push back your
plate. Leave it where it was placed. Lay your
unfolded napkin at the left side of the plate,
not in it.

Whenever vou use vour napkin, pat your lips
— do not rub them!

Loud talking and laughter at the wble are
disturbing to others so be careful not to speak
too loudly. Do not bring up controversial or
unpleasant subjects, such as politics, religion,
or death. Always remember not to discuss
personal affairs or the opposite sex at the
table, or before groups anywhere, for that
mattef,

o “Small talk,” the pleasant, interesting things of
everyday life, such as a movie you just saw, a
beok you recently read, or your trip to Disney
World are always safe topics of conversation
at the table,

Elbows on the Table?

Blbows on the table — and this may
surprise you — are used only on cccasion and for a
very specific reason. Elbows are often seen on
tables in restaurants, especially when people are
lunching or dining at a small table for rwvo or four,
and it is impossible for people to hear each other
above the music or other noise in the restaurant,
At the same time, people try not o be heard at
other tables nearby. You really cannot do this
without leaning far forward. At home, when there
is no reason for leaning across the table, there is
no reason for elbows on the table. At a dinner of
ceremony, elbows on the tables are rarely seen,
except at the ends of the table, where again vou
wmight have to lean forward in order to wlk o 2
compaion at a distance across the table corner.

Never put vour elbows on the table while
you are cating. Between courses, you may, for a
moment, place your forearms on the table, but
only if you do not tum vour back on the person
sitiing next to vou, Sittng with your left elbow
propped on the table while eating with your sight
hand (unless you ate alone), or propping vour
right elbow on the table while lifting your fork or
glass to your mouth, is never done.

Dropped Silverware

As & guest in someone’s home or dining
at a restaurant, when you drop a fork or spoen at
the table, do not pick ir up.
another one, ask the server for i, or the hostess, if

When vou need

she has not noticed. Do not apologize for the
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mistake, The less yvou say about the incident, the
less it will be noticed.

Unexpected Situations

Use your common sense when coughing,
sneezing, or you need to blow your nose. Try a
sip of watet for a fir of coughing, but if that does
not work, leave the wble. H vou find you must
snceze, use vour napkin or a Kleenex of
handkerchief, if vou have one. If you must use a
Kleenex or handkerchief, do so as unobtrasively

as possible.

If you need to feave the table, do so
quietly, and when you return make your apology
quietly. Again, do not draw attention to yourself.

If a person is choking on a plece of food

~ or anything eclse — he/she needs help
immediately, From the moment that something is
iodged in the windpipe and oxygen is cut off, the
victim has no more than four minutes to lve.
You do not have time to call a doctor. A choking
victim while conscious — and he 15 only conscious
a very short time — cannot speak and is in distress.
He can nod his head when asked if choking, The
svmptoms of choking are similar to a heart attack:
an inability to breathe; growing pale, then turning
blue; then becoming unconscious. To help the

victim, apply the Heimlich Maneuver.

The Heimlich Maneuver

The Medical
endorses the use of the Heimlich Maneuver, a

American Association
“bear hug” techaique for stopping someone from

choking.

When the victim is standing or sitting,
stand behind him, wrap your arms around his
waist, then make a fist with one of your hands and
place it, thumb-side in, above the vicim’s navel

but just below the tib cage. You grasp the fist of
your other hand and press with a quick, upward
thrust. Repeai several times, if necessary. Because
there is always residual air trapped in the lungs,
the sudden pressure forces the air upward, and the
obstruction is expelled.

When the the
anconscious, you should place him face up and

victim is on floor,
kneel astride his hips. With one of your hands on
top of the other, place the heel of the bottom
hand above the navel and below the b cage and

give a quick upward thrust.

If you are alone and choking, press into 4
table ot a sink — try anything that will apply force
just below yout diaphtagm — o1 use your own fist,

If the victim is an infant, vou must be
very careful.  You place the infant on a firm
surface, or on your lap facing away from you, and
then make a cushion of your fingers while using

both hands to make an upward thrust.

Dining in Public Places

In most restaurants, there are £Wo wWays to
order your meal. You can order “table d’hote”

3

and “a la carte” “Table d’hote” means paying 2
single price for a complete meal as outlined in the
menu. When you order “a la carte,” you pay a
specific ptice for each item you order.  Ordering
“a la carte” ts always more expensive, but you ger

exactly what you want.

Please remember to be courteous to your
setver. Do not address a server as “Boy” or “Hey
you” It is approptiate to address the server as
“Walter” and the waitress as “Waitress” or “Miss.”
Today, it seems many servets prefer to be called
“Waitperson” (and that term may therefore be
considered appropriate). When the server is busy,
do not attract his of her attention by clapping vour
hands, drumming on the table with silverware, or
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hissing. When a server passes within hearing
distance, but dees not notice vou, you may call
“Wairter” or “Miss” in a clear voice, but do not

bark at him or her for attention.

food has
impropetly — for example, your steak is cooked

been prepared

I your
well done rather than medium rare ~ make your
comptaints to the host or hostess. Mistakes do
happen, but they may not be the fault of yvour
server. Do not lose your temper or make a scene.

It is thoughtless of anyone to stop and
talle 2t a table when hot or very coid food is in
front of those being served. It is far better to nod
or speak very briefly and then go on your way; you
can talk with your friend laver during a lall in the
service or over coffee at the end of a meal.

In any public eating place, never wipe
the
silverware does not appear 10 be clean, ask the

your silverware with your napkin.  If

server for fresh silver.

After you have been seated in a resraurant
and look at the menu, you may find that what you
want is not listed, or that you cannot afford the
prices. I you have not used any of the silverware
or touched the water glass or napkin or
disarranged anything else, you may get up and
leave. If your water glass has been filled and
bread or crackers have been brought to the table,
you should leave a small tip, explain to your server

why you are not staying, and go!

Tips are 15 percent of the entire check at
the average testaurant, but these days at a bertter
restaurant, you should tip 20 percent of the entire
check. On occasion, the tp may be automatcally
added into the check amount. Check with your
server if you are not sure whether to add a tp.
Remember, althoupgh most good restaurants and
hotels accept ctedit cards, some do not, so phone
first and find out.

Conclusion

Good manners are not turned on or off
depending on the importance of the oceasion or
the individual with whom vou are sharing a meal,
It is equally important to practice good manners at
hotne as well a5 in a fine restaurant. Just as people
judge you by the clothes you wear and the way
you apeak, you are often judged by how well vou
practice good manners at the table. Fair or not,
this is a fact of ifc. The best way for vou to be
comfortable and proficient in  using good
manners is 1o use them on a dailv basis. There is
nothing difficult about using good manners, After
a while, vou will use them withour having to give
them a single thought. You will know exactly

what to do.s

199



VLS. MariNg COrePs. JROTC
Category 3 —Personal Growth and Resporsibility
Skitl 3—Social Skills

200



u.s.

MARINE

CORPS.

JTROTC

Category 3 — Personal Growh and Responsibility
Skifl 4 Written and Oral Compuinication

Effective Study Skills: Note-Taking and SQ3R

Introduction

Learning by using your textbook or any
teference book or resource you might need when
you write 4 papet, give a presentation, or complete
a project, is hard work. In fact, learning to study
cffectively is much like learning to be an excellent
gymnast. A gymnast must be disciplined and
patient.  He or she must train and practice
physically the skills required to perform flawlessly
in competitions. Just like a gymnast, you must

train and practice mentally when you study if you
want to perform well in school and later in the
workplace. You must be disciplined and patient in
leatning to work and study smart.

What are the study strategies you need to
work and study smast? The most basic and
helptul of study strategies are perhaps learning
how to tke good notes and how w use a
textbook reading/study method called SQ3R,

Making Notes
An

remembering information in your textbook is to

effective  studv  strategy  for
annotate what vou read in the form of notes,
Notes can be put on study cards {index cards) or
in a learning log. A learning log may be a
notebook you keep specifically for the purpose of
putting together your written feactions to and

retlections on what you read in your text.

