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T.C
MUNZUR UNIVERSITESI
PERTEK SAKINE GENC MESLEK YUKSEKOKULU
Tibbi Hizmetler Bolimii / Optisyenlik Program Ders icerikleri

I. Simf I. Yariyil Giiz Donemi Dersleri

DERSIN ADI TEORIK UYGULAMA AKTS

ANATOMI 2 0 3

Anatomi ile ilgili genel bilgiler, anatomik terimler, diizlem ve eksenler, insan viicudunun boliimleri, viicut bosluklari, insan
viicuduna genel bakis, iskelet sistemi, kas sistemi, sinir sistemi, duyu organlari, endokrin sistemi, dolagim sistemi, solunum
sistemi, sindirim sistemi, Uriner sistem.

DERSIN ADI TEORIK UYGULAMA AKTS

FiZYOLOJi 2 0 3

Fizyolojiye giris, fizyolojiye giris ve hemeostazis, hiicre fizyolojisi ve viicut sivilari, sinir sistemi, kas, kan fizyolojisi, dolagim
sistemi, solunum sistemi, bosaltim sistemi, endokrin sistemi, sindirim sistemi, metabolizma.

DERSIN ADI TEORIK UYGULAMA AKTS

YABANCI DIL I (INGILIiZCE) 2 0 2

Introduction simple present tense questions, present continuous tense, yes-no questions, question words: what time, which, how
much, modal can + have + got numbers, countable, uncountable nouns, pseudosubject there + modal n + es, does + jobs,.

DERSIN ADI TEORIK UYGULAMA AKTS

TURK DiLi-I 2 0 2

Genel olarak dil: dilin tanimi, dillerin dogusu, dil-kiiltiir baglantisi, dil akrabaligi, diinya dillerinin tasnifi, yapilari bakimindan
diller, kaynaklari bakimindan diller, Turk dilinin dinya dilleri icerisindeki yeri ve konumu, Tirk dilinin tarihi dénemleri.
Tirk dilinin fonetik yapisi: ses nedir, Unluler, tGnsuzler, Turkce kelimelerinin 6zellikleri, Tirk¢e’nin hece yapisi, vurgu. tirk
dilinin imlas1 ve noktalama isaretleri

DERSIN ADI TEORIK UYGULAMA AKTS

ATATURK ILK VE INK TAR-1 2 0 2

Turk Inkilap Tarihi ve Atatiirkciilik dersini okumamn amaci ve terimler, Osmanh Devletinin yikilis sebepleri, Osmanl
Devletini kurtarma gabalar (islahatlar), Mesrutiyet hareketleri fikir hareketleri, Osmanli devletinin Jeopolitik Durumu (Bazi
Devletlerin Osmanl Devleti tizerindeki emelleri), Osmanh Devletinin Yikilis: ( ittihat ve Terakki Yonetimi, Trablusgarp, Balkan
Savasi), Birinci Diinya Savasi (Gizli Antlagsmalar), Birinci Diinya Savasimin - seyri icerisinde cephe durumlari, Mondros
Miitarekesinin imzalanmas1 ve hukimleri, isgaller karsisinda memleketin durumu yararli ve zararli cemiyetler, Mustafa
Kemal Paganin Samsuna c¢ikis1 ve gelismeler, milli miicadele i¢in ilk adim kongreler yolu ile teskilatlanma, Kuvayi Milliye
ve Misaki Milli.

DERSIN ADI TEORIK UYGULAMA AKTS
TEMEL BILGISAYAR 2 2 4
TEKNOLOJILERI

Temel bilgisayara giris, windows isletim sisteminin kullanmmi, word kelime iglemcisinin kullanimi, excel tablo-istatistik programinin
kullanimi, power point sunu hazirlama programinin kullanim, internet ve e-mail kullanimi.

DERSIN ADI

TEORIK

UYGULAMA

AKTS

TIBBI DOKUMANTASYON-1

2

2

6

Dosyalama nedir, dosyalamanin amaci, dosyalamanin 6nemi, dosyalamanin 6zellikleri, alfabetik dosyalama tasnif sistemi,
kronolojik dosya tasnif sistemi, cografi esasa gore dosyalama tasnif sistemi, desimal dosyalama tasnif sistemi, konu esasina gore
dosyalama tasnif sistemi, karma dosya tasnif sistemi, dosyalama tasnif sisteminin belirlenmesi, dosyalama yerinin segimi ve
diizenlenmesi, dosyalama araglar1 ve secimi, uygulama (saglik kurulusunda dosyalama sisteminin gdsterilmesi, arsivde
renklendirme, koruma, rayli sistem, siralama, adli kayitlarin siralanmasi, CD’lerin mikro filmlerin vs. korunumu.

DERSIN ADI TEORIK UYGULAMA AKTS

TIBBI TERMINOLOJI 2 0 4

Girig, yon ve hareket bildiren temel terimler, hastaliklara ile ilgili genel bilgiler ve hastaliklarin siniflandiriimasi,
hastaliklarin nedenleri, tibbi terimleri meydana getiren temel 6geler: kokler, 6n ekler, son ekler, uygulama belirten son ekler,
belirtileri tanimlamada kullanilan son ekler, tanisal son ekler, hastane terminolojisi, tip terimleri kisaltmalari, epidemiyolojik
terimler, hareket sistemi ile ilgili terimler, solunum sistemine ile ilgili terimler, kardiyovaskiiler sisteme iligkin terimler, sindirim
sistemine iligkin terimler, sinir sistemi ve psikiyatrik hastaliklara iliskin terimler, kan ve kan yapan organlara iligkin terimler, i¢

2




salg1 ve metabolizma bozukluklarina ile ilgili terimler, iirogenital sisteme ile ilgili terimler, dogum ve kadin hastaliklar
ile ilgili terimler, goze iligkin terimler, kulaga iligkin terimler, ilk ve acil yardim terminolojisi, farmakolojik terminoloji.

