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X. Course F-u-rlchs: (Based on the Uniform Students’ By law [2007) A WS d T

Class Attendance:

1 | Class Attendance is mandatory. A student is considered absent and shall be banned from
taking the final exam if histher absence exceeds 25% of total classes.

Tardiness:
2 A student will be eonsiderad late il he/she s not in class after 10 minutes of the start time of
class.

Exam Attendance/Punctuality:

3 | No student shall be allowed to the exam hall after 30 minutes of the start time, and shall not
leave the hall before half of the exam time has passed,

Assignments & Projects:
4 | Assignments and projects must be submitted an time. Students who defay their assignments
or projects shall lose the mark allocated for the same,

Cheating:

§ | Cheating is an act of fraud that results in the cancelation of the studenl’s exam or assignment,
If it takes place in a final exam, the penalbies stipulated for in the Unifarm Students' Bylaw
(2007) shall apply

Forgery and Impersonation:

g | Forgerylimpersonation is an act of fraud that results in the cancelation of the student's axam,
assignment or project. If it takes place in a final exam, the penafties stipulated for in the

Uniform Students' Bylaw {2007} shall apply. f"|
Other policies:

7 | The University official regulations in fores will be rictly observed and students shall comply
with all rules and regulations of the a:-:aminat'mf by the Depariment, aculty and Universify
Administeation.
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X. Course Policies: (Based on the Uniform Students’ By law (2007) & Ls & &

Class Attendance:

1 | Class Attendance is mandatary. A student is considered absent and shall be banned from
taking the final exam if hisher absence exceeds 25% of total classes.

Tardiness:

2 | A student will be considerad late if heishe is not in class afler 10 minutes of the start time of
clazs,

Exam Attendance/Punctuality:
%+ | Mo student shall be allowed to the exam hall aftar 30 minutes of the start tims. and shall rioi
leave the hall bafore hall of the exam time has passed.

Assignments & Projects:
4 | Assignments and projects must be submitted on fime. Studants who delay their assignments
or projects shall lose the mark allocated for the s2me.

Cheating;

5 | Cheating Is an act of fraud that results in the cancelation of the student's Exam or
assignment, If it takes place in 3 final exam, the penalies stipulated for in the Uniform
Studenis’ Bylaw (2007) shall apply,

Forgery and Impersonation:

6 | Forgerylimpersonation is an act of fraud that results in the cancelation of the student's exam.
assignment or project. If it takes place in s fina exam, the penalies stipulsted for in the
Uniform Students’ Bylaw (2007) shall apply.

Other policies:
7 | The University official requlations in force will ba striclly observed and'students shall comply
with all rules and regulations of the examination set by the Depa
University Administration b
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Course Identification and General Information:
v | Course Title: Concepts Of Pharmacology (L5231 2o aalia)
¥ | Course Code & Number: 02,02 506
Credit Theory Hours Lab.
3 | Credit Hours: Hours Lecture | Exercise Hours
2 2 = T~
Study Level/ Semester at which this _
i Level 2/ 1 Semester
Course is offered:
a Pre ~Requisite (if any): Mon
% | Co -Requisite (if any): Mon
, Program (s) in which the Course is Bachelor of Science in Medical
Offered: Adminstration
& | Language of Teaching the Course: English
% | Stedy System: Regular {semester)
Ve | Mode of Delivery: Full Time
11 | Location of Teaching the Course: University Campus
Assisl, Prol - Abdulsalam  Alsubari
12 | Prepared by:
153 | Date of Approval:
I1. Course Description: |
This course aimed to enable student to understand the essentials of pharmacology and |
the scientific basics of pharmacokinetic, pharmacodynamics, route of administration
and different dosage forms. It also enable student to know the essential drug lists and
the principles of quality m pharmaceutical service admimstration,

Head of tlie Eh:;pﬂ et | Vice Dean for Quality affnirs Cezan of College

|- Asel prod. Tanyg

‘ J\Eﬂ% Agstpral Mohs

VE of YPage
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1. Course Intended Learning
Outcomes (CILOs) : (L Aal! phi cis Sa)

Referenced PILOs
(el pll aht Sl A

A, Knowledge and Understanding: Upon successiu

| completion of the course, students will e abile to:

Know the pnnciples of Phaormocology

al inctuding pharmacokinetic,
phamnacodynimmics and essential drug lisis,
Pescribe the roote of administrabion of dmugs

a2 | and the commonly used drups,

a3 Finnf-' !hl.t_ Fhm'l'ﬂﬂml‘li_‘.‘ﬂl dosage forms md
clagsfication of the mauin drugs.

qi | Describe the principles. of quality in

phormaceutical service adimimistrabion,

Al

B. Intellectual Skills: Upon successful completion of the course, students will be able to;

bi

Analyze accidents relating to phimmaceutical
BETVICER,

B

k2

Agsess the pharmaceutical performance in
varions health sectows

B2

C. Professional and Practical Skills: Upon successful completion of the course, students will be able to:

el

Maonage and develop opesations and
phammaceutical resources.

1

c

Apply the principles and quality standards n
the pharmacentical services momagement,

4

D. Transferable Skills: Upon successful completion o

f the course, students will be able to:

Momage and work with group of people m a

dl wiork emnTonment ol
Communicate effecuvely with s colleapnes,
dz2 | top management and subordinates o2
& Eﬂlla_i'.rc: cthically  in  the pharmacentical m
SETVIGE MANApeinen|.
Have ithe required skills o ose  the
d4 | nformaton technolopy for contimuons selfs 24
leaming
Prepared b | Rovsowod by Hend of the Depghmenl: | Vioe Dean for Cuality aftnies | Dean of College:
. i |
sp Aast prod Misham Al Aaedpral. Janal Ahsan
5 Bt

v
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I1L. Intended learning outcomes [ILOs) of the course:

|

e | el S
Ministry of Higher Eduaation & Saientific Resaarch = 2

41.,n..ln.'l....:....m_,,d,.'i-.'rnI..,,.'I.....u By
Jl-;l;l_-.-h-ljl-_f -\ﬂh“ FJH-IIHH L | Ln.-l-.
ylalh 5 i 8
ol ol Aglall Chandi 5 M) pt
il Jldn y o phalll Fas g

Al the end of the eourse, the student will be able to:

(A) Alignment Course Intended Learning Outcomes of Knowledge and Understanding

tnTenchIng Strategies and Assessment Hl:ratng':ie.q:

Course Intended Learning Teaching stratagies Assessment Strategies
Outcomes
a1- Know the pnneples of | Lecture | Semunars and HomeworkTasks Cuiz 1,
Pharmacology including | Small group discussion Midterm and final exam

pharmacokinetic,
pharmacodynamics and  essential

drag lists.

?- Describe the romte of | Lecture | Seminars and HomeworkTasks:, Quiz 1,
administration of drugs and the | Small group discussion Midierm and Anal exam
commonly usad drugs,

a%- Enow the pharmaceuatical | Lacture | Seminars and Homework Tasks Oz 1,

dosage forms and classification of

the main dru&s

small group discussion

Midterm and final exam

ad- Descnbe the principles of
guality in pharmaceutical service
administration.

Lecture | Seminars and
small group discussion

Homework Tasks Chuz | |
hlicdierm @ final exan

(B) Alignment Course Intended Learning Outcomes of Intellectual Skills to Teaching
o H

Strategies and Assessment Strat

Course Intended Learning
Outcomes

Teaching strategies

Assessment Strategies

bl- Analyze accidents relating
0 pharmaceutical services,

Seminars and Small group
diseussion

Homework Tasks , Seminars

b2- Assess the pharmaceutical
performance in varous health
SECOrs

Seminars and Small group
discussion

HomeworkTnsks , Seminars

@.ﬁligl‘ll‘l‘lﬂl‘ll Course Intended Learning Outcomes of Professional and Practical SKills to

Teaching Strategies and Assessment Strategies:

Course Intended Learning Outcomes

Teach In; str:ategies

Assessment Strategies

1= Manage and develop operations Group discussion Seminars
and pharmaceutical resources. Group research
C2- Apply the principles omd quality Crroup discussion Seminars

stondards in the pharmaceutical
SEMWVIGES !I!I"II'II'I‘.HE,{:I'IJEHI

Giroup research

(I} Alignment Course Intended Learning Outcomes
Strategies and Assessment Strategies:

?Trnnst’em ble Skills to Teaching

Preparsd by Rﬂlm‘ri:d b

Hmd ol the D@pm et

MAagist, Prof

" AvbetniTanl
Asubas—"

Asslp

& 4

Vice Dean Cor Qunlsty alfairs

Agstprol Mohammed Al- %

Daan of College
g

Eh I

VE of fPage
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Course Intended Learning Outcomes Teaching strategies Assessment Strategies
di- Manage and work with group of | Growp discussion, Seminars,
people in a work environment Role play Grroup research
PPL Troining
d2- Behave  ethically i the | Groap discussion Seminars
pharmaceutical service management. | PPL Truning
d3- Communicate effectively with his | Group discussion SEMInars
colleagues, top management  and | Rele play
subordinates PPL Tradmng
d4- Have the requred skills to use the | Homewark Seiminars
information lechnology [or contimuows | PPL Training Grroup research
self-learning,
IV. Course Content:
a - theoretical aspect:
Mumber | Contact Learning Outcomes
Uni lcs Lis Sub T L
e S T e of Weeks | hours
*Introduction to
Pharmacalogy.
*Definition of
mrocion | Pmseey
h col 2
R —Pharmacokinehics al
& —Drug — Pharmacy | |
Pharmaceutics —
Definitions Toxicology —
Poison — Dosage
Effective Dosage -
Toxic dosage —
Lethal dosage
*Local application;
Routes of “Systemic effect: 2
2 administration | 2
Oral, parenteral and
other routes.
*Absorption,
*Distribution. al
3 Pharmacokinetics i 3
“Metabolism. o2
*Excretion,
Prepared by Reviewed by Head of the Dep t | Viee Dean for Qualily nfiairs Dean of Colleps
Assest, Pral : Abdulsslam Asat prol Mobammed Al AssL_prl
Alsuban Shayabr—3 1..._ j
i
|

