2023 - 2024 / POS212.3B - Protocol and Etiquette Rules / Protocol and Etiquette Rules

GENEL TANIM / GENERAL DESCRIPTION

Ders Adi / Course Name

Protocol and Etiquette Rules / Protocol and Etiquette Rules

Ders Kodu / Course Code

POS212.3B

Ders Tirii / Course Type

Ders Seviyesi / Course Level

Pre-Bachelor / Pre-Bachelor

Ders Akts Kredi / ECTS 2.00
Haftalik Ders Saati (Kuramsal) / 2.00
Course Hours For Week

(Theoretical)

Haftalik Uygulama Saati / Course 0.00
Hours For Week (Objected)

Haftalik Laboratuar Saati / Course 0.00
Hours For Week (Laboratory)

Dersin Verildigi Yl / Year 2

Ogretim Sistemi / Teaching System

Normal Education / Normal Education

Egitim Dili / Education Language

Turkish / Turkish

On Kosulu Olan Ders(ler) /
Precondition Courses

Yok

None

Amaci / Purpose

Kisiye sosyal yagsamda ve is ortaminda protokol kurallarini 6gretmek

To teach protocol rules in social life and business environment

igerigi / Content

Sosyal yasamda ve is ortaminda protokol kurallari, Kurum ve kuruluslarda uygulanan
protokol kurallarn, Kurumsal etkinliklerde uygulanan protokol kurallari ve sekreterin temsil
gorevinde uygulayacagi protokol kurallari

Protocol rules in social life and business environment, protocol rules applied in
institutions and organizations, protocol rules applied in corporate events and protocol
rules applied in secretary representation

Onerilen Diger Hususlar / Yok None
Recommended Other

Considerations

Staj Durumu / Internship Status Yok None

Kitabi / Malzemesi / Onerilen
Kaynaklar / Books / Materials /
Recommended Reading

Demiryurek, Kirsat, Protokol ve Gérgli Kurallar Notlari. Uzaktan Egitim Merkezi.

Demiryurek, Kirsat, Protocol and Etiquette Notes. Distance Education Center.

Ogretim Uyesi (Uyeleri) / Faculty
Member (Members)

Dog. Dr. ibrahim Durmus




OGRENME GIKTILARI / LEARNING OUTCOMES

Protokol kavramini tanimlayabilme

To be able to define the protocol concept

Sosyal ve is ortaminda protokol

Get to know protocol in social and business settings

Ast-Ust iligkilerini belirleme

Comprehend the Senior and Junior relationship

Resmi iligkilerde protokoliin 6nemini kavrama

Understand the importance or protocol in formal relationships

Bayrak protokollini kavrama

Grasp the flag protocol concept

Ziyafet ve ikram hizmetlerini anlama

Understand outside catering

Servis ve masa diizenini kavrama

Comprehend service and table setting

HAFTALIK DERS iGERIGi / DETAILED COURSE OUTLINE
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Hafta / Week

Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
1 Davranisg Kavraminin Agiklanmasi
Explaining the Concept of Behavior
. . gretim Yont .. _—
Teorik Dersler / Theoretical Uygulama Lab '(I:')gl:ﬁi;(?;ri/(?l'r;:cmi\rgz Methods On Hazirlik / Preliminary
Techniques
2 Protokol ve Gorgu Kurallarina Giris
Introduction to Protocol and Etiquette
Teorik Dersler / Theoretical Uygulama Lab ?g;ﬁiﬁ:ﬁgtsgig Methods On Hazirlik / Preliminary
Techniques
3 Protokol ve Gorgu Kurallarinin Uygulanma Alanlari
Application Areas of Protocol and Etiquette
. . Ogretim Yont - _
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(rlgri/?rgsgig Methods On Hazirlik / Preliminary
Techniques
4 Resmi Térenlerde Protokol
Protocol in Official Ceremonies
gretim YO "
Teorik Dersler / Theoretical Uygulama Lab Ogretim Yontem ve On Hazirlik / Preliminary

Teknikleri/Teaching Methods
Technigues

5 Toplantilarda Protokol

Protocol at meetings
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
6 Kurum ve Kuruluslarda Protokol
Protocol in Institutions and Organizations
. . Ogretim Yontem ve = .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Technigues
7 Yazil ve S6zlii iletisimde Protokol
Protocol in Written and Oral Communication
. . Ogretim Yoéntem ve . o
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
8 Ara Sinav
Midterm Exam
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
9 Resmi Yazigmalarda Protokol
Protocol in Official Correspondence
. . Ogretim Yoéntem ve x .
Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
10 is Yasaminda Sosyal Davranislar ve Protokol
Social Behaviors and Protocol in Business Life
. . gretim Yont .. -
Teorik Dersler / Theoretical Uygulama Lab '?eglzﬁill(r;;ri/(?rr;aeg;i\r/\z Methods On Hazirlik / Preliminary
Techniques
11 is Yasaminda Sosyal Davranislar ve Protokol