DERSIN ADI

TEORIK

UYGULAMA

AKTS

ARASTIRMA TEKNIKLERI

2

0

2

Aragtirma konularini se¢me, kaynak arastirmasi

yapma, arastirma sonuglarint degerlendirme, arastirma sonuglarini rapor haline
doniistiirme, sunuma hazirlik yapma, sunum yapma.

DERSIN ADI

TEORIK

UYGULAMA

AKTS

DAVRANIS BiLiIMLERI

2

0

2

Davranig bilimlerine giris ve temel kavramlar, psikolojinin yonetim ve organizasyonlardaki yeri ve énemi, sosyal psikolojideki
teori ve metodlar, sosyal ¢evreyi anlama, kisileri algilama, benlik kavrami, tutumlar ve tutum degisikligi, 6nyargi, sosyal etki,
kisisel iliskiler, yardim etme davranisi, sevgi ve ¢ekicilik, saldirganlik

I. Simif I1. Yariyll Bahar Donemi Dersleri

DERSIN ADI TEORIK UYGULAMA AKTS

HASTALIKLAR BILGISI 2 0 2

Hastaliklar bilgisine giris, sivi-elektrolit, asit-baz dengesi, dengesizlikleri ve sok, kansere genel bakis, solunum sistemi
hastaliklari, kardiyovaskiiler hastaliklar, endokrin sistem hastaliklari, deri hastaliklari, {iriner sistem hastaliklari, kan hastaliklari,
sindirim sistemi hastaliklari, sinir sistemi hastaliklari, bagisiklik sistemi hastaliklari, kas-iskelet sistemi hastaliklari, geriatrik
sorunlar

DERSIN ADI TEORIK UYGULAMA AKTS

YABANCI DIL II (iNGILIiZCE) 2 0 2

Vocabulary, irregularverbs, irregularverbs, general terms, idioms, listening to oral speech, listeningto oral speech, talking, basic
talking practices, grammar, practicing the learned information, practicing the learnedin formation, translation.

DERSIN ADI TEORIK UYGULAMA AKTS

TURK DiLi-11 2 0 2

Kelime tiirleri, ciimle bilgisi ve ciimlenin 6geleri, yapilarina gore ciimleler, anlam, yiiklemin yeri ve yiiklemin tiiriine gore
ciimleler, kompozisyon tanimi ve oOzellikleri, yazili kompozisyon tiirleri ve o6zellikleri: mektup, dilekge, makale, yazili
kompozisyon tiirleri ve 6zellikleri: fikra, deneme; 6zgegmis, yazili kompozisyon tiirleri ve 6zellikleri: elestiri, rapor, tutanak,
tiyatro, yazili kompozisyon tiirleri ve dzellikleri: biyografi, roman, siiir, s6zlii anlatim tiirleri ve 6zellikleri: konferans, agik
oturum, panel, soylev, sozlii anlatim tiirleri ve ozellikleri: sempozyum, forum, rdportaj, demeg, konusma ve konusma
ilkeleri, hazirlikli ve hazirliksiz konugma.

DERSIN ADI TEORIK UYGULAMA AKTS

ATATURK iLK VE INK TAR-II 2 0 2

Saltanatin kaldirilmasi ve Cumhuriyetin ilani, secimlerin yenilenmesi ve halk firkasi’nin kurulmas: Halifeligin Kaldirilmasi-
Tevhid-i Tedrisat Kanunu, hukuk alaninda yapilan inkilaplar (3 Devrim Yasasi, 1924 anayasasi, medeni knun ve ceza kanunu),
egitim ve kultir alaninda yapilan inkilaplar (Milli Egitim teskilati, halk egitimi, yabanci okullar, harf inkilabs, tiirk dil ve tarih
cemiyetleri), sosyal alanda yapilan inkilaplar (kadin haklari, kilik kiyafet, tekke zaviyelerin kapatilmasi, takvim, saat, 6l¢ii ve tarti
birimleri), saglik ve sosyal yardim alanindaki diizenlemeler, iktisadi alanda yapilan dizenlemeler (sanayi ve ticaret, sanayii
tesvik kanunu, Is bankasi, ziraat ve ulastirma faaliyetleri), iktisadi alanda yapilan diizenlemeler, (maliye politikasi, giimriik ve
vergiler, tiirk parasini koruma kanunu, niifus sayimi ve die, devletgilik ve planl kalkinma), ¢cok partili sistem denemeleri,
TBMM ’nin agilmasi ve Anadolu’da yénetimi ele almasi, ¢ok partili sisteme gegis, Tiirk Inkilab1 ve Cumhuriyete yonelik tepkiler
ve Atatirk donemi dis politikasi.

DERSIN ADI TEORIK UYGULAMA AKTS

TIBBI DOKUMANTASYON-II 2 2 6

Arsivin tanim1 onemi ve iglevleri, arsivin yeri ve mimari 6zellikleri, argiv yerinin diizenlenmesi ve fiziksel 6zellikler, arsiv
tirleri, arsiv belgelerinde kullanilan bilgiler, arsivlerin ayiklanmasi ve belgelerin imhasi, hasta dosyalar: arsivinin saglik
kuruluslar1 agisindan yeri ve dnemi, hasta dosyalar1 arsivinin orgiitlenmesi boliimleri islevleri, hasta dosyalari arsivinin diger
initelerle islevsel iliskileri, devlet hastaneleri ve {iniversite hastanelerinde tibbi arsiv Ornegi, tibbi dokiimanlarin
numaralandirilmasi ve arsivlerde saklanma siireleri, tibbi arsivlerde mikrofilm, arsivlerin manyetik ortama aktarilmasi islemleri

DERSIN ADI

TEORIK

UYGULAMA

AKTS

TIBBI YAZISMA TEKNIiKLERI

2

0

4




Iletisim, resmi yazisma kurallar1 ve resmi yazismalarin kurumsal iletisimdeki 6nemi, isletmelerde kullanilan belge tiirleri ve is
yazilari, yazismanin 0nemi, etkin bir resmi yazinin 6zellikleri, Bagbakanlik resmi yazisma kurallar1 hakkindaki yonetmelik,
dilekge, bilgi edinme hakki, imza ve elektronik imza, rapor ve 6dnemi.