?gﬁ’#_,&
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*Principles of drug
4 Pharmacod ynamics ACtOm, P & I 7 a2
*Dirug side effect,
*Solid:
*Bemisolid: a3
Dosage forms
= - R
*Liquid: l &
*Gases:
al
& Dee |
61748 | Essential drug list | Eswmonalcoug. | " a2
10 o
a3
i Midterm Exam 1 7
i
Quality of drug Cuality of drug i
12+13 muanagement management 2 4 '
ci, c?
- Chronic diseases
o, 83
Drugs for chronie t;r:: "'ﬁll_::.': 3 :il:-;g b2
14 disenses di Py n:u | 2
SEASES.
el
Steps of
Fh.lf:::i;:li;iml Fharmaceutical a3
15 R industry - Analysis | 1 2 &
b of drug
16 | Final Exam 1 2
32
mMumber of Weeks fand Units Per Semester : 16 weeks contact
hienarsh

Lhn
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V. Teaching strategies of the course:
Lecturs
Seminars
sSmall group discussion
Role play
Group research
VI. Assignments:
No Assignments Aligned CILDs{symboly) Week Due Marlk
bl, b2, c2
2 Homework d1. d3, dd -7 2
: al,al, a3, ad
i Semnars dl. 42, d3, d4 7-14 5
3 Group researches €1y 714 3
2 ; dl, d4

Vil. Schedule of Assessment Tasks for Students During the
Semester:
Aligned Course
Proportion of
Mo. Assgssment Method Week Due Mark Pl : Learning
Cutcones
9
Homework! Semnars’ Group " i‘i‘r ?3%'-' ad
| resgarches 1-14 10 10% el
¢l, ¢l
dl, d2,d3, 44
: " al, a2.ad
3 Midterm Exam 7 20 1004 bl b2
¢l, &2
: al.a2ad ad
g | ¥FinelExam 15-16 7 70% b1,k2
b, cl
Total KD 100%s
Viil. Learning Resources:
1- Required Textbook(s) ( maximum two ).
|- Harvey R.A. and Champ R (2014), "Lippincott's INustrated Reviews — Pharmacology”,
6" Edition. Lippincott Williams & Wilking. North Amercan Edifion
2- Bertram Katzu ng, Susan Masters and Anthgp® Treevor (2015), "Basic & Clinical
Prepared by Reviewed I Hend of tho D'I'.'] Vice Daan for Chunlity affairs | Genn an"::'Iﬁv
| Apsrel Prof - Abdulsalam Aksl jral : " Tami] A

A urbarg
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Pharmacology”, 13" Edition. LANGE Basic Science.

2- Essential References,

|- H.P. Rang & M. M. Dale (2015), Rang & Dale's Pharmacology, $th Edition, Elsevier
Churchill Livingstone.

2- Laurence Brunton, Bruce Chabner & Bjdrn Knpllmann (2015), Goodman and Gillman
The Pharmacological Basis of Therapeutics, 13th Edition

3- Electronic Materials and Web Sites etc.
|- www.drugs.com

2= www . bnf org

d-wyw' PubMed com

X. Course Policies: [Based on the Uniform Students’ By law [2007]
Class Attendance:

1 Class Attendance is mandatory, A student 15 considered absent and shall be banned from taking the
final exam 1F s'her shsence exeseds 25% of ol classes,

Tardiness:
A student will be considered late if he/she 15 not in class afier 10 minuies of the start time of class

Exam Attendance/Punctualify:

3 Mo student shall be allowed 1o the exam hall sfter 30 minutes of the siart tme. aod shall nof leave the
hiall before holf of the exam tme bas passed.

Agsignments & Projecis:

4 Asgignments and projects must be submitted on tme. Students who deloy ther assignments or
projects shall lose the mark allocaad for the same.

Cheating:

g | Cheating is an act of fraud that results in the cancelation of the student’s exam or assignment. IF it
= takes place in a final exam, the penalties stipulated for in the Uniform Studerits’ Bylaw (2007) shall
apply.

Forpery and Impersonation;

P Fargery/Impersonation 15 an act of fioud that results in the cancelation of e student’s exan
assigimment of project. 17 it takes place in a final exam, the penalties stipulated for i the Uniform
Students’ Bylaw (2007 shall apply.

{ther policies:
- The University official repulations in force wall be strictly observed and students shall comply with all
rules snd repulstions of the exammation zel by ihe Department, Faculty and University

A dmimstration.
Prepored by; Reviewad by, Head] af the Dﬂﬁlnl Yice Dean For Quality alfais Dcan al Colleps:
BT AL % of Mohammed Al
Aagisl Prof | Abdal e, AGRL T alusmimed 4 -
Alsubar __d_d-f"s!mr =
1
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Second Part of Course Specification
Faculty of Medical Administration
Department of Medical Services Administration
Course Plan (Syllabus) of Concepts Of Pharmacology (L4 o waiis)
Course No. (02.02 308)
I. Information about Faculty Member Responsible for the Course:
Name of Faculty Member: | Asst. Prof,
Location& Telephone No.:
E-mail: sa | an | mov | e | we | mw
Office Hours

Course Identification and General Information:

\ Course Tithe: Concepts Of Pharmacology (41 de s lis)

¥ | Course Code & Number: 0202 506

Credit Theory Hours Lab.
3 | Credit Hours: Hours Lecture Exercise Hours
2 2
Study Level! Semester at which this . _

£ oo e i Level 2/ Y Semester

a Pre —Requisite (if any): Mon

1 Co—Requisite (if anv): Mon

. Program (s) in which the Course is Bachelor of Science in Medical

Offfered: Administration

A | Language of Teaching the Course: English

A Study System: Regular (semester)

'+ | Mode of Delivery: Full Time

11| Location of Teaching the Course: Universily Campus

12 | Prepared by: Assist. Profl : Abdulsalam Alsubari

| Proparcd by Rieviewed by Hisd of the D::Tuuu Vice Dean (e Cualoty affaos Dean of Colleps
Adgial Prof. ; Abdg EW X Assy prod” Mohanenog Al Al pral ) hean
Sh upilli
7 (\_

I:/'/.'

::___.,.r-""
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~IL. Course Description: B |

This course aimed to enable student 1o understand the essentials of pharmacology and
the scientific basics of pharmacokinetic, pharmacodynamics, route of administration
and different dosage forms, It also enable student to know the essential drug lists and
the principles of quality in pharmaceutical service administration.

Course Intended Learning Outcomes (CILOs) : (L dall alad Sla ji)

B. Knowledee and Understanding: Upon successful completion of the course, stodents will be shle to:
= I{nuw.lhe prim:_iph:s of Pharmacology including pharmacokinetic, pharmacodynamics and

essential drog lists,

a2 | Describe the route of adminmistration of drugs and the commonly used drugs.

a3 | Know the pharmaceutical dosape forms and classification of the main drugs

a4 | Describe the principles of quality in pharmaceutical service adrmimstration.

B. Intellectual SKills: Upon successful completion of the comse, studeénts will be able to:

bl | Analyze accidents relating to pharmaceutical services.

b2 | Assess the pharmaceutreal performance in vanous health sectors
C. Professional and Practical Skills: Upon successful completion of the course, students will be able to:

el | Manage and develop operations and pharmacentical resources.

2 Apply the principles and quality standards in the pharmaceutieal services management
D. Transferable Skills: Upon successfol completion of the course, students will be able to:

di Manape and work with group of people in a work environment

d2 | Communicate effectively with his colleagues, top management and subordinates

d3 | Behave ethically in the pharmaceutical service management.

dd4 | Have the required skills to use the information technology for continuons self-learming. N

Prepared by Reviewed Head af the Degrighent; | View Dean for Guahity affnms Dean of College
""" ’/B-? /?‘m Asst pltl:ls';l'-'l-:lh-urljnt% Al-
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IV, Course Content:
a - theoratical aspect:
Mumber | Contact Learning Qutcomes
Order Units/Toplcs List Sub Toplcs List afWedki: | hois
*Introduction w
Phamacology.
* Definition of -
Introduction to Pharmacology -
Phammacodynamics —
harmacnoln ¥ 3
¥ 4 Phirmacokinetics — al
1 & Drug — Pharmacy — [ 2
Pharmaceutics —
Definitions Toxicalogy — Poisot
— Dosage
Effective Dosage -
Toxae dosapge -
Lethal dosage
*Local application:
Rowies of * Svstemic effect; 2
2 pdministration | > e
Chal, parenteral and
other ronfes,
* Absorption
*Dismbution. al
3 Phaimiacokinetics I 3
Ehletabolism. ¥
*Excretion,
al
*Pringiples of drog
4 Pharmacodynamics i 1 7 2
*Dirug side effisct,
#Solid:
kS emsolid: a3
5 Dasape forms o 2
*Laquid =
*ases;
6+7+8 | Essentinl drug list | ® Essential drug lists 5 10 al
e L1
Preparcd by ! Heviewsdby | Head of the Depagifnent; 'I“"Q'-i:'c Demn for Qaality alfairs Dean of Collepe
| |
Assist, Prol | Abdulsalam | Assi . e Agsiprof A0 | Asstprol Mobammed Al- Azt prol Jamil Alsgn|
Alsabinri [ Sl ]
y r

V€ of Y VPage



Republic of Yemen
Ministry of Higher Education & Scientfic Ressarch
21 BEFTEMPER UMAS
Faculty of Medical Admmistrarion
Department of Medical Services
Adminmistration) College Requirment

Unile af Devedopmeont & Onal ity sssmranon

AR T A
gl Oy el et B Ly
Suphaglall] g Agalal o ghall s ¥4 d_maln

Aykall 5y dls
A Culleie el CLaai B 1) b
gl Sl gy plaGll 3.m g

al?
B3
1 Midierm Exsam 1 2
ad
Quality of drug Cruality of drup
12+13 rAnAZEnen | P eReni 2 4 bl, b2
¢l, g2
= Chroane disenses
Th d =4
= L SO NE
Drugs for chronic |
14 Elniiuaul. d'!:rap:r' 'a. chromic | 2 b2
diseases
cl
Steps of
Steps of 1
Pharmaceutical %
15 H“md' "““:“““w"““ industry - Analysis of | 1 2 2
drug e
16 Final Exam 1 2
32
Number of Weeks fand Units Per Semester : 16 weeks contact
hoursh
V. Teaching strategies of the course:
Lecture
Seminmrs
Small group discussion
Role play
Group rescarch
Vi. Assignments:
N Assignments Aligned CiLOs{symbals) Week Due Mark
: =T bl, b2, e2
2 Homework dl d3. a4 1-7 2
— al. a2 al ad
| : R -
p— di, d2, d3, d4 i 2
el 2 i
3 Group researches a1 4 7-14 3
Prepared by: “Feviewsd by wnl: | Viee Diean for Quality aiimis Dean of College
i Asasl. Prol ¢ Aldulsalam
| Alsubari
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Vil. Schedule of Assessment Tasks for Students During the

Semester:
Aligned Course
No. Assessment Method WeekDue | Mark H::";:""‘" o .| Leaming
Dutcomes
Homework! Seminars’ Group al .?:rEI, EE:JE ad
1 researches 1-14 10 0% 4
el c2
dl, d2, d3, 4
. al, a2 a3
g o MidETm SXam 7 20 20% bl b2
_eled
i al.aZa’, ad
5 | Final Exam 15-16 70 70% bil.b2
bl, ¢l
Total 100 1002

Vill. Learning Resources:
1- Required Textbook{s) { maximum two ).

|- Harvey R.A. and Champ R (2014}, "Lippincott's Nustrated Reviews — Pharmacology”.
6™ Edition. Lippincott Williams & Wilkins, North American Edition

2- Beriram Katzung, Susan Masters and Anthony Trevor (2015), *Basic & Clinical
Pharmacology”, 13" Edition. LANGE Basic Science.

