MUNZUR ÜNİVERSİTESİ
TUNCELİ MESLEK YÜKSEKOKULU
MEDİCAL SERVİCES AND TECHNİQUES DEPARTMENT
MEDİCAL DOCUMENTATİON AND SECRETARIAL PROGRAM FOUR SEMESTER COURSE CONTENTS


1. SEMESTER

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TRD-101
	Turkish Language -1
	2
	0
	2
	2


What is language? The birth of languages, language thought connection, language culture connection, language society connection, world languages and history of Turkish language, phonetics, sound features of Turkish words, stress, syllables, structure information. construction suffixes, inflection suffixes, sentence, word, word types, elements of expression and expression types, basic principles of proper and effective speech will be explained.
	Course Code
	Course Name
	T
	U
	K
	AKTS

	AİİT-101
	Ataturk's Principles and History of Turkish Revolution -1
	2
	0
	2
	2


Atatürk's principles and revolutions, reforms made by the Ottoman Empire before the Turkish Revolution, an overview of the reasons for the collapse of the Ottoman Empire, the road to the establishment of the Republic of Turkey, the way to the establishment of the Republic of Turkey, the idea currents in the last period of the Ottoman Empire, the situation faced by the country after the Armistice of Mondros and Atatürk's Samsun journey, the first step of the National Struggle, National Forces and Misak-ı Milli, the establishment of the Turkish Grand National Assembly, taking over the administration of the war and the battles on the Western Front, the Great Offensive and victory.
	Course Code
	Course Name
	T
	U
	K
	AKTS

	YDİ-101
	English -1
	2
	0
	2
	2


English grammar, vocabulary, reading comprehension, oral expression and writing skills, tenses, preposition, Adjective clauses, noun clauses, relative clauses.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-101
	Office Programs
	1
	2
	2
	3



Computer Basic Concepts, Internet and Services, Windows 7, MS Word, MS Excel, MS Powerpoint, Internet usage and introduction of internet opportunities and other communication tools.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-103
	Mathematics
	2
	0
	2
	4


									 
Numbers, variable and function, limits in number sequences and functions, some special limits, continuity in functions, derivative and differential, trigonometry and trigonometric functions, exponential function, logarithm, logarithmic functions, hyperbolic functions, applications of derivative (Extremum, tangent normal equations, sub-tangent normal lengths), applications of integral (area, volume, centre of gravity, moment of inertia), partial derivative.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-105
	Physiology
	3
	0
	3
	6



Cell physiology and body fluids, Blood, Functions of the circulatory system, Structure and functions of nerves and muscles, Excretory system, Structure and functions of Respiratory, Digestive, Endocrine, Reproductive and Sensory Physiology.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-107
	Anatomy
	2
	2
	2
	5



It is the branch of science that studies the normal shape and structure of the body, organs and the structural and functional relationships between these organs. Students should have basic medical terminology and medical knowledge. To be able to master terminology and understand medical writings. To be able to write reports. To be able to master medical terminology. To be able to read and understand medical sources.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-109
	Medical Documentation I
	4
	4
	6
	6



The aim of the Medical Documentation Secretariat course in health services is to enable medical secretaries working in the field of health to understand the concept of Medical Documentation and the importance of health records within the framework of health institutions and health services; purposes of use; their learning. Understanding the importance of medical documentation, getting to know other healthcare professionals and healthcare institutions, applying theoretical knowledge, learning patient filing methods.

2. SEMESTER

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TRD-102
	Turkish Language -2
	2
	0
	2
	2



Composition information, punctuation marks, spelling rules, types of expression and applications (thought writings, artistic writings), scientific writings and correspondence types, reading and listening, oral expression.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	AİİT-102
	Ataturk's Principles and History of Turkish Revolution i-2
	2
	0
	2
	2



The history and origin of the reforms that are the basis of the new Turkish state, the establishment of the republican regime, mustafa kemal atatürk's domestic and foreign policy, the era of single party rule in turkey, the transition to multi-party political life and its results, geopolitics and geopolitical situation of turkey, the threat of psychological movement towards university youth, the definition and importance of atatürkism, the formation and basic features of the atatürkist thought system, atatürk and intellectual life, atatürk and economics, secularism and religion.


