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Dersi Verenler

Ogr. Gér. Dr. Hiiseyin Cicek

Dersin Yardimcilari -

Dersin Amaci

Etik ve ahlak kavramlarini,aralarindaki farki,meslek etigi kavramini idrak
etmelerini ve bunlar benimseyip glinlik yasantilarinda uygulamalarini
saglamaktir.

Dersin Icerigi

Etik ve ahlak kavramlarini,aralarindaki farki,meslek etigi kavramini
anlayabilme ve bunlar benimseyip glinlik yasantilarinda uygulayabilme

Dersin Ogrenme Ciktilari

Ogretim Yontemleri

Olcme Yontemleri

Etik ve ahlak kavramlarini ve
aralarindaki iliskiyi agiklayabilme

Anlatim,soru-cevap Anlatim,
Tartisma, soru-cevap, 6rnek
olay

Sunum, ara sinav, yari yil
sonu sinavi

Ahlaki gelisimi, etik kurallar ve etik
toplum iligkisini anlatabilme.

Anlatim,soru-cevap Anlatim,
Tartisma, soru-cevap, 6rnek
olay

Sunum, ara sinav, yari yil
sonu sinavi

Etik sistemleri ve ahlakin olusumunda
rol oynayan faktorleri agiklayabilme.

Anlatim,soru-cevap Anlatim,
Tartisma, soru-cevap, 6érnek
olay

Sunum, ara sinav, yari yil
sonu sinavi

Meslek etigi kavramini, ilkelerini,
meslede baghlik duygusunu, is
hayatindaki etik ve etik digi konulari
anlatabilme.

Anlatim,soru-cevap Anlatim,
Tartisma, soru-cevap, 6rnek
olay

Sunum, ara sinav, yari yil
sonu sinavi

Isyerinde etik olmayan davranislarin
onlenmesi ve ¢6zim{ konusunda
kendisini gelistirebilme.

Anlatim,soru-cevap Anlatim,
Tartisma, soru-cevap, 6rnek
olay

Sunum, ara sinav, yari yil
sonu sinavi

Toplumsal yozlasma ve mesleki
yozlasma konularini agiklayabilme

Anlatim,soru-cevap Anlatim,
Tartisma, soru-cevap, 6rnek
olay

Sunum, ara sinav, yari yil
sonu sinavi

Ogretim .

b . Anlatim,soru-cevap Anlatim, Tartisma, soru-cevap, 6rnek ola
Yontemleri: ! P ! sma, Ps Y
Olgme Sunum, ara sinav, yari yil sonu sinavi
Yontemleri: ! cyarty




DERS AKISI

Hafta |Konular On Hazirhk
1 Etik ve ahlak kavramlari ve aralarindaki iliski. _Kaynak kitap,
internet, medya
. . . . e Kaynak kitap,
2 Ahlaki gelisim,etik kurallari,etik toplum iliskisi internet, medya
3 Etik sistemleri _Kaynak kitap,
internet, medya
4 Ahlakin olusumunda rol oynayan faktérler _Kaynak kitap,
internet, medya
5 Meslek etigi kavrami,ilkeleri,meslede baghlik _Kaynak kitap,
internet, medya
6 Is hayatinda etik ve etik disi konular _Kaynak kitap,
internet, medya
. . . e Kaynak kitap,
7 Is yerinde etik olmayan davraniglarin ¢dézimi internet, medya
8 Etik olmayan davranislarin dnlenmesi _Kaynak kitap,
internet, medya
9 Arasinav !(aynak kitap,
internet, medya
. . Kaynak kitap,
10 Mesleki yozlasma ve meslek hayatinda etik disi davraniglar internet, medya
11 Sosyal sorumluluk _Kaynak kitap,
internet, medya
- . Kaynak kitap,
12 Ornek olay yénetimi internet, medya
13 Etik,ahlak ve hayatimizdan érnek olay analizleri _Kaynak kitap,
internet, medya
14 Meslek etidi ve 6rnek olay analizi _Kaynak kitap,
internet, medya
15 Meslek etidi ve 6rnek olay analizi K?yn__ak kitap, ilgili
gunlik olaylar
KAYNAKLAR
Ders Notu -