DERSIN ADI

TEORIK

UYGULAMA

AKTS

SAGLIK HIZMETLERI YONETIMIi

2

0

4

Sagligin tanimi, saglik deger yargilari, saglik hizmetlerini diger mal ve hizmetlerden ayiran 6zellikler, saglik arz ve talebi, saglik
hizmetlerinin amaglari, saglik hizmetlerinin organizasyonu, Tirkiye’de genel saglik sistemi, gelismis Ulkelerde genel saglik
sistemi, saglik teskilati, ulusal saglik politikasi, saglik hizmet birimleri ve fonksiyonlari, saglik hizmetlerinde ¢nsan guci
planlamasi, saghk hizmetlerinde saglik ekibi ve yonetimi, saglik hizmetlerinin finansmani, Tiirkiye’de saglik hizmetlerinin

kullanimi, yirmi birinci

yiizyll hedefleri, ¢esitli saglik sistemleri, gelismis tilkeler ve Turkiye saglik gostergelerinin

kiyaslanmasi.
DERSIN ADI TEORIK UYGULAMA AKTS
MESLEKIi SORUMLULUK VE ETiK 2 0 2

Deontoloji ve metodolojisi,

hasta-hekim (teknisyen)

iligkileri,

insan haklari, 6zerklik ve aydinlatilmis onam, organ
aktarimi, etik prensipler, tip tarihi, tibbi etik ve biyoetik, iletisim ve etik, aragtirma etigi, alternatif tip, hasta haklari, deontoloji
metodolojisi. Ahlak, etik ve meslek etigi konular1 kuramsal gergevede anlatilarak, meslek ile ilgili mevzuat ve kurallar

aktarilacaktir.
DERSIN ADI TEORIK UYGULAMA AKTS
HASTA PSIKOLOJISi VE ILETiSIiM 2 0 4

Iletisim, kisileraras1 iletisim, sozlii iletisim, sozsiiz iletisim, kisileraras: iletisim engelleri, empatik iletisim, ikna edici
iletisim, psikolojide temel kavramlar, psikolojide temel kavramlar, hasta ve ailesi, hekim hasta iligkisi, hasta psikolojisi, saglik

calisanlar1 ve hasta iletigimi, sarsici yagam olaylari.

DERSIN ADI

TEORIK

UYGULAMA

AKTS

iS SAGLIGI VE GUVENLIGI

2

0

2

Is saglig1 ve giivenligi kavramu, tanimi, kapsami ve amaglar; tehlike ve risk kavramlari; is kazas1 ve meslek hastaligi tanimlari;
is kazalarinin maliyeti, i kazalarinin nedenleri; tehlikeli hareketler ve tehlikeli durumlar, mesleki riskler; dnleyici is sagligi ve
giivenligi yaklasimi; calisma ortami gozetimi; isyeri orgiitlenmesi; saglik gézetimi ve igyeri hekimligi; igveren, igveren vekili
ve ig glivenligi uzmanlarinin i kazasindaki sorumlulugu.

2. Simf I11. Yariyil Giiz Donemi Dersleri

DERSIN ADI

TEORIK

UYGULAMA

AKTS

TIBBi DOKUMANTASYON-III

2

2

6

Saglik kuruluglarinda tibbi ve idari raporlar, yatakli tedavi kurumlart hizmetlerinin degerlendirilmesinde kullanilan veri
araglari, yatakli tedavi kurumlarinda hizmetlerin degerlendirilmesi, hastanelerde kullanilan temel istatistiksel formlar ve
kullanim amaglari, 1. Basamak saglik kuruluslarinda tibbi dokiimantasyon hizmetleri, 1. basamak saglik kuruluslarinda tibbi
dokiimantasyon hizmetleri, aile hekimligi ve Tiirkiye’de aile hekimligi ¢caligmalari, hastaliklarin siniflandirilmasi icd kullanimi
ile ilgili temel kavram ve kurallar, ICD’nin Diinya ve Tiirkiye’de uygulanmasi, ICD-8 6ncesi kullanilan siniflamalar ve 1CD-8,
ICD-9, ICD-10, ICD-10 AM

DERSIN ADI TEORIK UYGULAMA AKTS

TIBBI SEKRETERLIK-I 2 2 6

Sekreterlik mesleginin tarihsel gelisimi, Tirkiye ve diinyada sekreterlik, sekreterligin tanimi ve gorevleri, sekreterligin
smiflandirilmasi, sekreterlik mesleginin 6nemi, sekreterin mesleki ve kisisel nitelikleri, sekreterin duygusal ve bilissel 6zellikleri,
sekreterlikte etkin iletisim.

DERSIN ADI TEORIK UYGULAMA AKTS

SAGLIK ENF. SISTEMLERIi 2 0 6

Bilgi ve belge ile ilgili temel kavramlar, Bilgi sisteminin gelisim asamalari, Saglik bilgi sisteminin tanimi, amaci ve bilesenleri,
Saglik bilgi sisteminin &zellikleri, Saglik Hizmetlerinde bilgisayarin kullanim alanlari, Tirkiye’de saglik bilgi sistemleri,
Elektronik saglik ve hastalik kayitlari, Hastane bilgi sistemlerinin gelisim asamalari, Hastane bilgi sisteminin amaci ve
ozellikleri, Hastane bilgi sisteminin bilesenleri, Tele tip ve tele saglik, Hastane otomasyon sistemi ve uygulamalari, Hastane
otomasyon sistemindeki moddllerin incelenmesi, Y6netim bilgi sistemi ve karar destek sistemleri.