I taking notes, you should avoid copying
word for word from the text. Instead, you need
to take notes that paraphrase (put in your own
wotds), sumumarize (briefly restate the important
facts or main points), react critically (carefully
evaluate or judge what vou read), question, or
respond personally to what you read,

Before vou look at the different kinds of
notes you can make about what you read in your
textbook, read the following short passage. When
you have finished reading the passage, you can
look at the ditferent types of notes you could use
to record what the author says and what you think
about what the author says.  The sample note
cards are based on the following reading passage
entitled “Wild Cargo: The Business of Smugpling

Animals.”
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Wild Cargo: The Business of Smuggling Animals

Around the world, there is increasing unpleasantness for those trading illegally 1 wild
animals and wildlife products. Within the past decade, government after government has
passed laws to restrict or prohibit the sale of wildlife that has been seriously reduced by
hunting and habitat destruction. With legal channels pinched, animal dealers have resorted to
evil schemes to continue the flow.

Wildlife is big business. Exotic-bird collectors will pay $10,000 for a hyacinth
macaw...In New York 1 tried on a pair of trendy western boots trimmed in lizard skin. The
price? “T'wo hundred thirty five,” the clerk said, with a sly smile that suggested most of his
customers didn’t bother to ask. ...

These items are being sold legally. But somewhere in the dim beginnings of their trail
through commerce, they may have been acquired illegally.. ..

The fascination with wildlife within the affluent nations of the world adds to the
disappearance of animals in the less developed couniries. Illegal fraders are willing to go
around the wildlife-protection laws to satisfy the demand and their own pocketbooks.. ..

Wildlife smuggling is costing the U.S. millions of dollars to control. This smuggling
is also denying income to the treasury of any nation that would otherwise receive duty from
legal imports. 1t has spread diseases that would have been detected in legal quarantine
periods....One terrible effect of this illegal trade could be the extinction of animal species that
are finding fewer and fewer places to hide.

Source:

Grove, N. (1981, March). Wild cargo: The business of smuggling animals, National Geographic. pp. 290-294,

Types of Notes

There are several types of notes you may
find useful as you study:  the summary note, the
thesis note, the critical note, and the question

note.
Summoary Notes

The summary note shortens the main
ideas of a section of vour text into a concise
statemnent of what you read. Summary notes are
brief, clear, and cxpress a lot in a few words,

When vou write a summargy note about
expository material (text that explains an idea or
topic), you need to include all the important ideas
but no/ the suppordng information and detail.
Details do not belong in a summary note. When
you write a summary note about narrative
material (such as a story) vour note should be only
a very brief statement about the major elements of
the story, such as the characters and main events

of the plot.

A Summary Note

The illega! trading of wildlife is a profitable business in affluent countries around the
world. Continuing this type of trade threatens both developed and underdeveloped
nations. It affects these nations economically and ecologically. More recent laws are
making this illegal trade much more difficult to pursue,
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Thesis Notes

When you wiite the thesis note, you
answer the question, “What is the main point the
author has tried to get across to me?” The thesis

note is like a telegtam. It is a very short and clear
statement of the author’s main idea. If you write a
thesis note for a story, vou ideadfy the theme of
the story.

A Thesis Note

Hlegal wild animal trade is a very profitable business for those who
practice it, but it is a threat to humans and their environment. More laws
throughout the world can restrict this activity.

Critical Notes

In the critical note, vou answer the
question, “So what?” In other words, when you
write 2 critical note, the fivst thing you do is state

the author’s thesis or main point. Then you state
your position about that main idea. Finally, you
defend or provide more explanation about the
position you have taken on the author’s idea.

A Critical Note

Trading wildlife for high profits is something ali of us will payv for
ultimately. Countries are being cheated out of needed revenues. More
importantly, the fature of some species of animals is threatened. The
money-hungty traders also give little thought to the spread of disease that
could be avoided by legal quarantines. All nations need o cooperate to
pass stricter laws to control or prohibit the trade of wildlife and its very
survival for the temporary wealth of the illegal traders.

Question Notes

The question note does exactly what its
name suggests — it raises a significant issue in the
form of a question that you have thought about as

vou read the material. Your question is the result
of what you think is the most significant aspect of
what you have read.

A Question Note

(Should legal wildlife trade be allowed to continue o, at least, be ignored,
after unsuccessful atternpts to stop it?) NO!

The avthos says more laws instituted by governments around the world
are making life more unpleasant for iliegal traders of wildlife and wildlife
products. Te also cites serious economic and ecological reasons why no
one should give up the fight.
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Tips for Note Taking

Here are some useful tips for mazking

notes on cards;

e Use k. When vou wiite in pencil and then
you use your notes to study or perhaps to
prepare 1o write a paper, you tend to shuffle
vour cards as you organize your thinking
Penciled notes smudge easily with repeated

shuffling of cards.

o [se indese cards. Index cards are definitely mote
Alse,

index cards are much easier to rearrange and

durable than large sheets of paper.

organize than notes wiritten on large pieces of

paper.

s Jof down only one dtem per card. 1o not overload
a card with more than one type of note or one
piece of information. Having one type of

note or only one piece of informaton on a

card makes it much easier for you to rearrange

and organize your thinking,

s Prite on onfy ane side of the card. Information
vou record on the back of 2 note caxrd may be
ovetloocked or forgotten when vou are

studying for a test or preparing to wiite a

PHPCI‘.

A Two-Colomn Note Taking
System

Can you believe 1?7 You forget over 50
percent of the material you read or hear in class in
just a few minutes. I you learn and use a system
for zking and making notes, you will be able to
recall information and overcome your tendency to
forget what you read or heard.

You just looked at a system for taking
notes on index cards. Here is another popular
note-taking procedure, one that uses regular loose-

leaf notebook paper. (See example on next page.)

Here are the steps in this Z2-column note
taking system:

¢ Use only one side of an 8 /2 by 11-inch sheer
of loose-leaf paper with « legal-width margin.
If you do not have thar kind of notebook
paper — no problem. You can make your owa
margin just by adding 4 margin line 3 inches
from the left side of your paper.

o Take notes to the right of the margin {either
from a class lecture or from your textbook or
other resource). You are not requived to use a
specific formar for taking notes. You should
develop a format that works for yvou, A good
format uses ndenting 1o indicate main ideas
and dezails.  In other words, list your main

ideas just to the right of the margia you

created. Then indens each time vou inclode a

detad that helps explain or support your main

idea. This is called using subordination and
space to show how your material is organized.

o In the left-hand margin, label the notes you

The
labels help organize informaton in the right-

recorded to the right of your margin.

hand columa. As vou write vour labels, vou
can also fill in any gaps in the notes. You
need to complete this labeling process as
guickly as possible once you have aken all
your notes from a class lecture or a reading
passage. You will have the most success if
you label as scon as you finish reading a
section of your text or right at the end of a

class where your mstructor has given a lecture.
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building up in the arteries. For this reason, HDLs
are known as the “good guys™. To keep cholesterol
at a normal level in the body, you must lower 1.DL
levels and raise HIDL. levels. Steps vou can take w0
accomplish this are fo ear less fat (especially
saturated faf), maintain appropriate body weight,
and participate in 2 regular exercise program.
Eating more fiber will also help, since it binds with
chalesterol and carries & out of the body: and
copsuming  mono-unsaturated  fats, like  olive,
canola, and peanut oils, raises HDLs.

Fat conuains nine celories per gram. One
pound of fat coatains 3500 calories (this is how
many caloties you must burn to loose 1 1b of fat),
Some high fat foods are red meats, fried foods,
potato chips, butter, eggs, bacon and many “junk”
foods, Try to avoid eating these or at least eat these

foods in moderation!

Nourishing Your Body with
Proteins

The body

proteins in every cell. They aid in the developrnent

contains  substances  called
and maintenance of muscle, bone, skin, and blood,
Proteins are also the key behind keeping the
immune system sewong. Thev control the chemical
activities in the body that transport oxygen, iron,
and nuirients 1o the body cells, The body can alse
use protein for energy if it is low on carbohydrates
and fats; but in most cases, its zole as an energy
soutce 1s minor.,  Proteins, like carbohydrates,

contain four calories per gram.

The building blecks of protein are the
amino acids. 'These chains of carbon, hydrogen,
oxygen, and nitrogen linked together in different
ways control all of the activities mentioned above.
There are 22 amino acids found in the human
tissue, but the body cannot manufacture 2ll of them.
Eight {(nine for children) amino acids, known as the
essential amino acids, must come from the food we
eat since the body cannot produce them. We refer

to the food products that contain all eight essendal

arnine acids as having complete proteins., The frest
sources of compiete proteins ate meat, fish, poultry,
and dairy products. Plant foods generally contain
incomplete proteins since they are either low on or
lack an essential amino acid. However, plant foods
can be combined easily, like rice and beans or
peanut buiter and bread, o include all essential
amino acids in high enough amounts to form a
complete protein.

