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PROGRAM BİLGİLERİ 

Programın Adı ve Verilen Derece 

Tıbbi Dökümantasyon ve Sekreterlik 

Eğitim Süresi 

2 yıl 

Toplam Kredi / AKTS Kredisi 

78/120 

Öğretim Dili 

Türkçe 

Misyon ve Vizyon 

Misyon 

Tıbbi Dökümantasyon ve Sekreterlik Programı; sağlık kuruluşları ve diğer kurumlarda tıbbi 

kayıtların düzenlenmesi, bilimsel verilerin derlenmesi, sınıflandırılması ve araştırmacıların 

hizmetine sunulmasında görev alacak, iletişim becerileri güçlü, etik değerlere bağlı, alanında 

yetkin sağlık teknikerleri yetiştirmeyi amaçlamaktadır. 

Vizyon 

Ulusal ve uluslararası düzeyde tanınan, sağlık bilgi yönetimi ve dökümantasyon alanında öncü, 

çağdaş teknolojileri etkin şekilde kullanabilen, araştırma ve yönetim süreçlerine katkı sağlayan 

nitelikli mezunlar yetiştiren bir program olmaktır. 

 

Programın Amacı  

Tıbbi Dökümantasyon ve Sekreterlik Programının amacı; sağlık kuruluşları başta olmak üzere 

çeşitli kurum ve kuruluşlarda, tıp ve sağlık teknolojisinin farklı dallarındaki bilimsel verileri 

düzenleyip saklayabilen, tıbbi kayıtların ve raporların doğru tutulmasını sağlayan, araştırma ve 

idari süreçlerde etkin rol oynayabilecek mesleki açıdan donanımlı sağlık teknikerleri 

yetiştirmektir. 

 

 

 

 



 

Program Çıktıları 

Bu programdan mezun olan öğrenciler: 

PÇ1. Sağlık bilimleri ve tıbbi terminolojiye ilişkin temel bilgileri mesleki uygulamalarda 

kullanır. 

PÇ2. Sağlık hizmetlerinde dokümantasyon süreçlerinde bilgi ve iletişim teknolojilerini etkin 

şekilde kullanır. 

PÇ3. Tıbbi kayıtları, verileri ve arşivleri kurum politika ve mevzuatına uygun şekilde düzenler 

ve yönetir. 

PÇ4. Sağlık bilgi yönetimine ilişkin ulusal ve uluslararası standartları uygular. 

PÇ5. Hasta bilgilerini işlerken mesleki etik ilkelere, gizlilik kurallarına ve yasal sorumluluklara 

uygun davranır. 

PÇ6. Sağlık profesyonelleri, hastalar ve idari personel ile etkili iletişim kurar. 

PÇ7. Dokümantasyon süreçlerinde doğruluk ve verimliliği sağlamak için eleştirel düşünme ve 

problem çözme becerilerini kullanır. 

PÇ8. Çok disiplinli sağlık ekipleri içinde etkin şekilde iş birliği yapar. 

PÇ9. Hasta hakları, kurum politikaları ve sağlık mevzuatı konusunda farkındalık gösterir. 

PÇ10. Sağlık sistemlerindeki teknolojik yeniliklere ve dijital dönüşüme uyum sağlar. 

PÇ11. Sürekli öğrenme ve mesleki gelişim faaliyetlerine katılır. 

PÇ12. Etkili dokümantasyon ve idari destek sağlayarak sağlık hizmetlerinin kalite ve 

verimliliğine katkıda bulunur. 
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Laboratuvar ve Ekipman Kapasitesi (varsa) 

Kariyer Olanakları 

Tıbbi Dökümantasyon ve Sekreterlik Programı mezunları, “Tıbbi Sekreter” veya “Tıbbi 

Dökümantasyon Teknikeri” unvanı ile aşağıdaki alanlarda çalışma imkânına sahiptir: 

 Üniversite, devlet ve özel hastaneler 

 Aile sağlığı ve toplum sağlığı merkezleri 

 Özel sağlık kuruluşları ve tıp merkezleri 

 Laboratuvarlar ve sağlık araştırma kurumları 

 Sağlık alanında faaliyet gösteren kamu kurum ve kuruluşları 

 Özel sigorta şirketleri ve sağlık bilgi sistemleri firmaları 

 