DERSIN ADI TEORIK UYGULAMA AKTS

GUZEL KONUSMA VE DiKSiYON 2 0 4




Cumleler (s6z akimi) ve Hecelerin birbirinden ayrilmasi aligtirmalari 6grenme, Metin okuma ¢aligmalar1 6grenme, Metinde
anlam ayrikligin1 6grenme, S6z akiminda dikkat edilecek noktalar1 6grenme, Anlatim, anlatima hazirlik asamalarini 6grenme,
Anlatim alistirmalarini 6grenme, Uslup, iislup gesitleri ve Aciklik nedir, Kuvvet, kuvvetin tanimi, kuvvetle ilgili alistirmalar
ogrenme, imge, imge ile ilgili alistirmalar dgrenme, Incelik, incelikle ilgili alistirmalar 6grenme, Duygunluk, duygunlukla
ilgili alistirmalar 6grenme, Hareket ve taklidi 6grenme.

DERSIN ADI TEORIK UYGULAMA AKTS

ILK YARDIM 2 0 2

[Ik yardim tanimi, temel ilkeler ve hedefler, kanamalarda ilk yardim, kirik, ¢ikik ve burkulmalarda ilk yardim, bdcek sokmalarida
ilk yardim, yaniklarda ve sicak ¢arpmalarinda ilk yardim, sokta ve elektrik ¢arpmalarinda ilk yardim, komalarda ilk yardim,
zehirlenmelerde ilk yardim, donmalarda ilk yardim, hava yolu tikanmalarinda ilk yardim, kalp krizinde ilk yardim, suda
bogulmalarda ilk yardim.

DERSIN ADI TEORIK UYGULAMA AKTS
MESLEKI INGILIZCE-I 2 0 2
Programla ilgili ingilizce terimler ve kullanimi.

DERSIN ADI TEORIK UYGULAMA AKTS
CEVRE KORUMA 2 0 2

Cevresel kirlenme, kaynaklar1 ve gesitleri, su kirliligi ve su ortamlarinin kirlenmesi, atiksu aritimi ve uygulanan teknikler, toprak
kirliligi, 6nlenmesi ve kontrolii, evsel kat1 atiklar ve kontrolii, endiistriyel kati atiklar ve kontrolii, tehlikeli kati atiklar ve
kontrolii, sabit hava kirliligi kaynaklar1 ve kontrolii, hareketli hava kirliligi kaynaklar1 ve kontrolii, agir metaller ve diger
kirleticilerin atmosferik taginimi, giiriiltii kirliligi, ¢esitleri ve 6nlenmesi yaklagimi, ¢evre kirliligi kontrolii mevzuati ve avrupa
birligi ile uyumu.

DERSIN ADI TEORIK UYGULAMA AKTS

PSIKOLOJI VE KiSiLER ARASI iLiSKILER 2 0 2

Insanin psikososyal bir varlik olusu, yasam boyunca siirekli gelisim i¢inde olusu, iletisimin dgeleri: kaynagin, mesajin ve
alicinin 6zellikleri; giiriiltii ve baglam, iletisim tiirleri; iletisimin niteliksel bilesenleri s6zlii anlatim, tartisma, Kkisilerarast
iletisim & teoriler, empati kavrami; empati diizeyi ve iletisim becerileri arasindaki iliski, benlik algisi, sosyal alg1 ve kisilerarasi
iliskilere yansimasi, benlik saygisi ve iletisim tarzlari arasindaki iliski, otorite kavrami; kontrol odagi kavrami ve iletisim
bi¢imlerine yansimasi

DERSIN ADI TEORIK UYGULAMA AKTS

GONULLULUK CALISMALARI 2 0 4

Yonetin ve organizasyon kavramlari, goniilliiliik kavrami ve goniillii yonetimi, temel goniilliilik alanlart (afet ve acil durum,
cevre, egitim ve kiiltiir, spor, saglik, sosyal hizmetler), goniillii caligmalarla ilgili proje gelistirme sahada goniillii caligmalara
katilim, goniilli caligmalarla etik, ahlaki, dini, geleneksel degerler ve ilkeler, kamu kurumlari, yerel yonetimler ve sivil toplum
kuruluglarinda (stk) goniillii ¢aligmalara katilim, toplumlarda risk gruplar1 ve goniillulik, gégmenler ve gontllulik.

2. Smif IV. Yariyill Bahar Donemi Dersleri

DERSIN ADI TEORIK UYGULAMA AKTS

TIBBI DOKUMANTASYON-1V 2 2 6

T1bbi kayitlarin kalitesini etkileyen faktorler, tibbi kayitlarin saglik hizmetlerinde kullanimi ve saglik istatistiklerinin Uretilmesi,
T1bbi kayitlarin hasta bakimina etkisi, Tibbi kayitlarin bakimin devamliligini saglamada rolii, Tibbi kayitlarin hasta giivenligine
etkisi, Tibbi kayitlarin akreditasyon siirecine etkisi, Tibbi kayitlarin 6deme sistemleriyle iligkisi, Tibbi kayitlarin hastalik
maliyetlerine etkisi, Tibbi kayitlardaki bilgilerin agiklanmasi politikalari, Tibbi kayitlarin saglik calisanlari arasinda iletisimi
saglamasi.

DERSIN ADI TEORIK UYGULAMA AKTS

TIBBI SEKRETERLIK-I11 2 2 6

T1bbi sekreterlik tiirleri ve gorevleri, saglik ekibi icerisindeki yeri ve tibbi sekreteri diger sekreterlik tiirlerinden ayiran 6zellikler,
Tibbi sekreterlerin saglik personeli, hasta ve hasta yakinlan ile Iliskileri, Tibbi sekreterlikte mesleki sayg1 ve etik, Saglhk
kurumlarinda biiro makineleri, biiro ara¢ ve gereclerinin kullanim ve bakimi, Biirolarda verimlilik ve isi basitlestirme teknikleri,
Sekreterlik hizmetlerinde planlama, organizasyon, ylriitme ve denetim.