The remaining 14 amino acids are known
as the nonessential amine acids. They are sdll
necessaty for bodily fanctioning, but are called
“nonessential” because they de not have to be
supplied  in the  diet Instead, the

manufactures nonessental amine acids itselfl

body

Keep in mind that while animal and dairy
products are sources of complete proteins, many are
often high in far as well Americans get most of
their protein from animal sources instead of from
combinmations of complex carbohydrates. You will
have a healthier diet and sull meet vour protein
needs if you consume fewer fatty foods and more
carbohydrates in the forms of grains and vegerables.

The FDA  has RDA

(Recommended Daly Amount) for prowein at

established  the
approximately 30 grams.  While it is true thar
athletes may need slightly higher protein intakes
than the RDA, protein intakes as high as 1
gram/pound bodyweight are unnecessary.  Excess
protein is simply converted to fat. Protein contains
4 calorles per gram. Good sources of protein are
meats, fish, eggs, dairy products, beans and peanut

buttet.

Regu}atin%?f our Body with
Vitamins, Minerals, And Water
Vitamins

Vitaming are promoters of health and
wellness.  Unlike the carbohydrates, fats, and
proteins, the body does not digest vitamins; instead,
food products release them and your body tissues
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absorh them,
soluble or water soluble. With the help of fats, the

We classify vitamins as either fat

intestinal tract absorbs fat soluble vitamins (A, D,
E, and K} and stores them in the body. The water
in the tissues dissolves the water soluble vitamins (B

commplex and C).

Many countries have standards for vitamin
and mineral requirements tw fecommend  daily
amounts needed for good health. For example, the
standards for the United States are the Referenced
Daily Intakes (RDI).

federal government reviews these standards and

From time to dme, the

proposes new ones as research continues and more
complete information about vitamins and minerals
is discovered. Shown on the following pages are
the U.S. R for vitamins and minerals.

Points of Interest: Vitamins

According to a 10-vear study of 11 3458 US,
achults, vitamin C was effective at cutting death rates
from heart disease and stroke. The study tested

three groups:

»  Group | got 50 mg or more a day in food, plus

an average supplement of 500 mg,

o Group 2 got 50 or more mg and no

supplement.

e Group 3 got less than 530 mg with no
? o L)

supplement.

e Mecn in Group 1 had a 35% lower mortality rate
and 42% lower death rate from heart disease and

stroke.

¢  Women in Group 1 were 25% less likely to die
of heart disease or swoke and had a 10% lower
mortality rate,

Taking supplements of 2000 mg of vitamin
C daily might be helpful to aliergy sutterers.

A new study found vitamin B cuts the risk
of certain cancers. Plus, two other studies wich
130,000+ people reported vitamin E helps prevent
coronary heart diseases.

Minerals

Minerals are elements found in the
environment that help regulate the bodily processes.
Without minerals, the body cannot absorb vitamins.
Macrominerals are minerals that the body needs in
targe amounts. These are calcium, phosphons,

magnesium, sulfur, scdium, and

chloride.

many Ameticans consume too much of it, which

potassium,
Although sodium is a macromineral,

can contribute to high blood pressure. High blood
pressure, in tumn, can contribute to cardiovascular
disease. On the other hand, many Americans do
not consume enough calcium, and a calcum
deficiency can lead to osteoporosis later in life.

Use the charts on the next few pages to
determine adequate vitamin and mineral doses.
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How to Use Your Notes

Once vou have taken notes and finished
labeling them, you can use your notes to study for
quizzes and tests. For example, when you prepare
to take your test, you can spread out the note

pages for review.

+  Spread out the pages of your notes, in order,
so that you hide vour notes from the lecture
(or your text) with the succeeding pages and
only the Jeft-margin labels show.

e Now vyou can use your labels as question
sterns to recall information — for example,

“What do T need to know about (labef?”

¢ You can check to see if vou recalt the
information by uncovering and referring to

your original notes.

Qur eyes, ears, nose, tongue pick up messages & send
themn to the brain.

1. Lens of the eve focuses light on the retina, &
neurons change it into a message carded by
the optic nerves,

2. Tongue & nose work together to detect
chemicals & send message to the brain

Tongue has areas for sweet, salty, sour
Each area has acurons

3. 'The skin has neurons that detect pain,
pressure, touch

Using SQ3R as Your Study
System

Besides the two differentr formats for
raking notes, there is a study system that has been
around for more than 4 half-century that is also a
very good way to take notes for smdying and
remembering what you read in your textbook. Ir
has stood the test of time, and students today find
it just as useful and cffective as stadents from long

ago.

A study system, as the name implies,
provides you with a systematic approach for
SQ3R is the acronym for this
system and it stands for wwwey, guestion, read, recite,

studying text.

and remer. SQ3R has one purpose in mind: to

help vou study texts on your own.
The steps in SQ3R are as follows:

e Sy, Preview the material to anticipate

content, make plans for reading, and develop
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a mental framework for ideas you will
encounter in the text.

o Owesiion. Ralse questions with the expectation
that you will find the angwers in your text. A
good way to raise questions is to take each of
your headings and subheadings, even your key
words, and turn each into a question.

e Regd Search for ideas and information that
will answer your questions.

®  Rewle
“rehearing” aloud what vou have learned

Try answeting vour questions by

and/or writing responses to the questions you
raised. Writng the answers to your questions
is perhaps the most effective activity to do in
this step.

e Rewen, Review and reflect on the material by
organizing and elaborating on the ideas you
encountered in the text. Re-read portions of
the text to verify or expand on your responses
to the questions you created.

Questdons to Ask

To analyze your reading task and make
plans, you need to ask questions such as the ones
helow:

s  What kind of reading is this? (Informadonal?
Espository? Narrative?)

e  What is my primary goal or purpose in doing
this reading? (Acquire information? Read to

learn an author’s point of view? Learn a
process or procedure for doing some
activityr)

e Should I try to remember details or read for
the main ideas only?

o What do I already know about the topic?
What do I need to know?

Now that you have seen the steps in the
SC3R system, take a closer look at what you do in

each step and how each step helps you.

Survey and Question

Surveying gives vou some idea of what a
text selection is about before vyou read it. It
prepares you for what is coming. Most of us have
a tendency to jump right inte an assignment, often
without rhyme or reason, and just uy to plow
through it. However, when you learn how to
survey matetial, you do not forge ahead widhout
knowing what is coming. Surveying heips vou
raise questions and ser purposes for your reading
and studying, The Survey step in SQ3R prepares
you for what you must do to wosk smart,

Question

When you raise questions about the
material that yvou survev, you become involved in
a search for answers during your reading. You
become an active participant in reading, not just a

mindiess wanderer through a sea of words.

The Value of Surveying

Here is a true story to prove how aseful
surveying can be. In 1939, a Harvard professor
named Wiiliam Persy conducted an experiment
with 1500 freshmen who were probably among
the “Hnest readers in the country.” He assigned a
chapter from a history book and instructed the
students to use their best strategies to read and
study it. After about 20 minutes, he asked them
to stop reading and answer muldple-choice
Not
surprisingly, the wvast majority of the students

questions on the detalls of the chapter.
scored high on the test. Yet when they were
asked to write a short essay sumimarizing the main
idea of the chapter, only 15 students did so

B

successfully,. Why? Because these 15 freshmen,
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the
expetiment, took the time to preview the chapter

about one percent of stadents in the

before plunging into the details of the material.

You will find that the Survey phase of
SQ3R works well when what you have to read
contains format features that are organizational,
typographic, or visual. Text writers use these
aids as guideposts for readers.

Organizational Features of Textbooks

Certain  organizational  features  often
found in textbooks, such as introductons and
summarics, give you valuable clues to the overall
structare of a text ot the important ideas that you
will come across as you read.  Headings and
subheadings in vour textbook show you the main
ideas in your reading and how those ideas are

sequenced and related to each other.

Key Words

Key words may also be highlighted in
vour text. Sometimes key terms appear in bold or
in dtafis.  Key twerms in a business text, for
example, may lead to questions such as these:
“What do you think the author means by raives?
What does budgeting mean? What does budgeting
have to do with financial planning?”  Open-ended
guesdons such as these help you focus your
attention on the material.  The key words also
illustrate the value of predicting and anticipating

content.

