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Subject Overview : While others forgot on how to put manners at the right
places, many of us still place great importance on manners, protocols, etiquette, & delivering the
message as the Communicator. Manners really are important no matter what lifestyle you lead. It is
the basic common courtesies which most people learn as they grow up. The please and thank you,
not speaking with a mouthful of food, not interrupting a conversation, etc.

All things that should apply in all situations. Etiquette, Protocol & MC - though related to good
manners — are really what many people associate with our lifestyle, and many scene people place
great importance in social area.

Course Objectives

1.Have a new framework for understanding about Etiquette, Protocol & MC (basic and
immediate).
2.Have a strong ability to perform Etiquette & Protocol within ceremonial procedures, also the
skill of speaking to public.
3. Master the challenge of communicating effectively related to Etiquette & Protocol manners as
a public communicator (MC).

Course Method ¢ The course will be conducted through interactive
learning, it will consist of class discussion, students presentation, quiz, case study analysis , paper,
assignment and exams.

Learning Outcome (Competence)

- Knowledge : Understand the principles of etiquette and protocol in various social and
professional contexts

- Skill : Demonstrate proper etiquette in different situations, Apply protocols
appropriately and Master the art of public speaking and stage presence as a Master
of Ceremonies
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- Attitude : Able to demonstrate proficiency in navigating social and professional situations
with grace and confidence, applying principles of etiquette and protocol
appropriately

Course content

Week Topic

1 Introduction & Contract Agreement
Intro To Etiquette & Protocol

) Etiquette
Personal Appearance
Etiquette For Mc

3 Engaging In Polite Conversation

4 Communicating In the Business Word
Protocol

5 Flag Protocol
Seating & Sitting

6 Eating Etiquette (Formal)
Mc & Public Speaker

7 Verbal, Voice, Visual In Public Communication
Mc & Review

8 Final Examination

Grading System

In the Letter Grade System, the quantltatlve grades mean:
Grade Symbol | Conversion

Value

90 -100 A 4.0
85-289.99 A- 3.7
80-84.99 B+ 3.3
75-79.99 B 3.0
70-74.99 B- 2.7
65 -69.99 C+ 2.3
60 —64.99 C 2.0
50-59.99 C- 1.7
40 -49.99 D 1.0
<40 E 0

Course Evaluation
As a general rule, students are evaluated based on the following criteria:

Final Examinations 40%
Weekly Discussion 40%
Quiz 10%
Live Sesion Attendance 10%
TOTAL 100%
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Lecturers, however, have the option of requiring midterm and final papers in lieu of midterm and
final examinations. They may likewise change the percentage (weight) for each of the
abovementioned items.

Scheme of Work

Session Title/Topic Area Discussion Activities

2 ETIQUETTE a The basic meaning of 1. Lecturer’s
Etiquette presentation
b  Whydo we need Etiquette in 2. Class discussion
our life 3. Question and
c Netiquette: Etiquette in answet
Digital
PERSONAL a. Theimportance of Personal 1. Lecturer’s
APPEARANCE Appearance presentation
b. Building Character 2. Case Study
c. Self Esteem 3. Assignment
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COMMUNICATING . Making Introduction . Lecturer’s
IN THE BUSINESS . Remembering the Right presentation
WORD Names
. Class
Discussion
. Question and
answer
5. Practice
PROTOCOL Definition . Lecturer’s
Scoop presentation

. Class discussion
. Question and
answer

EATING ETIQUETTE Table manner . Lecturer’s
(FORMAL) presentation
. Class discussion
3. Practice
MC & PUBLIC Talk with Confidence . Lecturer’s
SPEAKER presentation

. Class discussion
. Question and

The Elements of
Communication for
Public

Final Examination

ansSwer
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Final Paper Guideline
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