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OOURSE DESCRI PTI ON

The course includes normal anatony, basic physiology and mcrobiol ogy as applied to
the human body. It also includes information of common drugs, illnesses associ ated
with the human body, and the use of the CPS (conpendi umof pharnaceuticals & specialties)

It is designed to enable the medical secretary to becone conpetent in the terninol ogy
wi th which he/she will be using in his/her enploynent.

GENERAL GBJECTI VES

1. To gain a basic understanding of the way in which the normal hunan body is con-
structed and designed to function.

To gain a basic understanding of the role of mcroorganisns in health and di sease.

To gain sone infornmation of pharnmacol ogy, the use of CPS (genetic and trade nanes)
of commonly used drugs.

4. To gain an adequate |evel of conpetency in spelling, pronouncing and applying
termnol ogy associated with the hunan body in health and di sease.

5. To know the meani ng and use of conponents in building a nmedical vocabul ary (prefixs,
suffixs, roots, conbining forns, Geek and Latin verbal and adjectival derivatives.
To know use of medi cal word book.

To have the student understand body functions by systens.
To teach the student to associate nedical terns with body systens and functions.

MVARKS

A - consists of 85 - 100% no failures and all assignnents conpl et ed
B - consists of 70 - 84% and all assignnments conpl eted

C - consists of 60 - 69% and all assignnents conpl eted

I - any mark below a C

TEXTS

1. Learning Medical Terninology - Young and Austrin (CV. Mshby Co.) - fourth edition

2. Student's Wrkbook for Learning Medical Terminology - Young and Austrin - second editio
(CV. Mshy Co.)

Encycl opedi a and dictionary of medicine and nursing - MI | er/Keane

Medi cal Wrd Book - Sheila B. S oane

P w

MARKS CONSI ST OF:

1. Ashort test or assignment at the end of each unit.
2. Afinal test at the end of each semester.
3. Termmarks and final test - total nmark out of 100%
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COURSE REGULATI ONS

1.

If a student is unable to be present for a test, please notify the teacher
i nvol ved before the test takes pl ace.

Failure to notify the teacher will result in a mark of zero (0) on the test.
Tests will be reschedul ed for those students at the teacher's discretion.

It is the responsibility of the student to discuss with the teacher the necessity
of rescheduling the test.

There will be no make-up period for tests or the Md-termtest but there will be
a make-up period for the Final or end-of-termtest.
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Uhit 1

Unit 2

A

Introduction to Medical Term nol ogy

1. specific suggestions for |earning nedical termnology.

2. pronounci ng of medical ternmns.

3. plurals for nedical terns.

4. spelling accurately of nedical terns.

5. to know the various sciences devoted to the study of the
body and the cure of disease.

6. to know and be famliar with the various medical specialities.

To know the meani ng and use of conponents in building a medi cal vocabul ary.
prefix
suffixs

Qeek and Latin verbal derivatives
Geek and Latin adjectival derivatives
Root s, and conbi ning forns

