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I have been asked to create a preliminary design and plan for updating the Business Etiquette 
course, currently taught here at HCC into becoming a fully online course. There are many 
challenges in designing and teaching a course completely online and for me as I design it really 
becomes a collaboration with the instructors and department I am working with. The instructors are 
the subject matter experts and I feel I bring the expertise of “how” to best integrate their content 
and implement educational technology and tools into their curricula in order to bring the course 
online successfully. Usually -prior to design- I would engage with the instructors to gather 
more detailed information-such as what assignments are already working, what activities and 
techniques are currently being used etc. Since I did not have the opportunity to investigate to this 
depth, during this exercise I have embraced some assumptions while creating my redesign. Such 
as...



WHY
Change?

The demand for this course is significant enough to provide a fully online version of the course. I 
believe by implementing some or all of my design concepts learners will be able to engage in this 
course to practice positive business attitudes, behaviors and communication skills as they are 
learning them. 



ETIQUETTE
                  Attitudes
                 Behaviors
                 Communications

Keep the

It is not the attitudes, behaviors & communication that make up business etiquette that are 
changing, we keep all those -it IS the environment IN WHICH those business skills are applied 
that has and will continue to change....and there is one single reason for this.



WWW
The influencer

The Internet. It has completely changed the business world and workplace. No matter what 
business, workplace or career the learner is in or will be going into-The Internet has changed the 
way people interact when doing business and has thus changed the some of the soft-skills and 
etiquette used when doing business. 



RESPONDS
                CHANGE

Business Etiquette

to

The Business Etiquette course needs to respond to these changes by implementing imaginative and 
creative uses of technology and tools- which will in turn allow the technology to engage the learners 
as they are learning new business etiquette skills.



                  Absorb

TECHNOLOGY

                Practice
                 Connect

Use

Learner

to

By using a variety of tools, techniques and technology, in new ways, learners will be learning 
business etiquette and developing soft skills by:
Absorbing- new concepts
Practicing- individually, in small groups and in peer-to-peer settings
and Connecting- their learning with real-world-workplace scenarios....
and they will be doing all of this -fully online.



APPROACH
Modify the

How will the instructors deliver the content and experiences?  By modifying the approach to 
teaching online and  
incorporating new tools and technology. This modification may require some training and support 
for both the instructors and learners.



PRACTICE
Soft Skills

The question then becomes; how will learners practice their business etiquette and develop their 
soft skills within a fully online course?



WWW
Embrace the

ofto
                 Modify methods

of instruction

By embracing the power of the Internet, along with some fairly simple communication tools-
instructors can modify their approach to instruction and make the online experience authentic, 
interesting, fun and challenging.  This way, instructors will have opportunities to enrich and enhance 
what they are doing to teach business etiquette and the learners also have opportunities to prove 
their knowledge and understanding of their learning-fully online.



AUDIO&VIDEO
Implement

                 

Lectures
                 Instructors

Guest Speakers

How will learners learn how-to model business etiquette skills without being in the 
physical classroom? 

I propose  the use of recorded audio and video lectures from the instructor, guest 
speakers sourced from the business 

community, even from each other [student to student] and augment those with audio and 
video examples of lectures 

sourced from the Internet.  All of these resources can be housed within the online 
classroom-making them available 

[on demand] to the learners to listen/watch at their own pace.  By implementing these types 
of activities the course 

provides options for multiple means of perception and communication.  These activities also 
provide engagement for the 

learners by offering choice and authenticity because there will be a variety of resources to 
choose from.

These lectures could be sourced from areas such as TED talks or videos of business 
people in a variety of 

situations illustrating the course topics such as: cultural sensitivity, dealing with 
conflict, teamwork, and 

professional behaviors.



VIDEO
Incorporate

Web Conferencing

How will instructors recreate face-to-face time? And how can learners interact in real-
time? Instructors and learners 

can also implement the use of audio, video and web conferencing tools for virtual class 
collaboration in order to: share

information, collaborate as a class and/or within small groups, and provide instant online
demonstrations. 
Learners may also use the audio and video web conferencing tools to record themselves 

practicing behaviors modeled by 
an instructor.  These tools also offer the ability to record sessions for archiving within the 

online classroom.  
By incorporating these types of activities the course will provide learners with options 

for representing
themselves using the behaviors they have learned. These types of web conferencing 

sessions also offer ways for 
learners to engage with each other as they are learning these collaborative skills. 
Note: click the image to link to how-this-works:  http://www.youtube.com/watch?v=-