	Course Code
	Course Name
	T
	U
	K
	AKTS

	YDİ-102
	English -2 
	2
	0
	2
	2


The aim of this course is to gain the ability to communicate in English. Students will have the opportunity to learn basic concepts, grammatical structures and frequently used words and phrases in daily life while gaining communication skills for situations they may encounter in daily life. Going away,Buying things,Why do you like it?,What do you need?,I sometimes work late,Welcome to Britain,Who’s that?,What would you like to do?,How can I get there?,Where is it?,What’s the date?,Whose is it?,I enjoy it,How much and how many?,What have you done?
	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-102
	Medical Documentation II
	4
	4
	6
	6



The aim of the Medical Documentation II course is to enable students studying medical secretarial education to find an application area for the theoretical knowledge they have acquired so far through the internship they will do in health institutions, to make them love and adopt the medical secretarial profession and to provide them with the opportunity to meet other health professionals. To enable them to find a field of practice, to make them love and embrace the medical secretarial profession, and to provide them with the opportunity to meet other health professionals.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-104
	Correspondence Techniques
	2
	0
	2
	4



To gain the knowledge and skills to conduct different types of correspondence in institutions and organizations. Recognition of document types used in public and private organizations. Implementation of official correspondence rules. Preparing various official correspondence and business writings effectively.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-106
	Office Management and Secretarial
	2
	0
	2
	4



To provide knowledge about the concept of office, offices and their types, tools and techniques used in offices, and office management. Understanding the concepts of management and manager, grasping management theories chronologically, understanding the management process. Ways to be a successful manager and understanding the characteristics of a successful manager. Understanding the place, importance and application of communication, conflict and motivation in management. Understanding the use and management of office equipment. Understanding the characteristics and uses of business management techniques used in offices. Understanding the concepts of document, documentation and archive and their use in offices.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-108
	Disease Information
	2
	2
	3
	6



The unit aims to make people understand the terms in the definition of health, the factors that change health status, the definition of disease and its causes. In addition, the definition of health services is made and the contents of health services, especially preventive health services, are explained. Understanding the terms used in the definition of health, factors that change health status, the definition of disease and its causes. Be able to classify health services and their contents and evaluate the importance of preventive health services. To have information about diseases.
	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-110
	Good Speech and Diction
	2
	0
	2
	2



To gain good speaking skills. To be able to explain the basic concepts and theories regarding eloquent speaking. To understand the pronunciation of words (articulation), phonetics, stress, intonation, pitch, breathing technique, pausing, and Standard Istanbul Turkish at a knowledge level. You will learn the use of language, word choice, grammar rules, language obsessions and fashion expressions, and you will be careful not to use these in your speech. In the art of oratory; You will understand how an orator should be and what the elements of oratory are, and you will examine sample oratory texts. You will learn the principles of successful presentation. You will become familiar with rhetorical strategies, methods in eloquent speech, and strategies that increase the effectiveness of speech.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-112
	Occupational Health and Safety
	2
	0
	2
	2



By providing students with clear information about the Occupational Health and Safety Law and Occupational Accidents and Occupational Diseases that may be encountered in Business Life, and preparing the basic knowledge and infrastructure for their education so that they can benefit from their internships and business lives. Knowing the Occupational Health and Safety Law. Knowing the work accidents that may occur in business life. Determining Workplace Hazard Classes and knowing the duties of Occupational Health and Safety Professionals.


[bookmark: _GoBack]3. SEMESTER
MANDATORY

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-201
	Medical Documentation III
	4
	4
	6
	6



The importance of file storage. File storage methods. Definition and purpose of automation. Archiving and automation security. The legal role of archives and automation. Difficulties encountered in archiving and automation. Definition and importance of archive, its functions, definition of archivist. Institutions that provide information and document services. Analysis of patient files. Numbering of patient files. Indexes used in the patient files archive. Sections and functions of the patient files archive. Organizational models in the patient files archive. Organization of patient files.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-203
	Archive Information
	2
	0
	2
	3



To have the current theoretical and practical knowledge required for practice in the field of Medical Documentation and Secretariat. Use and maintenance of equipment and technologies related to the field of Medical Documentation and Secretariat. Communicating accurately, clearly, clearly, written and verbally with patients, their relatives and colleagues. Taking responsibility as an active team member in practices related to the field of Medical Documentation and Secretariat.



	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-205
	First aid
	2
	0
	2
	3



To provide competencies regarding the basic principles of first aid, basic life support, first aid for injuries, first aid for fractures, dislocations and sprains, first aid in other emergency situations and transportation. Having an idea about the characteristics and responsibilities of a first aid person. Knows basic first aid rules and can apply it safely when necessary. It ensures that the person is transported to a healthcare facility after making a conscious temporary intervention in case of illness or accident.


