4

2006

ACILACAK BOLUM/PROGRAM

MUFREDAT VE DERS iCERIKLERI FORMU

Akademik Birim

Saghk Hizmetleri Meslek Yiiksekokulu

Acilacak Boliim/Anabilim Dah

Tibbi Hizmetler ve Teknikler

Acilacak Bilim Dali/Program

Tibbi Dokiimantasyon ve Sekreterlik

DERS

KODU DERS ADI

ZORUNLU/

T|U|K| AKTS SECMELI

DERS iCERIiGi

Yabanci Dil-I: Ingilizce

431211301

Foreign Language-I: (English)

Tanmigma, “Be” Fiili, Sayilar, Renkler, Sahiplik Sifatlari,
Sahiplik Fiilleri, Varlik-Yokluk Bildirme, Yer Edatlari, Emir
Cumleleri, Siklik Zarflari, Nesne Zamirleri, Yapabilmek-
Zorunlu Edebilmek Kalibi, Saat Okuma, Fiyat Sorma-Soyleme, Para
Birimleri, Genis Zaman, Simdiki Zaman, Ge¢mis Zaman,
Simdiki Zamanin Hikayesi, Gereklilik Fiilleri, Meslek Sorma-
21012 2 Séyleme, Baglaglar, Ozel Kipler

Introduction to the course, to be, numbers, colours, possessive
adjectives, have got-has got, there is/there are, prepositions,
Imperatives, frequency adverbs, pronouns, can/can’t, talking
about time, money and price, currency, Present Simple, Present
Continuous, Past Simple, Past Continuous, have to/don’t have
to, talking about jobs, conjunctions, modals

Compulsory

750011301 | Tirk Dili-I

Dil, dil-kdltiir iliskisi, Tiirk dilinin diinya dilleri arasindaki yeri,
Tirk dilinin gelisimi ve tarihi devreleri, Tiirk dilinin bugiinkii
durumu ve yayillma alanlari, Tiirkgede sesler ve
siniflandirilmasi, Tirkgenin ses Ozellikleri ve ses bilgisi ile
ilgili kurallar, hece bilgisi, imla kurallar1 ve uygulamasi,
noktalama isaretleri ve uygulamasi, Tiirk¢enin yapim ekleri ve
uygulamasi, kompozisyonla ilgili genel bilgiler, kompozisyon
yazmada kullanilacak plan ve uygulamasi, Tiirk¢ede isim ve fiil
cekimleri, kompozisyonda anlatim sekilleri ve uygulamast,
zarflarin ve edatlarin Tiirk¢edeki kullanilisi.

2101 2 2 Zorunlu
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Turkish Language-I

Compulsory

Language, relation between language and culture, place of
Turkish language among the world languages, development
and historical circuits of Turkish language, today's situation and
spreading areas of Turkish language, voices and classification
of Turkish language, voices of Turkish language and rules
about sound, syllabic, Application of punctuation marks and its
application, Turkish production addition and application,
general information about composition, plan and application to
be used in composition writing, Turkish name and verb forms,
composition form and application in composition, use of
adverbs and prepositions in Turkish

740011301

Atatiirk Ilkeleri ve Inkilap
Tarihi-1

Atatiirk’s Principles and History
of Turkish Revolution-I

Zorunlu

Inkilap, ihtilal ve reform kavramlari, XIX yiizyilin sonunda
Osmanli Devleti’'nin durumu, I. Diinya Savasi, Mondros
Miitarekesi ve Sevr Baris Antlagsmasi, Anadolu’nun isgali ve bu
isgale olan tepkiler, Mustafa Kemal Paga’nin Samsun’a ¢ikisi,
kongreler, Misak-1 Milli kararlar1 ve TBMM’nin agilisi,
TBMM’ye kars1 ayaklanmalar, milli cepheler, Mudanya ve
Lozan barig antlagmalari.

Compulsory

Revolutions, revolution and reform concepts, the status of
Ottoman State at the end of XIX century, World War |,
Mondros Armistice and Sevr Peace Treaty, invasion of
Anatolia and reactions to this invasion, Mustafa Kemal Pasha's
landing on Samsun, congresses, decisions of “Misak-1 Milli”
and the opening of the Grand National Assembly, revolts
against the Grand National Assembly, national fronts,
Mudanya and Lausanne peace treaties.

730011301

Temel Bilgi Teknoloji
Kullanimi

212 3 Zorunlu

Donanim elemanlar1 ve temel 6zellikleri, isletim sistemleri ve
temel ozellikleri, kelime islemci programi, elektronik hesap
tablosu programi, sunu programi.
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Computer hardware, operating systems, word processing
electronic spreadsheet software, presentation

software,

software

Tibbi terminolojiye giris, Tekil- ¢ogul isim formlarinin
kullanimi, Terimlerde kiigiiltme, Kokler, Onekler, Son ekler,

Compulsory
Insan anatomisine ait terimler, Sistemlere iliskin terimler,

1sasy

" i

2006
Ameliyatlar, Onkoloji ve Psikiyatri ile iligkili tibbi terimler.

Introduction to medical terminology, use of singular-plural
forms, roots, prefixes, suffixes, medical terms of human

Zorunlu
anatomy, medical terms of human body systems, general terms

Use of Basic Information

Technology
dokumanlarin

of surgery, oncology and psychiatry
Tibbi dokumantasyon ile ilgili kavramlar, Tibbi dokuman ve
T1bbi

tarihgesi,
dosyalarinin

0|2
Compulsory
Ozellikleri, Tibbi kayitlarin kapsami, 6nemi, kullanimi ve
hasta

Tibbi Terminoloji I
2
dokumantasyonun

tibbi
diizenlenmesi,

kullanicilari,
numaralanmasi1 ve siralanmasi, Hasta dosyalar1 arsivinde
kullanilan indeksler, Hasta, dosyalar1 arsivinin mimari yap1 ve

baslica
Ozellikleri, Hasta dosyalar1 arsivi boliim ve fonksiyonlari,

541111101
Medical Terminology |
Hasta dosyalar arsivlerinde orgiit modelleri, Hasta dosyalar:

Zorunlu

arsivinin yonetim ve organizasyonu

The concepts related to Medical Documentation, history of
medical textiles and medical documentation, the characteristics
of those in medical documentation, the scope of medical
records, importance, usage and major users, editing, numbering
and sorting of patient files, patient files indexes used in
archives, patient files, architecture and features of the archive
Patient files in the archive section and functions, organizational
models of patient files in the archives, archive management and

Tibbi Dokiimantasyon I

Compulsory

541111102
organization of patient files

Medical Documentation |
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541111104

Anatomi

Zorunlu

Anatomy

Bu derste Anatomiye Giris ve Genel Bilgiler,Lokomotor
Sistem Anatomisi, Dolasim Sistem Anatomisi,Solunum
Sistemi Anatomisi, Sindirim Sistemi Anatomisi, Kadin Uriner
ve Genital Sistemi Anatomisi, Erkek Uriner ve Genital Sistemi
Anatomisi, Endokrin Sistem Anatomisi,Duyu organlar1 ve
Merkezi Sinir Sistemi Anatomisi ve Klinik Anatomik
Terminoloji islenir.

Compulsory

Anatomy of the Endocrine System, Anatomy of the Sensory
Organs and Central Nervous System, Anatomy of the Anatomy
of the Anatomy of the Anatomy of the Gastrointestinal System,
Anatomy of the Anatomy of the Gastrointestinal System,
Anatomy of the Anatomy of the Gastrointestinal System,
Clinical Anatomic Terminology is processed.