2- Essential Referances.

|- HP Kang & M. M. Dale (2(:15), Rang & Dale's Pharmacology, §th Edition, Elsevier
Churchill Livingstone,

2- Laurence Brunton, Bruce Chabner & Bjom Knollmann (2015), Goodman and Gillman
The Pharmacological Basis of Therapeutics. 13th Edinon

3- Electronic Materials and Web Sites etc.

- www drugs com

2- wyww bnf.org

J-www. PubMed.com

X. Course Policies: (Based on the Uniform Students' By law (2007)
Class Attendance:

1 Class Attendance 1s mandatory. A student 15 considered absent and shall be banned from taking
the final exam if isher ghoence exceads 23% of total classes

A

Preparcd by Revigwed El'r 1 Hend of the Depaptiient. | Wice Dean lor Quality affain Dz of College:

| Aszist Prof ; Abdulsalam A T
Alsubarg

| Asstprel
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Tardiness:
2 | A student will be considered late if hesshe is not in elass after 10 minutes of the start time of
class

Exam Attendance/Punctuality:

3 | Mo student shall be allowed to the exam hall after 30 minutes of the start time, and shall not
leave the hall before half of the exam time has passed

Assignments & Projects:

4 | Assignments and projects must be submitted on time. Students who delay their assignments or
projects shall lose the mark allocated for the same

Cheating:
Cheating 15 an act of fraud that results in the cancelation of the student’s exam or assignment, 1f

it takes place in a final exam, the penalties stipulated for in the Uniform Students’ Bylaw (2007)
shall apply.

B

Forgery and Impersonation:

g | Forgery/Impersonation is an act of fraud that results in the cancelation of the student’s exam,
assignment or project. If it takes place in a final exam, the penaltics stipulated for in the
Untform Studenis’ Bylaw { 2007} shall apply.

Other policies:

- The University official regulations in force will be strictly observed and students shall comply
with all rules and regulations of the examination set by the Department, Faculty and University
Admimstration.

.

Prepored by Rovsawod by: Head ol the De eed: | Wice Denn for Quality nffairs Diaan of Collepe

ey |

Assist. Prof : Abduisalam Asﬁ% '\W Lgral. Jomil Absan
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1. Course Description:

iy dgn ol Bl B usnd 0 Rt al gl e I gy ppd i ] e il e gy
o ihelaill gl 8 oBatll gl S 5 il gm0 iar il plal 158 gy 63l ) S gl g g g
RSy el Jelill yluly ok poagt A Sl il (e 2 o Al g tags by o gee S AN
Saill 1l Aal joy slghudl Japm e land Sl elain¥l gulaall ) gl dl g ¢ iR Sladal) A Ay
gl y ittt ol Mg wmilelaadl oy LA S0 Rl b il clalattily gl ooyttt Rptial 500 Ledpa s
ke il g LS S e L S g iene Tyt e LR N iy G e A 1 S g gl
Ly 2 Lol el ol 5 35k y g L A0 Bgeliin ity S0 Bl a8 pae y A0 Rmgdell L 2
Mg g Al p &3 yuall abal po B il y il

Mi. Course Intended Learning Referenced PILOs
i iy ds)Outcomes (CILOS) ; f i
g ) (CILOs) (el plad iy yia)
(2Rl
Knowledge and Understanding: Upon successful completion of the course, smdents will be able to: A
al obta ] il e S la 5 s ke i e At iy il ety anlially 46 puall el
il bl dapia 4 Ll g3 danl g l,ﬂ..!l_w_ijlﬁ_,h.-ﬂ.lul.m‘;l]
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O Ty
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B. Intellectual Skills: Upon successfl completion of the course, students will be able 1o:

bl a8 Jall Jal gadl 180 Jiag - dnall Cilaail 5 gl Ailetall Lol Jlag

A Lt Cilihally e laiatl Aaal ol el yal g 5 ple plasiols it

b2 Caes g ba JHA e daelatat al il i B2 el JSLEN 38 el o dtiall (| gladl Loty

gl il ale | 3l gl g A4 s sl gl i LG A3

b3 Ayl i ok cleta chiates s | B3 il Uil aliSa 8 g Yy gl .|_~“11|.,§,:

C. Frofessional and Practical Skills: Upon suecessful completion of the course, students will be able 1o

o1 e b -i.ﬁLnJl-..h-iula‘;"]hruhﬁ'wau'rﬂ'#
[ P - | Lyl
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D, Transferable Skills: Upon successful completion of the course, studerits will he able to-
dl e el il e ol JBS e iy 2 2l 3 =
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(A) Alignment of Course Intended Learning Outeomes (Knowledge and Understanding)
to Teaching Strategies and Assessment Methods:
Cpurse Intended Learning Outcomes Teaching Strategies Assessment Srategies
B pall abasll Sy As et Sl il e
H.l L™l u—l-l-;l'rh'- r'ﬁ.ﬂﬁ_‘ | - -—".||_:|_-ﬁJ| -
i iy e ey i
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(B) Alignment of Course Intended Learning Outcomes (Intellectual Skills) to Teaching
Strategies nnd Assessment Methods:
Course Intended Learing Outeomes Teaching Strategies Amessment Stritegies
2l L
hli ‘-'..:'L"]I a_}'.‘._’.l.]]._;.l.'l_npj' E!JJJ'LJL"-" i jenlnall = . :“J‘;!f::-
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(C) Alignment of Course Intended Learning Outcomes (Professional and Practical
Skills) to Teaching Strutegies and Assessment Methods:
Cowrse Intended Lesming Ouvtcomes Teaching Strategles Assesrment Strategics
LU IFIRTE T FAE SATIR Y T N B 3 pudabadll ® "'-"3-'?"
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(D) Alignment of Course Intended Learning QOutcomes (Transferable Skills) to Teaching
Strategies and Assessment Methods:

Course Intended Learning Outcomes Tenching Strategies Assessment Strategics
di 13 o o S22 el o i pslal o s
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IV. Course Contents:

A. Theoretical Aspect:

Learni
No. | Units/Topics List Sub Topies List ool lhseny Ouplosi
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Number of Weeks /and Units Per Semester 16 32
V. Teaching Strategies of the Course:
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VIIL. Schedule of Assessment Tasks for Students During the Semester:

. Proportion of Aligned Cours
No. Assessment Method Week Due | Mark Final 4 et | Rassutrig {hlh':m:u
al,a2, a3, bl, b2,
i Assignments and Activities [ W 1,3, 9. 11 5 5% b3, cl.c2, c3, dl.
d2, d3, d4
) al.a2 blcl, dl,
2 | Quiz Wi 5 e 42 di
Mid-Term a2, a3, bl b2, ¢l
3 W R 20 20P% e
Theoretical Exam c2, d2, d3
al, a2, ad, bl, b2,
5 Final Theoretical Exam WI1s 70 0% b3, cl,e2, ¢3, dl,
d2, d3, 4
Total 1040 1%

IX. Learning Resources:

Written in the following order: Author, Year of publication, Title, Edition, Place of publication, Publisher, »

1- Required Textbook(s) [ maximum twao ):

ool colaian Aulilly Lol o glall jiadins 21 Gl o e bap ¥l sl e 2o 3ha ((2019) d sy 20
2- Essential References:

Sl midada o laiatl el ale o e i Al 5 o)

01228 38 vt Sl ¢ g sl dad i st gl g mLaia¥l il le A ill gl 2
3~ Electronic Materials and Web Sites ate.:

A gt B pull ALl s (22012 R el Al Bikc Aty BN A gudl daladl |

paid

ol o Al e AE |
M| Rl 00 e Ty s

4 B

L
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wt W 82X, Course Policies: (Based on the Uniform Students’ By law (2007}
Class Attendance:

1| Class Attendance is mandatory. A student is considered absent and shall be banned from taking
the final exam if his'her absence excesds 25% of wtal ¢lasses,

Tardiness:

2 | A student will be considered late if he/she is not in class after 10 minutes of the start time of
class.

Exam Attendance/Punctuality:

3 | No student shall be allowed to the exam hall afier 30 mimtes of the start time, and shall not
leave the hall before half of the exam time has passed.

Assignments & Projects:

4 | Assignments and projects must be submitted on time, Students who delay their assignments or
projects shall lose the mark allocated for the same.

Cheating:
Cheating is an act of fraud that results in the cancelation of the student’s exam or assignment, 1f
it takes place in a final exam, the penalties stipulated for in the Uniform Students’ Bylaw (2(07)

shall apply.

Forgery and Impersonation:

Forgery/Impersonation is an act of feaud that results in the cancelation of the student’s exam.