RDrZjYAGrs



REAL-WORLD
Create

Scenarios
                Mimicking 
business situations

How do learners best practice their soft-skills online? I have found that using case 
studies which mimick real-world 

business and workplace situations are very successful and fun.  This type of project could be 
built over the semester with 

narrative set-up, background data and problems for learners to solve. 
The activities would be developed in order to give learners  opportunities to; work in teams, 

deal with conflict, and practice 
their professional etiquette skills. Additionally, I suggest 
opportunities be built-in to allow learners to create their own audio or video recordings for 

assignments and upload them 
to the class to share.  These could then be critiqued by the instructor and/or in peer-to-peer 

sessions during a webinar 
and recorded as a way to model  and learn how-to offer constructive criticism.   
These types of activities allow learners to become comfortable navigating a variety of real-

world business interactions and 
offer a safe environment in which learners can practice their skills.  Similar to a face-to-face 

classroom situation. 



SOCIAL
Encourage 

Media

Within the course learners should also be encouraged to analyze and comprehend the 
application and use of social media 

and learn how these types of communications apply in terms of business etiquette. I 
recommend including activities and 

assignments incorporating social media so learners become aware of; how social media is 
used to communicate within 

business settings, how that content impacts perceptions others may form about them and 
realize the implications of the

content they have out on their own social media accounts.

Some other examples of how this might look within the course is to have students create a 
LinkedIn account, chat with 

business colleagues within a mock business FaceBook page, use Twitter to promote a mock 
business, and possibly blog 

the merits of a colleague inside a mock business website.

By investigating the use of social media learners can become strategic and purposeful in 
their communication approaches 

and techniques while learning to use tools they will encounter in the business world. 



MOBILE
Motivate

Technology

Learners should also be urged to use mobile technology which is impacting the workplace.  Knowing 
the correct business etiquette to engage in while using these types of technologies is important and 
the learner needs to be prepared when entering the workforce.

For example: The course projects could have a component which allow learners to use Google 
accounts to store, facilitate and simultaneously manage and collaborate with documents stored in a 
cloud. Or work with aspects of a mock business text session which simulate a real-world business, 
online text communication. 

Learners would create Google email accounts. How does the instructor monitor activity within 
Google docs? The instructor is always included in the ‘sharing’ of the docs.

  



VIRTUAL
Dabble in 

Technology

We may even have some learners who want to dabble in the virtual world of Second Life and practice 
their business etiquette skills as they would apply in the world of avatars. This could be a choice for 
those learners who are interested and they could in turn share their findings with the entire class.

  



LOOK
What does it 

look like?

What is all this going to look like to the learner [and the instructor]?



MOODLE
Inside

the course

A sample week might look like a listing of activities such as: pre and post assessments, Reading & 
Media, discussions, perhaps have an ongoing journal for learners to use for reflection, assignments, 
quizzes, surveys and a place for noting offline activities [which might be attendance of web 
conferences or critics of video work etc]. 



Reading & Media

Let’s look more closely at the functionality within the online classroom. For example, I like to have 
reading and media be set-up so learners will be able to “see” what chapter readings there are for a 
week and easily access handouts and links to multimedia files. 



Database

Databases are great tools for storing content such as resources pertaining to business etiquette, for 
the entire class, for individuals and/or for groups to share. Another benefit of the database is the 
ability to attach a grade and export content, such as files, for distribution after the course has 
ended. 



Activity- Scenarios 

Choice A

Choice B

Real-world scenarios offer learners the opportunity for practice and can be set up inside of lessons 
to provide another opportunity for practice, assessment and feedback.  Lessons can be created to 
build upon skills learners are developing in the course.  In an online environment learners might 
watch an interaction and choose an outcome.  



Assignments

The assignments can be created to allow the learners to upload audio and video files -they have 
created-illustrating the learners as they practice their soft skills. These files can be uploaded 
directly into the course OR learners can provide a link to an off-site repository where their files are 
housed in private accounts [i.e. YouTube, Vimeo]. The assignment could be extended to  require 
students to listen and view their peers’ skills and offer feedback.

For example a learner might video themselves as they are practice engaging in a business behavior 
and upload their video to the class.  Other students can view their peers’ skills and offer feedback. 



Forums

Discussion forums provide opportunities for students to engage with each other and practice using 
their communication skills. Within the forums is possible to create single or multiple topics and 
groups may also be created to better manage the discussion forums and flow within a large class.