431212301

Yabanci Dil-1II: Ingilizce

Zorunlu

Foreign Language-II

Sayilabilir-Sayilamaz Isimler, Miktar Bildirme Sifatlari,
Karsilastirma Sifatlari, Gelecek Zaman, Gelecek Zamanda
Simdiki Zaman, Hava Durumundan Bahsetme, Sifatlar,
Zarflar, Sart ctimleleri, Tavsiye Cimleleri, Zorunluluk
Ciimleleri, Kisilik Sifatlari, Yakin Gegmis Zaman

Compulsory

Countable-Uncountable nouns, comparatives, superlatives
There is/There are, prepositions, modals, present continuous
tense in the future, will/won’t, be going to, talking about
weather, adjectives, adverbs, conditionals, should/shouldn’t,
must/mustn’t, personality adjectives, present perfect tense

750012301

Tiirk Dili-11

2101 2 2 Zorunlu

So6zciik ve anlami, anlamlar1 yoniinden sozciikler, sozciiklerin
gercek, yan ve mecaz anlamlari, deyimler, ikilemeler, terimler,
dil yanlslari, Tiirk¢enin ciimle yapisi, climle 6geleri, ciimle
¢Oziimlemeleri; roman, makale, deneme, siir gibi yazili anlatim
tiirleri; sunum, rapor ve tutanak ornekleri, dilekce, is mektubu
ve 0zgeemis yazma, karsilikli konugma ve tartigsma.
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Turkish Language-I1

Compulsory

And the meaning of the word, meanings of words in terms of,
words are real, and metaphorical meanings of the side,
expressions, doublings, terms, language mistakes, Turkish
sentence structure, novel, article, trial, poetry etc., presentation,
report and record examples of, petition, cv, and business letters,
discussions and debates

Atatiirk Ilkeleri ve inkilap
Tarihi-ll

740012301

Atatiirk’s Principles and History
of Turkish Revolution-II

Zorunlu

Atatiirk’lin siyasi, sosyal, egitim ve kiiltiir alaninda yaptigi
inkilaplar ve inkilaplarin olus siireci, Tiirk inkilap tarihinin
temel ilkeleri olan Cumbhuriyetcilik, Milliyetcilik, Halkeilik,
Inkilapgilik, Laiklik, Devletgilik, Atatiirk donemi i¢ ve Tiirk dis
politikasindaki gelismeler, Atatiitk sonrast Tiirkiye ve
diinyadaki gelismeler.

Compulsory

Ataturk's political, social, educational and cultural reforms and
reforms in the process of becoming; Republicanism,
Nationalism, Populism, Revolutionism, Secularism, Etatism,
which are the basic principles of Turkish Revolution History;
Ataturk period internal and Turkish foreign policy
developments; developments in Turkey and the world after
Ataturk.

730012301

Temel Bilgisayar Bilimleri

Basic Computer Sciences

Zorunlu

Resim diizenleme programi, e-posta programlar1 ve ozellikleri,
Internet ve giivenlik, zararli yazilimlar ve korunma yontemleri,
bilisim suclar1 ve etik, mobil uygulamalar, sosyal medya
uygulamalar1 ve dogru kullanimi, giincel web teknolojileri,
uzaktan egitim.

Compulsory

Image processing software, e-mail software, Internet and
security, computer viruses and anti-virus software, cybercrimes
and ethics, mobile applications, social media and effective use
of social media, contemporary web technologies, distance
education

(Form No:
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T1bbi Terminoloji II

541112101 210

Medical Terminology II

Zorunlu

Kardiyovaskiiler sistem terimleri, Solunum sistemi terimleri,
Sindirim sistemi terimleri, Sinir sistemi ve duyu organlarina ait
terimler, Endokrin sistem terimleri, Uriner ve Genital sistem
terimleri, Ameliyatlar iliskin terimler, Onkoloji ve Psikiyatri ile
iliskili tibbi terimler.

Compulsory

Medical terms of cardiovascular system, respiratory system,
digestive system, nervous system and sense organs, endocrine
system and urogenital system, general terms of surgery,
oncology and psychiatry.

Tibbi Dokiimantasyon II

541112103 210

Medical Documentation |1

Zorunlu

Saglik Uygulama Tebligi(SUT) nedir, SUT un Amaci, SUT un
kapsami nedir, SUT un dayanagi nedir, Saglik Hizmetleri
Sunuculari, Birinci Basamak, Ikinci Basamak, Uciincii
Basamak Resmi Saglik Hizmeti Sunuculari, Saglik Hizmeti
Sunucularina miiracaat ve Yiikiimlilikler, saglik hizmeti
sunucularinca hasta kabul ve sevk islemleri.

Compulsory

What is the Health Implementation Communiqué (SUT), What
is the purpose of SUT, what is the scope of SUT, what is the
basis of SUT, Health Service Servers, First Step, Second Step,
Third Step Official Health Service Servers, Application to
Health Service Servers, Health patient acceptance and referral.

Tibbi Dokiimantasyon II
Uygulama
541112504 0|8

Medical Documentation |1
Practice

Zorunlu

Hasta dosyalariin olusturulmasi, dosyalar1 olusturan form ve
cizelgeler, hasta dosyalarinin nitelik ve nicelik yoniinden
analizi, saghk kuruluslarindan kullanilan belge, form,
cizelgeler.

Compulsory

The creation of patient files, forms and charts that make up
files, analyzed in terms of quality and quantity of patient files,
documents used in health institutions, forms, charts.charts.

541112105 | Hastalik Bilgisi 210

Zorunlu

Hikaye Alma ve Fizik Muayene Dolasim sistemi hastaliklari
Solunum Sistemi Hastaliklarn Endokrin sistem hastaliklar
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Disease Knowledge

Onkolojik hastaliklar Sindirim sistemi hastaliklar1 Uro-Genital
sistem hastaliklar1 Bagisiklik sistemi ve Allerjik hastaliklar.

Compulsory

Physical Examination and History Taking Circulatory system
diseases Respiratory Diseases Endocrine system diseases
Oncological diseases Digestive system diseases Uro-genital
system diseases The immune system and allergic diseases.

541112106 | Sekreterlik | 2

01 2 2 Zorunlu

Tip sekreterlerinin gérev ve sorumluluklar1 tibbi sekreterligin
tanim1 -Tibbi sekreterlerin ¢alisma alanlar1 -.alanda calisan
sekreterlerin gérev ve sorumluluklarinin anlatimi, hizmet ve
saglik hizmetleri kavramlar1 saglik hizmetleri tanimi ve
siiflandirilmasi -fiziksel mallar ve hizmetler nedir 6zellikleri
nedir mal ve hizmetlerin karsilastirilmast  sekreterlik
hizmetlerinde planlama yapilacak islerin planlanmasi giinliik
calismak programi yapmak - fihrist hazirlamak ve giincellemek
zaman plani (zaman yonetimi) sekreter yonetici ortak ¢aligmasi
ekip olabilme takimdash-. sekreterlerin yoneticilerinden
beklentileri - Yoneticilerin sekreterlerden beklentileri 10
sekreterlik hizmetlerinde kalite sekreterlik mesleginde hizmet
kalitesi i¢in neler gerekir toplam kalite anlayisi igerisinde
sekreterlik hizmetlerinin degerlendirilmesi telefonda konusma
teknikleri telefonda konusma kurallar1 -telefon ile arama /
yanitlama mesaj alma / birakma telefon konusmalarinda uygun
olan ve olmayan ifadeler randevularin diizenlenmesi
yoneticiler adma alinan verilen randevular hasta randevular-
randevu alma randevu verme randevu iptali -hasta
randevularinin  organizasyonu toplantt  organizasyonlari
toplant1 diizenlemesinde Orgiitleme yuritme- kontrol -.
Toplant1 ¢agrisinda bulunmasi gereken o6zelliklertoplant
sonrasi1 gorevler
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Secretarial 11