a) external anatony

b) internal anatony

c) body fluids

d) body substances

e) colors

f) nureral s

abhwnE

Sructure of the Human Body

1. to know the classification and characteristics of living natter,
2. to knowthe structure of a typical cell.
a) conposition of cells
b) neaning of mtosis - chronosomes
c) to know how osnosis, diffusion, and filtration affect
the cells and therefore the body
d) to know the meaning of electrolytes and netabolism
to spell, pronounce and state the meani ng of anatom cal terns
relating to the body.
a) positions and directions
b) anatomc planes and postures
c) body regions and cavities
-thorax and abdonen
- posterior trunk
- head
d) to know the organi zation of the viscera into systens
To use the anatomcal terns correctly and appropriately in
witten and verbal comunications.
To know the four main groups of tissue classification (tissues,
organs, systens).
To know the two types of abnormal growth and the common terns
associated with each tunor (nalignant and beni gn)
To know the nares of different nmenbranes.
Qossary pertaining to unit #, structure of body.
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SPEQ F1C CBJECTI VE
Unit 3 - Introduction to Pharrmacol ogy and M crobi ol ogy
1. To know the basic functions of drugs and side effects.
2. To know the major routes of admnistration of drugs.
3. To know the action of drugs in the body.
4. To know how to use the CPS.
5. To know how the neani ng of Trade names and Generic narnes.
6. To know the neani ng of prescription.
7. To know the common synbols used in charting and |ab requisitions.
8. To know sone drugs which are used to prevent ill ness.
9. To know sone drugs which are used as diagnostic aids.
10. To know the terns commonly associated with di sease.
M cr obi ol ogy
1. To know the neaning of infection.
2. To know the common terns describing m cro-organi sns.
3. To know the basic concepts of nicrobial control.
4. To know sone common anti septics, disinfectants and anti-infective
dr ugs.
5. To Enow the neaning of imunity, vaccines and seruns.
Uit 4 - The Skeletal System
1. To know the conposition, structure and blood supply of bone.
2. To know the devel opnent and growt h of bone.
3. To know the main function and cl assification of bone.
4. To know the structural descriptive terns of bones:
a) skull
b) vertebral col um
c) ribs
d) sternum
e) upper extrenity
f) lower extremty
5. To be able to spell, pronounce and | abel a diagramof the skel eton.
6. To know the main function of joints.
7. To know the structure and classification of joints, (types of novenents)
8. To know what bursae are.
9. To describe "briefly" the conmon di sorders of bones and joints.
10. To know the glossary of unit #4 (skel etons)

a) bones and related anatonic terns
b) cartilage related anatonic terns
c) joints and related anatomc terns
d) diseases, tunmors, surgical procedures, and description terns
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SPEQ H C CBIECTI VES

Lhit 5 - The Miscul ar System

1. To know the classification and conposition of ruscle cells.
a) voluntary striated, or skeletal, nuscle
b) involuntary unstriated, or visceral, muscle
c) cardiac, or hear, nuscle

2. To know the allied rmuscular structures (the 3 main attachnent
for nuscl es)

3. To know how nmuscl es wor k.

4., To know the different types of noverent of mnuscl es.

5. To know the meani ng of "rmuscl e tonus".

6. To know how nuscl es are naned.

7. To be able to locate the nore inportant nuscles of the body.

a) nuscl es of head, face, neck
-scal p nuscl es
-faci al nuscl es
-neck rnuscl es
b) muscles of upper extremties
-muscl es of the shoul der
-nuscl es of the upper |inbs
c) nuscl es of the back, thorax, and abdom nal wall
-nmuscl es of the back
-nmuscl es of the thoracic wall
-nuscl es of the pelvis
d) nuscles of the lower extremties
-rmuscles of the hip and thigh
-nuscles of the leg and foot
8. To be able to spell and pronounce the nost commonly used groups
of nmaj or nuscl es.
9. To describe briefly the comron di sorder of nuscl es.
10. dossary of unit 5 (nuscul ar system
a) nuscles and related anatomc terns.
b) diseases, tunors, surgical procedure and descriptive terns.

Lhit 6 - Integunentary System

1. To know the structure and conposition of the skin.
2. To know the functions of the integunent.
3. To briefly describe the accessories of the integumentary system
-hair
-nails
-sweat and sebaceous gl ands
-breasts and | actation
4., Briefly describe common disorders of the integunent.
5. Qdossary of unit #6 (Integunentary Systen
a) skin and breast, with related anatomc terns
b) di seases, tunors, and description terns of the skin
c) diseases, tunors, surgical procedures and descriptive terns
of the breast
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SPEA FI C CBIECTI VES

Uit 7 - Qrculatory and Lynphatic Systens

Grcul atory
System

10.
12.

13.
14.
15.
16.
17.
18.
19.