DERSIN ADI TEORIK UYGULAMA AKTS

SAGLIK HIZMETLERINDE BiL.G KULLANIMI 2 0 6

Saglik sektoriinde bilgisayarlardan yararlanma, bilgisayarla problem ¢dzme yollari, algoritmalar ve akis semalari, sistem analizi
ve tasarimi, bilgisayar aglarini tanimak, kurmak, yonetmek ve sorun gidermek, grafik ¢izim programlar1 hakkinda genele bilgi
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vererek grafik dizgi ve tasarim uygulamalar: gelistirmek, Web tasarimi, HTML kodlarin1 kullanarak Web sayfalar1 hazirlamak,
gorsel programlar kullanarak Web sayfalari hazirlamak, hazirlanan Web sayfalarin1 yayinlamak ve giincellemek.

DERSIN ADI TEORIK UYGULAMA AKTS

ILETISIM BECERILERI 2 0 4

Iletisim kavramu ve iletisimin siireci, Kendini tanimanin boyutlari, Empati kavrami, Grup ve ekip kavramu, Ekip icinde iletisimi
gelistirme yollari, iletisim ¢esitleri, Kurumsal iletisim, iletisim ¢atigmalar1 ve ¢6ziimleri, dinleme, dinleme ¢esitleri, dinleyiciler
ve davranis bi¢imleri, dinlemenin &niindeki engeller, iyi bir dinleyici olmanin ipuglari.

DERSIN ADI TEORIK UYGULAMA AKTS

SAGLIKTA KALITE VE AKREDIiTASYON 2 0 2

Kalite ve hizmet kalitesi kavramlari, saglikta kalite kavrami, saglikta kalitenin bilesenleri, toplam kalite yonetimi: iist yonetimin
sorumluluklari, toplam kalite yonetimi: hasta odaklilik, toplam kalite yonetimi: galiganlarin katilimi, toplam kalite yonetimi:
tedarikei destegi, toplam kalite yonetimi: siirekli iyilestirme, saglik sektoriinde uygulanan yasal diizenlemeler, uluslar arasi
akreditasyon standartlari, healthquality service akreditasyon standartlari, Health Quality Service akreditasyon standartlari, Joint
Commission International akreditasyon standartlari, Joint Commission International akreditasyon standartlar

DERSIN ADI TEORIK UYGULAMA AKTS

HALK SAGLIGI 2 0 2

Halk sagligina giris, temel saglik hizmetleri ve saglik hedefleri, sigara ve bagimlilik yapici maddeler, sigara saglik iliskisi,
nikotin bagimliligi ve tedavisi, fiziksel aktivite, stres ve stresle basa c¢ikma yollari, g¢evre sagligi, agiz ve dis sagligi,
kazalar, meslek hastaliklari, is saglig1 ve giivenligi, beslenme, anne siitli, bagisiklama, aile planlamasi, ruh sagligi, bulasici
hastaliklar, kronik hastaliklar, gastroenteritler, akut solunum yolu enfeksiyonlari.

DERSIN ADI TEORIK UYGULAMA AKTS
MESLEKI iINGILIiZCE-11 2 0 2
T1bbi Dokiimantasyon ve Sekreterlik progranu ile ilgili ingilizce terimler ve kullanimi.

DERSIN ADI TEORIK UYGULAMA AKTS
KRiZ YONETIMi VE OFKE KONTROLU 2 0 2

Krizin tanimi, tiirleri, orgiitlerde ve insan iliskilerinde kriz, krizin tiirleri, hukuk alaninda muhtemel krizler, krizi olusturan
nedenler, krizin 6zellikleri ve evreleri, hukuk uygulamalarinda ortaya ¢ikmasi muhtemel kriz durumlart ve yonetimi, krizin
neden olabilecegi muhtemel sonuglar, insan iliskilerinde empati, iyi yonetilemeyen kriz sonuglari, mahkemelerde yasanan
kriz dérneklerinin incelenmesi, orgitlerde gorilen kriz drnekleri, adli nitelikteki hukuk hizmetlerinde kriz yonetimi, 6fke nedir,
ofkenin nedenleri ve 6fke kontrolii, iyi yonetilememis 6fkenin sonuglari, 6fke ve su¢ arasindaki iligki, iyi yonetilememis kriz
ornekleri.

DERSIN ADI TEORIK UYGULAMA AKTS

KARIYER PLANLAMA DERSI 2 0 3

Ogrencilerin; ilgi alanlari, kisisel 6zellikleri ve degerleri hakkinda farkindalik kazanmalarini saglayarak gelecek hedefleri ile
uyumlu bir kariyer planlamas1 yapabilmelerine yardimci olmaktadir.

Dersin Adi Z/S Teori Pratik Kredi Akts

Goniilliiliik Caliymalari S 1 2 2 4

Ydnetim ve organizasyon kavramlari, goniilliiliikk kavrami ve goniillii yonetimi, temel goniilliilikk alanlari, (afet ve acil durum,
cevre, egitim, ve kiiltiir, spor, saglik ve sosyal hizmetler vd.) goniillii ¢alismalarla ilgili proje gelistirme ve sahada goniillii
caligmalara katilim, goniillii caligmalarda etik, ahlaki, din,, geleneksel degerler ve ilkeler, kamu kurumlari, yerel yonetimler ve
sivil toplum kuruluslarinda (stk) goniillii ¢aligmalara katilim, toplumda risk gruplar ve goniilliiliis, gogmenler ve gonillilik.
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MUNZUR UNIVERSITY
PERTEK SAKINE GENC VOCATIONAL SCHOOL
Department of Medical Services and Techniques / Medical Documentation and Secretarial Program

Curriculum
I. Class I. Semester Fall Semester Courses
Lesson name Theoric Application AKTS
Anatomy 2 0 3

General information about anatomy, anatomical terms, planes and axes, parts of the human body, body cavities, overview of the
human body, skeletal system, muscular system, nervous system, sensory organs, endocrine system, circulatory system, respiratory
system, digestive system, urinary system.