Compulsory

MEDICAL SECRETARY OF DUTIES AND
RESPONSIBILITIES expression of Medical Secretary
Definition -Medical secretary of workspaces -.Al career
employees secretary duties and responsibilities, SERVICES
AND HEALTH CONCEPTS Health Service definition and
classification What Features What is -Physical goods and
services for the comparison of goods and services PLANNING
SERVICES SECRETARY Attractions in planning works daily
to make the program work - Indexes time to prepare and the
plan (time management) EXECUTIVE SECRETARY OF
COLLABORATION To be takimdashi- Team. The executive
secretary of expectations - expectations from the Executive
Secretary SECRETARY SERVICE QUALITY Secretariat
What you need for the service quality in vocational assessment
of secretarial services in the total quality approach PHONE
SPEAKING TECHNICAL calls from a phone conversation
rules -Telephony / response message receiving / releasing
Phone appropriate speech and non-phrases ARRANGEMENT
OF APPOINTMENTS scheduled appointments made on behalf
Manager patients randevular- Organization of appointments
appointment appointment appointment not sick cancellation
CONFERENCE ORGANISATION, implementation and
control arrangements to organize the meeting -. After tasks to
be included in the meeting invitatio

235121312

Ahilik Kiltira ve Meslek
Ahlaki

2101 2 2 Zorunlu

Ahiligin kaynaklari, Anadolu’da Ahiligin ortaya ¢ikisi, meslek
ve ahlak, Ahi Evran ve diger Kirsehir biyiikleri, Tirkiye
Selg¢uklulart doneminde yasamis Kirsehir biiyiikleri, ahiligin
Anadolu’daki faaliyetleri ve temel oOzellikleri, Osmanli’dan
giiniimiize Ahilik teskilati, giiniimiizde ahilik
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Akhism Culture and Vocational
Ethics

Compulsory

Sources of Akhism, the emergence of Akhism in Anatolia,
occupation and morality, Ahi Evran and the other known
people of Kirsehir , known people who lived in the period of
Turkey Seljuks of Kirsehir, the activities and basic
characteristics of Akhism in Anatolia, Akhism organization
from the Ottoman Empire to today, Akhism today

Saglik Enformasyon Sistemleri I

541121101

Health Information Systems |

Zorunlu

Enformasyon sistemlerinin tarihsel gelisimi, veri ve
enformasyon kavramlari, karar verme ve problem ¢dzme,
sistem kavrami1 ve enformasyon sistemleri, Tirkiye’de
konularina gore saglik veri kaynaklari, veri iglem yontemleri,
Enformasyon sisteminin yapilanmasi, Tiirkiye’de saglik
enformasyon sistemi, Saglik diizeyi gostergeleri.

Compulsory

In this course, the historical development of information
systems, data and information concepts, decision making and
problem solving, system concepts and information systems,
health data sources, according to the issues in Turkey, data
processing methods, the construction of information systems,
health information systems in Turkey, covers the topic the level
of health indicators.

541121109

Saglik Kurumlar1 Yonetimi 2

0] 2 2 Zorunlu

Yonetimin tanimi, yonetim biliminin tarihsel gelisimine iliskin
temel kavramlar bilgisi Koruyucu, tedavi edici ve rehabilite
edici saglik hizmetleri bilgisi, Yonetim kaynaklar1 bilgisi,
Saglik isletmelerinin amaglari, tiirleri, hukuksal yapilari,
kavrayabilme, Hastanelerin gelisimi, tipleri ve fonksiyonlari,
kavrayabilme, Yataksiz saglik kuruluslarini, kavrayabilme,
Yonetim kademeleri bilgisi, yonetim stireclerini aciklayabilme,
Devlet karami, anayasa, yonetim organlari, bilgisi, Tiirkiye’de
saglik hizmetlerinin Orgiitlenmesi, kavrayabilme, Tirkiye’de
hastane islemleri organizasyonu, kavrayabilme, Uluslarlarasi
saglhik orgiitleri, bilgisi, Tirk saglik finansman kuruluslar

(Form No:
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Health Facilities Management

bilgisi, Saglik isletmelerinde personel yonetimi, saglik
mevzuati bilgisi

Compulsory

The definition of governance, the basic concepts more
protective of the historical development of management
science, curative and rehabilitative health services,
information, management sources of information, the purpose
of health enterprises, types of legal structures, comprehend,
development of hospital types and functions, comprehend,
Outpatient organizations, to understand, to management of
knowledge, to explain the management process, the State land
up, constitution, government bodies, information, organization
of health services in Turkey, comprehend, organization of
hospital operations in Turkey, comprehend, Uluslarlara health
organizations, knowledge of the Turkish health financing
institutions information, staff management in health care
management, health information legislation

541121110

Hastaliklarin Uluslararasi
Siniflandirilmasi |

International Assets of Diseases
I

Zorunlu

1 ICD simiflama sistemlerini tanimlamak, ICD 8, ICD 9, ICD -
10 gesitlerini aciklamak 2 ICD-10 siiflama yapisini, 6zel
tabulasyon listelerini, siniflandirma ailesini tanimlamak 3 ICD-
10 uzmanhiga dayanan uyarlamalar, hastaliklar1 kodlama
bilgileri diizeylerini tanimlamak. 4 Alfabetik Indeksin
Diizenlenmesi, yapisi, temel kodlama tekniklerini tanimlamak.

Compulsory

1 to identify the ICD classification system, ICD-8, ICD-9, ICD
- 10 describes the kinds 2 The ICD-10 classification structure,
the special tabulation lists to define the classification family 3
based on ICD-10 expertise adaptations disease level to identify
coding information. 4 Regulation of Alphabetical Index
structure, to define the basic coding techniques

541121105

T1bbi Dokiimantasyon III

0] 2 2 Zorunlu

SUT’a gore Saglik Bakanlig1 disindaki {i¢iincii basamak saglik
hizmeti sunucularinca hasta kabul ve sevk islemleri, Genel
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Medical Documentation |11

saglik sigortasi kapsamindaki diger kisilerin saglik hizmeti
sunucularia miiracaat islemleri, SUT’ a (Saglik Uygulama
Tebligi) gore - Kimlik tespiti ve Biyometrik kimlik dogrulama
islemleri, -SUT’ta Sosyal Giivenlik Kurumundan Provizyon
islemlerinin nasil yapildigi, Yurtdis1 Sigortali miiracaatlari,
MEDULA kaynakli provizyon alinmamasi, SUT — Saghk
Hizmeti sunucularina gore Katilim payi, Ayakta tedavide
saglanan ilaclar i¢in katilim pay1, Tibbi malzeme katilim payzi,
-Yardimer iireme yontemi katilm paylari, Katilim pay1
alinmayacak haller, saglik hizmetleri ve kisiler

Compulsory

According to the SUT, patient acceptance and referral
procedures by third-party health service providers other than
the Ministry of Health, healthcare service providers of other
persons covered by the general health insurance, according to
the SUT (Health Implementation Communiqué) - Identification
and Biometric authentication procedures of the provisions of
the Social Security Institution in Turkey; MEDULA non-
provision of authorization, SUT - Participation rate according
to the Health Service servers, Participation share for the drugs
provided in outpatient treatment, Share of the contribution of
medicinal materials, Participation shares,

541121501

Medikal Muhasebe
Uygulamalari I 0

Medical Documentation 111
Practice

Zorunlu

Hasta kaydinin elektronik ortamda olusturulmasi, Hasta
kaydmin iicretlendirilmesi, Hasta kaydina elektronik ortamda
islem ve tetkik girilmesi, Hastaya Randevu olusturulmasi,
Islem iptallerinin nasil yapildigi, Doktor modiillerinin tanimi
ve kullanilmas, Elektronik ortamda Epikriz (¢ikis Ozeti) in
yazimi, Hastaya elektronik ortamda Konsiiltasyon girilmesi ve
Konsiiltasyonun cevaplandirilmasi