B

©o~NO®

To
To
To
To

To

To
To
To
To
To
To
To

know the functions and consituents of bl ood.
know the 4 blood types and the Rh factor.
know t he nechani smof clotting.
be aware of the "Common Bl ood Tests" utilized for diagnosis.
e.g. ternmnol ogy WCB, RBC ECT
know t he meani ng of
a) homestasis
b) normal body tenperature
c) abnorrmal body tenperature
know the effects of heat and cold on the body.
briefly describe the cormon di sorders of the bl ood.
know the structure and function of the heart.
be able to | abel a basic diagramof the heart.
know the bl ood vessels of the heart and trace the circulation of it.
be aware of the very conpl ex "conduction systemi of the heart.
know the nanes of major blood vessels and their role in circulation

that is the:

To
To
To
To
To
To
To

Lynphatic or Lynph

abhwnE

To
To
To

a) structure of arteries, veins and capillaries
b) function of arteries, veins and capillaries
briefly describe the cormon disorders of the heart.
briefly describe the cormon di sorders of the bl ood vessels.
know what the Pulmonary Grculation is (basic function) and conponents.
know what the Systenic QGrculation is (basic function) and conponents.
know what the Portal Systemis (basic function and conponents).,
know the meani ng of "blood pressure."
know how to take a T.P.R and B.P. and record the sare.

Vascul ar System

know the maj or |ynph vessel s and gl ands.
know t he |ynphoi d organs.
know the function and conposition of the |ynphatic system

Briefly describe the common disorders of the |ynphatic system
A ossary of Unit 7 (cir. & lvnp systen)

a) blood, heart, vessels, lynphatics, and related anatomc terns
b) diseases, tunors, surgical procedures and descriptive terns
c) diseases, tumors and surgical procedures of the spleen
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Unit 8

Uit 9

Respiratory System

1. To know the functions and structures of the respiratory system
a) nose
b) pharynx
c) larynx
-conposition and structure of |arynx
d) vocal cords
e) trachea
f) bronchi
g) lungs
h) medi asti num
i) di aphragm
To know the basic process of breathing-the nmeaning of respiration.
To be able to label a diagramof the respiratory system
To know the terns for
a) abnormal respiration
b) common surgical procedures of the respiratory system
5. Briefly describe the common disorders of the respiratory system
6. Qossary of Lhit #8 (Respiratory systen)
a) lungs, pharynx, larynx, trachea, and rel ated anatonic terns
b) nose and paranasal sinuses
c) diseases, tunors, surgical procedures and descriptive terns

Gastrointestinal System

1. To know the structures and | ocations of the various parts of the
di gestive system

a) nouth

b) pharynx

c) esophagus

d) stonach

e) snmall intestines

f) pancreas

g) liver

h) biliary system

i) gall bl adder

j) large intestines

k) abdonm nal cavity
To know the basic functions of each part of the digestive system
To be able to | abel a diagramof the digestive system
To know the nechani smof swallowing and the di gestive process.
To know the inportance of the common vitam ns, ninerals, carbohydrates,
fats, proteins, and water w thin the body.
To briefly describe the comron di sorders of the digestive system
To know the common terninol ogy associated with dentistry.
To |l abel a diagramof the upper and | ower arches of the nout h.
dossary of Lhit #9