(]
assignment or project. If it takes place in a final exam, the penaltics stipulated for in the
Uniform Students” Bylaw (2007) shall apply.
Other policies:
B The Umiversity official regulations in force will be strictly observed and studénts shall comply

with all rules and regulations of the examination set by the Department, Faculty and University
Adtmnistration.
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II. Course Description:

LS 5 e ll el b el S Ll LBl e S pedty agd 4 Y eldn¥l il e e Chog
e alailh o gliall 8 oSl s NS g pimmll g g 31891 S e i ol G gy o1 881 LB gl gl 5 o
iy e lainl Jelitl culludy 3k mn gl 1l il e e e Rl g g peluny g g JE5: 2y A
Al gl Al g el G e Juad Al Sis LB el il ey o Db Cleadasd) o U
sally salall My vthelaad) (o (28 00 Lol g Sansill lalo¥ g slgddes g ol Al 30 el s
e el gy LS S e e gl g e al e LSS oMe Y By i e 4 S U1 Rl
il Al e L) ) bl y 3 g ol L 00 A0 L A1 gl Lo T e g ALY Tl A s
M per Al 45 el el e oS0 Jil

(el plad 54l Course Intended Learning Outcomes (CILOs) :
Knowledge and Understanding: Upon successful completion of the course. students will be able to: B

al wgsbaia Tl gl bps A1) 0 Sy el il Je flaay s ppis b gy
al i) plally s Lal uilh e Ae SR
w3 e ] ) e A Siadl palie 0y

B. Intellectual Skills: Upon successful completion of the course, students will be ahle to:

bl Al il y olatn ¥l bl 5 Spall byl ol il Sl
b3 Ara yll 4 o el g (alelal) dalal i

C. Professional and Practical Skills: Upon successfil completion of the course, students will be able o:

cl Ryl A e a1 oLl i o)
2% e it ki ALY bl il
e3 | ombaadly Bl Sallauy laall g phail diddall malldl paiiy

o4 Sl A3 b o SAALa 535 O3 o L) bl g

. Transferable Skills: Upon successful completion of the course, students will be able to:

dl Asmapall 3 AN S Laa il i all e it B i,
d2 ol el Wl gl T e ilall Bany i e g mjmal) patnall 3l el el )
d3 o ) il ple e pmge e AlalSia diy 5 38
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IV. Course Contents:
A. Theoretical Aspect:
Learning
No. | Units/Topies List Sub Topics List Numberof | Contact |
P o Weeks Hownrs Eﬂ?
N e e galy oy | :
STl il g Lt it ale ahal i
e laia) i) Ll sl
e #e b Codll palic gl 1 " :
5 [ = Hil_ A
yelaind Lkl L aaill
Ao sl =g
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V. Teaching Strategies of the Course:

5_5,..‘.:]_—...-.“ ™
...r-""';"]l wheasl] @

VI. Assessment Methods of the Course:
sl o

headl fEc

el sy -

wediedl

LAt -

VIII. Schedule of Assessment Tasks for Students Du ring the Semester;

" Froporiisn of Aligned Cours
No. Assessment Method Week Due | Mark Flnal Asscssmest | Learning O ml:ﬂ
al,aZ a3, bl h2
1 | Assignmenis and Activities |W 1.3.9, ] 8 5% b3, cl.cZ, ¢3, dl,
d2,.d3, d4
2 Quiz | W s s 5o, ul,al&zhtiz],dl,
Mid-Tey 19
3 | i Tmlm | - 45 209, a2 ﬂlhr[,hz,l:],
Iheoretical Exam 62, d2 d3
al, a2, a3 bl, b2,
5 Final Theoretical Exam W13 70 T0% b3, ¢l.c2, e3.d],
d2;d3, d4
Total 14K} 1

IX. Learning Resources:

Written in the following order- Author, Year of publication, Title, Edition, Place of publication, Bublisher, ®

1- Required Textbook(s) { maximum two ):
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N agad Gy o b g
I 2- Ezsential References:
s Al — LW il e 1 e B0 5 3
20122360 A8y 8l 4 g KD Sl 3 ol By o Luta W il ple om0 nagall -4

3- Electronic Materials and Weh Sites atr.:
A padll B sl RSl 4 (20112 s ppteath Bl Solee By S s gmaad) Aalad) -5

ot s dmX, Course Policies: (Based on the Uniform Students’ By law (2007 )

Class Attendance:

I | Class Attendance is mandatory. A student is considered absent and shall be banned from taking
the final exam if his/her absence exceeds 25% of total classes,

Tardiness:

2 | A student will be considered late if he'she 15 not i class after 10 minutes of the start time of
class,

Exam Attendance/Punctuality:

3 | No student shall be allowed 1o the exam hall after 30 minutes of the start time, and shall not
leave the hall before haif of the exam time has passed

Assignments & Projocts:

4 | Assignmients and projects must be submitied on time, Students who delay their assignments or
projects shall lose the mark allocated for the same,

Cheating:
Cheating is an act of fraud that results in the cancelation of the student’s exam or assi onment, 1f

-] : :
it takes place ina fingl exam, the penalties stipulated for in the Uniform Students’ Bylaw (2007)
shall apply.
Forgery and Impersonation:
6 Forgery/Impersonation is an act of fraud that results in the cancelation of the student's exam,
assigniment or project. If it takes place in a final exam, the penalties stipulated for in the
Uniform Students' Bylaw (2007) shall apply.
Other policies:
5 | The University official regulations in force will be strictly observed and studenis shall comply

with all rules and regulations of the examination set by the Department, Faculty and University
Administranon.
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Course Identification and General Information:
Fundamentals of Microbiology ( ale el
Vo | Course Title: by
Al f-":‘%'"ul"]'
¥ | Course Code & Number: 03.03.509
Theory Hours Lab
3 | Credit Hours: Credit Hours Tectars EI‘LITH Hioss
3 2 2
Study Level/l Semester at
¢ | which this Course is Level ¥/ Yd Semester
offered:
2 | Pre —Requisite (if any): General Biology
1 | Co —Requisite (if any): Mon
Program (s) in which the )
7 Bachelor of Science in Medical Administration
Course is Offered:
Language of Teaching the
A s . Enghsh
Course:
% | Study System: Regular (semester)
Vo | Mode of Delivery: Full Time
Location of Teaching the .
11 Uiniversity Campus
Course:
12 | Prepared by: Asst.prof. Jamel Taher Abdulmughni
13 | Date of Approval: /
Prepased by Revizwed by
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Il. Course Description: = o
This course covers the general principles of microbiology including classification of
different groups of microorganisms and morphology of each groups and parasitology.
In addition, a brief introduction to the pathogenicity of each group of microorganisms
15 also introduced to parasitology [Disease, definitive host intermediated host and
diagnostic stage.

I. Course Intended Learning Outcomes (CILOs) Referenced PILOs
2 (kall plad Sl i) (ki) s il i)
A. Knowledge and Understanding: Upon successful completion of the course,
students will be able to:

Describe the general properties, structure, and
41 | classification of the different groups of
microorganisms and parasites,

understand the concepts of defense mechanisms, A2 AS
A7 | antigen-antibody reaction, and different aspects of o
immumity and their disorders,

a3 | Recall laboratory diagnosis of microbial infections,
methods of sterilization and disinfection

B. Intellectual Skills: Upon suceessful completion of the course, students will be
able to:

Recognize the bacterial morphology, physiology,
metabolism, classification, identification, genetics,

bl pathogenesis, and control (including sterilization, Bl
disinfection & antibiotics).

b2 | Determine the causative organism, the habitat,
characteristics of pathogenic stramns, modes of
transmission, and the role of carner, prophylactic 2

measures and the lines of treatment.

/

Propan by Reviewad by Hesel of Une Doplgmene | Yace Dean B Ouaaliy olfars M'WI'
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C. Professional and Practical Skills: Upon successful completion of the course,
students will be able to:

Observe the principles of isolation and identification

c] | of bacteria (with special reference to principles of 2
stamning methods)
Identify the different myeotic infections and the

2 | modes of their transmission and control. C4
Edueate others on how to prevent and control of

3 | disease transmission C4

D. Transferable Skills: Upon successful completion of the course, students will be

able to:
dl | Communicate appropriately with stalT and college o1
d2 | wse of the current technology and inventions 02

ML Intended learning outcomes (1L Os) of the course:
Al the end of the course, the student will be able to:

(A) Alignment Course Intended Learning Outcomes of Knowledge and
Understanding to Teaching Strategies and Assessment Strategies:

Course Intended Learning Teaching strategies Assessment
Outcomes Strategics
Describe the general properties,
structure, and classification of the
. 2y : Lectures Exams
different groups of microorganisms
and parasites.
understand the concepts of defense
hani tipen-antibody
mec alamsms, Elt'l {gtn antibody o Biiss
reaction, and different aspects of
immunity and their disorders. ,f
Recall laboratory diagnosis of r_e, Exams
microbial infections, methods of

Vice Dnn For Quality nffis MW

Asst |'.-1':'J|’ M-:lll:unr'n i

i Pl'ﬂpl.l'q'.‘d h::' Riviesed |:|:.' Hesid of the Fhlyﬂfmenl

| Asstpeal Jamel Tabi Asstpral’ (hamdan
ﬁ.!lmlllmlghn;% A1 tmhish
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sterilization and disinfection

Aokl 5 1Y) 8
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(B) Alignment Course Intended Lea

Teaching Strategies and _Assessment

v
Strategies:

ning Outcomes of Intellectual Skills to

Course Intended Learning
Outcomes

Teaching strategies

Assessment
Sirategies

Recognize the bacterial morphology,
physiology, metabolism,
clagsification, identification, genetics,
pathogenesis, and control (including
sterilization, disinfection &
antibiotics).