Diger Kaynaklar

Nuran OZTURK BASPINAR,Demet

CAKIROGLU,2012,Meslek ETiGi/Dogan ©ZLEM,2010,ETiK-Ahlak Felsefesi

MATERYAL PAYLASIMI

Dokiimanlar Ders notlari

Sinif ici
performans

Derse katilim,Sunum

Sinavlar Ara Sinav,Yariyil Sonu Sinavi




DEGERLENDIRME SiSTEMi

YARIYIL iGi CALISMALARI SAYISI |KATKI YUZDESI
Arasinav 1 30

Sinif igi performans(Derse katilim,Sunum,...) 1 20

Toplam 2 50

Yil icinin Basariya Orani 50

Finalin Basariya Orani 1 50

Toplam 100

DERS KATEGORIiSi

DERSiN PROGRAM GIKTILARINA KATKISI

No Program Ogrenme Ciktilari Katki Duzeyi
1/2|3[4]|5
1 Calistigr kurum veya kurulusta blro hizmetlerini etkin bir bicimde N
gerceklestirmesini planlayabilme.
5 Alaninda bagimsiz galisabilme, mesledi ile ilgili problemleri tanimlama,
modelleme ve ¢ézme becerisini kullanabilme X
3 Bagli oldugu yonetici ya da yoneticilerin glinliik islerini organize edebilme. X
Kurumun gergeklestirecedi etkinlikleri planlayip yénlendirebilecek birikime
4 I -
ve modern protokol bilgilerini ifade edebilme.. X
Kurumun merkezinde gérev yapan bir galisan olarak insan iligkileri ve
5 S L b . X
iletisimi etkili bir bicimde tasarlayabilme.
Cagdas blro ortamlarinda gereksinim duyulan teknolojiyi, caddas
6 teknikleri ve calisma araglarini rahatlikla kullanir ve bu alanlardaki| x
gelismeleri dederlendirebilme
7 TUm servislerle ve baska isletmelerin biatin departmanlariyla takim X
calismasi dizenleyebilme.
8 Kalite ve toplam kalite yénetimi konularini agiklayabilme. X
9 Mesleki etik ve sorumluluk ile gevre bilinci gelistirebilme X
10 Ulusal ve uluslararasi gagdas sorunlari belirleyip sorgulayabilme. X
11 Atatiirk Ilkeleri ve Inkilaplari ve Tirkgeyi kullanma konusunda yeterli
bilgiye sahip olabilme
Buro yonetimi ve Yonetici Asistanlidi alaninda yenilikleri takip edebilecek
12 ve meslektaglari ile iletisim kurabilecek diizeyde mesleki yabanc dil
bilgisine sahip olabilmek ||




AKTS / IS YUKU TABLOSU

- Siiresi | Joplam

Etkinlik SAYISI (Saat) Is YUkl
(Saat)

Ders Siresi (Sinav haftasi dahildir: 15x toplam ders saati) 15 2 30
Sinif Disi Ders Calisma Siresi(On calisma, pekistirme) 15 1 15
Ara Sinav 1 4 4
Kisa Sinav
Odev(ler)/Seminer(ler)
Uygulama (Lab., Atdlye, Arazi,... Raporlari)
Diger (Derse Katilim, SUNUM, ..o 2 1.5 3
Yariyil sonu sinavi 1 8 8
Toplam is Yiikii 60
Toplam Is Yiikii / 30 (s) 2
Dersin AKTS Kredisi 2




Course Introduction Form (ingilizce) Form 2b:
Course Information
Year of it d di
Curriculum Course Title Code Semester L+P Hour Credits ECTS
2013 Pro_fessnonal UNV13003 3 2 2 2
Ethics
Prerequisites
Language of Turkish

Instruction

Course Level

Associate Degree

Course Type

Elective

Department/Program
Coordinator

Lect. Serap TEZSEZER

Instructors Lect. Dr. Huseyin Cicek
Assistants -
The concepts of ethics and morality, the difference between them, adopt
Goals . S . .
them in daily life to understand and apply the concept of professional ethics.
Concepts of ethics and morality, ethical systems, factors that play a role in
Content the formation of morality, professional ethics, professional corruption, social

responsibility, professional ethics, and case analysis.