	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-207
	Management and Organization in Healthcare Institutions
	2
	0
	2
	3



To train individuals with qualified knowledge about the structure and management of Health Institutions. To ensure that health institutions operate effectively and efficiently. Learns the concepts of management and manager. Gains information about the structure and functioning of health institutions. Knows and learns the organization of Health Services.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-209
	Medical Statistics
	2
	0
	2
	3



To prepare, process, evaluate, summarize and transform data into meaningful data. Can test research hypotheses. Ability to plan, execute, analyze and evaluate the results required in studies conducted in the field of health services. Determining health structure and characteristics.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-211
	Health Legislation
	2
	0
	2
	3





In this course, the basic plate presentation techniques used in professional kitchens, sauce drawing methods, the rules and subtleties of making food visually attractive, plate design techniques and features, and how plate composition is made are explained. The importance of food decoration art, basic decor skills, creativity and innovative perspective are taught. It enables students to understand the importance of the connection between cuisine, art and design, and to develop their creativity in the kitchen and design plates.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-213
	Medical Terminology
	2
	0
	2
	3



The aim of the medical terminology course is to teach the necessary medical terms to ensure healthy communication among healthcare professionals and to use a common language. Learning the basic structures that make up medical terms with their spelling, pronunciation and meaning. Can analyze medical terms. Learns the roots that form the medical term. Learns the prefixes that form medical terms. Learns the suffixes that form medical terms.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	STJ-111
	Internship
	0
	0
	0
	5



Allows the student to apply the knowledge learned in practice. Applies theoretical knowledge. Patient relationships improve. Human relations improve.


SELECTED


	Course Code
	Course Name
	T
	U
	K
	AKTS

	GÖN-101
	Volunteering Activities
	2
	0
	2
	3



The concept of volunteering and volunteer management, Basic areas of volunteering (Afad, Environment, Education, Culture, Sports, Health, Social Services), The importance of community service practices, identifying current problems of the society and producing projects to find solutions, social responsibility, communication and communication processes.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-215
	Protocol Information
	
	
	3
	



In this course, protocol management, Social protocol, State protocol, Meetings, Communication protocol: Correspondence and telephone conversations, Communication protocol: Internet protocol, Banquet protocol, Clothing protocol, Global protocol and social traditions, Other do's and don'ts in protocol, Mass media. Discussion on protocol issues in the news, discussion on protocol issues in movies and television programs are discussed within the scope of the course.

4. SEMESTER

MANDATORY

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-202
	Medical Documentation IV
	4
	4
	6
	6



Getting to know the medical secretary profession. Understand the importance of medical documentation. Getting to know other healthcare professionals and healthcare institutions. Recognizing its place and importance in health institutions. Applying theoretical knowledge. Getting to know the archives of the Health Institution.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-204
	Communication in Health Services
	2
	0
	2
	3



Communication is one of the most important elements of social life. The aim of this course is to define the process known as communication, to examine the psychological processes related to communication, and to review the areas related to communication within psychology research and applications. It is aimed at developing the necessary professional communication skills for students who will enter the business world. Students who can successfully complete this course; To gain knowledge about what communication is and how it can be achieved. Students who can successfully complete this course; To be able to analyze their communication processes and to gain awareness about their own communication styles.



	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-206
	Behavioral sciences
	3
	0
	3
	4



It is aimed for people in the work environment to obtain the necessary information on subjects such as perception, motivation, attitudes, learning, personality, values, beliefs, culture, emotions and groups regarding themselves, their colleagues and their organizations. Defines basic concepts related to behavioral sciences. Explains motivation, job satisfaction and groups by giving examples. Interprets Personality Theories and personality traits that come to the fore in organizations.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-208
	Public Health
	3
	0
	3
	4





Can define the concept of health promotion and the steps of health promotion. Can describe major child health promotion steps and explain causes of child mortality. Can describe the general epidemiological characteristics of infectious diseases, prevention methods, epidemic investigation methods and notification systems. Can explain the definition of accident, classify accident types, and explain the importance of the public health approach. Can define basic concepts related to nutrition, healthy nutrition and nutritional principles specific to risk groups. The state of women's health can identify its determinants. Can describe fertility regulation and family planning methods. Explains the relationship between working life and health and can define concepts related to employee health.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-210
	Medical Secretarial Services
	2
	0
	2
	4





The aim of the Medical Documentation Secretariat course in health services is to enable medical secretaries working in the field of health to understand the concept of Medical Documentation and the importance of health records within the framework of health institutions and health services; purposes of use; their learning. Understands the importance of medical secretariat. Recognizes its place and importance within health institutions. Applies theoretical knowledge.

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-212
	International Classification of Diseases
	2
	0
	2
	3






Comprehension of the international common language of diseases. Comparing the health levels of countries using standard terminologies between countries. To provide ease of use in health services management and epidemiological studies.








SELECTED

	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-214
	Business Administration
	2
	0
	2
	3


Recognizes business and business-related concepts. Knows business objectives and features. Learns the functions of the business. Can analyze the environmental conditions of the business. Understands entrepreneurship and the importance of entrepreneurship.
	Course Code
	Course Name
	T
	U
	K
	AKTS

	TDS-216
	Quality Management Standards in Health Services
	2
	0
	2
	3



To train individuals with qualified knowledge about the structure and management of Health Institutions. To ensure the effective and efficient operation of Health Institutions. Learns the concepts of management and manager. Gains information about the structure and functioning of health institutions. Knows and learns the organization of Health Services.
1