İletişim Bilgileri 

+906602000-2581, shmyo@eul.edu.tr 

Bölüm Başkanı 

 

 

 

 

 

 

 

 

 

 

 

 

 



T A L

TDSK103 Compulsory 2 0 2 3 5

Prerequisite

Course Lecturer

E-mail

Phone Office / Room No

Teaching Assistant Phone

E-mail Office / Room No

Catalogue

Descriptions

Objectives

Learning

Outcomes

Programme 

Outcome Relations

1

2

3

WEEK Reference No - Section

Week 1 1.1; 3.1; 2.1

Week 2 1.2; 3.2; 2.5

Week 3 1.3; 3.3

Week 4 1.4; 3.4

Week 5 1.5; 3.5

Week 6 1.6; 3.6

Week 7 1.7; 3.7

Week 8

Week 9 1.8; 3.8

Week 10

Week 11 1.9; 3.9

Week 12 1.10; 3.10

Week 13

Week 14

Week 15

Evaluation Tool Quantity
Weight in

Total (%)

Weight in

Semester Evaluation (%)

Final Exam 1 50,0

Midterm(s) 1 50 50,0

Quiz(zes)

Project(s)

Presentation

Laboratory works

Attendance

English

Quantity
Student Workload 

Hours
Quantity

Student Workload

Hours

12 24

12 60

1 15

12 24

1 1 1 1

1 11 1 11

147

4,90

Homework

***     Lifelong Learning Programme (LLP)     *** Language of Instruction:

Evaluation

Tools

Evaluation Tool

Date

Theoretical lecturing hours (TLH)

Evaluation Tool

Semester Evaluation

Z,D,N keys

Introduction to ten-finger typing, home position, use of home-row keys (U, J, E, A, K, M, L, Y)

I,R,S,C keys

Middle-row keys (Ş and X)

Period (.) and comma (,) keys

G,Ğ,H keys

Middle-row keys (Ü and T)

Midterm

Textbooks

and/or

References

Middle-row sentence practice 2

Middle-row sentence practice 1

TOPICS

Correct sitting and posture techniques, keyboard keys, importance of F-keyboard, changing keyboard settings on the computer

Klavye Teknikleri, T.C Milli Eğitim Bakanlığı

Date

0533 866 62 64

Büro Yönetimi Ve Sekreterlik, MEGEP, 2005

After studying this course, students will be able to:

LO1- Recognize the importance of the ten-finger typing method in professional documentation.

LO2- Demonstrate correct posture and hand positioning while using a computer keyboard.

LO3- Identify the keys and functional areas of the keyboard.

LO4- Type quickly and accurately using the ten-finger method without looking at the keyboard.

LO5- Focus on the content and meaning of the text rather than on the keyboard, enhancing their ability to think critically and generate new ideas while typing.

To teach correct sitting and posture techniques for keyboard typing, to introduce the keyboard keys, and to enable students to type letters, numbers, and basic 

punctuation marks such as period and comma quickly and accurately using the ten-finger touch typing method without looking at the keyboard.

Öğr.Gör.Fikret CEYLAN, ON PARMAK KLAVYE KULLANIMI F Klavye, Çalışma Notları, Uludağ Ünv., 2020

This course introduces students to the principles and techniques of ten-finger typing. It focuses on the development of typing accuracy, speed, and ergonomically 

correct posture while using a computer keyboard. Students learn to identify and use all keys effectively and to type quickly and accurately without looking at the 

keyboard. By mastering the ten-finger method, students enhance their ability to concentrate on the content of their writing, allowing for clearer expression of ideas 

and improved productivity in professional documentation tasks.

PO1: 5

PO2: 3

PO3: 1

PO4: 1

PO5: 1

PO6: 1

PO7: 5

PO8: 1

PO9: 4

PO10: 5

PO11: 3

PO12: 1

(1) Strongly disagree;                                                                                                                                               

(2) Disagree;                                                                                                                                                              

(3) Neither agree nor disagree;                                                                                                                             

(4) Agree;                                                                                                                                                                  

(5) Strongly agree.