Learning Outcomes

Teaching Methods

Assessment Methods

Will be able to explain the
connection between ethic and
manners

Narration, discussion,
question- answer, case study

Presentation, midterm, final exam

Will be able to tell moral
development, ethic rules and
ethic community relations

Narration, discussion,
question- answer, case study

Presentation, midterm, final exam

Will be able to explain the ethic
system and the comrise of
manner's factors

Narration, discussion,
question- answer, case study

Presentation, midterm, final exam

Will be able to tell business
ethic, business ethic's reform,
loyalty, ethic and unethical
behavior on the business life

Narration, discussion,
question- answer, case study

Presentation, midterm, final exam

Will be able to develop
awareness of the prevention and
resolution of unethical behavior
in the workplace

Narration, discussion,
question- answer, case study

Presentation, midterm, final exam

will be able to explain social and
professional degeneration issues

Narration, discussion,
question- answer, case study

Presentation, midterm, final exam

Teaching . . . .

Methods: Narration, discussion, question- answer, case study
Assessment . . )

Methods: Presentation, midterm, final exam




COURSE CONTENT

Week |Topics Study Materials
1 Ethical and moral concepts and the relationship between them. _Reference boc_)ks,
internet, media
2 Moral development, ethics, ethical society relationship _Reference boqks,
internet, media
. Reference books,
3 ethical systems . .
internet, media
4 Factors that play a role in the formation of morality Reference boc_>ks,
internet, media
5 The concept of professional ethics, principles, commitment to the Reference books,
profession internet, media
6 Ethical and non-ethical issues in business life _Reference boqks,
internet, media
7 Solution of unethical behavior in the workplace _Reference boqks,
internet, media
8 Prevention of unethical behavior _Reference boqks,
internet, media
9 Mid-term exam Reference boc_)ks,
internet, media
10 Career corruption and unethical behavior in professional life Reference boc_>ks,
internet, media
11 social responsibility Reference books,
internet, media
Reference books,
12 Example event management - .
internet, media
13 Ethics, morality, and our lives, case analysis, Reference boqks,
internet, media
14 Professional ethics, and case analysis Reference boc_)ks,
internet, media
15 General review Reference boc_)ks,
internet, media
RECOMMENDED SOURCES
Textbook -

Additional Resources

Nuran OZTURK BASPINAR,Demet

CAKIROGLU,2012,Meslek ETiGi/Dogan ©ZLEM,2010,ETiK-Ahlak Felsefesi

MATERIAL SHARING

Documents Lecture notes
Assignments Attendance, presentation
Exams Midterm, final exam




ASSESSMENT

IN-TERM STUDIES QUANTITY |PERCENTAGE
Midterm exam 1 40

Continue 1 10

Total 50
Contribution of in-term studies to overall grade 50
Contribution of final examination to overall grade 50

Total 100

COURSE CATEGORY

COURSE'S CONTRIBUTION TO PROGRAM

Contribution

No Program Learning Outcomes
3145
Students will be able to provide office services in the corporation
1 and/or institution they work effectively
Students will gain the skills of working independently, identifying,
2 modeling and solving problems in their field of study.
Students will be able to organize the daily schedule of the manager or
3 managers they are responsible to.
Students will have general knowledge of modern protocol, planning
4 and managing the activities of the institution
Students will be able to establish the human relations and
5 communication effectively as employees working at the centre of the
institution.
Students will be able to use the technology, modern techniques and
6 working equipment which is necessary in modern office environments
properly, and track the recent developments in these fields.
Students will be able to work in teams with other services and the
7 departments of other businesses.
8 Students will gain awareness of quality and total quality management.
Students will gain awareness of business ethics, responsibility and
9 environmental consciousness. X
Students will be able to keep up with the contemporary national and
10 international problems
Students will have adequate knowledge on using the Turkish
11 language, Ataturk’s principles and history of the Turkish revolution.
Students will gain necessary skills in vocational English to follow the
12 . . . )
advancements in the office management and executive assistant




sector and communicate with their colleagues.

ECTS ALLOCATED BASED ON STUDENT WORKLOAD BY THE COURSE DESCRIPTION

R . Duration Total

Activities Quantity (Hour) Workload
(Hour)

Course Duration (Including the exam week: 15x Total course hours) 15 2 30
Hours for off-the-classroom study (Pre-study, practice) 15 1 15
Mid-terms 1 4 4
Quiz
Homework(s)/Seminar(s) 2 1.5 3
Practice (Lab., Workshop, Area,... Reports)
OthErS (Loiiieiececeeeees e )
Final examination 1 8 8
Total Work Load 60
Total Work Load / 30 (h) 2
ECTS Credit of the Course 2