Compulsory

Formation of the patient record in electronic environment,
Patient registration, Patient registration in the electronic
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environment and entering the test, Creating an appointment to

the patient, How to cancel the operation, Definition and use of

the doctor modules, Epicrisis in the electronic environment

the patient in electronic

(output  Summary),
environment Response to consultation

tip sekreterlerinin gorev ve sorumluluklart tibbi sekreterligin
tanimi -tibbi sekreterlerin calisma alanlar1 -.alanda calisan

sekreterlerin gorev ve sorumluluklarinin anlatimi, hizmet ve

Entering

saglik hizmetleri kavramlari saglik hizmetleri tanimi ve
smiflandirilmas: -fiziksel mallar ve hizmetler nedir 6zellikleri
sekreterlik

nedir
hizmetlerinde planlama yapilacak islerin planlanmasi gilinliik

mal
calismak programi yapmak - fihrist hazirlamak ve giincellemek
10

hizmetlerin  karsilastirilmasi

Ve

541121111

Zorunlu

Sekreterlik 11

zaman plani (zaman yonetimi) sekreter yonetici ortak ¢aligmasi
sekreterlerin  yoneticilerinden

ekip olabilme takimdagli-.
sekreterlik hizmetlerinde kalite sekreterlik mesleginde hizmet

beklentileri
kalitesi i¢cin neler gerekir toplam kalite anlayis1 igerisinde
sekreterlik hizmetlerinin degerlendirilmesi telefonda konusma

teknikleri telefonda konusma kurallar1 -telefon ile arama /

- yoneticilerin sekreterlerden beklentileri

-hasta

yanitlama mesaj alma / birakma telefon konusmalarinda uygun
ifadeler randevularin diizenlenmesi

yoneticiler adina alinan verilen randevular hasta randevular-
randevu iptali

organizasyonlari

olmayan

olan ve
randevu verme

randevu alma
organizasyonu toplanti

toplant1 diizenlemesinde orgiitleme yiiriitme- kontrol -. toplanti
gereken Ozelliklertoplanti sonrasi

randevularinin

cagrisinda bulunmasi
gorevler
medical secretary of duties and responsibilities expression of

medical secretary definition -medical secretary of workspaces

Secretarial 11

Compulsory

(Form No: FR-400 ; Revizyon Tarihi...../.../... .....; Revizyon No:.......)



_ ACILACAK BOLUM/PROGRAM
MUFREDAT VE DERS iCERIKLERI FORMU

-.al career employees secretary duties and responsibilities,
services and health concepts health service definition and
classification what features what is -physical goods and
services for the comparison of goods and services planning
services secretary attractions in planning works daily to make
the program work - indexes time to prepare and the plan (time
management) executive secretary of collaboration to be
takimdagli- team. the executive secretary of expectations -
expectations from the executive secretary secretary service
quality secretariat what you need for the service quality in
vocational assessment of secretarial services in the total quality
approach phone speaking technical calls from a phone
conversation rules -telephony / response message receiving /
releasing phone appropriate speech and non-phrases
arrangement of appointments scheduled appointments made on
behalf manager patients randevular- organization of
appointments appointment appointment appointment not sick
cancellation conference organisation, implementation and
control arrangements to organize the meeting -. after tasks to be
included in the meeting invitation

541121106

Biyoistatistik

Zorunlu

Biyoistatistige giris ve tanimlar, Dagilimlar ve dagilimlar
tanimlayict Olgiiler, Verilerin siiflandirilmasi, Ortalama ve
diger merkez Olciileri, Standart sapma ve diger yayginlik
Olctleri,verilerin tablo kullanilarak g0sterilmesi,verilerin
grafik kullanilarak gosterilmesi, Bilimsel aragtirma planlari,
Arastirma  degerlendirilmesi ve rapor yazimi, Saghk
istatistikleri, Bilgisayar yardimiyla istatistik

Biostatistics

Compulsory

Introduction to biostatistics and definitions, distribution and
allocation of descriptive measures, data classification, average
and other centers of measurements, standard deviation and
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other measures of dispersion, shown using tables of data,
presentation using graphics data, scientific research plans,
research evaluation and report writing, health statistics,
computer aided statistics

Saglik Enformasyon Sistemleri
I

541122101 2

Health Information Systems 1|

Zorunlu

Hastane yonetiminde bilgi sisteminin isleyisini
aciklayabilecektir, Veri ve bilgi farkini ayirt eder, Hastane
bilgi sistemlerinin gelisimini agiklar, Hastane bilgi
sistemlerinin Ozelliklerini kavrar, Hastane bilgi sisteminin
Oonemini agiklar, Tiirkiye ve Diinyada’ki Hastane bilgi
sistemlerini tartigabilecektir, Tiirkiye’deki hastane bilgi
sistemlerini agiklar, Diinyadaki hastane bilgi sistemleri
konusunu bir bagka sekilde ifade eder, Tiikiye ve Diinya bilgi
sistemlerinin  farkliliklar1  ve  benzerlikleri  konusunda
tartigabilecektir, Tiirkiye ve Diinya bilgi sistemlerinin veri
kaynaklarini aktarir, Hastane otomasyonunu
kullanilabilecektir, Hastane otomasyon programlarinin
araglarimi1 ve bilesenlerini calistirir, Otomasyon programini
temel diizeyde kullanir, Yonetim bilgi sistemleri ve karar
destek sistemlerini kullanir.

Compulsory

Explain the functioning of the hospital management
information system, Distinguish the difference between data
and information, Describes the development of hospital
information system, Understand the characteristics of hospital
information systems, Explain the importance of hospital
information system, Discuss the hospital information systems
in Turkey and worldwide, Explain hospital information
systems in Turkey, It refers to the issue of hospital information
systems in the world in another way, Discuss the similarities
and differences in the information systems of Turkey and The
World, Turkey and transmits the data resources of the world
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information system, can be used on hospital automation,
Hospitals will operate the means of the automation systems and
components, Automation program uses the basic level, use
information systems and decision support systems.

541122102

Hastaliklarin Uluslararasi
Smiflandirilmasi 11

International Assets of Diseases
1

Zorunlu

1 ICD simiflama sistemlerini tanimlamak, ICD 8, ICD 9, ICD -
10 cesitlerini agiklamak 2 ICD-10 siniflama yapisini, 6zel
tabulasyon listelerini, siniflandirma ailesini tanimlamak 3 ICD-
10 uzmanliga dayanan uyarlamalar, hastaliklar1 kodlama
bilgileri diizeylerini tamimlamak. 4 Alfabetik Indeksin
Diizenlenmesi, yapisi, temel kodlama tekniklerini tanimlamak.

Compulsory

1 to identify the ICD classification system, ICD-8, ICD-9, ICD
- 10 describes the kinds 2 The ICD-10 classification structure,
the special tabulation lists to define the classification family 3
based on ICD-10 expertise adaptations disease level to identify
coding information. 4 Regulation of Alphabetical Index
structure, to define the basic coding techniques

541122114

Tibbi Dokiimantasyon IV

0] 2 5 Zorunlu

SUT - Ilave iicret alinmasi, Ilave iicret alinmayacak kisiler,
llave {icret almmayacak saghik hizmetleri, Otelcilik
hizmetlerinde ilave iicret uygulamasi, Saglik raporlarinin ve
Saglik Kurulu raporlarinin diizenlenmesi, Tedavi kategorileri
ve iligkili tamimlar, Ayakta tedaviler, - Yatarak tedaviler ,
Finansmani saglanan saglik hizmetlerinin saglanma yontemleri
ve 0deme kurallari, SUT’a gore Ayakta tedavilerde 6deme, -
Hizmet basina 6deme yontemi ile faturalandirilacak ayakta
tedaviler, - Evde saglik hizmetlerinde 6deme, - Hizmet basina
0deme yoOntemi, Tamiya dayali islem {izerinden o6deme
yontemi- Hizmetin iptal olmasi veya yarim kalmasi- Acil saglik
hizmetleri 6deme yontemleri (SUT’a gore), - Organ, doku ve
kok hiicre nakli tedavileri
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Medical Documentation 1V