Chat

Real-time Chat sessions provide another opportunity for practicing workplace soft skills by 
collaboration, group work and by mimicking business scenarios and social media. 

Instructor’s may also have office hours set up in Chat sessions and an added feature of Chat 
sessions is that they offer the ability to archive past sessions for review and critique. 



Wiki

Wikis are also a wonderful way to promote active learning and collaboration.  



HOW-TO
Assess & Evaluate?

Once we have done the teaching and learning, how do we evaluate what the learner can do and 
has done?



Choice

Choices can engage learners by giving options, they can stimulate motivation and they can be used 
as a check-in on comprehension of material. Choices can be set up as simple/quick check points--
during the course-- to stimulate the ongoing class conversations by; polling the class about 
controversial points or used to check-in with the learners to see how they are progressing.  Choices 
give options. 



Survey

Surveys and questionnaires can be a created to provide a more in depth evaluation and can allow 
the answering of questions, used as a self-assessment tool or allow learners to give more feedback 
to the instructor or to each other or about the course or whatever the instructor desires. 



ASSESSMENT
                 APPLICABLE

Real-world

that is

We also need real-world assessment that is applicable. Something the learner can produce and take 
with them into the workplace. 

 



ePortfolio 
Assess with an 

Another way to assess is with the use of an ePortfolio. In the Business Etiquette course I would 
strongly urge learners create their 
own electronic portfolios in which they will house the digital examples of their learning. This can be 
done within Moodle inside a wiki or a database or combination of the two and then post-course, 
learners can export their files or copy their materials over to an off-site Wiki, website, blog or other 
repository of their choice. 



contains
ePortfolio 

  Samples &
examples

An

The ePortfolio can be handled as an assignment and becomes a storehouse the learner can reflect 
upon when they are out in the workplace and need to access the the information they have learned 
from the Business Etiquette course. ePortfolios can also contain other pertinent examples of their 
work and samples from discussion forums, lectures, critics and any other activities from the course. 
The ePortfolios can contain any type of digital file and become extremely valuable post course. 



ePortfolio

ePortfolios can also be structured to perhaps guide the learner in the types of materials the 
instructor feels most important to have within the ePortfolio.  This can do done by embedding 
guiding and essential questions and/or assessments directly into the ePortfolio for the learners to 
answer, as they add examples of their work into their ePortfolios. 



CHALLENGES
Business Etiquette 

in the redesign of

What are some of the challenges in the redesign of the Business Etiquette course?
It is at this point I would begin working at a high level with the instructors involved in bringing this 
course online in determining what elements of my redesign we would want to begin pulling into the 
new course and looking closely at how that will actually work for the instructors and ultimately the 
learners.   Since this course has already taught online I would suggest keeping what assignments 
and activities etc that are working and introducing new concepts, technology and tools into the 
course that would stretch the learning. 

For example we might decide to bring in the use of a web conferencing tool. I would want to 
share--with the instructor-- “how” an activity would unfold within a webinar, evaluate instructor’s 
comfort levels with using this type of technology and begin planning professional development 
wrapped around what training is going to be needed.  Decisions would need to be made 
surrounding who is training, how that is happening and all this would happen after all the decisions 
for purchasing the chosen web conferencing tool has been established.  



REDESIGN
                 Access to tech 

Comfort with tech 
Training, Time & Costs

Look at 

So as we look at redesigning this course I have just offered some strategies in the form of tools, 
technology and course applications. There are other challenges to consider -for both instructors 
and learners: access to technology, comfort levels with using technology, training, time, costs and 
scheduling just how to get this course up and running.  I have addressed some of these issues 
within my assumptions. 

So I would want to begin working with instructors in determining specific details such as; the weekly 
scope of the syllabus, what assignments will look like, how will they be incorporated into the 
course, use of rubrics and ePortfolios, instructor [and student] workflow and handling the 
implementation of these new tools and concepts I have suggested.  And look at how the use of 
those new tools impact the way the instructor handles the class overall.  I have included examples 
of these workflow tools in the folder and I would suggest using these as we moved forward working 
together in the course redesign.
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So, the redesign of the Business Etiquette course offers many exciting and new areas of growth for 
both faculty and students alike.    This redesign is not just about bringing the Business Etiquette 
course online; it is also an increasingly important opportunity for learning new tools, technology and 
workplace skills and business etiquette that are used online, in business and in education.  



ROAD MAP
Business Etiquette 

in the redesign of

I would like to point out a few of the tools inside your folders I like to use when redesigning a 
course and then answer any questions you might have. 


