	WSB University
Dąbrowa Górnicza & Kraków

	Field of study:  Management / Engineering

	Course:  MANAGER’S   ETHICS  and  ETIQUETTE

	Educational profile: general/academical

	Education level:  II -cycle studies

	Number of hours per semester
	1
	2

	
	I
	II
	III
	IV


	Full -time studies

(L/C/lab/pr/e)
	
	
	
	

	Part-time studies

(L/C/lab/pr/e)
	
	16 h
	16 h
	16 h

	CLASS LANGUAGE
	english

	LECTURER


	Andrzej  SZTELIGA  D.Sc.

	FORM 


	lectures

	COURSE OBJECTIVES
	- familiarizing students with ethical considerations in connection with the work process

- presentation of specific ethical and moral problems occurring in the management process

  organization in internal and external relations

- the ability to use the code and ethical audit as an instrument for improving the quality of work

- preparing students for responsible work in managerial positions


	Reference to learning outcomes
	Description of learning outcomes  
	Verification of learning outcomes  

	Field-related learning outcome
	PQF
	
	

	Knowledge

	Z2_W04
	S2_W06
	The student knows and understands the legal norms and ethical principles as well as the procedures regulating economic activity
	- knowledge verification,

- discussion and questions 
  during the lecture

	Z2_W11
	S2_W11
	The student knows the rules of savoir-vivre, fair play and managerial etiquette in detail
	- knowledge verification,

- discussion and questions 
  during the lecture

	Skills

	Z2_U06
	S2A_W05
	The student is able to use ethical principles and appropriate legal norms to build an organization's code of ethics and its internal and external relations
	- discussion regarding

  problem s
  during the lecture,

- commitment assessment in the discussion

	Z2_U10
	S2A_U08
	The student is able to use knowledge to perform tasks in an innovative way by modifying the code of ethics and improving the management of the organization
	- discussion regarding

  problem s
  during the lecture,

- commitment assessment in the discussion

	Social competences

	Z2_K02
	S2A_K03
	The student is aware and ready to develop professional achievements by setting specific priorities for the professional ethos of a manager
	- assessment of student attitudes

  while studying,

- participation in discussions,

  formulating an opinion

	Z2_K05
	S2A_K05
	The student is ready to act in a professional and responsible manner in accordance with the principles of professional ethics
	- assessment of student attitudes

  while studying,

- participation in discussions,

  formulating an conclussion

	Students’ own workload  (in didactic hours 1h did.=45 minutes)** 

	Full- time

Participation in lectures = 16 h
Participation in classes = 

Preparation to classes = 16 h
Preparation to lectures = 

Preparation to an examination = 20 h
Project tasks =

e-learning =

Credit/examination = 2 h
others  (indicate which) = 20 h
TOTAL:  74 h
ECTS points:  3
Including practical classes:
	Part-time

Participation in lectures = 16 h
Participation in classes = 

Preparation to classes = 16 h
Preparation to lectures = 

Preparation to an examination = 20
Project tasks =

e-learning =

Credit/examination = 2 h
others  (bibliography) = 20 h
TOTAL:  74 h
ECTS points:  3
Including practical classes:



	PREREQUISITES
	Basic knowledge of social ethics and professional etiquette


	COURSE CONTENT

(Division into contact hours and e-learning)
	Contact hours:
E-learning:
* Determinants of ethics 

- historical philosophical and ethical systems, 
- ethics in major religions, 
- human rights, 
- employee rights and obligations.
* Organization management and ethics 

- human resource management and responsibility towards employees,
- corporate social responsibility (relations with the local community and environmental  

  protection initiatives).
* Code of ethics in management 

- ethical principles in public administration, 
- ethical principles in business and economic organization, 
- ethical audit.
* Manager in the ethical space 

- manager's professional ethos, 
- savoir-vivre and fair play rules, 
- inter-personal communication, 
- ethics and customs in domestic and foreign relations.
* Etiquette in the manager's activity 

- using precedence and titles, 
- arranging and organizing of visits and meetings
- negotiations and agreements, 
- organizing receptions,

- requirements of the Dress Code, 
- company car and its use.


	LITERATURE

(compulsory reading)
	- Business Ethics (an introduction) - DesJardens Joseph – Mc Graw Hill Education, New York, 2022

- The complete Book of Business Etiquette - Brennan Lynne & Block David - Edit. Piatkus Book, London, 1992

- Public administration ethics (for 21st century) - Martinez J. Michael - Praeger Publishers, Westport, 2009

- Office Etiquette - Traxler Sonia L - Traxler Marketing Publ., Richmond, 2016
- The Etiquette Book (a complete guide to modern manners) - Smith Jodi R.R.- Sterling Publishers, New York, 2011

- Understanding International Communication - Holliday Adrian - Routledge Publisher, Oxfordshire, 2018
- Multicultural Manners - Dresser Norine - Wiley, New York, 2005

- Principles of Management - Laasch Oliver - SAGE Publ.. New York, 2021

	OPTIONAL LITERATURE (including at least two items in English, either books or articles)
	- Universal Declaration of Human Rights - 10 december 1948 - United Nations General Assembly Declaration 217/III, Paris

- International Pact on civil and political rights - 16 december 1966 - United Nations, New York

- International Pact on economic, social and cultural rights - 16 december 1966 - United Nations, New York

- Charter of Fundamental Rights of the European Union - 7 december 2000 - Official Journal of the European Communities, Brussels, 2000/C 364/01  2012/C 326/02
- Code of Ethics on International Business for Christians, Muslims and Jews; An Interfaith Declaration, Amman 1993 - London 1994
- European Code of Good Administrative Behavior - 13 september 2000 - Official Journal of the European Communities, Brussels, 2000/L 308/32

- Business Ethics (methods and application) - Becker Christian - Routledge Publ. (UK), Abingdon, 2018
- Management Ethics - Clegg Stewart & Rhodes Carl - Routledge Publ., Oxfordshire, 2006
- Gandouin Jacques - Guide des bonnes manières et du protocole en Europe - Edit.Fixot, Paris, 1999

- Etykieta zawodowa i protokół dyplomatyczny - Szteliga Andrzej - Wyd. Uniwersytet Śląski, Katowice, 2021


	SCHOLARLY PUBLICATIONS BY PERSONS WHO CONDUCT CLASSES, WHICH ARE RELATED TO THE MODULE SUBJECT 
	

	TEACHING METHODS

(Division into contact hours and e-learning)

	Contact hours - E-learning:
Lectures +  presentation  (Power Point)  +  case studies 

Discussions with Students (questions-answers, analyses, verifilations)


	TEACHING AIDS
	multimedial presentation 

source texts


	PROJECT

(if implemented in the framework of a classes module)
	Project goal:

Topic of the project:

Project form:

	FORM AND CONDITIONS OF ASSESSMENT

(Division into contact hours and e-learning)
	Presence + activity 

Exam / Credit with a grade  (test)


* L-lecture, C- classes lab- laboratory,  pro- project, e- e-learning