Compulsory

SUT - Additional fees, No additional charge, No additional cost
health services, Additional fees in hotel services, Regulation of
health reports and Health Board reports, Treatment categories
and related definitions, Outpatients, - Inpatient treatments,
Methods of providing health services and payment rules
according to SUT, payment in outpatient treatment, - outpatient
treatment by invoicing per service, - payment in home health
care services, - payment method per service, payment method
on the basis of diagnosis-cancellation of the service or half-out
of the service services payment methods (according to SUT), -
Organ, tissue and stem cell transplantation therapies
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541122502

Medikal Muahasebe
Uygulamalari II

Medical Accounting
Applications 11

Zorunlu

Elektronik ortamda -Hasta Kabul Islemleri ve Yatis Islemleri,
Elektronik ortamda, doktor ve doktor sekreter Egitimleri,
Elektronik ortamda Medikal Muhasebe Icmal Olusturma,
Elektronik ortamda Medula Islemleri, Faturalandirma Usiil ve
Esaslar1, Elektronik ortamda-E-fatura siiregleri, Elektronik
Evrak Yiikleme sistemi, E-nabiz Uygulamalari, Hasta
Karsilama Yonlendirme Hizmetleri, Hastane Bilgi Yo6netim
Sistemi Ozellikleri

Compulsory

In electronic environment -Miss Acceptance Procedures and
Admission Process, Electronic environment, doctor and doctor
secretary Training, Electronic Accounting in Accounting
Enforcement, Electronic Media Medula Operations, Billing
Procedures and Principles, Electronic environment-E-Invoice
processes, Electronic Document Loading System, E -Find
Applications, Patient Welcome Orientation Services, Hospital
Information Management System Features

541122104

Saglik Mevzuati

Health Legislation

Zorunlu

Mevzuat ve saglik kurumlart mevzuati ile ilgili temel
kavramlar, Kamu ve g¢evre saghg ile ilgili mevzuat, Saghk
hizmetlerinin sunumu ile ilgili mevzuat,Ozel saglik kuruluslart
ile ilgili mevzuat,Saglik hizmetleri finansmani ile ilgili
mevzuat,Satinalma mevzuati,Satinalma mevzuati,Satinalma
mevzuati,Saglik personelinin hak ve ytlikiimliiliikleri ile ilgili
mevzuat, Hasta haklart mevzuati,Acil saglik hizmetleri ile ilgili
mevzuat, Saglikta doniisim programi ¢ercevesindeki
uygulamalar; konularini igermektedir.

Compulsory
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Basic concepts related to legislation and legislation of health
institutions, Legislation related to public and environmental
health, Legislation related to presentation of health services,
Legislation related to private health institutions, Legislation
related to health services financing, Procurement legislation,
Procurement legislation, Procurement legislation, rights and
liabilities, Patients' rights legislation, Emergency health
services legislation, Healthcare transformation program
applications; .

541111201

Giizel Konugma ve Diksiyon

Secmeli

Konugsma kavrami: iletisim-dil-diisiince ve konusma iliskisi,
iletisimde so6zlii ve yazili anlatimin yeri, Konusmanin temel
Ogeleril: ses, olusumu ve konusma organlari, Konusmanin
temel Ogeleri2: sesin niteligi, Konusmanin temel 6geleri:
diksiyon, Konusmanin temel Ogeleri: ton ve tonlama,
Konusmanin temel 6geleri: vurgulama ve durak, Konugsmanin
temel 6geleri: beden dili, Konugmanin temel 6geleri7: sdyleyis
kurallar1 ve kusurlar1 ve sozlii anlatim bozukluklari, 6dev
sunumu

Giizel Konusma ve Diksiyon

Elective

Speech concept, Communication-language-thought and speech
relation, the inportance of verbal and written communication in
the communication, key elements of speaking : sound
formation and speech organs, key elements of speaking: voice
qualityi, key elements of speaking3: diction, key elements of
speaking4: tone and toning, key elements of speaking: highlight
and stop, key elements of speaking : body language, key
elements of speaking: speaking rules, defects, oral expression
disorders and homework presentation

541111202

Is Saglig1 ve Giivenligi

21012 3 Se¢meli

Calisma mevzuati ile ilgili genel bilgiler, Calisanlarin yasal hak
ve sorumluluklari, Isyeri temizligi diizeni, Is kazas1 ve meslek
hastaligindan dogan hukuki sonuglar, Meslek hastaliklarinin
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sebepleri, hastaliktan korunma prensipleri ve korunma
teknikleri,Biyolojik ve psikososyal risk etmenleri, Tiitiin
riinlerinin zararlar1 ve pasif etkilenim, ilk yardim,Fiziksel
Kimyasal risk etmenleri, Elle Kaldirma tasima,Parlama,
patlama yangindan korunma, Is ekipmanlarinin giivenli
kullanimi, Elektrik; tehlikeleri,riskleri ve onlemleri, Ekranli
araclarla calisma, Is Kazalarinin sebepleri ve korunma
prensipleri ile tekniklerinin uygulanmasi, Giivenlik ve saglik
isaretleri, Kisisel koruyucu donanim kullanimi, Tahliye ve
Kurtarma Is saghig1 ve giivenligi genel kurallar1 ve giivenlik
kiiltiirii Isyerinde is sagh@ ve giivenligi uygulamalari,
Donemin Gozden Gegirilmesi

Occupational health and Safety

Elective

Legal consequences of occupational diseases, prevention
principles and prevention techniques, biological and
psychosocial risk factors, harms and passive effects of tobacco
products, general information about working conditions, legal
rights and responsibilities of employees, legal aspects of
workplace cleaning, work accidents and occupational diseases,
First Aid, Physical Chemical Risk Factors, Hand Lifting
Transport, Glare, Explosion Protection, Safe Use of Work
Equipment, Electricity; safety and health signs, use of personal
protective equipment, evacuation and rescue General principles
of work health and safety and safety culture Occupational
health and safety practices in the workplace, Conversation
Review

541111203

Temel Matematik

2 1012 3 Secmeli

Temel kavramlar ve say1 sistemleri, Boliinebilme, rasyonel
sayilar, dogal sayilar, siralama, mutlak deger, iislii sayilar,
koklii sayilar, kiimeler ¢arpanlara ayirma, oran-oranti, denklem
¢dzme, Problemler, Islem, modiiler aritmatik, Permiitasyon-
Kombinasyon, olasilik, geometri
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Basic Mathematics

Elective

Basic concepts and number systems, divisibility, rational
numbers, natural numbers, sorting, absolute value, exponential
numbers, root numbers, sets, factorisation, ratio- proportion,
solve equation, Problems, operation, modular arithmetic,
permutation-combination, probability, geometry

541111204

Engellilik ve Yasam

Secmeli

Engellilikle ilgili kavramlar, engellilik tiirleri, engelli
bireylerle iletisim, engellilikle ilgili ayrimciligin nedenleri ve
¢Oziim Onerileri.

Disability and Living

Elective

Disability-related concepts, types of disability, communication
with disabled people, causes of discrimination related to
disability and suggestions for solution.

541111205

Epidemiyoloji

Secmeli

Epidemiyolojiye giris, Epidemiyolojide kullanilan saglik
gostergeleri, Epidemiyolojik arastirmalar-1, Epidemiyolojik
arastirmalar-11,  Epidemiyolojide  veri  toplama  ve
degerlendirme, Epidemiyolojide nedensellik, Kronik hastaliklar
epidemiyolojisi, Bulasic1 hastaliklar epidemiyolojisi, Kanita
Dayali Tip (KDT) ve klinik epidemiyoloji, Saglik kayitlart,
hastalik ve 6liimlerin bildirimi, Epidemiyoloji, saglik politikasi
ve planlamasi,Vaka ¢alismasi,Vaka g¢alismasi, Epidemiyolojik
arastirma planlamasi; konularini igermektedir.