Role play
PPL Training

Exams Lab Reports

Determine the causative organism,
the habitat, characteristics of
pathogenic strains, modes of
transmission, and the role of carrier,
prophylactic measures and the lines of
treatment,

Role play
PPL Training

Exams Lab Reports

©Alignment Course Intended Learning Outcomes of Professional and Practical
Skills to Teaching Strategies and Assessment Strategies:

Course Intended Leaming Outcomes Teaching Assessment Strategies
strategies
Observe the principles of isolation and
dentification of bacteria (with special - Lt
g e N P - Practical Exams
reference to principles of staming ;
SES510NS
methods)
fdentify the different mycotic - Lectures F i
infections and the modes of their - Practical Exams
ransmission and control. SESS10NS
Eduecate others on how to prevent and - Lectures
control of disease transmission - Practical Exams
SESSA0NS
J/ |

Prenmred by Reviewsd by Head af the netL | Vice Denn far Craabity offairs |
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(D) Alignment Course Intended Learning QOutcomes of Transferable Skills to
Teaching Strategies and Assessment Strategies:
Course Intended Leaming Teaching strategics Assessment Sirategies
Outcomes
Communicate appropriately with Giroup research
staft and college EIEREWOE
use of the current technology and Group research
inventions Homework
lll. Course Content:
| A= Theoretical Aspect:
Ord | & |
l Units/Topics List Learning OQutcomes : ik | Gl
| List hours
_ + History of microbiclogy i
+ Definition of microbiology
Nted it 6o + Definition of microorganism
1 o + Important of studding microbiology | 3 9
microbiology ; ;
- Types of microorganisms
- Factors affecting growth and
transmission of microorganism
- Definition RESS|
* Types of bactena
+ Factors affecting in growth and
2 Bacterin Iransmission 2 (4]
* The ways of tansmission
- The ways of prevention of
transmission
Definition
- Types of viruses
Factors affecting m growth and
3 Viruses transmission l 3
- The ways of transmission
© The ways of prevention of
i Transmission
4 Funnl D'Ef-ﬂltlﬂ[l I !
L T}'pes of fungi
F'repamed by F‘-m:r:'ﬂw by end of the Depgunent | Viee Dean For Qualiy allies
! Asstprol, famel Ta Asstprol Ghomdan | Assly
AMH% Al rshish W



Ministry of Higher Educstion & Scientific Ressareh

Faculty of Medical Adiminisiraiion
Utpm'r.r.n.znl of Medical Services

Republic of Yemen
21 SEPTEMPER UMAS

A DA LR

| el y  Hall o lah 5 Yy
At g el o glell s 1) d_aily

Administration/College Requirment dydall 3 A0 LK
Uniite of Developmeat & Qualily ssaranes A e At ) it e
B ! oia y _y glalll Gty
e —— F__‘_.- = .
|+ Factors affecting in growth and '
transmission
- The ways of transmission
* The ways of prevention of
fransmission
5 | Med tem exam | 3
Diefinition
* Types of parasite
- Factors affecting in growth and
(] Parasite Iransmisson | 3
- The ways of transmission
* The ways of prevention of
trunsmission
[ E-Histolytic
7 Protozoa | Gardai | 3
Plasmodium
A-Nematode
A scares
fsciola hepatica
8 Helminthes Schist soma spp. 4 12
C-Cestoda Tapeworms
Echinococcus granulosus
Hymenolepis diminuta
9 !Ittl'ndllﬂtlﬂl‘lﬁ o Structure and function I 3
immunology
10 Final exam | - 3
Number of Weeks [
fand Units Per 16 48
; Semester I
|| i |
Prepared by: Hoviewed by: Vics Diean for Cuaaliny afTairs
At prol Tgmel Aagt pral’ Ghamdon Agat jirol Mol I
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B - Practical Aspect: (if any)
. . Mumber of | contaet Learning
Order l'asks! Experiments Weeks G
1 Introduction 1 2
2 Laboratory Safety Measures 1 2
3 Microscopy [ |
| 4 Introduction  to  Diagnosis of Bacterial i . | |
Infections
5 Bacterial Stains 1 2
3 ' Bacterial Stains 1 2
7 Bacterial Culre Media I 2
8 Midterm Exam 1 2
9 Antibiotic Sensitivity Testing 1 2
10 Antibiotic Sensitivity Testing 1 2
11 Sterilization & Disinfection 1
12 Parasite | Adult Jarva eggs) 1 2
Number of Weeks /and Units Per Semester
V. Teaching Strategies of the Course:
l- Lectures
2- Practical session
3- Self leaning
4 Ciroup research /
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V1. Assessment Methods of the Course:
No Assignment
I | Written Exams (Short Essays) and Quizzes Al
2 | Written Exams{MCQ)
3 | Structured Oral Exams
] | Objective Structured Practical Exams (OSPE)
5 | Student presentation .
VIL. Assignments:
Proportion of | Aligned
No. | Assignments Week Due Mark | Final CILOs
Assessment (symbols)
1 | Midterm Exam 7 15 15% Abcd
Throughout the
ivi 5
7 | Activity i t 5% b
; Thr tth
Practical Report OBERORL the 10 10 % .
3 semester C
4 | Practical exam 12 20 20% C
5 | Final Exam 14 50 50%
Total
[ Propaned by Reviewed by Head of the ment | ¥ice Dean for Chaliry affars |
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Learning Assessment:
Assessment Proportion of Aligned
No. Week ;
% Tasks* wel e e Final Assessment CILOs
1 Midterm Exam 7 20 2%
2 Practical exam 12 30 0%
3 Final Exam 14 i 50%
Total 100 | OG0

VIII. Learning Resources:

1- Required Textbook(s) { maximum two ).

Q781260012026

Jawetz, Melnick, & Adelberg's Medical Microbiology, 28e Riedel, Stefan
Published by McGraw-Hill Education, 2019 [SBN 10: 1260012026ISBN 13:

2- Essential References.

Warren Levinson, Peter Chin-Honh, Elizabeth A, Jovee, Jesse Nusshaum and
Hrian Schwartz, Review of Medical Microbiology and Immunology, 2018, 15t
edition, McGraw-Hill, ISBN; 978-1-259. 64449-8

J- Electronic Materials and Web Sites erc.

1 htp:/fwww. asmusa.org)

2 http://www.phage org/black09 htm

3 http://www . microbe.org/microbes/virus_or_bacterium. asp

4 htip:/fwww. microbelibrary, org

5 http:/waew, bact wisce. edu/Bact330/33 0L ecturetopics
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X. Course Policies: (Based on the Uniform Students' By law (2007)

Class Attendance:

Class Attendance is mandatory. A student is considered absent and shall be
banned from taking the final exam if his/her absence exceeds 25% of total

classes.

Tardiness:

2 | A student will be considered Tate il hefshe 15 not in class after 10 minutes of the
start time of class.

Exam Attendance/Punctuality:

3 | No student shall be allowed to the exam hall after 30 minutes of the start time,
and shall not leave the hall before half of the exam time has passed.

Assignments & Frojects:

4 | Assipnments and projects must be submitted on time. Students who delay their
assignments or projects shall lose the mark allocated for the same,

Cheating:

5 Cheating is an act of fraud that results m the cancelation of the student’s exam

| or assignment. 1f it takes place in a final exam, the penalties stipulated for in the
Uniform Students' Bylaw (2007) shall apply,

Forgery and lmpersonation:

6 Forgery/lmpersonation is an act of fraud that results in the cancelation of the
student’s exam, assignment or project. If it takes place m a final exam, the
penalties stipulated for m the Uniform Students' Bylaw (2007) shall apply.
Other policies:

» The University official regulations in force will be strictly observed and

students shall comply with all rules and regulations of the examination set by
the Department, Faculty and University Admunistration.

Progared by Rovicwed by Hend of the Depudnet: | Viee Dean for Quality alToies |

.ﬁ.mpmr am | “Aseiprof Ghomdan | Assi Al Assl -||rul'h.hﬂm i -
.-b.l Lnhiish sl (
"rk*

i_.d;.—"



Republic of Yemen
Minlstry of Higher Education & Scientific Research
21 SEFTEMPER UMAS
Faculty of Medical Administration
Department of Medical S¢rvices
Administration fCollege Requirmenl

Trnide-of Pevolopmentd & Qual ity sssuroes

wrlnd) Sy M) palal 551 1
Al e glal] s ¥ L _mals
Agdadl § Lyl 08
Al i el ilasid § ) pud
24 gadl Hlads y oG Bim gy

Second Part of Course Specification
Faculty of Medical Administration
Department of Medical Services Administration

Course Plan (Syllabus) of Fundamentals of Microbiology (dadall elay) Ale el
Course No. ({13,03.509)

I. Information about Faculty Member Responsible for the Course:

Name of Faculty
A I Tah i
Member: sst.prof. Jamel Taher Abdulmughn
Location& Telephone
No.:
E-mail: g B T T T
Office Hours

Course Identification and General Information:

Fundamentals of Microbiology ( sl cieull
da) :r'l-,.pn';ff'l:i

Y | Course Code & Number: 03.03.509

1 Course Title:

Theory Hours Lib
; Credit Hours Exercis R
3 | Credit Hours: Lecture o Hours
3 2 2
Study Level! Semester at
t | which this Course is Level T/ Yd Semester
offered:
@ | Pre —Requisite (if any): Epidemiology
| Co —Requisite (if any): Mon
7 Fmgﬂ".‘ (s} in which the Bachelor of Science in Medical Administration
Course is (Mfered:
s | Language of Teaching the Englich
Course:
8 | Study System: Regular {sgﬁes{erj AT
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Voo | Mode of Delivery:

Full Time

Location of Teaching the

o Course:

Iniversity Campus

12 | Prepared by:

Dir. Jamel Taher Abdulmughni

13 | Date of Approval:

[I. Course Description:

| This course covers the general principles of microbiology including classification of

different groups of microorganisms

In addition, a briel introduction to the pathogenseity ol each group ol microorganisms

is also introduced to parasitology [[Disease, delinitive host intermediated host and

diagnostic stage,

and morphology of each groups and parasitology.

Course Intended Learning Outcomes (C1LOs) 1 (sokall plad Sl jia)

students will be able to:

B. Knowledge and lUnderstanding: Upon successful completion of the course,

al

Describe the general properties, structure, and classification of the different
groups of microorganisms and parasites.

the prophylactic measures.

Recognize in cach individual case of viral infection, the source of infection,
a2 | modes of transmission and the role of carrier, pathogenesis, diagnosis, and

understand the concepts of defense mechanisms, antigen-antibody reaction,
and different aspects of unmunity and their disorders.

ad

and disinfection

Recall laboratory diagnosis of microbial infections, methods of stenlization

able to:

B. Intellectual Skills: Upon successful completion of the course, students will be

bl

Hecognize the bacterial morphology, physiolggy, metabolism, classification,
identification, genetics, pathogenesis, and gﬁl (including sterilization, |

Preparcd by Fevipwed ko
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b

v

i Asel prof Jame Assl ol Ghnmdam

Assipoal, J

b hinii AL twhi=h
b 2 o aaI ijf

(/!

