Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial

Dersin Kodu AIITOL102 AIITOL102

Dersin Adi Atatiirk Tlkeleri ve Inkilap Tarihi II Principles Of Atatiirk And History Of Revolutions II
Ders Saati (T+U+L) 2+0+0 2+0+0

Dersin AKTS Kredisi 2 2

Ders Igerigi

Kuva-y1 Milliye ve Cepheler (Adana, Antep,
Maras, Urfa), Diizenli Ordunun kurulmasi ve Bat1
Cephesi, Sakarya Savasi ve Sonuglari,
Baskomutanlik Meydan Muharebesi ve Sonuglari,
Mudanya Miitarekesi ve Lozan Konferansi,
Saltanat’m kaldirilmasi, Tiirkiye Cumhuriyeti
Devleti’nin kurulusu, Tiirk Tarih Kurumu ve Tiirk
Dil Kurumunun Kurulmasi, Atatiirk ilkeleri,
Tiirkiye'de Laik Devletin Olusum Siireci,
Tiirkiye'de Demokrasinin Gelisimi, Tiirk
Cagdaslasmasimin Dinamikleri, Ermeni ve Kibris
Sorunu.

Kuva-yi National and Fronts (Adana, Gaziantep, Maras, and Urfa),
the establishment of a regular army and the Western Front, the
Battle of Sakarya, and Results, and Results of Battle of the
Commander in Chief, Mudanya Armistice and Lausanne
Conference, Saltanat'in removed, the Republic of Turkey
organization, the Turkish Historical Society and the Establishment
of Turkish Language, Principles of Ataturk, Turkey, a secular Statd]
Formation Process, Development of democracy in Turkey, The
Dynamics of Modernization of Turkish, Armenian and the Cyprus
problem.

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDOL104 TDOL104

Dersin Adi Tiirk Dili I Turkish Language 11

Ders Saati (T+U+L) 2+0+0 2+0+0

Dersin AKTS Kredisi 2 2

Ders Igerigi

Ciimle Bilgisi, Kelime Gruplari, Ciimle ve
Ciimleyi Meydana Getiren Unsurlar, Ciimle
Tiirleri, Cimle Coziimlemeleri, Climle inceleme
Ornekleri, Kompozisyon, Anlatim Bigimleri,
Yaratici, Kurgusal Yazilar, Diisiince ve Bilgi
Aktaran Yazilar, Dilekge, Resmi Yazilar (Tutanak,
Bildiri, Rapor, Is Mektuplari, Oz Gegmis), Dil
Yanlislar1 (Yazim ve Noktalama isareti Yanlislari,
Anlatim Bozukluklari, Sese Dayal1 Yanlislar).

Sentence Structure, Word Groups, Sentence and Sentence
Composing Elements, Sentence Types, Sentence Analysis, review
examples of sentences, Composition, Lecture Formats, Creative,
Fictional Writings, Thought and Idea Transmitting Writings,
Petition, Official Writings (Minutes, Announcements, Reports,
Business Letters and CV), language mistakes (spelling and
punctuation mistakes, Expression Failures, Voice Based Faults).

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu YDOL106 YDOL106

Dersin Adi Yabanci Dil II Foreign Language-(English)-2

Ders Saati (T+U+L) 2+0+0 2+0+0

Dersin AKTS Kredisi 2 2

Ders Igerigi

Kelime yapilari, sifatlar,ontakilar,6zetleme.
Tarama ,ana fikir ve kelime yapilar1 ,baglaglar,
sebep ve sonug iliskisi kelime yapilari. Zit anlamli
kelimeler iki kelimeden olusan fiiller bilesik
kelimeler. Kelime yapilar1 dntakilar ,baglaglar ve
6zetleme. Edilgen ciimleler. Okuma, yazma ve
dinleme becerilerini gelistirme.

Structures of words, adjectives, adjective, summarizing. Scan, the
main idea and word structure, conjunctions, word structures of
cause and effect relationship. Two-word verbs, compound words
Antonym words. Adjective word structures, conjunctions, and
summarizing. Passive sentences. Reading, writing and listening
skills development.