Lesson name Theoric Application AKTS

Physiology 2 0 3

Introduction to physiology, introduction to physiology and hemeostasis, cell physiology and body fluids, nervous system, muscle,
blood physiology, circulatory system, respiratory system, excretory system, endocrine system, digestive system, metabolism.

Lesson name Theoric Application AKTS

Foreign Language | (English) 2 0 2

Introduction simple present tense questions, present continuous tense, yes-no questions, question words: what time, which, how
much, modal can + have + got numbers, countable, uncountable nouns, pseudosubject there + modal n + es, does + jobs,.

Lesson name Theoric Application AKTS

Turkish Language-I 2 0 2

Language in general: definition of language, birth of languages, language-culture connection, language kinship, classification of
world languages, languages in terms of their structure, languages in terms of their sources, the place and position of the Turkish
language among the world languages, historical periods of the Turkish language. Phonetic structure of the Turkish language:
what is sound, vowels, consonants, features of Turkish words, syllable structure of Turkish, stress. Spelling and punctuation of
the Turkish language

Lesson name Theoric Application AKTS
Ataturk's Principles and Revolution 2 0 2
History-1

The purpose and terms of studying the History of Turkish Revolution and Kemalism course, the reasons for the collapse of
the Ottoman Empire, efforts to save the Ottoman Empire (reforms), constitutional movements and intellectual movements,
the geopolitical situation of the Ottoman State (the ambitions of some states on the Ottoman Empire), the collapse of the
Ottoman Empire (The Committee of Union and Progress). , Tripoli, Balkan War), First World War (secret treaties), front
positions during the course of the First World War, the signing of the Armistice of Mudros and its provisions, the situation
of the country in the face of occupations, beneficial and harmful societies, Mustafa Kemal Pasha's arrival in Samsun and
developments, the first steps for the national struggle. Organization through step by step congresses, Kuvayi Milliye and
National Pact.

Lesson name Theoric Application AKTS

Basic Computer Technologies 2 2 4

Basic computer introduction, use of windows operating system, use of word word processor, use of excel table-statistics
program, use of power point presentation preparation program, use of internet and e-mail.

Lesson name Theoric Application AKTS

Medical Documentation-1 2 2 6

What is filing, purpose of filing, importance of filing, features of filing, alphabetical filing classification system, chronological
file classification system, filing classification system based on geography, decimal filing classification system, filing
classification system based on subject, mixed file classification system, determination of filing classification system , selection
and arrangement of the filing place, filing tools and selection, application (demonstration of the filing system in the healthcare
institution, coloring in the archive, preservation, rail system, sorting, sorting of judicial records, preservation of CDs, micro films, etc.

Lesson name Theoric Application AKTS

Medical Terminology 2 0 4

Basic terms indicating introduction, direction and movement, general information about diseases and classification of diseases,
causes of diseases, basic elements that make up medical terms: roots, prefixes, suffixes, suffixes indicating application, suffixes
used to describe symptoms, diagnostic suffixes, hospital terminology, abbreviations of medical terms, epidemiological terms,
terms related to the movement system, terms related to the respiratory system, terms related to the cardiovascular system, terms
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related to the digestive system, terms related to the nervous system and psychiatric diseases, terms related to blood and blood-
producing organs, internal secretion. and terms related to metabolic disorders, terms related to the urogenital system, terms
related to obstetrics and gynecology, terms related to the eye, terms related to the ear, first and emergency aid terminology,
pharmacological terminology.

Lesson name Theoric Application AKTS

Research Techniques 2 0 2

Selecting research topics, researching sources, evaluating research results, converting research results into a report, preparing for
presentation, making a presentation.

Lesson name Theoric Application AKTS

Behavioral Sciences 2 0 2

Introduction to behavioral sciences and basic concepts, the place and importance of psychology in management and organizations,
theories and methods in social psychology, understanding the social environment, perceiving people, self-concept, attitudes and
attitude change, prejudice, social influence, personal relationships, helping behavior, love and charm, aggression

I. Class I1. Semester Fall Semester Courses

Lesson name Theoric Application AKTS

Diseases Information 2 0 2

Introduction to disease knowledge, fluid-electrolyte, acid-base balance, imbalances and shock, overview of cancer, respiratory
system diseases, cardiovascular diseases, endocrine system diseases, skin diseases, urinary system diseases, blood diseases,
digestive system diseases, nervous system diseases, immune system diseases, musculoskeletal system diseases, geriatric
problems

Lesson name Theoric Application AKTS

Foreign Language Il (English) 2 0 2

Vocabulary, Irregularverbs, Irregularverbs, General terms, Idioms, Listening to oral Speech, Listeningto oral Speech, Talking,
Basic talking practices, Grammar, Practicing the learned information, Practicing the learnedin formation, Translation.

Lesson name Theoric Application AKTS

Turkish Language-I1 2 0 2

Word types, sentence information and sentence elements, sentences according to their structure, sentences according to meaning,
location of the predicate and type of predicate, composition definition and features, written composition types and features:
letter, petition, article, written composition types and features: anecdote, essay; resume, written composition types and
characteristics: criticism, report, minutes, theatre, written composition types and characteristics: biography, novel, poetry, oral
expression types and characteristics: conference, panel discussion, panel, speech, oral expression types and characteristics:
symposium , forum, interview, statement, speech and speaking principles, prepared and unprepared speech.