Visual Aids

You will find that typographic and visaal
aids, especially in electronic texts, are valuable
tools to use in surveying. You can survey chapier
titles; headings and subheadings; words, phrases,
special  type;
diagrams, illustradons, charts, and graphs before

of senfences in and  pictures,
you tead to get a general outline — an agenda, so to

speak — of what to expect.

When an authot of a textbook uses visual
aids in the text, he or she has a definite purpose in
mind. In some cases, the textbook author may
use 2n aid to expand on a concept developed 1n
the main text. In other cases, the textbook writer
may insert a graphic as an example or an

Hustradon of an idea he or she has introduced,

Visual aids, particularly charts and tables,
also help you by summarzing and organizing
information.  Additionally, many aids, such as
photographs and drawings, can provide you with
cxperiences by adding an example o text

statements.

General Rules to Follow

As a general rule, vou should learn and
follow these steps when you survey the text you
are about to read:

e Read the stle. Change the ttle 1nto 2 question.
For example, if you were surveying this
chapter, you might ask vourself, “What are
effective study skills?” or “What 15 SQ3R?” or
“What is the best way to take notes?”

o Rewd fhe imtroduction, swmmary, ond guestions.
What seems to be the author’s main points?
In the case of this wexthook, vou could read
the purpose, introduction, and conclusion.
You learn that using smdy strategies is hard
work, but it pays off. You will understand
and remember what you read or hear o a
lecture if you use SQ3R or note taking system.
You already know the main points of this
reading, so you know what to expect in
reading the rest of the content of this chapter.

o Read ihe beadings and subheadings. Convert them
into questions. If you take your headings for
this chapter and change them into questions,
vou might write the following: “How do you
take notes?” and “What kinds of notes can
vou take?” and “What are some good tips for
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making aowes?”  Turning your heading inro
guestions tells vou what information you need

to focus on in your reading,

o  Read any print in special type. Why are certain
words, phrases, or sentences highlighted?r If
you look again at this chapter as an example,
vou see that words such as expasitory, warraiive,
eritical nate, predicting, erc., well you what you are
dealing with when you read text, the activities
vou need to perform as you read your text,

The

highlighted words, like the headings and

and the wpes of notes vou can make.

subheading, help vou focus on vour teading
and tell vou what is important as you read.

o Study visnal materials such as pictures, paps, and
diagrams. What do the graphics tell you abouwt
the chapter’s content? Once again, ustng this
chapter as your example, vou see that the
textbook wrer has given you some sample
notes from an acwal reading passage. These
visual materials help you understand what is
being said by providing you with models w

folow as you begin note taking,

Read

Studyiag rext does not mean reading cach
word, cach sentence, each paragraph, and cach
section of a text with equal emphasis. You need
to be a flexible reader to swdy your tests
independently and effectively. You need to know
when 1o skim quickly over text when 1o slow
down for caretul reading; when to read selectively,
skipping segments of text that do not pettain to
your search for information; and when to reread.

Being Flexible Means Skimming Text
What do vou think it means to be a

flexible reader?
reading, selectve reading, and rereading are all

Concepts of skimsung, careful

involved.  You probably know what it means o
skim a stone ot a pond or to skim on ice or snow
when ice skating or skiing? Skimming, as it
applies to reading, involves glancing quickly over
the material to see what it is about.

When Is 1t appropriate for vou to skim
text guickly? Iris critical to read the fisst sentence
(usually a ropic statement of knportant idea) of
every paragraph, but skim an entire text selection
rapidly — in no more than one or two minutes,
Zip through every page and do not ger bogged
down on any one section or subsection. Now, if
you try to recall everything that you have read, vou
will be amazed at the quantity and quality of your
recalls,

Adjust Your Reading Rarte

You also need to think about adjusting
the rate (or speed) at which you read. You read ar
different speeds depeading on vour purpose for
reading. If you come across u secton of your
textbook or reference book that has difficulr and
unfamiliar words and/or concepts, you need to
slow down, read carefully, and reread to figure out
the meaning of that reading passage. H vou are
familiar with a topic in your reading assignment,
vou should increase your rate of reading,

Recite and Review

The reare and review phases of SQ3R
play very important roles in this study system. 1f
you arc to remermber information and if what you
remember is meaningful to you (and not just
memorized for the test), you must rehearse aloud
hrerally “rehear”) or write abowt what vou arc
learning.  Here is where you make use of your
aote cards or notes on loose-leaf paper (or what
some instructors call o learning log) to write

FESPOnscs to qUGSﬁOHS.
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Recite

If you wse a learning log w0 recornd

information, you need to set up a double-entry

format in which you pat guestions in one coluing
and responses in another. This looks just like the
note taking svstem explained earlier with the labels
in the left-hand column and the notes in the righs-
hand column of a sheet of loose-leaf paper. You
just replace the labels with questions in the left-
hand column and write vour answers to the
questions in the right-hand column. Alternatvely,
if you like the index card note taking system, then
vou put the question on one side of the card and a

response to the question on the other side.

You must write responscs o gquestions n
your own words rather than copying from the
text. If you just copy word for word right from
the rext, you will most likely not remember as
effectively as you will when vou write the response
in your own words. Writing in your own words
ensures that you understand the information.

Review

Review is your best opportunity to reflect
on what vou read. One of the best wavs to review
what you just leatned is to organize your ideas and
expand the ideas you came across in your reading.
You can write summaties or critical notes or
construct graphic representations to show the
relationships among ideas from your reading.
Another way vou can review is to respond
personally to what you have read.  You can think
about questions such as “What aspect of the text
interested me the most?”  You might try to
answer, “What arc my feelings and atdrudes about
this aspect of the text?” Or vou can consider a
question such as, “What experiences have 1 had
that help others understand why yvou feel the way
vou do?”

Do You Need to Use all the
Phases in SQ3R?

The really great point about learning and
using S(I3R 15 that vou do not have to use all of
the phases of the study system to study text
effectively. You can blend aspects of SQ3R into a
system of learning, choosing those study strategics
that seem to wotk best for vou and the subject
vou are studving. A system for studying text will
evolve gradually within vou over time — with

practice.

You need o learn how to become “text-
smart.”  Being text-smart is similar 1o being
“street-smart.” I is knowing how to stay out of
trouble; it is kaowing when and when not 1w ke
shortcuts; 1t is knowing how to sutvive and
friunph over the everyday demands that are a part

of vour life in the classroom.

Becoming 2 student who is effective and
works smart requires time, patience, and practice.
Studyiag 15 a process that you learn through trial
and error and the repeated use of different
strategies in different learning situations. As you
expetiment with using the different types of note
raking and some or all of the phases of 5(Q3R, vou
will discover that some strategies work better for

vou than others in different learning simadons.

Conclusion

fearning how to study texts and work
smagt nvolves becoming an independent leamer.
You can see that text structure plays an important
part in study strategies that you can use in taking

notes and using SQ3R as a study system,

Recognizing  how  textbook  writers
- ]

crganize their ideas in your textbooks will help
you. Textbook writers write 1o communicate o
vou, their reader. They organize ideas to make it

possible for you to get the mformation yvou need
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to learn new ideas and concepts. The more vou
see a2 writer’s  text  patterns  (Introductions,
headings, subheadings, key words, conclusions),
the more likely vou will remember and interpret
the ideas you come across in your reading, The
more you use these text patterns in SQ3R, the
more likely you will remember what you read.

Taking notes is another useful sirategy for
studying text, Making notes aflows you to reflect
on and teact to important ideas in your textbooks.

Use note-taking and SQ3R.  These
strategies can help vou be a more effective learner.

Reference:

Vacca, R., & Vacea, | (1999). Content area reading:
Literacy and learning across the curvicadun, 6 edition.
New Yorls Addison, Wesley, Longman, Inc. #
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Communicating Effectively through Writing

Introduction

Bvery day, one of vour main activities is
communicating with others. You communicate at
home, at school, with your {riends, and in the
COMIMUNILY. For some of you, you are also
communicating in a job environment. For adults,
communication at work can be the difference

berween success and failure.

The Need for Communication
We fulill many different needs through
communication, and effective communication can
give us considerable pleasure. It pleases us when
we have a stimulating conversation with a friend.
We are also pleased when we participate in a
group discussion that leads to a solution for a
problem. We are happy if a letter we write 1s
answered, and we are toid that the recipient took

what we said seriously.

Sometimes, however, comrmunication
does aot work, and you end vp feeling frustrated.

You have a disagreement with 2 friend and do aot

know what to say to fix it. There may be certain
subjects your parents do not want to discuss at all,
You write a message to someone and that person
completely misunderstands what you said.