a) gastrointestinal organs and related anatonmc terns

b) diseases, tunors, surgical procedures and descriptive terns

Pown
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Uhit 10

Unit 11

- Winary System

1. To know the basic function and structure of the urinary system
a) kidneys
b) ureters
c) urinary bl adder
d) urethra
2. To be able to label a diagramof the urinary system
3. To know the constituents of norrmal and abnornal urine.
4. To briefly describe the common disorders of the urinary system
5. Qossary of Unit #10
a) urinary tract organs and related anatomc ternmns.
b) diseases, tunors, surgical procedures, and descriptive
terns of the urinary tract.
The Reproductive System
1. To know the structure and function of the nal e reproductive system
a) testes (testicles)
b) epididyms
c) vas deferens, (ductus deferens)
d) spermatic cord
e) seninal vesicles
f) ejacul atory duct
g) prostate gl and
h) bul bourethral glands (cowper's gl ands)
i) urethra
j) penis
k) scrotum
2. To briefly describe sone conmon disorders of the nale reproductive
system
3. To know the structure and function of the fermal e reproductive system
a) ovaries
b) uterus (wonb)
c) fallopian tubes (uterine tubes)
d) vagi na
e) external genetalia
4. To briefly describe sonme common di sorders of the fenal e reproductive
system
5. To understand the nenstrual cycle.
6. To know the neani ng of menarche and nenopause.
7. To know terns associated with pregnancy, devel opnent of the fetus
and childbirth (parturition).
8. To briefly describe sone conmmon di sorders of pregnancy, e.g. "toxic
E cranpsia.”
9. (Qdossary of Unit #11.

a) nal e reproductive organs
b) ferale reproductive organs and related anatomc terns
c) pregnancy and related anatonic terns

d) diseases, tunors, surgical procedures and descriptive terns
of the reproductive organs
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Unit 12

Unit 13

- Endocrine System

1. To know the difference between exocrine and endocri ne gl ands.
2. To know the names, location and basic function of the endocrine gl ands.
a) thyroid
b) parathyroid
c) pituitary gland (al so called hypophysis)
d) adrenal glands (suprarenial gl ands)
e) gonads
f) pineal gland (epiphysis cerebri)
g) thynus
h) pancreas
i) intestinal glands
3. To know the definition of hornones.
4. To know the nore prom nent specific hormone for each endocrine gl and.
5. To know the functions of hornones.
6. To briefly describe the common di sorders of the endocrine gl ands.
7. Qdossary of Unit #12
a) endocrine glands and related anatomc terns
b) diseases, tunors, surgical procedures, and descriptive terns
- The Nervous System
1. To know the anatom c cl assification and basic function of the nervous
system
2. To know the anatomc classification and basic function of the nervous
system
a) Central Nervous System
- meni nges
-brain
-functional areas of the cerebral cortex
-cerebrospinal fluid
- el ect roenceph al ogr aph
b) Periphiral Nervous System
-reflex action
-crani al nerves
-spinal cord (structure)
c) Autonom c Nervous System
-synpat heti c
- par asynpat heti c
3. To know the anatony and physiol ogy of a typical neuron.
4. To know the basic structure and rmain functions of the brain.
5. To know the basic structure and nmain function of the spinal cord.
6. To know the basic structure and main function of the meni nges.
7. To know the function of cerebrospinal fluid.
8. To describe briefly the common disorders of the brain and spinal cord.
9. To be famliar with the name and nunber of cranial nerves.
10. To be famliar with the name and nunber of the spinal nerves.
11. To know the mai n function of the autonomc nervous system
12. To describe briefly the comron di sorders of nerves.
13. Qossary for unit #13.

a) brain, spinal cord, and related anatomc terns

b) nerve structures and related anatonmc terns

C) nervous system

d) cranial nerves

e) spinal nerves (peripheral)

f) diseases, tunors, surgical procedures, and descriptive terns.
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Unit 14

Speci al Senses

1.

oA wN

~

To be aware of the various senses and sensory mechani sns.

a) smell - nose

b) taste

c) sight - structure of eye

d) hearing - ear

- leustrachian tube
- mechani smof hearing

e) touch
To know the basic structure and function (physiology) of the eye.
To briefly describe the common disorders of the eye.
To know the basic structure and function (physiol ogy) of the ear.
To briefly describe the comron disorders of the ear.
To know t he basi ¢ physiol ogy of the senses of taste, snell, thirst,
hunger, pressure, tenperature, touch, pain and position.
Qossary for Unit #11.

a) nose and related anatomc terns

b) eye and related anatomc terns

c) ear and related anatomc terns

d) diseases, tunors, surgical procedures and descriptive

terns of the eye
e) diseases, tunors, and descriptive terns of the ear

f) terns referring to smell