-
14 56 Fpags



Republic of Yemen - _
Ministry of Higher Education & Scleatific Resoaren,  —2ailab 5

21 SEFTEMPER UM
Faculty of Medical Administration
Department of Medical Services
Administration/College Reginirmeni
LUinits ol Developiient & Qnalily ssiramso

P DA S A

) gﬁij}uﬂﬂmijJ_'
Al il gl i ¥4 Aty
Aalall 5l s

.:inﬁm-—wuligldjhi
Bagadl ﬂlﬁj_uﬂlin‘

=
¥ T b e i Ll _a

—_———

disinfection & antibiotics),

b2 | Determine the causative organism, the habitat, characteristics of pathogenic
strains, modes of transmission, and the role of carrier, prophylactic measures

and the lines of treatment.

C. Professional and Practical Skills:
students will be able to:

Upon successful completion of the course,

a1 Observe the principles of isolation and identification of bacteria (with
special reference to principles of sta ining methods)
2 Idifferent mycotic infections and the modes of their transmission and
control,
€3 | Educate others on how to prevent and control of disease transmissiaon
D. Transferable Skills: Upon successful completion of the course, students will be
able to:
dl | Communicate appropriately with staff and college
dZ | use of the current technology and inventions
L Course Content- =i
A — Theoretical Aspect:
Ord . : Sub Topics | contact
& Units/Topics List | Learning Outcomes List ST
History of microbiology
* Definition of microbiology
. - Defimtion of microorganism
1 | Iofeedustion to - Important of studding microbiology | 3 9
| microhiology . ,
- Types of microorganisms '
* Factors affecting growth and
' transmission of microorgamsm
Definition
: Bacteria Types of bacteria .
| Factors affecting in g_;g;c?fth aind
Prepirod frv: Reviewed by Head of the Depifiment | Vice Dean for Qunbiy affaie
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transmission
- The ways of transmission
+ The ways of prevention of

fransmission

- Definition

- Types of viruses

- Factors affecting in growth and
3 Viruses rANSMILSion | 3
« The ways of transmission

- The ways of prevention of
Iransmission

- Definition
- Types of fung

Factors affecting in growth and
4 Fungi IFRNSMSSION | ] 3
+ The ways of transmission
* The ways of prevention of
transmission

5 Med tem exam 1 3

Drefimition
- Types of parasite
Factors affecting in growth and
6 Parasite transmission 1
The ways of transmission
- The ways of prevention of
transmission

B

E-Histolytic

7 Protozoa Gardai 1 3

Plasmodium

A-MNematode
Aoscares

) Helminthes 4 12
fasciola hepatica

Schist soma spp /l:? /
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C-Cestoda Tapeworms
Echinococcus granulosus
Hymenolepis diminuta
9 medw:truns L Structure and function I 3
mmunclogy
1] Final exam 3
Number of Weeks
fand Units Per 16 48
Semester '
| B - Practical Aspect: (if 'un:}] N
Number of | contact | Learning
Order | Tashs' Experiments Weeks o O
| Introduction 1 7
2 - Laboratory Safety Measures 1 2
3 Microscopy 1 2
Introduction to  Diagnosis of Bacterial
4 , 1 2
Infections
5 Bacterial Stains |
6 Bacterial Stains 1
7 Bacterial Culture Media 1 2
8 Midterm Exam 1 2
9 Antibiotic Sensitivity Testing 1 2
10 Antibiotic Sensitivity Testing 1 2
11 | Sterilization & Disinfection & i 2
Prepared b - Revigwed by- Head ol the D;r.;unmt Vice Doan Tor El;lu_r nlFuers
As. prol Dokl Azl peal, ,’
AL tahish
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12 Parasite [ Adult larva eggs) | 1 2 | ‘
‘Number of Weeks /and Units Per Semester ] '
VIL. Assignments:
Proportion of | Aligned
No. | Assignmenis Week Due Mark | Final CILOs
Assessment (symbols)
1 | Midierm Exam 7 15 15% Ab.cd
5 | Activity E::ﬁ’r”“t Ll T .
: Throughout the "
3 | Practical Report i 10 10 % C
4 | Practical exam 12 20 20% C
5 | Final Exam 14 50 50%
Total
Learning Assessment:
_ Assessment : Proportion of Aligned
) Tasks* Veek due. | Mk Final Assessment CILOs
1  Midterm Exam 7 20 20%4
2 Practical exam 12 30 30%
3 Final Exam 14 30 3
Total 100 100%a
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V. Teaching strategies of the course:

Lecture

Practical sessions
Role play

PPL Training
Ciroup research

VIIL Learning Resources:
I- Required Textbook{s) { maximum twao ).
Jaweiz, Melmick, & Adelberg's Medical Microbiology, 28¢ Riedel, Stefan
Published by MeGraw-Hill Education, 2019 [SEN 10: 126001 202615BN 13:
TR I260012026
1- Essential References.

Warren Levinson, Peter Chin-Honh, Ehzabeth A, Jovee, Jesse Nussbaum and Brian
Schwartz, Review of Medical Microbiology and Immunalogy, 2018, 15th edition, McGraw-
Hill, ISBN: 978-1-259- 64449-§

3- Eleetronic Materials and Web Sites eie.

1 hittp:/iwww, asmusa.org!

2 http://www. phage. orgblack(? hitm

3 hittp. {www, microbe org/microbes'virus_or_bacterium asp

4 htepefwww. microbelibrary, org

5 hitp:/fwww bact wise edu/Bact330/330Lecturetopics

VIII. Learning Resources:

I- Reguired Textbook(s) ( maximum two ).

Juwwetz, Melnick, & Adelberg's Medical Microbiology, 28¢ Riedel, Stefan
Published by MeGraw-Hill Education, 2019 ISEN 10: 1260012026ISBN 13-
Q781260012026

2- Essential References.

Warren Levinson, Peter Chin-Honh, Elizabeth A, Joyee, Jesse Nussbaum and Erian
Schwartz, Review of Medical Microbiology and Immunclogy, 2018, 15th edition, MeGraw-
Hill, ISBN: 978-1.259- 644498

J- Electronic Materials and Web Sites afc,
| hitp:www asmusa org!

2 hittp/fweww phage org/black09 him

[ Prepared by Reviewed by | Head of the Dopagfient, | Wiee Deat for Cualily affaars [ Dem I.;/rpﬂmse-
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4 bt www. microbelibrary org

5 hitpe//www bact wise edu/Baet3 30/330Lecturetopics

X. Course Policies: (Based on the Uniform Students’ By law {2007)

Class Attendance:

] Class Attendance is mandatory, A student is considerad absent and shall be banned from taking
the final exam if his'her absence exceeds 25% of total classes.

Tardiness:

1 | A student will be considered late if he'she is not in class after 10 minutes of the start time of
ckass,

Exam Attendance/Punctuality:

3 | Mo student shall be allowed to the exam hall after 30 minutes of the start time, and shall not
leave the hall before half of the exam time has passed,

Assignments & Projeets:

4 | Assignments and projects must be submitted on time. Students who delay their assignments or
priects shall lose the mark allocated for the same.

Cheating:

Cheating is an act of fraud that results in the cancelation of the student’s exam or assignment. 1f
it takes place ina final exam, the penalties stipulated for in the Uniform Students' Bylaw (2007)
shall apply.

T

Forgery and Impersonation:
Forgery/Impersonation is an act of fraud that results in the cancelation of the student’s exam.

& i I
assignment or project. If it takes place in a final exam, the penalties stipulated for in the
Uniform Students' Bylaw {2007) shall apply.

Other policies:

- The University official regulations in force will be strictly observed and students shall comply
with afl rules and regulations of the examination set by the Department, Faculty and University
Administration
Preparad by Rewiowad by Head af the ttent | Vice Dean for Chanlity olfiirs
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Course ldentification and General Information:

L Course Title; Business Correspondence

¥ Course Code & Number: 05,602,539
Credit Theory Hours Lah,
r Credit Hours: Hours | Lecture Exercize Hours
2 #, =
Study Level! Semester at which this Course
1 Level 2 /Semester 2

is nffered:

- Communication Skills
e Pre ~Requisite (it any):
- English Lanpunge

V| Co=Requisite (if any): Mon

Bachelor of Science 1 Medical

o Program (s) in which the Course is Offered:
Admnistration

# | Language of Teaching the Course: English

Y | Study System: Regular (semester)

Vo | Mode of Delivery: Full Time

11 | Location of Teaching the Course: University Campus

VY | Prepared by: Aszst. Prof. Mohamed Gubran Al-shamahi

7 | Date of Approval:

The current stbject enriches the students of medical administration with the safficient
terminology they need for sending and receiving business letters during their practical earcer. The
course ilso provides the students with the eriteria, form, style and types of business |etiers.

Course Intended Learning Referenced PILOs
Outcomes (CILOS) : (Ll alad cila ha) (el alad oila 4

A. Knowledge und Understanding: Upon successful compiletion of the course. students will be able w:

Prepared by, Fevaewml by Heud i the Deparimen Vive Dezn for Cunlity aflaim

Dean gf Colleg: —|

[ Nust. Prof, Molamincd
AlS

TV p——— .__ Mol A O o Aget prnl Me i 5
S Bhai -
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al | Know-in depth a variety of Demonstrate knowledge and
terrminology used in correspondence understunding of theories and methods
tadministrative, informational,
Demonstrate knowledge and 2 aecounting, financial, statistically and
a2 | understanding of business letters economic) that are applied in the health
forms and content services administration and hospitals.

B. Intellectual Skills: Upoen successful completion of the course, students will be able

Differentiate between types of response, Evaloate professional and
phrases and clauses used in business B1 | administrative performance in varioos
bl | letiers and evaluation. health organizations.

C. Professional and Practical Skifls: Upon successfil completion of the course, students will be able to:

Apply concepts, theories, and methods

Use business terms, phrases and clauses (adrmirmstrative, informational,
& heishe has memorized practically in a C1 | sccounting, financial, and economic) in
writhen text the health services administration and
hospitals.
Apply administeative fanctions in
Construct appropriate business letters praducing goods, providing health
¢2 | (requests, inguines, ___ &) in the C2 | services, as well as, anracting and
APPTOPIIALE VArious situations, mangging human, matesial, and

technological resources.