Even though we have been

communicating since birth, we are not always as
effective  as  we could  be Fffective
commumpication seerms to be a problem for many

people.
Al

understanding others and having them understand

commurdcation depends on
us, Much of our communication is intended to
influence what people think and feel. Most of the
time we want someone to take some action as the
result of our communication. We want a friend to
spend vacation time with us; we want our friends
to like each other; we want our parents to give us

permission to go somewhere,

Perhaps our most important need is to
maintain and improve our relationships with
others. We use communicarion to discover each
othet’s needs and to share our own needs with

other people.

Cur  need for communication  is

important in all areas of our Hives. To live 15 to

communicate,

A Definition of Communication

Communication is a process in which
people are able to transfer meaning among
themselves. The communication process allows
people to share informavon, ideas, and feelings.
Where

meaning s transferred, no communicatdon has

This is the transfer of meaning. no

taken place,




.5,

MARINFE CORPS. JROTC

Cutegory 3 —Personal Growth and Responsibility
Skill 4— Writien and Oral Commmuiicotion

Elements of Communication

The communication process 15 made up

of wvarious elements, These elements are

comumunicators  {senders}, messages, receivers,
channels fwritten words, sound, sight, radio,

television), feedback, noise, and setting,

# The communicator is the originator of the
message.  The speaker, writer, artist, and

architect are all communicators.

e The message is made up of ideas and feelings
The

medium may be a speech, essay, or painting,

the communicator wants to  share.

»  The channel is the route traveled by the
message as it goes between the communicator
and the receivers. Alrways may provide the
channel for communicating the speaker’s
message; lipht waves are the channels for the
wtiter, artist, and architect.

e The receiver is one or more individuals for

whom the message s intended. The
COMMUNICAtor  ust  gain  the  receiver’s

attention to have effective communicaton.

o Feedback allows communicators to find out
whether they are “getting through” to the
recavers.  You get feedback from your

insgructors, your parents, and your friends.

e Moise is interference that keeps a message
from being understood.  Physical noise keeps
a message from being heard. An example of
physical noise is having the television hlasting
while reading a letter. Psychological noise
occurs when the communicators and the

An
example of psychological noise would be

receivers are distracted by something.

trying to concentrate on a writing assignment
just before lunch, when all you can think

about is cating,

Communicating Effectively

Onece yvou understand the process of
communication, you can begin to understand why
communication does or does not work, In an
deal situation, the message is perceived in the way
it was iatended.  For example, you write an
apclogy to your friend for a mistake that you
if the friend accepts the apology, the

the friend

made.
communication  worked. if was
offended by your message, and the apology was
not accepted, then the communication did aot

worlk.

Your comupunication may not have
wotked due to a problem with the message, the
channel used may not have been the best choice,
noise have interfered.

or  psychological may

Asking  the right  questons  abour  why
communicaton did not work s the best way to

Improve communication skills.

Most of us already have considerable
communication skills. ‘We have been sending aad
receiving verbal and nonverbal symbels all our
Hves.

¢ Verbal symbols utiize the words in a2
language to stand for a particular thing or
idea.

e MNonverbal symbols allow w10
comrmunicate without using wouds, such as

facial expressions and gestures.

MNevertheless, we have all had times when
we have not communicated as effectively as we
should. You may have gotten a lower grade on a
You

eninteniionally  hurt someonce’s  feelings.

have
An

instructor may not have understood a question

paper than you  expected. may

when vou asked it in class.

You can work to increase the likelihood
of effective communication. ‘There ate certain

basic steps to follow when prepating any oral or
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written commupication. The six steps listed age
aot always used in sequence, nor are they
You will want to twailor
These
steps will help vou focus your attention on how to

exclusive of cach other
them to your own stvle and approach.

increase your effectiveness as a communicatot,

Steps in Effective Communication

Make

sure you know why you arc communicating

L. Amalyze your puipose and vour avndience.

and to whom vou are addressing your ideas.

2. Conduct the research. Use a vatiety of resources.

)

3. Support your ideas. Find facts, figures, statistics,
and explanations that give credibility to your
ideas.

4. Get organized.  Use an outline or notes to
organize your ideas info a logical sequence.

5. Drgft and edit
advantage.

Use language w0 your best

6. Gez feedback. Test your work with one or moge
people.

Effective Writing

Writing is one of the acts or processes
used to exchange ideas. When carefully chosen
words  work together to  form  grammatically
structared
paragraphs, comrmunication is usually successful.

correct sentences, and  soundly
Readers will understand your meaning, and

respond accordingly.

But when a piece of writing is flawed, the
process of communication bresks down; the
transter of information stops as the reader tues to
translate your meaning.

There arc many flaws that can damage
the

angrammatical sentences,

yOUur  WrHing; among most serious  are

Grammatical errors

include fragments, run-on sentences, subject/verh
agreement, and shifts in person, number, tense,
voice, tone, and faulty proncun reference.

Fragments

A sentence is an independent clause,
which can stand zlone. It has a subject (what or
who the seatence is about) and a predicate (tells
swhat the subject does). A frapment is a dependent
clavse (a word group that lacks a subject or a
predicace).

s Here is an example of a fragment:
“in the basement and in the atac”
e Here is an example of a complete sentence:

“We searched for the missing book in the
basement and the attic.”

Run-On Sentences

A run-on sentence occuss if two or mote

independent  clauses  are  jomned  withour a
conjunction {joining word such as “and” or “but”)

Or appropriate punctuation,
e Plere is an example of a run-on sentence:

“Organize a  résumé  according  to  your
education, work experience, career objectives,
and recreational interests review vour needs

carefully before stating a carcer objective.”

# Here is an example of the correct way to write
this:

“Organize a résumé according to  vour
education, work experience, career objectives,
and recreational interests. Review your needs

carcfully before stating a career objective.”

In the second

sentence is written in two complete sentences.

example, the run-on

e Sometitmes 2 comjuncton is used to connect
two related clauses,
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“A good résumé will include carefully chosen
detail, and it will create an impression of depth
without overwhelming the reader with vour
life history.”
Subject/Verb Agreement
Subjects and verbs agree with one another

in number (singular or plural) and person.

Agreement as to number means that the
verb takes a different word ot spelling, depending
ot whether the subject is singular (one) or plural
(more than one).

e  Here is a singular example:

“The musician & a professional.”
@ Here is a plural example:

“The musicians are professional.”

The verb in the above examples changed
when the subject went from singular to plural.

Petson is a term that indicates whether
the subject is the one speaking (first person); the
one spoken to (second person); or the one spoken

about (third persen).

e  First person 1 walk to the store
e Sccond person You drive to the store
e 'Third person Joey flies to the store
Shifts

A shift, as defined in grammar, s an
abrupt change of perspective within a sentence (or

between sentences).
e A shift in person would be:

“People ate tempted to go off ther diets when

we go on vacation.”

This is a shift from third person (“people”)
first person (“we”) within the same sentence.

e A shift in number would be:

“Tf the fbooks belong to the boy, retarn 727

The previous sentence is a shift from plural
(“books”™) 1o singular (“it”) within the same
sentence,

A shift in tease changes when the time of an
action changes (past, present, future). An
example of a shift in tense would be:

“Mrs. Hopkins arves at her desk and went

directly 1o work.”

The sentence above is a shift from present

tense (arrives) to past tense (went).

Voice is a term that indicares whether the
writer has emphasized the doer of the action
(active voice) or the receiver of the action
(passive voice). Avoid shifting voices within a
sentence.

“We went to the post office (active) and the

letters were mailed (passive).”

One way to write this using only active voice
is:

We went to the post office and mailed the

letters.” “We” took the action of going to the
gong

post office and mailing the letters,

A shitt in the tone of vour writing can also
confuse vour readers. Tone refers to the
guality of language (word choice, sentence
structure) that creates for your reader an
impression about your work and you, the
wrlter. Yout tone may be formal or informal,
Once vou adopt & certaln tone, use 1t

cotisistently.

“In your letter of May 16, 2001, you requested
that we pay the balance of our bill, in the
amount of $25.31. You know, if you people
would ger vour acr together and correct the
ptoblems we told you about, mavbe vou
would get your meney.”
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The paragrapl above shows 2 shift from
formal to informal,

Faulty Pronoun Reference

A womn 13 a word that names a person,
place, or thing. A pronenn is 2 word used in place
of a noun. Pronouss help avoid unnecessary

repetition in our writing,
® Repetitive:

“Although Seartle is damp, Scatde is my

favorie city.”
e Using a pronoun:

“Although Seattle is damp, it is my favorite
ciey.”

