	WSB University

	Field of study:  Management

	Course: Ethics and etiquette of the manager

	Educational profile: general

	Education level:  II - cycle studies

	CLASS LANGUAGE
	English

	FORM 
	Lecture

	COURSE OBJECTIVES 
	· familiarizing students with ethical considerations in connection with the work proces
· presentation of specific ethical and moral problems occurring in the process of managing an organization in internal and external relations
· ability to use the code and ethical audit as an instrument for improving the quality of work
· preparation of students for responsible work in managerial positions

	COURSE CONTENT

(Division into contact hours and e-learning))


	Content delivered in face-to-face and e-learning format
* Determinants of ethics. 
- Historical philosophical and ethical systems, 
- Ethics in major religions, 
- Human rights,
- Employee rights and responsibilities.
* Organization management and ethics. 
- Human resource management and responsibility to employees, 
- Corporate social responsibility (community relations and environmental initiatives).
* Code of ethics in management. 
- Ethical principles in public administration, 
- ethical principles in a company and business organization, 
- Ethical audit.
* Manager in the ethical space. 
- The professional ethos of the manager, 
- rules of savoir-vivre and fair play, 
- inter-personal communication, 
- Ethics and customs in domestic and foreign relations.
* Ethics in the activities of a manager. 
- The use of precedence and titulature; 
- organization of domestic and foreign meetings and visits (official and accompanying program)
- Negotiations and cooperation agreement,
- organization of business receptions (seating of guests, duties of the host and guests); 
- Dress Code requirements (Business Dress/Office & Casual); 
- car and its use.

	LITERATURE

(compulsory reading)
	- Etyka w życiu publicznym - Red. Sowiński Sławomir - Oficyna wydawnicza ASPRA-JR, Warszawa, 2012

- Biznes, Etyka, Odpowiedzialność - Red. Gasparski Wojciech - Wyd. PWN, Warszawa, 2012

- Etyka w administracji publicznej - Bogucka Iwona & Pietrzykowski Tomasz - wyd. Wolters Kluwer, Warszawa, 2015 

- Etykieta menedżera - Orłowski Tomasz & Szteliga Andrzej - wyd. Sonia Draga, Katowice, 2012
- Urzędnik i biznesmen w środowisku międzynarodowym - Barcz Jan & Libera Bogdan – Wyd. Wolters Kluwer, Warszawa, 2007

- Etykieta zawodowa i protokół dyplomatyczny - Szteliga Andrzej - Wyd. Uniwersytet Śląski, Katowice, 2021
- Kodeks etyki dla przedsiębiorców - Krajowa Izba Gospodarcza, Warszawa, 2001

- 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

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

	OPTIONAL LITERATURE (including at least two items in English, either books or articles)
	- Etyka biznesu - Klimek Jan  - Wyd. Difin, Warszawa 2011

- Administracja - jej etyka i pragmatyka służbowa - Szonbek Zbigniew - Jagiellońskie Wyd. Naukowe, Toruń, 2017

- Universal Declaration of Human Rights - 10 december 1948 - United Nations General Assembly Declaration 217/III, Paris

- 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