D. Transferahle Skills: Upon successful completion of the course, smudents will be able -

Cormmunicates effectively with others
D1 | in the field of health services
admumstration,

Make use of the ewrent echnology and
dl | inventions Lo casily and sufTiciently
communicate with people in or out of
hisiher work through business letiers

Selt-learning to develop his own skills
D3 | and bencfit from the experiences of
others.

Use health information technology

M | appropriotely, in the management of
Tealth services mnd scientific resenrch.

ey
E i
Mrepared by; Keviewed by Hewl ol the D;.'[II.I.I'III'I - Yice Dvon for Quabity &Mairs Dz ol Calkope:
== —".-'-'-._._—_— =
Agst, Prul, Mo A praf Mahmmmed Al- aruf, Jamid n
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(A) Alignment of Course Intended Learning Outcomes (Knowledge and Understanding)
ta Teaching Strategics and Assessment Methods:

Cogrss Intended Learning Owicomes Teaching Struiepiey Assessmeni Suralegies
al *  Presentation.
- Demaonstrate knowledge and = Lectures, class discussion . i?f::ﬂ: "
underatanding of essential facts, Knowledge-bused aetivities | o ¢pumewn m'
concepts, theores and with feedback activiting
principles of computer *  Hraingtorming A,
t‘EEhﬂ Djug:i' [ ] Agﬁi_gumm

¥ Grroup discsssion

= Pregentation.

= Home wiorks and
8 Lectures, class discussion

%1 gL,
Demonstrate knowledge aind = Knowladge-based activities | rourewark
a2 | understanding of business with Teadback gt
letiers forms and content " Hpaingtomming WR—

' Assignments
= (iroup discussion

(B) Alignment of Course Intended Learning Outcomes (Tntellectual Skills) to Teaching
Strategies and Assessment Methods:

Course Intended Learning Dureomes Tenching Strategics Assesgmient Strategies

k1 8 Presentation
] "1 ] 1 i

Ditferentinte between types of s Lectiie: l“:-';n?i;:k; e

J‘Hpn_ns: ;ﬂﬂlﬂﬁ!s and elauses . l{}s'lfulpldiﬁcuﬁ.'-i:imm and §

used m business betters and 3.|_'|'|'!.|'|1'||:5. b

eviluation ® Assignments ISECEsITIanL,

" Ciroup dizcussion

(C) Alignment of Course Intended Learning Outcomes (Professional and Practical
Skills) ta Teaching Strategies and Assessment Methods:

Courie Intended Learning Oulcomes Tenching Birnfepics Assesament Btrategies
el = Stroctored exercises, *  Mdterm and final

Use business terms, phrases snd fasks with feedback exam

clanses hedshe has memorized *  Giroup discussions wd »  Presentation.

practically in a writlen ext activities = Home works and
//7 {EAATEIN o L (1

- Pl
Preparsd by, Revicwid by Head sl Lﬁwultn;:’nlu Wice Ersis Far Qustlicy affairs | Chean off College:
e

Asel Prof, Mol | j%.{ i /aQ.\Lq:r =l Asstprof Motummed Al |
Emahil Shimals =l
: = |r i =

~N A
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" Coursework
detivities
AIESEESMIENL
= Assipnments
= Growp discussion
»  Midterm and final
S
. g 4 ; " Presentahion.
Construct appropriate business O USLEEE. SRR, »  Home warks and
- letters (requests. inguiries, ufﬂﬁ '.1.r|1:.h. r“":.'b“k BEETTITICHTS,
ot i b *  Ciroup discussions and ;
-..etc) in the appropriate e " Coursework
. E agtvihivs S-al
VATIOWS Situations. activines
AS5CESMENIL
B AR
& roug discussion
(D) Alignment of Course Intended Learning Outcomes (Transferable Skills) to Teaching
Strategics and Assessment Methods:
Course Intended Lewrning Oufeomes Teaching Strulegies Adgseasmeni Strategles
dl | Make use of the current *  Presentabion,
technology am? |.mrea11inna to *  Planning activities *  Home works wnd
casily mod sufficiently with feodbuck PV
. p . A * Cotirsewor
gommunicate with people in or ®*  Class rom discussion nctiit
out of hisher work through i
] NSSCERIMSL
business letlers Z ; .
= Lirpup diseussion
Course Contents:
A. Theoretical Aspect:
{ L=arnin
No. | Units/Topics List Sub Topies List Namberal | Conant | ol ol
ks Honrs
{CITL0s)
Letiers, —  Genenil] mitroduction |
1 al,ad,
{ | faxes, & ¥ i 2 | blel
emails - F“:_E c2, dl
—  Emails
Content and —  General terms of the lesson al,a2
2 2 4 A2,
style of - Content amnd stj.rlc_,o-i"l.(tﬁ'm bl el,
i
'-I'
Triepuread b | Beviewed by Hr.'.IIJ{_EFIII-.: Depirtisent: Wige Thean far Chialily niThis Deenm of Collepe:
AsgLaind b Al
]
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letters

correspondence

3 Imguiries

fcrters

Content and style of faxes
letters

Content and style of other
business letters

cd, dl

Asking for catalogues, prce lists,
L1118

Asliing foi details

Asking for samples, patterns,
and demonstrations

Stggesting tenmg, methods of
payiment end discounts 2

Asking for poods on
approval, or on sale of réturn

al.al;
bl, el,
e, dl

Request for catnlogue and
price list, prospecius,
advertisement, baying agent,
and o retuiler toa fareign
mamfac s

Replies and
Chagtations

Types of replies

Replies with samples,
catalogues, prices

Cruotations

Trangpart and insurance costs,
discounts, payment methods,
delivery date

al.a2,
bl, el,
ez di

(%]

5 Orders

Payment, discounts, delivery,
methods of delivery, packing
and closing orders

Placing a covering letter of
an order, arder form,
acknowledging an order,
Delays in delivery

Refusing an order, out of
stock, bad reputation and

ala,
k1, cl,
¢, dl

[ Paymient

unfavourable terms
e | b

2l a2

Gieneral tenms -

o~

Prepased by I

Rowiewed by:

"m&._l_ﬂ:rh:: Diepariment; Vige Deen Mor {,‘lunlil:.' alTairs Deam of Codlege

Asatprol Mohmmmed Al- 4
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Types of invoices bl,cl,
—  Settlement of sccounts c2, dl
—  Methods of payiment
- Advice ang
acknowl edgement of
payvment
- Askimg & replying for more
time to pay
ala2,
7 Midterm-Exam I 2 b, cl,
e dl
—  Form & terms used in
8 Complainis B ::_Eﬂ::’::f lai bl i 2 ulad,
& Adjustments plain problems bl el,
and suggest their solutions c2, dl
—  Replies to complaintg
— Temmng and forms of credits
= Requirement for granting s
credit
o | crei ~  How to convinee a supplier I 2 |:|] pﬂc:i,
—  Request for open account T
—  Agreeing and refusing a i
credit facility
= Asking about credit rating
= Terms and types of banking
pProcess
= Types of banks and how 1o
address each type
— Letiers of deposing an al.n2,
10 | Banking acepunt or taking a loan 2 4 bl.cl,
= Noufications of changing e2,d]
signature, cancelling a
cheque
—  How to deal with local and
international banks )
-
11 | Transportation & —  Terms used Eﬁ: |1:5.‘31E:I(1 ! - ala2,
[ -F'Tmrud m.—mﬁ -Wﬁ:ﬁamml' 1 Witce Dean Foe Quality allairs EEEF{'-'EE_l
]

Agsr Prol, Molaimmed
Al-sh
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Shipping ~  Characieristics b, cl,
= [Dogumentation 2, dl
—  Types of vessels and
shipping organizations
— Shipping lisbilities
—  Forwarding agents
—  Container services
—  General terms used in the
lesson s
12 Miscelluneous —  Reservation lefiers A I:] L]
® | correspondence —  Appointments letters c" :1[‘
— Hospitality and special B
apcasions letters
— Layout and forms of memos =
13 Memos and {length and content) l - :]I o -1.
Reports = Types and strocture of El :Ell:‘
Lo
reports
al.alt
Final-Exam = I - bi.el,
cZ, dl
Number of Weeks fand Units Per Semester 16 n
V. Teaching Strategies of the Course:
— Lectures, class discussion
= Knowledge-based activities with feedback
= Brainstorming
= Assignmenis
—  Structared exercises, tasks with feedback
= Croup discussions und activilies
VL. Assessment Methods of the Course:
= Midtenm and fimal exam
5 Prespaiation f-"‘]'
Pripured by Rq'-'-irwr-il_h-l' | [Hiead al I!‘lt: _D-Eﬁl.li‘rll'in'll- | ez Diemn foe Qualily alTais e 0 Clall=pe:
Asar Prof, Molammed | Asst e | a1 Acstgol Mohsmmsegd 4] As 2l
Al-5h ‘ﬁ' = | khn i {_ ]
W il
(=R o |
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*  Home works and sssignments.

= Cousework activities assessmenl
" Aszignments

* Ciroup discussion

VIL. Schedule of Assessment Tasks for Students During the Semester:
No. Assessment Method "E':i" Mork | Piopottiof | Akgaod Cowrsy
1 Assignments & Participation T;r:r 1 16 % el.ad, b|.1]]1 cl, 62,
: Mid-Term 8 20 70 al.a2, t:jil. el 62
5 | Final Exam I 21 04 al.a2, TII cl, el
Total 100 100 %

IX. Learning Resources:

®  Whrilten In the following order: Author, Year of publication, Title, Edition, Place of publicatiaon, Publisher.

1- Required Textbook{s) | maxdmum two ): J& example

I~ A Ashly, Commercial Correspondence, 1st Edition, UK, Oxford Handbook of
Commergial Comrespondence,

2= Essential References:
i-

3- Electronic Materials snd Web Sites etc, -

X. Course Policies: (Based on the Uniform Students' By law [2007] .4 L &5
Class Attendanee:

L | Class Attendance s mandatory, A student is considersd phsent and shall be banned from taking
the final cxam if his'her absence exceeds 24% of total efasses.