Pronoun reference 1s a term that

describes the relationship between a pronoun and
its nous.

Noun €< Pronoun

The gentlenean bowed to bis partaer.

In order for a pronoun to functon
correctly, it must refer cleatly to a well-defined
aoun, as in the example above. Fis can refer to
only one noun in the sentence, gewfleman. When a
pronoun doces not refer clearly to its noun, readers

will be confused.
®  Incorrect:

“Me. jones extended an invitation to Mg
Stuth after e returned from i wip” It is
not clear who took the trip.

¢ (Correct:

“After Mr. Jones returned from A wip, he
extended an invitaton to Mt Smith.,” Here,

M. Jones clearly was the raveler.

Writing More Clearly

Writing 2 gmmmﬂtically cotrect sentence

is no guarantee that vou will communicate
effectively.  Grammatical writing can sull be
unclear.  Once vou are confident that your
sentences are grammatical, examine your choice of

words.

Have you expressed yourself cleasdy?
Have vou avoided using jargon that may make
vour meaning unclear? Have vou refrained from
overasing /o be or fo have as main verbs? Have vou
chosen the better voice for vour verb? Learning
about these choices and thinking about them
when you write, will improve the clarity of vour
wiiting,

Wordiness

Delete words, phrases, and clauses that
do not add directly to the meaning of a sentence.
Try to be less wordy and more to the point. Say
your sentences to yvourself with fewer words and
see if it means the same thing, If so, use the

verston with fewer words,
s Wordy sentence:

“Under all circumstances and in every case,
always check the oil level tn your car when
you stop at a service station.”
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e To the point

“Always check the ol level of your car when
you stop at 4 service station.”

Jargon

Jargon consists of “shorthand” words,
phrases, or abbreviations that are known only to a
relatively small group of people.  You should

avoid jatgon for two reasons.

1. Your audience may not understand what you

ate saying ot writing,

2. Your message will be unclear when you rely
on overused phrases as a substimte for

original thinking.

Always choose vour words carefully and
know what they mean. Do not depend on phrases
that add syllables but not substance.

e  Jargon-Filled

Semi-permanent dyadic relationships provide
the adolescent with the opportunities for
trialing that make for a more secure union in
the third and fourth decades.

e Jargon-Ifree

Going steady when you are a teenager helps
prepare you for marriage later in life.

QOveruse of “To Be” and “To Have”

Relying too heavily on forms of “to be”
and “to have” as main verbs will diminish the
effectiveness of your sentences. These words lack
force as main verhs. These words do not estzblish
for a reader the clearest possible reladonship
between the subject of a sentence and its
predicate. When possible, substitute a verb that
mote cleatly expresses action than “to be” or “to

have.”

e Weak
“Ms. Smith was at the office door.”
& Impsoved
“Ms. Smith stood at the office door.”

Active and Passive Voice Sentences

be
Consider the

Sometimes the samc senteace can
writtenr i more than one way.
following:

s “The lawyer had won the case.”
e “The case had been won by the lawyer.”

The first example emphasizes the lawyer.
The

lawyer is the subject of the sentence. Since the

It tells vou something about the lawyer,

lawyer is the one that did something (win the
case), and you are writing about the lawyer, this is
callect active volce,

The second example emphasizes the case.
It tells you something about the case. The case is
the subject of the sentence. Since the case is the
object that hed something done to it {it was won
Ly the lawyer), and vou are writing about the case,
this is called passive voice. Here is another

example:
e  Active: “Babe Ruth hit the ball.”
o Passive: “The ball was hit by Babe Ruth.”

The passive voice is less direct and less
forceful than the active voice. Use the active
voice whenever possible, unless it does not convey

the meaniag vou intended.

Organizing a Paragraph
A paragraph is a collection of sentences
logicaily arranged and focused on a narrowly

defined topic. Like sentences, paraggaphs ravely

oceur alone.  They are parts of larger units: the
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business letter or the memorandum or the essay

for school.

the
paragraphs is important, the success of any larger

Learning about composition  of
form is entitely dependent on the success of its

COMpPONEnt  Paris. A leweer will fall o
communicate if any of its patagraphs 18 pootly

structured or poorly developed.
The Topic Sentence

The topic sentence is a clue tw the
reader as to what the entire paragraph is about.
The topic sentence should be just broad enough
and narrow enough o allow approximately five to
seven sentences zbout the topic. Depending on
the topic, there could be more sentences. If some
of your sentences are abour a different subject,
pethaps vou should be starting 2 new paragraph

with a new toplc senrence,
Use an  aid

organizing your writing. When you properly focus

topic sentences as
a topic sentence, vou have a solid basis upon
which to include ot exclude information as you

write a paragraph.

A good topic sentence also enables the
reader to anticipate the contents of a paragraph
and thus to follow vour ideas as thev are

expressed.

Conclusion

Communication is how we transfer ideas
among  ourselves, Communication does not
always work., Your message has to be perceived

the way vou intended it to be percerved.

You must understand your audience and
your purpose. You should conduct research and

support you ideas.  You should decide on an

organization for your information and outline

your ideas.

Once you start writing, you need m
understand fundamentals of the Finglish language.
In order for people to respect and respond to your
message, poor wiiting ot inappropriate language
st not distract them, Follow the basic rules and
people will pay attenton to vour ideas and be
impressed by vour ability to express yourself, <
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Becoming a Better Listener

Introduction

Listening is the neglected
communication skill, We spend neatly half of
our commuanication tirne listening, bot few of us

malke any real efforr to be better listeners.

While all of us have had instruction in
reading, wtiting, and speaking, we rarely get any
training in listening. This seems like a misplaced
emphasis when yvou consider that out of all the
time we spend communicating (70% of our awake
time), 10%
spent reading, 30% is spent talking, and an

’
('l’ﬂ

of that time is spent writing, 15% Is

overwhelming 45% is spent listening,

Good listening is important to everyone,
the
Bur,
listening also is important in other places -- at

In  the business world, listening Is

communication most critical for success.

home, in scheol, in houses of worship, in civic
clubs, and at social gatherings. Listening is
important, not oaly for gaining information, but

also for the building of relationships.

Listening is the skill that can make or
break a relationship. It is as important to
understand the person as it i to understand what
the person s saving. There is a lot more to
listening than just understanding the meaning of
words.

The Process of Listening

Listening is a complex process. It is an
essential part of the total communication process.
Unforrunately, it is a part that is often ignored.
There are two reasons why this happens.

First, speaking and writing, which are the
sending patts of the communication process, are
highly visible and are much casicr to evaluate. We
are much more frequently tested on what we read
than on what we hear.

Secondly, we are not as willing to improve
our Hstening skills.  Much of this unwillingness
results from our incomplete understanding of the
listening process and how understanding the
In

understand the process, we must first define it.

process could help us improve. order to

We can define the listening process as the

£OCESS of receivin attendin and
2 - 3

understanding messages transmitted through the
of Otften  the of

respending and/or remembering follow.

medium sound. steps

4
S @ | Receiving
e ¢ | Attending
n  Message e | Understanding
d > | | Responding
e vV | Remembering
v e

r
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Receiving

The
speaker has not communicated until the receiver

Speaking is the call to listening.

interprets and understands the message sent.
Remember that hearing and listening are not the
same.  Hearing is the reception of sound.
Listening is the atrachment of meaning to sound.
Heazing is, however, a necessary step for listening,
and an impottant component of the listening

pf{)CESS.

Agtending

Hearing is only the first part of listening.
We must nterpret, appreciate, or evaluate what we
are hearing. Good listening requires energy and
concentration, even though we tend to think of it
as an automatic process. After we have recetved a
message, we must attend to it.  Whether or not
vou attend to an mmcoming message, is a choice
you actually have to make. Until you pick up the
math book and study for the test, vou have not
attended to the message that a “math test s

tomosrow.”

Understanding

Effective communication depends on
uvnderstanding.  That is, effecdve communication
does not take place untl the receiver wnderstands
the message.  Understanding must result for

communication to be effective,

Responding

Sometimes, during communication, a
response is appropriate. There are several types of

TESPOISES,
o  Direct verbal responses. These may be spoken or

written.

o  Responses that seeke clarification.  This involves

asking for forther information.

e Regponses that paraplrase.  You tnay say, “in
other words what you are saying is....7 A
paraphrase gives the sender a chance to

coafirm that you understand the message,

o Nonverbal responses. Somctimes a nod of
the head or a “thambs up” may cotmunicate
that the message is understoad.