Zorunlu Ders

Tiirkce

Ingilizce

Fakiilte/Ytiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS106 TDS106

Dersin Adt Tibbi Terminoloji II Medical Terminology I

Ders Saati (T+U+L) 2+0+0 2+0+0

Dersin AKTS Kredisi 2 2

Ders Icerigi

Hareket sistemine iligkin terimler (Anatomik
semptomlarla ilgili terimler, tanisal terimler),
Sindirim sistemine iliskin terimler (Anatomik,
tanisal, semptomatik, ameliyatlara iliskin terimler),
Solunum sistemine iliskin terimler (Anatomik,
tanisal, ameliyatlara iligkin terimler), Dolagim
sistemine iligkin terimler (Anatomik, tanisal,
semptomatik ve ameliyatlara iliskin terimler),
Urogenital sisteme iliskin terimler (Anatomik,
tanisal, semptomatik terimler), Sinir sistemine
iliskin terimler (Anatomik, tanisal, semptomatik
terimler), Endokrin sisteme iligkin terimler
(Anatomik, tanisal, semptomatik ve ameliyatlara
iliskin terimler), Kan ve kan yapic1 organlara
iliskin terimler (Anatomik, tanisal, semptomatik ve
ameliyatlara iliskin terimler), Goz, kulak ve deriye

alclin toruplor

Terms of the motion system (Anatomical terms related symptoms,
diagnostic terms), terms related to the digestive system
(Anatomical, diagnostic, symptomatic, surgery related terms),
terms related to the respiratory system (Anatomical, diagnostic,
surgery related terms), terms related to circulatory system
(Anatomical diagnostic, symptomatic and surgery related terms),
the terms of the urogenital system (Anatomical, diagnostic,
symptomatic terms), the terms of the nervous system (Anatomical,
diagnostic, symptomatic terms), terms related to the endocrine
system (Anatomical, diagnostic, symptomatic and surgery related
terms ), the terms related to blood and blood forming organs
(anatomical, diagnostic, symptomatic and related terms surgery),
eye, ear and skin related terms.

Zorunlu Ders

Tiirkce

Ingilizce

Fakiilte/Ytiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS122 TDS122

Dersin Adi Hastalik Bilgisi II Disease Information 1T

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Icerigi

Saglik ve hastalik kavramlar1, semptomlar,
bulgular, etiyoloji, hastaliklari muayene, muayene
sekilleri ve tan1 iglemleri, Sindirim

sistemi hastaliklari, Solunum sistemi hastaliklari,
Dolagim sistemi hastaliklari, Kan hastaliklar1,
Uriner sistem hastaliklari, , Endokrin sistem
hastaliklar1, Eklem hastaliklari, Cilt hastaliklari,
Kulak Burun Bogaz hastaliklari, Goz Kalp ve
dolasim sistemi hastaliklari. Erkek ve kadin genital
sistem hastaliklar1, Gebelik ve dogum, Genetik
bozukluklar, Cocuk hastalikalri, Iskelet sistemi
hastaliklari, Bag dokusu (kolla gen doku)
hastaliklar1, Santral sinir sistem hastaliklari,
Mental ve Davranis Bozukluklari. Enfeksiyon ve
parazit hastaliklar1. Yetersiz ve dengesiz beslenme
sorunlari. Fizik etkenlere bagli hastaliklar, travma
ve ilk yardim. Zehirlenmeler, zehirli 1siriklar ve
sokmalar.

Concepts of health and illness, symptoms, signs, etiology, disease,
examination, inspection methods and diagnostic procedures,
digestive system diseases, respiratory system diseases, circulatory
system diseases, blood diseases, urinary tract diseases, endocrine
system diseases, joint diseases, skin diseases, ear, Nose and Throat
diseases, eye diseases, heart and circulatory system. Male and
female genital tract diseases, pregnancy and birth, genetic
disorders, Children Of Obstetrics, diseases of the skeletal system
and connective tissue (tissue gene arm) diseases, central nervous
system diseases, Mental and Behavioral Disorders. Infectious and
parasitic diseases. Problems of inadequate and unbalanced
nutrition. Physical factors related diseases, trauma and first aid.
Poisoning, venomous bites and stings.




Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS108 TDS108

Dersin Adi Tibbi Dokiimantasyon I1 Medical Documentation II

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi

Tibbi Dokiimantasyon ve sekreterlik ile ilgili
kavramlarin detayli 6gretilmesini kapsamakla
beraber calistig1 hastanelerde yatak ve tedavi
olanaklari, giris yapan hastalarin gesitli
birimlere dagilimi, yapilan tedavinin tiiri,
stiresi, sifa ve taburcu olan veya 6lenlerin
sayilarinin toparlanilmasi, diizenlenmesi ve
ilgililerin hizmetine sunulmasi, ¢aligtig1
hastane veya saglik kurulusunun verimlilik,
yatak kapasitesi, dogum hizi, 6liim orani gibi
konularda periyodik istatistik cetvellerinin
tutulmas ile ilgili konularda bilgilerin
ogretilmesini de igermektedir.