Lesson name Theoric Application AKTS
Ataturk's Principles and History of 2 0 2
Revolution-I1

Abolition of the sultanate and declaration of the Republic, renewal of elections and establishment of the People's Party, abolition
of the caliphate - the law of unification of education, reforms in the field of law (3rd revolution law, 1924 constitution, civil law
and criminal law), reforms in the field of education and culture ( national education organization, public education, foreign schools,
alphabet revolution, Turkish language and history societies), reforms in the social field (Women's rights, dress code, closure of
dervish lodges, calendar, clock, measurement and weighing units), health and social assistance fields. regulations, regulations in
the economic field (industry and trade, industrial incentive law, Isbank, agriculture and transportation activities), regulations in the
economic field (fiscal policy, customs and taxes, law on protecting the Turkish currency, census and die, etatism and planned
development). ), multi-party system trials, the opening of the Turkish Grand National Assembly and its administration in Anatolia,
the transition to the multi-party system, reactions to the Turkish Revolution and the Republic, and the foreign policy of the Atatiirk
period.

Lesson hame Theoric Application AKTS

Medical Documentation-11 2 2 6

Definition, importance and functions of the archive, location and architectural features of the archive, arrangement of the archive
place and physical features, types of archives, information used in archive documents, sorting of archives and destruction of
documents, place and importance of patient files archive in terms of health institutions, organization of patient files archive,
functions of departments, patient files archive. Functional relationships of files archive with other units, example of medical
archives in state hospitals and university hospitals, numbering of medical documents and storage periods in archives, microfilm
in medical archives, processes of transferring archives to magnetic media
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Lesson name Theoric Application AKTS

Medical Correspondence Techniques 2 0 4

Communication, official correspondence rules and the importance of official correspondence in corporate communication, types
of documents used in businesses and business letters, the importance of correspondence, the characteristics of an effective
official letter, the regulation on the Prime Ministry official correspondence rules, petition, right to information, signature and
electronic signature, report and its importance.

Lesson name Theoric Application AKTS

Health Services Management 2 0 4

Definition of health, health value judgments, features that distinguish health services from other goods and services, health supply
and demand, purposes of health services, organization of health services, general health system in Turkey, general health system
in developed countries, health organization, national health policy, health service units and functions, manpower planning in
health services, health team and management in health services, financing of health services, use of health services in Turkey,
twenty-first century goals, various health systems, comparison of health indicators of developed countries and Turkey.

Lesson name Theoric Application AKTS

Professional Responsibility and Ethics 2 0 2

Deontology and its methodology, patient-physician (technician) relations, human rights, autonomy and informed consent, organ
transplantation, ethical principles, history of medicine, medical ethics and bioethics, communication and ethics, research ethics,
alternative medicine, patient rights, deontology methodology. Morality, ethics and professional ethics issues will be explained in
a theoretical framework, and the legislation and rules related to the profession will be explained.

Lesson name Theoric Application AKTS

Patient Psychology and Communication 2 0 4

Communication, interpersonal communication, verbal communication, nonverbal communication, interpersonal communication
barriers, empathic communication, persuasive communication, basic concepts in psychology, basic concepts in psychology,
patient and family, doctor-patient relationship, patient psychology, healthcare professionals and patient communication, shocking
life events.

Lesson name Theoric Application AKTS

Occupational health and Safety 2 0 2

Occupational health and safety concept, definition, scope and objectives; concepts of danger and risk; definitions of work
accidents and occupational diseases; cost of work accidents, causes of work accidents; dangerous actions and dangerous
situations, occupational risks; preventive occupational health and safety approach; work environment surveillance; workplace
organization; health surveillance and occupational medicine; Liability of the employer, employer's representative and
occupational safety experts in work accidents.

I1. Class I11. Semester Fall Semester Courses

Lesson name Theoric Application AKTS

Medical Documentation-111 2 2 6

Medical and administrative reports in health institutions, data tools used in the evaluation of inpatient treatment institutions
services, evaluation of services in inpatient treatment institutions, basic statistical forms used in hospitals and their purposes of
use, medical documentation services in primary health institutions, medical documentation services in primary health institutions,
family medicine and family medicine studies in Turkey, classification of diseases, basic concepts and rules regarding the use of
ICD, application of ICD in the world and in Turkey, classifications used before ICD-8 and ICD-8, ICD-9, ICD-10, ICD. -10 AM

Lesson name Theoric Application AKTS

Medical Secretariat-I 2 2 6

Historical development of the secretarial profession, secretariat in Turkey and the world, definition and duties of the secretariat,
classification of the secretarial profession, the importance of the secretarial profession, professional and personal qualities of the
secretary, emotional and cognitive characteristics of the secretary, effective communication in the secretariat.

Lesson name Theoric Application AKTS

Health Information Systems 2 0 6

Basic concepts related to information and documents, Development stages of the information system, Definition, purpose and
components of the health information system, Characteristics of the health information system, Areas of use of computers in
Health Services, Health information systems in Turkey, Electronic health and disease records, Development of hospital
information systems stages, Purpose and features of the hospital information system, Components of the hospital information
system, Telemedicine and telehealth, Hospital automation system and its applications, Examination of modules in the hospital
automation system, Management information system and decision support systems.
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Lesson name Theoric Application AKTS

Good Speech and Diction 2 0 4

Learning the exercises of separating sentences (speech flow) and syllables from each other, learning text reading exercises,
learning the disambiguation in the text, learning the points to be considered in the flow of speech, learning the stages of
expression, preparation for expression, learning expression exercises, learning what is style, types of style and clarity, learning,
image, learning exercises related to image, tact, learning exercises related to subtlety, emotion, learning exercises related to
emotion, learning movement and imitation.

Lesson name Theoric Application AKTS

First aid 2 0 2

Definition of first aid, basic principles and objectives, first aid for bleeding, first aid for fractures, dislocations and sprains, first
aid for insect stings, first aid for burns and heat strokes, first aid for shock and electric shock, first aid for comas, first aid for
poisoning, first aid for frostbite. aid, first aid for airway obstruction, first aid for heart attack, first aid for drowning.