ECTSCourse Title

Umut Özkurt

EUROPEAN UNIVERSITY OF LEFKE

 Weekly Time Schedule

SYLLABUS

uozkurt-lau@eul.edu.tr

MEDICAL DOCUMENTATION AND SECRETARIAT - Vocational School of Health Services

2025-2026 Fall Semester

Course Code Course Type

Weekly

Course Hours

TEN-FINGER TYPING TECHNIQUES I
Tuesday 9:00-13:00 (AS108 LAB)

Prerequisite to

Credits

Office Hours 

Schedule

ME preparation self study FE preparation self study

Recommended ECTS Credit (Total Hours / 30) :

Project

Tutorial

Presentation

L preparation work

Midterm exam (ME)

TOTAL : 

Final exam (FE)

Seminar

TLH self study

Quiz (Q)

Q preparation self study

Laboratory (L)

B,F,P keys

Text exercises for repetition of all letters

Ö,W,Q Shift keys

Final Exam

mailto:uozkurt-lau@eul.edu.tr


T A L

TDSK104 Compulsory 2 0 2 3 5

Prerequisite

Course Lecturer

E-mail

Phone Office / Room No

Teaching Assistant Phone

E-mail Office / Room No

Catalogue

Descriptions

Objectives

Learning

Outcomes

Programme 

Outcome Relations

1

2

3

4

WEEK Reference No - Section

Week 1 1.1; 2.1

Week 2 1.2; 3.2

Week 3 1.3; 3.3

Week 4 1.4; 3.4

Week 5 1.5; 3.5

Week 6 1.6; 3.6

Week 7 —

Week 8 1.7; 3.7

Week 9 1.8; 3.8

Week 10 1.9; 3.9

Week 11 1.10; 3.10

Week 12 1.11; 3.11

Week 13 —

Week 14 —

Week 15 —

Evaluation Tool Quantity
Weight in

Total (%)

Weight in

Semester Evaluation (%)

Final Exam 1 50,0

Midterm(s) 1 50 50,0

Quiz(zes)

Project(s)

Presentation

Laboratory works

Attendance

English

Quantity
Student Workload 

Hours
Quantity

Student Workload

Hours

12 24

12 50

1 15

12 24

1 1 1 1

1 12 1 12

139

4,63

Practice on timing and consistency – speed improvement drills

Lower-row keys (Z, X, C, V, B, N, M) practice

Homework

***     Lifelong Learning Programme (LLP)     *** Language of Instruction:

Evaluation

Tools

Evaluation Tool

Date

Theoretical lecturing hours (TLH)

Evaluation Tool

Textbooks

and/or

References

Using Caps Lock and Shift effectively – sentence exercises

Basic punctuation and special characters (: ; ? ! " ' – _)

Midterm Exam – Speed and Accuracy Assessment

TOPICS

Review of basic typing techniques and evaluation of previous semester performance

Date

Ergonomics and Keyboarding Skills Guide, (updated MEGEP 2022 or open-source online materials).

Number keys (0–9) and Shift-key combinations

Use of numerals, tables, and data entry in documents

Upper-row keys (Q, W, E, R, T, Y, U, I, O, P) practice

T.C. Milli Eğitim Bakanlığı, Klavye Teknikleri, Mesleki Eğitim Modülleri (MEGEP), 2005.

After studying this course, students will be able to:

LO1- Demonstrate ten‑finger typing proficiency without looking at the keyboard, achieving improved speed and accuracy.

LO2- Practise correct ergonomic posture and keyboard technique to sustain high‑volume text entry.

LO3- Adapt to different keyboard layouts (Turkish Q, English QWERTY) and switch between them seamlessly.

LO4- Apply typing skills to professional document formats (such as medical forms, administrative correspondence, tables and reports).

LO5- Monitor and evaluate their typing performance (speed, error rate, consistency), and apply strategies to continuously improve.

To teach correct sitting and posture techniques for keyboard typing, to introduce the keyboard keys, and to enable students to type letters, numbers, and basic 

punctuation marks such as period and comma quickly and accurately using the ten-finger touch typing method without looking at the keyboard.