Epidemiology

Elective

Epidemiology, infectious diseases epidemiology, clinical
epidemiology, clinical epidemiology, health records, disease
and epidemiology, health indicators used in epidemiology,
epidemiological investigations-I, epidemiological
investigations-ll, data collection and evaluation in
epidemiology, causality in epidemiology, epidemiology of
chronic diseases, epidemiology of infectious diseases
notification of deaths, epidemiology, health policy and
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planning, case study, case study, epidemiological research
planning; Contains

541111206

On Parmak Yazim Teknikleri |

Ten-Finger Typing Techniques |

F klavye ve Q klavye farkliliklari, Oturma kurallari, El ve
parmaklarin yerlesme kurallari, Dinlenme hareketleri, 10
parmak F klavye ile hizli metin yazma

The difference between F keyboard and Q keyboard, the rules
of typing, placement of ten fingers, sitting and resting rules, ten
fingers fast typing with F keyboard.

541112201

Arastirma Yontem ve Teknikleri

Research method and techniques

Temel Kavramlar, arastirma ve bilimsel arastirma, amacina
gére arastirma tiirleri, yOntemine gore arastirma tiirleri,
aragtirma siirecinde kullanilan terimler, arastirma konularinin
secimi, arastirma probleminin belirlenmesi, Problem
climlesinin olusturulmasi, aragtirmanin planlanmasi, evren ve
orneklemin belirlenmesi, olasilikli 6rneklem yontemleri, veri
tirleri, veri toplama teknikleri, arastirma sonuglarinin
degerlendirilmesi, veri analizi, tablo olusturma, arastirma
sonuglariin sunumu.

The basic concepts, The research and scientific research,
According to the types of research methods, The terms used in
the research process, The choice of the research topics, the
determination of the research problem, The creating of problem
sentence, The planning of research, The determination of the
sample and universe, Data Types, Data collection techniques,
Evaluation of the results of research, Data analyz, The creating
of tables and Presentation of the results of research.

541112202

Isaret Dili

Secmeli
2 | 2 3

Elective

Secmeli
0] 2 3

Elective
012 3 Se¢meli

Tiirkce Isaret Dili'nin alfabesi, temel kelime ve dilbilgisi
yapilarim1 6greterek dersi alan 6grencilerin isitme engellilerle
bu dil araciligiyla iletisim kurmasini saglamaktir. Engelli
bireylerin saglik hizmetlerinden daha fazla yararlanabilmesine
katki saglamak ve engellilere sunulan saglik hizmetlerinde

(Form No: FR-400 ; Revizyon Tarihi...../.../... .....; Revizyon No:.......)




ACILACAK BOLUM/PROGRAM

MUFREDAT VE DERS iCERIKLERI FORMU

Gesture

iletisimi  kolaylastirmak, ayrica saglik personellerimizin
farkindaligini arttirmay1 hedeflemektedir.

Elective

Turkish gesture alphabet, to teach basic vocabulary and
grammar structures so that the studens who take the course
communicate with the hearing impaired through this language,
to contribute to making disabled people more able to benefit
from health services and to facilitate communication in health
services provided to disabled people, it also aims to raise
awareness of our healthcare personel.

541112203

Miizik

Music

Secmeli

Nefes ve ses ¢aligmalari, ses Sagliginin korunmasi, oturarak ve
ayakta calismanin kurallari, bireysel ve grup ¢alismalari, koro
egitimi ¢caligmalarina giris, folk-miizik “halay basi kim ¢eker”,
“camdam sakiz akiyor” adli iki sesli tiirkii ¢alismasi, Istiklal
Marsini koro ile okuma caligsmalari, Istiklal Marsini solo okuma
calismalari, mutluluk sarkist (kanon yapma), tasa c¢aldim
ayvam ile narimi adh tiirkii calismasi, giil agact degilem adli
Tiirk sanat miizigi sarkisi, 6gretmen mars1 ve yemen tiirkiisti.

Elective

Breath and sound studies, protection of sound health, the rules
of sitting and standing, Individual and group study,
introduction to choral education studies, folk-music working
“halay bast kim ¢eker”, “camdam sakiz akiyor” , study of
singing the national anthem with choir, Song of happiness, the
folk singing “tasa caldim ayvam” and “narimi”,Turkish art
music song “gilil agacit degilem”, The teacher anthem and

yemen folk song.

541112204

Saglik Hukuku 2

0|2 3 Se¢cmeli

Saglik hukuku hakkinda bilgi vererek saglik kurumlarinda
saglik hukukuna iliskin konular ile personelin ve hastalarin hak
ve ylkiimliiliikleri ve ihlalleri halinde hukuki yaptirimlar
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Health Legislation

The personnel issues related to the health care law in giving
information about the health law and the rights of patients and
health care obligations and legal sanctions in case of violations

Ik Yardim

541112205 2

First Aid

Birincil ve ikincil degerlendirme -Yetiskinlerde temel yagsam
destegi -Cocuklarda ve bebeklerde temel yasam destegi -
Solunum yolu tikanikliginda ilk yardim -Dis ve i¢ kanamalar -
Yara ve yara ¢esitleri -Bolgesel yaralanmalarda, bas ve omurga
kiriklarinda ilk yardim -Ust ekstremite kirik, ¢ikik ve
burkulmalarinda ilk yardim -Kalga ve alt ekstremite kirik, ¢ikik
ve burkulmalarinda ilk yardim -Acil bakim gerektiren
hastaliklarda ilk yardim -Zehirlenmeler, sicak ¢carpmasi, yanik
ve donmalar -yabanci cisim kagmalarinda ilk yardim -Acil
tasima teknikleri -Kisa mesafede hizli tasima teknikleri -Sedye
olusturarak hasta veya yaralilar1 tasima

Primary and secondary evaluation -responsible adults in basic
life support -basic life support in the boys and babies -Breath
Tract obstruction in first aid -Foreign And internal bleeding -
Tomorrow and types of wounds -Regional injuries in the head
and spine fractures in first aid -Upper Extremity fractures,
dislocations and sprains first aid -Kalg And lower extremity
fractures, dislocations and sprains first aid -Emergency care in
diseases that require first aid -Zehirlen Studies, heat stroke,
burns and freezes first aid foreign, body escape -Emergency
Handling  techniques  -Short-distance-speed  transport
techniques -creating a -Sedy transport sick or injured

On Parmak Yazim Teknikleri II
541112206 1
Ten-Finger Typing Techniques
1

10 Parmak F klavye ile noktalama isaretlerinin yazimi, say1
tuslarimin kullanimi, Microsoft Word tablo islemleri.

Elective

Secmeli
0|2 3

Elective

Secmeli
2|2 3

Elective

Typing punctuation marks and numbers by using ten fingers F
keyboard, Microsotft Word Table operations.
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541121201

Bilimsel ve Kiltiirel Etkinlikler

Scientific and Cultural Activities

Secmeli

Saglik hukuku hakkinda bilgi vererek saglik kurumlarinda
saglik hukukuna iliskin konular ile personelin ve hastalarin hak
ve yiikiimliiliikleri ve ihlalleri halinde hukuki yaptirimlar

Elective

The personnel issues related to the health care law in giving
information about the health law and the rights of patients and
health care obligations and legal sanctions in case of violations

Hasta Psikolojisi ve Iletisimi

541121202

Patient Psychology and
Communication

Secmeli

Sozlii iletisim kurmak, yazili iletisim kurmak, s6zsiiz iletisim
kurmak, bi¢imsel (formal) iletisim kurmak, bi¢imsel olmayan
(informal) iletisim kurmak, orgiit disi1 iletisim kurmak, Hasta ve
Ailesi , T1bbi Sekreter - Hasta Iliskisi, Hasta Psikolojisi , Saglik
Calisanlar1 ve Hasta iletisimi, Sarsic1 Yasam Olaylar

Elective

To communicate verbally, to communicate in writing, to
communicate nonverbal, to establish formal communication, to
establish informal communication, to communicate outside the
organization, Patient and Family, Medical Secretary - Patient
Relationship, Patient Psychology, Healthcare Workers and
Patient Communication , Shocking Life Events