Responding is a form of feedback that
completes the communication transaction. [t lets
the sender know that the message was recetved,
attended to, and understood..

Remembering

Metmoty is often a necessary and essential
What is the
listening?

part of the listening process,
relationship between and

Understanding the ditfetences between short-term

memory

memory aad long-tesm memory will help explain
the relationship.

With short-term memory, information is
ased immediately, as with Jooking up phone
numbers. This type of memory can only hold 2
Hmited amount of information, and is very
seasitive to Interruption.

Long-term memory allows us to recall
information and events bours, days, weeks, and
sometimes years later, For example, think of all
the things vou can remember that happened o
VOU a3 YOU WEre growing up.

Types of Listening

Different situations require different types
of listening. We may listen to obtain information,
improve a relationship, gain appreciation for
something, make discriminations, or engage in 4
critical evaluation.

and

While skills

necessary for all types of listening (receiving,

certaln are basic
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attending, and understanding), each type requires
some special skills. Before we can fully appreciate
the skills and apply the guidelines, we must
undesstand the different types of listening,

Informative Listening

With this type of listening, the primary
concernt is to understand the message. Much of
cur learning comes from informative listening.
flor example, we listen to lectures or instructons
from teachers, and what we learn depends on how
well we listen. If we listen poorly, we are not
equipped with the information we nced. There
are three key factors for informative listening.

1. Vecwbulary. Increasing vour vocabulary will

increase  vour  potental  for  better
understanding.
2. Concentration. Sometimes it is hard 1o

concentrate because more than one thing is
going on at one time. Or perhaps the
listeners are preocccupied with other thoughts.
At times people may be too concerned with
their own needs, or perhaps they are just not
interested. Some people have just not learned
They

have not made themselves responsible for

how to concentrate while listening.

good  listening. Concentration  requires
discipline, motivation, and acceptance of
i 2

responsibiliry.

3. Memory. You cannot process information
without bringing memory into play. Memory
helps informative listening in three ways.

a. It provides the knowledge bank for vou

to  recall expediences  and  prior

information.

b. It allows vou to creare expectations and

decisions  concerning  what  you  will
encounter by calling on  your past
EXPELIENCES.

c. It allows vou to understand what others

say, Without memory of words and
concepts, you could not communicate
with anyone else and understand the

meaning of messages,

Relationship Listening

The purpose of relationship listening is
to cither help an individual or ro improve the
prople. Although
relationship listening requires vou to listen for

relationship  between
information, the emphasis is on understanding the
other person. Three behaviors are key to effective
relationship listening: attending, supporting, and
empathizing,

1. Attending. In relationship listening, attending
behaviors indicate that the listener is focusing
on the speaker. little things like nodding

your head or saying “I see,” will let the

speaker know that you are involved.

2. Supporting. Many responses have a negative or

non-supporting  effect, For example,
interrupting  the speaker or changing the
subject is not supportive. Sometimes the best
Three characteristics

response is  silence.

describe supportive histeners.
a.  They are careful about whart they say.
b. They express belief in the other person.

c. They demonstrate patience (they are
willing to give the tme).

3. Fuwpathizing It is not

sympathy, which is a feeling for or about

What is empathy?

another. Not is it apathy, which is a lack of
feeling. Empathy is fecling and thinking b
another person. This characteristic lets you
see, hear, or fecl as others do. Lt allows you to
“walk in someone else’s shoes.” Empathetic
listening is critical to cffective relationship
histening.
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Appreciative Listening

Appreciative listening includes listening to
music {or enjoyment, to speakers because you like
their style, to your choices in theater, television,
radio, or film. 1t 1s the response of the listener,
not the source of the message, which defines
appreciative lstening, The quality of appreciatve
Lstening depends in large part on three factors:
perception, and

presentation, previous

expegiences.

1. Presentatiop. Presentation encorpasses things
like the medivm (the form or wav it i
presented), the setting, or the style and
perscnality of the presenter.

2. Peregption. Our attitudes determine how we
react to and interace with the world around us.
Perceptions are eritical to how and whether or
not we appreciate the things to which we

Hsten.

s.)J

Prepepus experiences.  Sometimes the expetience
we have had in the past influences how we
appreciate or enjoy things. If we know too
much about something, we may be too critical
about it. If we have had pleasant experiences
in the past with something, we start out with a

maore positve slant toward it

Critical Listening

Critical beyond

appreciative listening, for it adds the dimension of

listening  pocs

judgment. Critical listening is listening 1o
comprehend and then evaluate the message. The
ability to listen critically is especially essential in a

democracy.
Diiscriminative Listening
By being sensitive w changes in the

speaker’s rate, volume, force, pitch, and emphasis,
the discriminative bstener can detect both small

and major differences in meaning. Small clues can

strengthen  relationship  listening, Srmall
differences m sound can enhance appreciative
listening. Sensitivity to pauses and nonverbal cues
allow critical listeners to more accuraiely judge not
only the speaker’s message, but the intentions of
There are three skills o

consider about discriminative listening,

the message as well.

L. Hearing abiliy. Obviously, for people who do

not hear well, it will be difficult to

discriminate among sounds.

@ Awareners of seand  stwetwre. Listeners  that
understand the structure of the language being
used for the message will have an advantage
in disceiminative listening.

3. Ability to tuiegrate norverbal cues. Wotds do not
always communicate true feclings. The way
they are said or the way the speaker acts, may
be the key to understanding the true or
intended message.

Effective Hstening, whether informative,
relational, appreciative, critical, or discriminative,
requires skill.

Barriers to Hffective Listening

In order to become a better listener, it is
imporiant to understand the barrders that can get
in the way of effective listening. Once vou
understand  these barrers, you can work to

overcome them.
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Taziness. Bffective listening can be hard work.

Tnternal distractions.  Sometimes we have a lot
on our minds and it is hard to concentrate on

what someone else is saying to us.

Past relationships. Both a poor and an excellent
past relationship with the speaker can affect
how vou listen.

Lack of teust. Believing that the speaker has
betraved vour trust or that the speaker does
not have vour best interests in mind is 2

bartier.

Lack of seif-confidence. 1f the speaker does not
sound confident, the listener has a harder time
staying focused.

Prejudice. Prejudice can effect both how we
hear the speaker 2s well as how we receive the
information.

The “hals” effect. 1f the speaker has an
assoclation with someone or something we
already like, we are much more likely to be
receptive to the speaker as well 2s the
information, We may not question what we

should question.

The “horns” effect.
associatdon with someone or something about

If the speaker has an

which we have negative feelings, we may not
listen: the way we should.

Faclernal distractions, Sometimes there are a lot
of things goity on in the same locarion where
you are trying to listen to the speaket.

A different level of power between you and the speater.
Fither you may have the authotity, or the
speaker may. Either way, it can impact how

you listen.

Gender preferences.  You may have different
expectations because of the gender of the

speaket.

FEmotionality on the part of the ipeaker. 1f the
speaker gets caught up in the emotional issues
around the topic, it may distract you from
hearing the real message.

Prejudging the meessage before the entive messaye has
been dedivered.  Sometimes a speaker will say
something at the start of a speech or
coaversation that may distract you from

effectively listening to the rest.

Ablondng personal chavacteristics of the speaker to got
in the way. Tf the speaker was disty or smelled,
for example, you might not hear cverything
that is said.

Not caring abost the speaker. Being indifferent to
the person can affect how well you pay
attention to the message.

Interrupiing,  Sometirnes the listener is so
excited abour an idea he or she wants 1o
share, that the lstener does not wait for the
speaker’s thoughts to be completed.  This
distracts both the listener and the speaket.

Trigger words.  Some words evoke an
emotional response that preveats effective
listening. These words ate distracting because
they make vou concentrate on something else
besides what is being sald. If a speaker uses
the word “lottery,” your mind might wander
to untold riches. Words like “homework” or

“test scores” may also distract you.

Delivery siyle. Sometrmes the way the speaker
delivers a message can be distracting,  The
speaker might have a very monotone voice, or
may stuttez. Some people continuously put in
verbal pauses like “ub” or “you know.” Any
of these things mav cause you to concentrate
mote on the delivery than the content.
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How to be an Effective Listener

guidelines that will help
Most

There are many
vou to become a more cffective lstener,

involve listening “actively” while others speak.