Öğr. Gör. Fikret Ceylan, On Parmak Klavye Kullanımı – F Klavye Çalışma Notları, Uludağ Üniversitesi, 2020.

This course is an advanced continuation of basic ten finger typing techniques. It emphasizes increasing speed, precision, and professional application in both 

Turkish and English keyboard layouts. Students build on prior skills to master complex documents, improve accuracy under timed conditions, use ergonomic 

practices effectively, and integrate efficient text entry into professional environments such as medical documentation and administrative correspondence.

PO1: 5

PO2: 4

PO3: 3

PO4: 2

PO5: 3

PO6: 2

PO7: 5

PO8: 2

PO9: 2

PO10: 3

PO11: 3

PO12: 3

(1) Strongly disagree;                                                                                                                                               

(2) Disagree;                                                                                                                                                              

(3) Neither agree nor disagree;                                                                                                                             

(4) Agree;                                                                                                                                                                  

(5) Strongly agree.

Preparing official documents (letters, reports, forms)

Text editing and paragraph alignment exercises

ECTSCourse Title

Umut Özkurt

EUROPEAN UNIVERSITY OF LEFKE

 Weekly Time Schedule

SYLLABUS

uozkurt-lau@eul.edu.tr

MEDICAL DOCUMENTATION AND SECRETARIAT - Vocational School of Health Services

2025-2026 Fall Semester

Course Code Course Type

Weekly

Course Hours

TEN-FINGER TYPING TECHNIQUES II
Tuesday 9:00-11:00

Prerequisite to

Credits

Office Hours 

Schedule

0533 866 62 64

ME preparation self study FE preparation self study

Recommended ECTS Credit (Total Hours / 30) :

Project

Tutorial

Presentation

L preparation work

Midterm exam (ME)

TOTAL : 

Final exam (FE)

Seminar

TLH self study

Quiz (Q)

Q preparation self study

Laboratory (L)

Semester Evaluation

Creating formatted documents with titles and lists

General review – error analysis and correction

Student presentations: timed writing performance

Final Exam – Full-text typing performance

mailto:uozkurt-lau@eul.edu.tr


T A L

TDS106 Compulsory 2 0 2 3 5

Prerequisite

Course Lecturer

E-mail

Phone Office / Room No

Teaching Assistant Phone

E-mail Office / Room No

Catalogue

Descriptions

Objectives

Learning

Outcomes

Programme 

Outcome Relations

1

2

3

4

5

WEEK Reference No - Section

Week 1 1.1; 2.1

Week 2 1.2; 3.2

Week 3 1.3; 3.3

Week 4 1.4; 3.4

Week 5 1.5; 3.5

Week 6 1.6; 3.6

Week 7 —

Week 8 1.7; 3.7

Week 9 1.8; 3.8

Week 10 1.9; 3.9

Week 11 1.10; 3.10

Week 12 1.11; 3.11

Week 13 —

Week 14 —

Week 15 —

Evaluation Tool Quantity
Weight in

Total (%)

Weight in

Semester Evaluation (%)

Final Exam 1 50,0

Midterm(s) 1 50 50,0

Quiz(zes)

Project(s)

Presentation

Laboratory works

Attendance

English

Quantity
Student Workload 

Hours
Quantity

Student Workload

Hours

12 24

12 48

12 24

1 1 1 1

1 20 1 25

143

4,77

Practice on timing and consistency – speed improvement drills

Office Organization and Workflow in Health Institutions

Homework

***     Lifelong Learning Programme (LLP)     *** Language of Instruction:

Evaluation

Tools

Evaluation Tool

Date

Theoretical lecturing hours (TLH)

Evaluation Tool

Document Design, Formatting, and Quality Standards

Appointment and Time Management Systems

Use of Office Technologies in Healthcare Settings

Textbooks

and/or

References

Hospital Information Management Systems (HIMS)

Filing Systems and Record Management

Midterm Exam 

TOPICS

Introduction to Medical Secretaryship and Office Management

Akyürek, S. (2022). Hastane Bilgi Yönetim Sistemleri ve Tıbbi Sekreterlik Uygulamaları. Akademisyen Kitabevi.

Date

Kloss, L., & Rosenfeld, S. (2018). Medical Office Management. Jones & Bartlett Learning.