541121203

Yazisma Teknikleri

Correspondence Techniques

Secmeli

Resmi Yazisma Evraki tiirleri, Resmi Yazisma Evrak tiirleri,
Iyi bir yazismanm &zellikleri, Yazigmalarm kurum ve
kuruluslardaki yeri ve Onemi, Resmi yazisma evrakinin
boliimleri, unsurlar1 ve unsurlarin verilis teknikleri, Resmi
yazisma evrakinin boliimleri, unsurlar1 ve unsurlarin verilis
teknikleri, Resmi yazisma evrakinin bdliimleri, unsurlart ve
unsurlarin  verilis  teknikleri, Resmi yazisma evrakinin
boliimleri, unsurlar1 ve unsurlarin verilis teknikleri, Yazisma
Yonetimi, Yazigma Yonetimi, Raporlar, Talimatlar, formlar,
Belgelere erisilememesinin nedenleri, Saglik kurumlarindaki
belge ornekleri; konularini igermektedir

Elective

Forms of official correspondence documents, Types of official
correspondence documents, Types of official correspondence
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documents, Features of a good writer, Place and importance of
correspondence in institutions and organizations, Parts of
official correspondence documents, Elements and elements of
presentation techniques, Elements of official correspondence
documents, Elements and techniques of presentation of
elements, Correspondence Management, Correspondence
Management, Reports, Instructions, Forms, Reasons for not
accessing documents, Contains

541121204

Saglik Egitimi ve Saglig
Gelistirme

Secmeli

Saglig1 gelistirme ile ilgili temel kavramlar ve yaklagimlar -
Saglik egitimine genel bakis -Saglik davranislarinin
belirleyicileri ve sagligi gelistirme modelleri -Diinya Saglik
Orgiitii'niin saglhig1 gelistirme projeleri (saglikli okullar, saglikli
sehirler, saglikli igyerleri vb.) -Yetigkin egitimi ve yetigkinlerin
ogrenme Ozellikleri -Saglik egitimi programini gelistirme
adimlart -Olumlu egitim atmosferi, Iletisim teknikleri -
Interaktif (etkilesimli) egitim teknikleri -Saglk egitimi
programinin degerlendirilmesi ve degerlendirme araglar1 -Grup
dinamikleri ve bir egitim grubunun evreleri -Gorsel-isitsel ara¢
ve afis-brosiir hazirlama

Health Education and Health
Promotion

Elective

The basic concepts and approaches related to the development
-Saglig -Health Education overview -Health Determinants and
health promotion models of behavior -World Health
Organization health development (healthy schools, healthy
cities, healthy workplaces, etc.). Adults the education and
learning characteristics of adults -Health Education program
development  steps  -Oluml  Training  atmosphere,
communication techniques -Interactive (Interactive) training
techniques Evaluation of the Health training program and
evaluation tools -Group Dynamics and stages of a training
group -Visual-auditory-brochures and posters preparation
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541121205

On Parmak Yazim Teknikleri I11

Ten-Finger Typing Techniques
"l

Secmeli

10 Parmak F klavye ile hizli metin yazimi Resmi Yazigma
Kurallar1 Resmi yazi tiirleri

Elective

Fast writing with ten fingers F keyboard Official writing rules
Types of Official Papers.

541121206

Kalite Giivencesi ve Standartlar

Quality Assurance and
Standards

Se¢cmeli

Standardizasyon, Kalite ve kalite kavramikalite giivence;
mesleki standartlar, EFQM miikemmellik modeli, EFQM
miilkemmellik modeli, stratejik yonetim, siire¢ yonetim sistemi,
kaynak yOnetim sistemi.

Elective

Standardization, quality and quality concept, quality assurance;
Professional standards, EFQM excellence model, strategic
management, process management system, resource
management system.

541122201

Cevre Koruma

Enviromental Protection

Secmeli

Cevre yonetmelikleri, risk analizi, atik yOnetimi, dogal
kaynaklar, koruma 6nlemleri.

Elective

Environmental regulations, risk analysis, waste management,
natural resources, protection measures.

541122202

Web Tasarimi

Web Designing

Secmeli

Web tasariminin temelleri, gerekli araglar ve kurulumlari, html,
aspx, css, javascript, xml ve text tilirlindeki sayfalarin
Expression Web ile web safyasi haline doniistiiriilmesi,
goriintiileme diizeni, video, miizik ve hareketli medya
desteklerinin web sayfasina yerlestirilmesi ve proje sunumu.

Elective

The basics of the web design, The necessary tools and
installations, the converting html, aspx, css, javascript, xml and
text formats to web page by using Expression, Display layout,
video, music, and mobile media support are placed on the web
page and the Project presentation.

541122203

Halk Saglig

2

012 3 Se¢meli

Temel Halk Sagligmma Girig, Saglik Yonetimi, Cocuk ve
Adolesan Sagligi, Toplum Beslenmesi, Bulagici Hastaliklarin
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Kontrolii, Epidemiyolojik yontemler, Kadin saghgi, Cevre
sagligi, Kronik hastaliklar, Yetigkin Sagligi, Tiitlin ve tiitiin
iirlinleriyle miicadele, Saglik Egitimi, Okul Saglhigi

Public Health

Elective

Introduction to Essential Public Health, Health Care
Management, Child and Adolescent Health, Community
Nutrition, Control of Communicable Diseases,
Epidemiological methods, women's health, environmental
health, chronic diseases, adult health, the fight against tobacco
and tobacco products, Health Education, School Health

541122204

Halkla iliskiler

Secmeli

Halkla iligkilere giris, Reklam, Propaganda ve Halkla iligkiler
kavramlarimin karsilastirilmasi, Empati-Sempati tanimlari,
Hastanelerde halkla iliskilerin Onemi, Hastanelerde halkla
iligkilerin orgiitlenmesi, Kurum i¢i halkla iligkiler faaliyetleri,
Kurum dis1 halkla iliskiler faaliyetleri, Ozel ve Kamu Saglk
sektoriinde hakla iligkiler birimlerinin gorevleri ve faaliyetleri,
Kamuoyunun 6zel hastanelere bakis agisi.

Public Relations

Elective

Introduction to the public relations, Comparison of advertising
propaganda and the public relation concepts, Definitions of
empathy and sympathy, The importance of the public relations
in the hospital, Organization of the public relations in the
hospital, Internal public relation activities, External public
relation activities, The tasks, responsibilities and activities of
the public relations department in the private and public health
sectors, The perspective of the public to the private hospitals.

541122205

T1ibbi Deontoloji ve Etik

31013 4 Secmeli

Deontoloji ve metodolojisi, Hasta-hekim (teknisyen) iliskileri,
Insan haklar1 Abortunv.s.Ozerklik ve aydinlatilmis onam,
Organ aktarimi, Etik prensibler, Tip tarihi, T1bbi etik ve bioetik,
Iletisim Genetik ve etik, Arastirma etigi, Alternatif tip, Hasta
haklar1, Deontoloji metodoloji
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Medical Deontology and Ethics

Elective

Deontology and methodology, patient-physician (technician)
relations, it's about human rights.s.Autonomy and informed
consent, Organ transfer, ethical principles, history of Medicine,
medical ethics and bioethics, communication, and genetic
ethics, research ethics, Alternative Medicine, patient rights,
Ethics, methodology

On Parmak Yazim Teknikleri IV
541122206

Secmeli

Ten-Finger Typing Techniques
v

On parmak F klavye ile hizli metin yazimi, On parmak F klavye
ile tibbi metin yazimi