®  Find an area of interest. Listen with a purpose.
Be interested. Try to organize what vou hear.

& [udge content, 1ot deffvery. Do not stop listening

because the sender does not  meet

expectadons. Listen to the words. Lock for

the message.
e Hold your fire.
the message.

o not get over-stimulated by
Do not react untl the message
is complete. Keep vour emotions in check
Do not interrupt because vou believe that
what you have 1o say 1s more important or
more correct. There will be time for you to
react later, The speaker may surprise you and
wind up saying what you want to say.

o Lismn for ideas. Focus on the person’s central
ideas. Do not get bogged down in the details,
Try co listen at a higher level. Listen for new
knowledge of concepts.

o By floable
attempt o

Vary the ways in which vou
the

Concentrate on finding the best way to learn

remember information.

the information.

®  Work at listewing. Bstablish and maintain eve
contact. Acknowledge understanding.  Sray

tuned-in.

e Resist distractions. Concentrate on the speaker.
Tune out other things that inay be going on.
Turn oftf the things vou can control, Iike the
TV or the radio. Try not to do several things

at the same time. Focus on the sender.

e Dxercise your mind, Challenge yourself to listen
totally. Try it for a short ume. Then make it
longer and longer. See if you can histen to an
entire without

presentation Josing

concentration.

®  Keep your mind openz. Communication efficiency
drops to zeto when we hear certain trigger
words, such as communist, Democrat, or
Republican.  Everyone has these words that
Fffective
their

evoke an emotonal responsc.
of

coavictons and emotions in check.

listeners  are  aware lseeping

e  Cagpitalize on thought speed. Most of us talk ar
120 words a minute, Qur thinking speed is
abovt 500 words a minute. That gives us a lot
of spare time while a person is speaking to us.

Good

listeners think about what 1s being said by

Poor listenets let their minds wandes.

anticipating the point, summarizing, weighing
evidence, or looking for nonverbal clues.

Conclusion

So now vou know the parts of the
listening process. You know there are various
types of listening. You have read about bartiers to
effective listening and #ps for overcoming those
barders.  Use this information to lmprove vour
skills and become a betwer listener. Remember —
improved listening involves work, hut the results

are well worth the effore. 4
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Becoming a Better Speaker

“The human brain is a wonderful thing
[t operates from the moment you are born until
the first time you get up to make a speech.”

Howard Goshom.

Introduction

Most individuals spend seven out of every
ten waking hours communicating, three-fourths of
The
average person speaks some 34,026 words a day.

their communication being by speech.

That is equal to several books 2 week, more than
12 million words a vear. With all that speaking,
the likelihood of you being asked to give a speech
is high,

When you wete younger, being the center
of attenton was probably fun. Now that you are
older, you are probably much more concerned
with your appeatance and what people think of
You may be much more nervous about

With the right knowledge and

you.
public speaking.

practice, you can minimize this nervousness.

Speeches are not made alone 1 a room.
When vyou give a speech, there 15 always an
audience, You and the audience have a two-way
relationship.  You “give” the speech to the
audience. In turn, the auvdience gives you then
attention and teacton, called feedback. The
advantage of oral communication is that it is a

tace-to-face process of mutual give and take.

At some point, you will be asked to speak
in front of your class, at a family gathering, at 2
club group, or some other public environment.
Perhaps vou have already experienced these
sitwations, If so, you know that being nervous can
be the hardest hurdle to overcome.

Coping with Nervousness

Recent studies show that speaking in
front of 2 group is by far the greatest fear of most
people. It ranks ahead of the fear of dving, riding
in an airplane, or failure in other areas of oae’s

petrsonal life.

You have probably alzeady had to talk in
front of a group of people. You may have feit
one or more of the common symptoms of

nervousness, including:
¢ Shaking koees

¢ Dry mouth

e {(Juivering voice

®  Stomach pains

s Loss of memory

One of the most impostant conecepts on
which vou should focus when you are nervous
about speaking in public 1s that you are not alone.
Whatever group vou are facing, look around and
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realize that you have something in common with
everyone there. Everv person you see has been,
or will be, in your sttuation at some time. In many
cases, such as classroom speaking, vou are all
members of the same group.

“There are two types of speakers: those that are
nervous and those that are Hars™

Mark Twain

Another coping strategy to deal with
nervousness is to realize that you look more
confident than yvou actually feel. Think about all
the newscasters vou have seen on  television.
Many of them have said that they feel “stage
fright,” yet it is rarely noticeable. Look how many
instructors must stand before a classroom and
keep the attention of their students. For many
individuals, being “in the spotlight” is their
profession or carcer, For other individuals,
presenting a speech is an occasional event, such as
in speech classes. Tor everyone, fecling the
symptoms of nervousaess is ordinary, but it rarely

shows.

Keep in mind that your listeners are there
to hear what you have to say. Assume they are a
friendly crowd. They are not “out to get you”
They are waiting to learn some interesting

information.

Another important point to remember is
to concentrate on youtr speech content. Do not
concentraie on how vou are sayiog it If you are
discussing a subject in which you are interested,
the audience will perceive this. If you are more
tocused on your gestures and vour emphasis on
certain words, both vou and the audience will be
distracted.

Be aware of your nervousness before you
begin and deal with it. "Fake some deep breaths

and perhaps even do some stretches.  Give
yourself some time to collect your thoughts.
The best way of all to overcome

acrvousness is o know that vou are prepared.
Proper preparation and rehearsal can help to
reduce fear by 75%. Practice vour speech in front
of a mirror. Try to practice enough to minimize
using vour notes. I you know vour subject very
well, and ace solidly prepared, vou will balance
vour nervousness with a swong  feeling  of
cortfidence. The audience will see your level of
confidence.

Coping Strategies

To review, here are some sirategies for

coping with and overcoming nervousness:

s Look at the audience and know that they all
feel nervous when giving a speech.

& Remember that the audience is there to hear

what you have to say.
e Concentrate on the subject.

s Keep In mind that your nervousness does not
show,

&  Prepare, prepare, prepate.
e Practice, practice, practice,

e Breathe deeply.

Tips for Presentation

After you have gathered the necessary
nformation for your speech, you are ready to
present it. When vou stand betore your audience,

remember  the  strategies  for  dealing  with

aervousness. Take a few seconds, breathe deeply,
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and begin your presentation.  Proper breathing

techniques can reduce fear by 15%,

Remember to be yourself. While you are
in front of the audience, think positively. Know
that the audience is there to learn and listen.

Fstablish cye contact with members of
the audience. Some members of the audience may
not refurn the eve contact.  The solution is w
establish eve contact with the individuvals who are
returning your interested look, Remember, this is
the way to begin talking wifh vour audience and
not just /o them., You are communicating with

Loth your words and your eves.

When vou are giving a speech, you should
not read from vour notes. Only glance at vour
notes occasionally, to be sure that you are

following the outline and format of your speech.

Try to avoid a lot of body shifing. The
movements and pestures vou make can be very
distracting to the audience. Shuftling your feet or
scratching yout ear will cause the audience to lose

concentraton.

Also avoid those interrupting pauses such
as, “Uh” “You know,” I mean,” “Well,” and
“Su.”  Adding these phrases is a very common
habit for speakers. It can also be a hard habit to
break, and one that will rake some effore and

concentration.

Fveryone makes mistakes when they are
speaking. If you accidentally sav a wrong word or
you suddenly lose track of where you are, do not
panic, but attempt to smile. Smiling through your
fumbles tells the audience that although you made
a slight mistake, vou are still in control of the
situation. Correct it, if it is an impostant point. If
it is not, disregard vour blunder and continue with
your presentation.  Go a litde more slowly and
take your tilne, maintmning your concentration.

What is equally important in giving a
speech is concluding it. When you are finished,
do not rush back to your seat. Be professional
and ask if anvone has any questions. Look around
with composure and if there are no questons,
politely  say, “Thank vou” and go sit down.
However, if there are questions, answer them as
well as you can. If the information has already
been covered in the speech, do nor give an
extensive explanation. Be brief. Remember, you
are the expert on the sehiect,

Basic Speech Structure

All types of speeches basically have a
beginning, middle, and an end. They use 2
You tell the

ﬁud.i@f‘;(:?j what you arc gOiﬁg 18] say, you say the

standard format for organization

main patt of your speech, and then vou tell the
audience what you told them.
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