Social Behaviors and Protocol in Business Life
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Ogretim Yontem ve

Teorik Dersler / Theoretical Uygulama Lab Teknikleri/Teaching Methods On Hazirlik / Preliminary
Techniques
12 Davet ve Ziyafet Protokoli
Invitation and Banquet Protocol
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab '?glzﬁgll(rlnerils)l'gt:é?]i\rgz Methods On Hazirlik / Preliminary
Technigues
13 is Yasaminda Sosyal Davranislar ve Protokol
Social Behaviors and Protocol in Business Life
. . Ogretim Yont - .
Teorik Dersler / Theoretical Uygulama Lab Tgl:ﬁill(l?;ri/s)rgsgiﬁz Methods On Hazirlik / Preliminary
Techniques
14 Davet ve Ziyafet Protokoll
Invitation and Banquet Protocol
gretim YO .
Teorik Dersler / Theoretical Uygulama Lab 'Cl')glzﬁmqeri/(')l'gt:cr:?\i\r,lz Methods On Hazirlik / Preliminary
Technigues
15 Etkili Sunum Teknikleri

Effective Presentation Techniques
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DEGERLENDIRME / EVALUATION

Katki Yiizdesi /

Yariyil (Yil) igi Etkinlikleri / Term (or Year) Learning Activities Nii)l/tlaér Percentage of
Contribution (%)
Ara Sinav / Midterm Examination 1 100
Toplam / Total: 1 100
Basar Notuna Katki Yiizdesi / Contribution to Success Grade(%): 40
Savi/ Katki Yuzdesi /
Yanyil (Yil) Sonu Etkinlikleri / End Of Term (or Year) Learning Activities Nun¥ber Percentage of

Contribution (%)

Final Sinavi / Final Examination 1 100
Toplam / Total: 1 100
Basari Notuna Katki Yiizdesi / Contribution to Success Grade(%): 60

Etkinliklerinin Basar Notuna Katki Yiizdesi(%) Toplami / Total Percentage of Contribution (%) to Success Grade: 100

Degerlendirme Tipi / Evaluation Type:
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IS YUKU / WORKLOADS

Siiresi | Toplam Is Yiikii
- Sayi/ (Saat) / (Saat) / Total

ST EHAL LT TS Number | Duration Work Load

(Hours) (Hour)
Ara Sinav / Midterm Examination 1 1.00 1.00
Final Sinavi / Final Examination 1 1.00 1.00
Derse Katilim / Attending Lectures 14 1.00 14.00
Soru-Yanit / Question-Answer 14 1.00 14.00
Ornek Vaka incelemesi / Case Study 8 1.00 8.00
Bireysel Calisma / Self Study 1 5.00 5.00
Ara Sinav igin Bireysel Calisma / Individual Study for Mid term Examination 1 5.00 5.00
Final Sinavi igin Bireysel Caligsma / Individual Study for Final Examination 1 5.00 5.00
Toplam / Total: 41 20.00 53.00

Dersin AKTS Kredisi = Toplam is Yiikii (Saat) / 30.00 (Saat/AKTS) = 53.00/30.00 = 1.77 ~ / Course ECTS Credit = Total Workload (Hour) / 30.00 (Hour / ECTS) = 53.00/30.00 = 1.77 ~

718




PROGRAM VE OGRENME CIKTISI / PROGRAM LEARNING OUTCOMES

Ogrenme Ciktllan / Program Ciktilari / Program Outcomes
Learning Outcomes 1111211 (212|311 3.12 (321|331 (332 |34.1|342

1.Protokol kavramini
tanimlayabilme / To be able to 2 3 3 3 4 3 3 2 3 3
define the protocol concept

2.Sosyal ve ig ortaminda
protokol / Get to know protocol 4 1 1 3 2 3 3 2 2 2
in social and business settings

3.Ast-Ust iliskilerini belirleme /
Comprehend the Senior and 4 2 1 3 2 3 1 2 3 3
Junior relationship

4.Resmi iligkilerde protokolln
onemini kavrama / Understand
the importance or protocol in
formal relationships

5. Bayrak protokoliini
kavrama / Grasp the flag 3 3 3 2 1 3 3 3 2 1
protocol concept

6.Ziyafet ve ikram hizmetlerini
anlama / Understand outside 1 3 2 2 3 3 5 2 3 2
catering

7.Servis ve masa dlizenini
kavrama / Comprehend service 3 2 4 1 2 4 3 3 3 2
and table setting

Katki Dlzeyi / Contribution Level : 1-Cok Diistk / Very low, 2-Diistk / Low, 3-Orta / Moderate, 4-Yuksek / High, 5-Cok Yiiksek / Very high
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