Elective

Fast writing with ten fingers F keyboard, Writing medical
papers with F keyboard

DONEMLERE GORE AKTS CiZELGESI
Akademik Birim Saghk Hizmetleri Meslek Yiiksekokulu
Boliim/Anabilim Dali Tibbi Hizmetler ve Teknikler Boliimii
Bilim Dali/Program Tibbi Dokiimantasyon ve Sekreterlik Program
. YARIYIL
ZORUNLU
DERS KODU SECMELIi DERS ADI T | U | K| AKTS
431211301 Zorunlu Yabanci Dil-I:Ingilizce 2 |0 |2 2
750011301 Zorunlu Tiirk Dili | 2 | 0|2 2
740011301 Zorunlu Atatiirk Ilkeleri ve Inkilap Tarihi I 2 |0 |2 2
730011301 Zorunlu Temel Bilgi Teknolojileri Kullanimi 1 2 | 2 3
541111101 Zorunlu Tibbi Terminoloji I 2 | 0|2 4
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541111102 Zorunlu Tibbi Dokiimantasyon I 2 | 0|2 4
541111104 Zorunlu Anatomi 2 | 0 ]2 4
5411SEC-1 Se¢meli Se¢meli 1 2 | 0|2 3
5411SEC-1 Se¢cmeli Segmeli 1 2 0| 2 3
5411SEC-1 Se¢cmeli Se¢meli 1 1 2 | 2 3
TOPLAM 18| 4 |20 30
Secmeli 1
541111201 Se¢meli Giizel Konusma ve Diksiyon 2 0| 2 3
541111207 Se¢meli Is Saglig1 ve Giivenligi 2 | 0|2 3
541111203 Se¢meli Temel Matematik 2 0| 2 3
541111204 Se¢meli Engellilik ve Yasam 2 0| 2 3
541111205 Se¢meli Epidemiyoloji 2 | 0|2 3
541111206 Se¢meli On Parmak Yazim Teknikleri I 1 2 | 2 3
Il. YARIYIL
ZORUNLU
DERS KODU SECMELI DERS ADI T|U|K AKTS
431212301 Zorunlu Yabanci Dil-II: Ingilizce 210 |2 2
750012301 Zorunlu Tiirk Dili 1T 21 0|2 2
740012301 Zorunlu Atatiirk Ilkeleri ve Inkilap Tarihi II 210 |2 2
730012301 Zorunlu Temel Bilgisayar Birimleri 112 |2 3
541112101 Zorunlu Tibbi Terminoloji II 21 0|2 2
541112103 Zorunlu Tibbi Dokiimantasyon 11 21 0|2 2
541112504 Zorunlu T1bbi Dokiimantasyon II Uygulama 0| 8| 4 4
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541112105 Zorunlu Hastalik Bilgisi 21 0|2 2
541112106 Zorunlu Sekreterlik | 2 |1 0|2 2
5411SEC-2 Se¢meli Se¢meli 2 210 |2 3
5411SEC-2 Se¢meli Se¢meli 2 21 0|2 3
5411SEC-2 Se¢meli Segmeli 2 112 |2 3
TOPLAM 20 | 12 | 26 30

Sec¢meli 2
541112201 Se¢meli Arastirma Yontem ve Teknikleri 2|1 0|2 3
541112202 Se¢meli Isaret Dili 21 0|2 3
541112203 Se¢meli Miizik 2|1 0] 2 3
541112204 Se¢meli Saglik Hukuku 21 0|2 3
541112205 Se¢cmeli Ik Yardim 2|1 0|2 3
541112206 Se¢meli On Parmak Yazim Teknikleri II 112 |2 3
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I1l. YARIYIL
ZORUNLU
DERS KODU SECMELI DERS ADI T | U | K| AKTS

235121312 Zorunlu Ahilik Kiiltiirii ve Meslek Ahlaki 2 0|2 2
541121101 Zorunlu Saglik Enformasyon Sistemleri | 2 | 2 13 3
541121109 Zorunlu Saglik Kurumlar1 Yonetimi 2 0 |2 2
541121110 Zorunlu Hastaliklarin Uluslararasi Siniflandirilmasi I 1 1|2 2
541121105 Zorunlu Tibbi Dokiimantasyon III 2 | 0|2 2
541121501 Zorunlu Medikal Muhasebe Uygulamalari I 0 | 8|4 6
541121111 Zorunlu Sekreterlik 11 2 | 0|2 2
541121106 Zorunlu Biyoistatistik 2 | 0|2 2
5411SEC-3 Se¢meli Se¢meli 3 2 0|2 3
5411SEC-3 Se¢meli Se¢meli 3 2 0|2 3
5411SEC-3 Se¢meli Se¢meli 3 1 2 | 2 3

TOPLAM |18 [ 13|25 30

Secmeli 3

541121207 Se¢meli Bilimsel ve Kiiltiirel Etkinlikler 2 0|2 3
541121208 Se¢meli Hasta Psikolojisi ve Iletigimi 2 0|2 3
541121209 Secmeli Yazigsma Teknikleri 2 0| 2 3
541121210 Se¢meli Saglik Egitimi ve Saglhigi Gelistirme 2 | 0|2 3
541121205 Secmeli On Parmak Yazim Teknikleri Il 1 2 | 2 3
541121206 Se¢meli Kalite Giivencelesi ve Standartlari 2 0|2 3
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IV. YARIYIL
ZORUNLU
DERS KODU SECMELI DERS ADI T | U | K| AKTS

541122101 Zorunlu Saglik Enformasyon Sistemleri I1 2 2 | 3 4
541122102 Zorunlu Hastaliklarin Uluslararas1 Siiflandirilmasi 11 1 1 ]2 4
541122104 Zorunlu T1bbi Dokiimantasyon IV 2 0| 2 5
541122502 Zorunlu Medikal Muhasebe Uygulamalari 11 0| 8|4 4
541122107 Zorunlu Saglik Mevzuati 2 1 0 ]2 4
5411SEC-4 Se¢cmeli Se¢cmeli 4 2 0| 2 3
5411SEC-4 Se¢meli Se¢meli 4 2 0|2 3
5411SEC-4 Se¢meli Se¢meli 4 1 2 | 2 3

TOPLAM 12 1 13 | 19 30

Secmeli 4
541122201 Se¢cmeli Cevre Koruma 2 0| 2 3
541122205 Secmeli Web Uygulamalari 1 2 | 2 3
541122203 Sec¢meli Halk Saglig 2 0 ]2 3
541122204 Se¢meli Halkla iligkiler 2 | 0|2 3
541122202 Sec¢meli Deontoloji ve Meslek Etigi 2 0 ]2 3
541122206 Se¢cmeli On Parmak Yazim Teknikleri IV 1 2 | 2 3
Yaz Staj1 (30 Is giinii 8 AKTS) Birinci siniftan itibaren yaz doneminde alinmasi gereklidir.
Stajin1 yapmayan 6grenciler tiim derslerini bagarsalar bile mezun
olamayacaklardir.
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1. 2. 3. 4. 5. 6. 7. 8. Genel Top.

Yaniyl | Yaniyll | Yariyll | Yariyll Yariyil Yariyil Yariyil Yariyil |/ Oran (%)

Zorunlu Derslerin Sayisi 7 9 8 5 29
Zorunlu Derslerin Kredi Toplami 14 20 19 13 66
Zorunlu Derslerin AKTS (ECTS) Toplanu 21 21 21 21 84
Zorunlu Dersler Kredi Yiikiiniin Toplam Kredi Yiikiine Orani %70,00 | %76,92 | %76,00 268,42 %72,83
Zorunlu Dersler AKTS Yiikiiniin Toplam AKTS Yiikiine Oram1 | %70,00 | %70,00 | %70,00 %70,00 %70,00
Se¢meli Derslerin Sayist (Almakla yiikiimlii olunan) 3 3 3 3 12
Se¢meli Derslerin Kredi Toplami 6 6 6 6 24
Se¢meli Derslerin AKTS (ECTS) Toplami 9 9 9 9 36
Se¢meli Dersler Kredi Yiikiiniin Toplam Kredi Yiikiine Orani %30,00 | %23.08 | %24,00 231,58 027,16
Se¢meli Dersler AKTS Yiikiiniin Toplam AKTS Yiikiine Oran1 | %30,00 | %30,00 | %30,00 230,00 %030,00
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