Gupta, A. (2019). Office Management and Medical Secretarial Practice. Jaypee Brothers Medical Publishers.

Professional Communication and Correspondence Techniques

Roles, Duties, and Ethical Responsibilities of Medical Secretaries

Kaya, D. & Erdemir, S. (2020). Tıbbi Sekreterlik ve Büro Yönetimi. Gazi Kitabevi.

After studying this course, students will be able to:

LO1 – Explain the roles, duties, and responsibilities of medical secretaries in healthcare institutions.

LO2 – Apply effective communication techniques in professional correspondence and patient interactions.

LO3 – Organize and manage medical office documents, files, and records in compliance with institutional and legal standards.

LO4 – Use office technologies and hospital information systems for administrative and record-keeping processes.

LO5 – Demonstrate professional ethics, confidentiality, and accuracy in handling sensitive health information.

LO6 – Manage daily office workflow, scheduling, and coordination tasks efficiently within a healthcare setting.

LO7 – Demonstrate teamwork and problem-solving skills in performing administrative support duties

To teach correct sitting and posture techniques for keyboard typing, to introduce the keyboard keys, and to enable students to type letters, numbers, and basic 

punctuation marks such as period and comma quickly and accurately using the ten-finger touch typing method without looking at the keyboard.

Saygın, N. (2021). Tıbbi Dokümantasyon ve Sekreterlik. Nobel Akademik Yayıncılık.

This course provides students with theoretical knowledge and practical skills related to medical secretaryship and office management within healthcare institutions. 

It focuses on developing competencies in professional communication, correspondence, filing systems, appointment scheduling, document handling, and patient 

record organization in accordance with institutional and legal regulations. Students also learn time management, office workflow coordination, and the use of 

office technologies and hospital information systems. Emphasis is placed on professional ethics, confidentiality, and accuracy in administrative procedures to 

ensure effective coordination within healthcare teams.

PO1: 5

PO2: 4

PO3: 3

PO4: 2

PO5: 3

PO6: 2

PO7: 5

PO8: 2

PO9: 2

PO10: 3

PO11: 3

PO12: 3

(1) Strongly disagree;                                                                                                                                               

(2) Disagree;                                                                                                                                                              

(3) Neither agree nor disagree;                                                                                                                             

(4) Agree;                                                                                                                                                                  

(5) Strongly agree.

ECTSCourse Title

Ins. Damla Envergil

EUROPEAN UNIVERSITY OF LEFKE

 Weekly Time Schedule

SYLLABUS

damlaenvergil@hotmail.com

MEDICAL DOCUMENTATION AND SECRETARIAT - Vocational School of Health Services

2025-2026 Fall Semester

Course Code Course Type

Weekly

Course Hours

MEDICAL SECRETARYSHIP AND OFFICE 

MANAGEMENT TECNIQUES Saturday 10:00-14:00

Prerequisite to

Credits

Office Hours 

Schedule

5338457050

ME preparation self study FE preparation self study

Recommended ECTS Credit (Total Hours / 30) :

Project

Tutorial

Presentation

L preparation work

Midterm exam (ME)

TOTAL : 

Final exam (FE)

Seminar

TLH self study

Quiz (Q)

Q preparation self study

Laboratory (L)

Semester Evaluation

Creating formatted documents with titles and lists

General review – error analysis and correction

Student presentations: timed writing performance

Final Exam – Full-text typing performance

mailto:damlaenvergil@hotmail.com


T A L

TDSK151 Compulsory 2 0 2 2 6

Prerequisite

Course Lecturer

E-mail

Phone Office / Room No

Teaching Assistant Phone

E-mail Office / Room No

Catalogue

Descriptions

Objectives

Learning

Outcomes

Programme 

Outcome Relations

1

2

3

4

WEEK Reference No - Section

Week 1 1&2&3&4

Week 2 1&2&3&4

Week 3 1&2&3&4

Week 4 1&2&3&4

Week 5 1&2&3&4

Week 6 1&2&3&4

Week 7 1&2&3&4

Week 8 1&2&3&4

Week 9 1&2&3&4

Week 10

Week 11 1&2&3&4

Week 12

Week 13 1&2&3&4

Week 14 3

Evaluation Tool Quantity
Weight in

Total (%)