Lesson name Theoric Application AKTS

Professional English-1 2 0 2

English terms related to the program and their usage.

Lesson name Theoric Application AKTS

Environmental Protection 2 0 2

Environmental pollution, its sources and types, water pollution and pollution of aquatic environments, wastewater treatment and
applied techniques, soil pollution, its prevention and control, domestic solid waste and its control, industrial solid waste and its
control, hazardous solid waste and its control, fixed air pollution sources and control, mobile air pollution sources and control,
atmospheric transport of heavy metals and other pollutants, noise pollution, types and prevention approach, environmental
pollution control legislation and compliance with the European Union.

Lesson name Theoric Application AKTS

Psychology and Interpersonal Relationships 2 0 2

Man being a psychosocial being, being in constant development throughout life, elements of communication: characteristics
of the source, message and receiver; noise and context, types of communication; qualitative components of communication
verbal expression, discussion, interpersonal communication & theories, the concept of empathy; The relationship between
empathy level and communication skills, self-perception, social perception and its reflection on interpersonal relationships, the
relationship between self-esteem and communication styles, the concept of authority; The concept of locus of control and its
reflection on communication styles

Lesson name Theoric Application AKTS

Volunteering Activities 2 0 4

Management and organization concepts, volunteering concept and volunteer management, basic volunteering areas (disaster and
emergency, environment, education and culture, sports, health, social services), project development related to volunteer work,
participation in volunteer work in the field, ethical, moral, religious, traditional values and principles, participation in voluntary
work in public institutions, local governments and non-governmental organizations (NGOSs), risk groups and volunteering in
societies, immigrants and volunteering.

I1. Class IV. Semester Fall Semester Courses

Lesson name Theoric Application AKTS

Medical Documentation-1V 2 2 6

Factors affecting the quality of medical records, the use of medical records in health services and the production of health
statistics, the impact of medical records on patient care, the role of medical records in ensuring continuity of care, the impact of
medical records on patient safety, the impact of medical records on the accreditation process, the relationship of medical records
with payment systems, the role of medical records in ensuring continuity of care. Effect on costs, Disclosure policies of
information in medical records, Enabling communication between medical records among healthcare professionals.

Lesson hame Theoric Application AKTS

Medical Secretariat-11 2 2 6

Types and duties of medical secretariats, their place within the healthcare team and the features that distinguish medical
secretaries from other secretarial types, Relationships of medical secretaries with healthcare personnel, patients and patient
relatives, Professional respect and ethics in medical secretariat, Use and maintenance of office machines, office tools and
equipment in healthcare institutions. Efficiency and job simplification techniques in offices, planning, organization, execution
and control in secretarial services.
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Lesson name Theoric Application AKTS

Computer Use in Health Services 2 0 6

Using computers in the health sector, ways to solve problems with computers, algorithms and flow charts, system analysis and
design, recognizing, establishing, managing and troubleshooting computer networks, developing graphic typesetting and design
applications by giving general information about graphic drawing programs, Web design, HTML codes. To prepare Web pages
using visual programs, to publish and update the prepared Web pages.

Lesson name Theoric Application AKTS

Communication Skills 2 0 4

The concept of communication and the process of communication, dimensions of self-knowledge, the concept of empathy, the
concept of group and team, ways to improve communication within the team, types of communication, corporate communication,
communication conflicts and solutions, listening, types of listening, listeners and their behavior styles, obstacles to listening, good
communication skills. Tips for being a listener.

Lesson name Theoric Application AKTS

Quality and Accreditation in Health 2 0 2

Concepts of quality and service quality, concept of quality in health, components of quality in health, total quality management:
Responsibilities of top management, total quality management: Patient orientation, total quality management: Employee
participation, total quality management: Supplier support, total quality management: Continuous improvement, Legal
regulations applied in the health sector, international accreditation standards, Health Quality Service accreditation standards (1),
Health Quality Service accreditation standards (2), Joint Commission International accreditation standards (1), Joint
Commission International accreditation standards (2)

Lesson name Theoric Application AKTS

Public Health 2 0 2

Introduction to public health, basic health services and health goals, smoking and addictive substances, smoking-health
relationship, nicotine addiction and its treatment, physical activity, stress and ways to cope with stress, environmental health,
oral and dental health, accidents, occupational diseases, occupational health and safety, nutrition, breast milk, immunization,
family planning, mental health, infectious diseases, chronic diseases, gastroenteritis, acute respiratory infections.

Lesson name Theoric Application AKTS

Professional English-11 2 0 2

English terms and their usage related to the Medical Documentation and Secretarial program.

Lesson name Theoric Application AKTS

Crisis Management and Anger Management 2 0 2

Definition of crisis, its types, crisis in organizations and human relations, types of crisis, possible crises in the field of law, causes
of crisis, characteristics and stages of crisis, crisis situations that may arise in legal practices and their management, possible
consequences of crisis, empathy in human relations, poorly managed Crisis results, Examination of crisis examples experienced
in courts, Crisis examples seen in organizations, Crisis management in forensic legal services, What is anger, causes of anger
and anger control, consequences of poorly managed anger, The relationship between anger and crime, Examples of poorly
managed crises.

Lesson name Theoric Application AKTS

Career Planning Lesson 2 0 3

Students; It helps them to make a career plan compatible with their future goals by helping them gain awareness about their
interests, personal characteristics and values.

Lesson Name Theoric Application Akts

Volunteering Activities 1 2 4

Management and organization concepts, volunteerism concept and volunteer management, basic volunteering areas (disaster
and emergency, environment, education, and culture, sports, health and social services, etc.) Project development related to
volunteer work and participation in volunteer work in the field, Ethics in volunteer work , moral, religious, traditional values
and principles, Participation in voluntary work in public institutions, local governments and non-governmental organizations
(NGOs), Risk groups and volunteering in society, Immigrants and volunteering.
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