‘repared by: | Revapwes) by, Hlesid ool Uiz Deparumend: Viee Do Tor Dhsakily alfairs D of College:

2
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Tardiness:

2 A student will be considered late if befshe is not in class after 10 minutes of the start Hme of
¢lass.

Exam Attendance/Punctoality:

3 | No student shall be allowed 1o the exam hall afier 30 minites of the start time, and shall not
teave the hall before half of the exam time has passed.

Assignmenis & Projects:

4 | Assignments and projects must be submitted on time, Students who debay their assignments or
projects shall loge the mark allocated for the same,

Cheating:

5 Cheating is an act of fraud that results in the cimcelation of the student’s exam or assignment. [f
it takes place in a final exam, the penalties stipulated for in the Uniform Students' Bylaw (2007)
shall apply.

Forgery and Impersonation:

6 Forgery/Tmpersonation is un acl of fraud that results in the cancelution of the student's exam,
assignment or project If it takes place in a final examy, the penaltics stipulated for in the
Uniform Students' Bylaw (2007) shall apply.

Other policies:

7 | The University official regulations in force will be stredy observed and students shall cotnply
with all rules and regulations of the examination et by the Department. Faculty and University
Administration.

d".-'-

=
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Second Part of Course Specification

2022/2023

Faculty of Medical Administration
Department of Economy, Accounting and Medical Statistics

Course Plan (Syllabus) of Business Correspondence

Course Na. (05.02.539)

Ao Vhege.

I. Information about Faculty Member Responsible for the Course:
Name of Faculty Member: | Asst. Prol. Mohammed Gubran Al-shamahi
Location& Telephone No.: | (0967771014153
E-mail: alshamubimphumediopmail.oom | o) 5% [ v | nE | o | W
(OMTice Hours
[. Course Identification and General Information:
Coorse Thile: Business Comespondence
¥ | Cowrse Code & Number: 0507 539
Credit Theary Hours Lab.
3 Credit Howrs: Huurs Lecture Exercie Howrs
2 1 - -
Stuily Level! Semester al which this Course
l - -] l| &)
b sk Level 2/ Semester 2
@ | Pre ~Requisite (Il any): - Communivation Skills
= Enulish I_.anguElEE
1| Co—Requisite (if any): Mon
; . . | Bachelor of Science in Medical
7 | Program (s} in which the Course is Offered: \dviciatiation
M Language of Teaching the Course: English
8 | Study System: Regular (semester)
1+ | Mode of Delivery: Full Tieme
L1 | Location of Teaching the Course: Hiiversity Carnpus
Mrepsoned by Reviewed by | Henglal the Dpuirisient: Wice Diean for Quaalizy altairs Dean ol Cisllege: J'
e - | : .
A, Prod, Mohapmen Aol prnl] L, 2 | T e Aeatgrod Ml Al | ol damel Aksun
Al=mbmahi P w E : _P-_'l_l.ir.ll_lL__.
: 5 [ F 7
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The current subject enriches the studenis of medical administration with the
sufficient terminology they need for sending and receiving business letters during
their practical career. The course also provides the students with the criteria, form,
style and types of business letters.

Course Intended Learning Outcomes (CILOS) : {JRall shad cia i)

B. Knowledge and Understanding: Upon successful completion of the course, students will be able to:

al | Know-in depth a variety of terminology used in correspondence

&l | Demonstrate knowledge and understanding of business letters forms and content

B. Intellectual Skills: Upon successful completion of the course, students will be able 1o

Differentinte between types of response, phrases and clauses used in business letters and

bl :
evaluation,

C. Professional and Practical Skills: Upon successful completion of the course, students will be able to;

el | Use business terms, phrases and clauses hedshe has memorized practically in a writien texi

Construct appropriate busincss letters (requests, inquiries, .. etc) in the appropriate various

g2 : :
SIAanGng,

D). Transferable Skills: Upon successfil completion of the course, students will be able m:

Muke use of the current technology and inventions to casily and sufficiently communicate
dl . { . :
with people i or out of his/her work through business letters

Course Contents:

A. Theoretical Aspect:

> Learning
No. | Units/Topies List Sub Topics List N of | Contact | 61teumes
(CILOW

Letters, = General introduction s

ala2,

i faxes, & = Ludtees | Fi ki, cl,

= - Faxes 5
emails Rt - -f":? e2, dl
- Emails e _
Prepared by Raviewed by | Hoad of the Dopu Wide Dhean for Cuality affiis Dean of College |
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— General torms of the lessan
—  Content and style of email
Conitent and latters
2 stvle of —  Content and style of fixes 3 A IE]I ‘EII’
- JE
correspondence letters o2, dl
letters - Content and style of ather -
business
— Letters
— Asking for catlogues, price lists,
she.
— Asking for details
= Asking for samples, paiterns,
and demonstraticuy
= Suggesting ferms, methods of al .l
3 Ingquiries payment and discounts | 7 bl, el
- Asking for goods on e2, dl
gpproviel, ur on sale or return
— Request for catalogue and
price list, prospectus,
advertisement, buying agent,
and o retailer oo foreign
it
— Types of replies
— Replies with samples,
talogues, pric
g | Renlesand :; g Dtgi ERRA 5 1?: "Ei'
Quoitions =z notatiens e
—  Transport and insurance costs, e, dl
discounts, payment methods,
delivery dote
— Payment, discounts, delivery,
methods of delivery, packing
and elosing orders
ini L ; al.al,
5 Orders - BCINE A covertng letter o I 7 b, el
an order, ofder form, 2 di
scknowledging an arder, B
= Delays in delivery
— Refusing an ardegout of
Elzad {I.l-ﬂ'llf-' Departingnt; | Viee Denn for Quality Ty Diexn of College:
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stock, bad reputation wnd
unfavourable temms
—  General terms
Types of invoices
= Settlement of accounts
—  Methods of payment ala2,
fi Paymeni - Advice and | 2 bl el,
acknowledgement of 2, dl
payment
- Asking & replying for maore
Lime (o pay
ula2,
7 | Midterm-Exam l 2 bl el,
cl, dl
= Form & terms used in
5 Campiamty - :;:?::I:fp lain problems | 2 1‘i:lr ‘H-lli
& Adjusiments i
ind suggest their solutions e, dl
— Heplies o complaints
- Terms atid forms of credits
— Requirement for granting a
eredic
S — - Howto u.'t..'nwinue d supplier | 2 ,: ]J fi
~  Request for epen aceount priadl
: ; e, dl
—  Agreeing and refusing 4
credit facility
— Asking about credit rating
= Terms and types of banking
ProCess
—  Types of banks and how 1o
address each type alaz,
104 | Banking —  Letiers of deposing an = 4 bl, el,
account or taking a loan e2,dl
—  Matifications of changing
signature, cameiligy’ﬂ,
cheque o
. o :
TPrepored by Hiviewed by Hewil pithe mﬂﬂ? Wik Thenn (i Qhualidy allivis Dreim ' Callope: i
Apst 1: :; '|I||IrnrmI wl, ., Asil, L Amp.w} | ﬁ;ml A |
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- How to deal with local and
international banks
—  Terms used in the lesson
= Characteristics
- Documentation
4 Transporiation & — Types of vessels and ! g ;1 A2
Shipping shipping organizations ]1 :TI'
e S s ok,
= Shipping lizhilities
—  Forwarding agents
= Container services
— Cieperal terms used in the
lesson =
12 Miscellaneous — Reservation leters 1 ) I:I:! 'Li’
correspand ence —  Appointments letters ;' Cdll
—  Hospitality and special e
pecasions letters
= Layout and forms of memos i
13 Memios (lergth and eomntent) | 2 ;l 4
Reports —  Types and structure of 5 ZIJ
TepHTty A
nl.ad,
Final-Exam - | = hl, cl,
el dl
Number of Weeks /and Units Per Semester 16 32
V. Teaching Strategies of the Course:
—  Lectures, class discussion
—  Knowledpe-based activities with feedback
—  Brainstorming
= Assignment
= Btructured exercizes, tasks with Teedback
— Ciroup discussions and activities .
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V1. Assessment Methods of the Course:

= Midterm and fimnl exam

*  [resentation

# Home werks and assignments.

B Coursework acinvibies nssessmenl
B Aszipnmvents

» Group discussion

VIl. Schedule of Assessment Tasks for Students During the Semester:

No. Assessment Method WD":;I"' Mark H:T;:::.ﬂ;hﬂ:; I ;::I::d 1}';:“;:“
1 | Assignments & Participation 1‘23 10 10 % ala2, hd]f el ed,
3 | Mid-Term A 20 20 %; alal, hdl|1 al, o2,
5 Final Exam 16 70 0% al.al, I:ndll, gl =2

Total 100 108 %

IX. Learning Resources:

*  Whitten in the folfowing arder; Author, Year of publication, Title, Edition, Place of publication, Publisher.

1- Required Textbook{s) [ maximum two ): J5s example

1- A Ashly, Commercial Correspondence, 15t Edition, UK, Oxford Handbhook of
Commercial Comespondence.

2- Essential Referances:

2

3~ Electronic Materials and Web Sites otc.:
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X. Course Policies: (Based on the Uniform Students’ By law [2007) A L8z

Class Artendance:

I | Class Attendance is manidatory. A student is considered absent and shall be banned from taking
the fingl exam if his'her absence exceeds 25% of otal classes.

Tardiness:

2 A student will be considered late if hedshe is not in class afier 10 minutes af the start timie of
class.

Exam Attendance/Punctuality:

3 Mo student shall be allowed to the exam hall after 30 minutes of the star time, and shall not
leave the hall before half of the exam time has passed.

Assignments & Projects:

4 | Assipnments and projects must be submitted on time. Students who delay ther assignments or
projects shall lose the mark allocated for the same.

Chenting:

5 | Cheating is an act of fraud that results in the cancelation of the student™s exam or assignment, [f
il tukes place in a final exam, the penaltices stipulated for in the Uniform Students' Bylaw {2007)
shall apply.

Forgery and lImpersenation:

6 Forgery/lmpersanation is an act of fraud that results in the cancelation of the student’s EXERN,
assignment or project. If it wkes place in a final exam, the penalties stipulated for in the
Uniform Students’ Bylaw (2007) shall apply.

Other policies:

| The University official regulations in force will be strictly observed and students shall comply
with all rules and regulations of the examination set by the Department, Faculty and University

Administration.
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