Detailed medical documentation and teaching concepts related to
secretarial work in hospitals with bed covers and treatment
facilities, patients arriving in the distribution of the various
departments, the treatment type, duration, healing, and the number
of victims who were discharged or toparlanilmasi, organization
and presentation of the service concerned, working in hospitals or
health organization efficiency, bed capacity, birth rate, death rate
periodically on issues such as the teaching of statistics includes
information on issues related to keeping schedules.

Zorunlu Ders

Tiirkce

Ingilizce

Fakiilte/Ytiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS116 TDS116

Dersin Adi Klavye IT Keyboard I1

Ders Saati (T+U+L) 2+140 2+140

Dersin AKTS Kredisi 3 3

Ders Icerigi

Klavye derslerinde, F klavye kullanma
gerekliligi ve 6nemi, ekrana ve klavyeye
bakmadan sadece metne bakarak yazi yazma
vb. teknikler 6gretilir. Bunun yan sira 10
parmak klavye kullanimi pekistirilir ve
hizlandirilir.

Keyboard lessons, necessity and importance of using F
keyboard, screen and keyboard without looking at the
writing just by looking at the text and so on. techniques are
taught. In addition, the use of 10-finger keyboard reinforced
and accelerated.

Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDSI110 TDS110

Dersin Adi Matematik Mathematics

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi

Sayilar, say1 sistemleri ve dzellikleri, tiimevarim
ilkesi, aralik, mutlak deger. Baginti: Sirali ikililer,
kartezyen ¢arpim, bagint1 tanimi, bagmtinin
ozellikleri, ters baginti, denklik bagntisi, siralama
bagntisi. Fonksiyon: Fonksiyon tanimi, 6zellikleri,
Fonksiyon tiirleri, ters fonksiyon, fonksiyonlarin
bileskesi, trigonometrik fonksiyonlar, iistel
fonksiyonlar, logaritmik fonksiyonlar, ters-
trigonometrik fonksiyonlar, 6zel taniml
fonksiyonlar. Limit: Bir degiskenin limiti,
fonksiyonlarda limit, trigonometrik fonksiyonlarin
limiti. Stireklilik: Siireklilik tanimi, sagdan ve
soldan siireklilik, siirekli fonksiyonlarin dzellikleri,
siireklilik tiirleri. Tiirev: Tiirev tanim, tiirevin
geometrik yorumu, tiirev alma kurallari, yiiksek
mertebeden tiirevler.

Numbers, number systems and their characteristics, the principle
of induction, range, absolute value. Relation: Ordered pairs,
Cartesian product, relation definition, correlation properties,
inverse relation, equivalence relation, by relation. Function:
Function definition, characteristics, types of functions, inverse
functions, functions, trigonometric functions, exponential
functions, logarithmic functions, inverse-trigonometric functions,
custom-defined functions. Limit: Limit of a variable, function,
limit, limit of trigonometric functions. Continuity: Continuity
definition, right-and left-continuity, continuous functions,
continuity types. Derivatives: Derivatives definition, geometric
interpretation of the derivative, rules of differentiation, higher
order derivatives.




Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS124 TDS124

Dersin Adi Diksiyon ve Etkili Konusma Diction and Effective Speech

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi

Kuruluslarda dosyalama sistemlerinin gereksinim
analizi, tasarimi, gelistirilmesi, uygulamaya
konulmas1 ve denetlenmesi bir bilgi sistemi
tasarimu siireci haline gelmistir. Giiniimiizde her
bilginin dosyalanabilir olmasi dosyalanan her
bilginin belge olmasini gerektirmemektedir.
Belgenin yasal tanimi, 6zellikleri ve
ulusal/uluslararasi standartlar1 bulunmaktadir. Bir
belgenin ilk ortaya ¢ikisindan, iletilmesi,
saklanmasi ve imha edilmesini kadar gegen
evreleri belge yasam doéngiisiinii olusturmaktadir
ve bu yasam dongiisii bir belge yonetim sistemi ile
vonetilic

Organizations filing systems requirements analysis, design,
development, implementation and monitoring of the process of
designing an information system has become. Today, that
document does not require any information filed any information
to be filed. The legal definition of a document, the features and the
national / international standards are available. First appearance of
a document, transmission, storage and destruction of the document
until the last stages of the life cycle and the life cycle is governed
by a document management system.

Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS126 TDS126

Dersin Adi Saglikta Uluslararas1 Kodlama Sistemleri Health International Coding Systems
Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi

Kodlama sistemleri, Veri isleme ve Veri tabani
yonetim sistemlerini kavrama, Hastaliklarmn
uluslararasi siniflandirilmasinin tarihi gelisimi,
hastaliklarin uluslararasi siniflandirilmasinin
onemi, siniflandirma ve kodlama sistemlerinin
temelleri, Diinya’da simiflandirma sistemi
ornekleri, hastaliklarin uluslararasi

smiflandirmasimin Tiirkiye’deki kullanimi, ICD-10
sisteminin genel tanitimi ve kodlama kurallari, ICD|

10 sisteminin temel yapisi, ICD-10 sisteminde
alfabetik dizin kullanimi, ICD-10 sisteminde
tabular liste kullanimi, ICD-10 Kodlama
standartlari

Coding systems, data processing and data base management
systems, clutch, diseases historical development of the
international classification of diseases, the importance of the
international classification, classification and coding systems,
fundamentals, examples of the classification system in the world,
the international classification of diseases in Turkey, the use of the
general introduction of ICD-10 and coding rules, the basic
structure of the ICD-10 system, the use of ICD-10 system,
alphabetical index, tabular list of ICD-10 system, the use of ICD-
10 coding standards

Zorunlu Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS130 TDS130

Dersin Adi Saglik Mevzuati Health Legislation

Ders Saati (T+U+L) 4-+0+0 4+0+0

Dersin AKTS Kredisi 4 4

Ders Igerigi

Saglik mevzuat: ve saglik mevzuati boliimii
ogrencileri tarafindan 6grenilmesini saglamaktir.
Boylece 2 yillik egitim ve 6gretim siirecinde
yiirtitiilecek olan dersleri daha iyi kavramalarini

saflavacakur

Medical documentation and medical documentation are to be
learned by the students. Thus, the lessons that will be carried out
during the two-year education and training process will provide
better understanding.

Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS112 TDS112

Dersin Adi Tleri Excel Forward Excel

Ders Saati (T+U+L) 2+1+0 2+1+0

Dersin AKTS Kredisi 3 3

Ders Igerigi

Ofis Excel Programinin Biitiin Fonksiyonlar:

Office Excel Program All Functions




Secmeli Ders

Tiirkge

Ingilizce

Fakiilte/Yiiksekokul Adi

Arag Rafet Vergili Meslek Yiiksekokulu

Arac Rafet Vergili Vocational School Of Higher Education

Boliim/Program Adi Tibbi Dokiimantasyon ve Sekreterlik Medical Documentation and Secretarial
Dersin Kodu TDS128 TDS128

Dersin Adi Dosyalama Arsivleme Teknikleri Filing and Archiving Techniques

Ders Saati (T+U+L) 3+0+0 3+0+0

Dersin AKTS Kredisi 3 3

Ders Igerigi

Gelen belgeler; Giden belgeler; Dosyalama;
Dosyalama sistemleri; Dosyalama sisteminin
kurulmasi; Dosyalama siireci; Belge degisim
siireci; Elektronik belgelerle islem yapma;
Elektronik belgeyi koruyucu 6nlemler;
Dijitallestirme; Elektronik belgeyi giincelleme,
saklama ve imha; Sektor tanimlar1 ve
smiflandirmasi; Arsiv tanimi ve gesitleri; Kayit
sistemi; Arsivden belge yada dosyay: ddiing verme
sistemleri; Belgeleri saklama siiresi ve imha
yontemleri.

Incoming documents; Outgoing documents; Filing; filing systems;
Establishment of the filing system; filing process; Document
exchange process; Dealing with electronic documents; Electronic
document protection measures; Digitization; Updating, storing and
destroying the electronic document; Sector definitions and
classification; Definition of archive and its types; Recording
system; Systems for lending documents or files from the archive;
Documents storage period and destruction methods.

Dr. Ogr. Uyesi M. Said DOGRU
Tibbi Hizmetler ve Teknikler Boliim Baskani