Weight in

Semester Evaluation (%)

Final Exam 1 50,0

Midterm(s) 1 50 50,0

Quiz(zes)

Project(s)

Presentation

Laboratory works

Attendance

English

Quantity
Student Workload 

Hours
Quantity

Student Workload

Hours

14 28

14 28

14 28

1 1 1 1

1 25 1 30

141

4,70

Homework

***     Lifelong Learning Programme (LLP)     *** Language of Instruction:

Evaluation

Tools

Evaluation Tool

Date

Theoretical lecturing hours (TLH)

Evaluation Tool

Semester Evaluation

12/12/2024

05/12/2024 Midterm Exam

Patient Files and Health Records10/10/2024

28/11/2024 E-Government Applications in Health Services

17/10/2024

Patient File Archive Committee and Archival Services

Importance and Main Application Areas of Medical Record Services

Legal Responsibility in Medical Records21/11/2024

Health Records and Ethics

Patient File Archives and Medical Archive Departments

07/11/2024

Textbooks

and/or

References Current literature and examples

31/10/2024 Characteristics of Health Records

24/10/2024

03/10/2024

14/11/2024 Electronic Storage of Medical Records

TOPICS

Management and Characteristics of Health Services (Overview of Topics)

Information Management in Health Services, Ankuzem Publications, 2009

Date

Hospital and Health Institutions Management, Prof. Dr. Şahin Kavuncubaşı

Hospital Information Management System (HIMS) program and explanatory notes

This course introduces students to the fundamentals of medical documentation, focusing on the proper recording, organization, and management of patient 

information. Students learn about paper-based and basic electronic health records, key terminology, and the workflow of clinical documentation. The course 

emphasizes accuracy, data confidentiality, and compliance with institutional and legal standards. Practical exercises enable students to develop essential 

documentation skills, including creating, updating, and storing patient records efficiently and ethically.

PO1: 5

PO2: 4

PO3: 5

PO4: 4

PO5: 5

PO6: 3

PO7: 5

PO8: 1

PO9: 5

PO10: 3

PO11: 3

PO12: 5

(1) Strongly disagree;                                                                                                                                               

(2) Disagree;                                                                                                                                                              

(3) Neither agree nor disagree;                                                                                                                             

(4) Agree;                                                                                                                                                                  

(5) Strongly agree.

To introduce students to the principles and processes of medical documentation.

To provide knowledge of basic health information systems and electronic records.

To develop accurate, ethical, and standardized record-keeping skills.

To familiarize students with clinical terminology, forms, and reporting methods.

By the end of this course, students will be able to:

LO1. Describe the fundamentals of medical documentation and the workflow of patient record management.

LO2. Identify and use clinical terminology, forms, and basic health record systems.

LO3. Record, update, and maintain patient information accurately and ethically.

LO4. Apply institutional and legal standards to ensure confidentiality and proper handling of medical data.

LO5. Produce basic reports and documentation to support clinical and administrative processes.

ECTSCourse Title

Asst. Prof. Dr. Seda Behlül

EUROPEAN UNIVERSITY OF LEFKE

 Weekly Time Schedule

SYLLABUS

sbehlul-lau@eul.edu.tr

MEDICAL DOCUMENTATION AND SECRETARIAT - Vocational School of Health Services

2025-2026 Fall Semester

Course Code Course Type

Weekly

Course Hours

MEDICAL DOCUMENTATION I
Thursday 14:00-18:00

Prerequisite to

Credits

Office Hours 

Schedule

ME preparation self study FE preparation self study

Recommended ECTS Credit (Total Hours / 30) :

Project

Tutorial

Presentation

L preparation work

Midterm exam (ME)

TOTAL : 

Final exam (FE)

Seminar

TLH self study

Quiz (Q)

Q preparation self study

Laboratory (L)

19/12/2024

02/01/2025

Public Holiday

26/12/2024 Confidentiality in Health Records

Student Presentations

mailto:sbehlul-lau@eul.edu.tr


mailto:sbehlul-lau@eul.edu.tr

