1. Course Name: Mail and Preservation / First Stage

2. Course Code:

3. Semester / Year: First Stage

4. Date of preparation of this description: 12/11/2023

M

5. Available forms of attendance: face-to-face, electronic, dialogue, classroom and laborator

6. Number of academic hours (total) / number of units (total): 2 theoretical + 3 practical =
weeks = 150 hours (academic year)

7. Course Administrator Name:

Name : Bassima Hazem Mohamed Email: basema-hazem@mtu.edu.iq

8. Course Objectives:

1- General objective: Studying the procedures of mail, incoming, outgoin;
confidential preservation, methods and methods of circulation of preservin,
information, in addition to how to use devices, equipment and office mater

Course Objectives:

2- Special Objective: Providing the student with theoretical, practical and
information that helps him practice postal procedures, preservation and off
health institutions.

9. Teaching and learning strategies

son planning: It is "identifying all the requirements of the educational situation in a w
ures the achievement of its objectives."

ing to plan the lesson in general (theoretical and practical) is an attempt to answer thi
stions:

Strategy ‘e do I want to go? It represents the main entrance to teaching, which are the teaching
ectives.

do I arrive? It represents the element of the processes and is the teaching methods.
can I be sure that I have arrived? It represents the element of measurement in teachin
ch is evaluation.
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son plan: A written document prepared by the teacher or is a work program or guide
ther during teaching in delivering the material

cational to students and bring about education for them.

sentation of the lesson: which includes a number of activities that will take place in th
uding:

roduction: It represents 10-20% of the lesson time and can include: (linking, provokin
irming the learner of the objectives of the lesson).

sentation of content: in the form of key points for the aspects that will be presented du
on.

cher's activities: delivering the lesson - managing a discussion - asking questions - givi
rcises.... Etc.

dent activities: answering questions - solving exercises - listening - taking notes ... Etc.
ching aids: blackboard - calculator - overhead projector - models .... Etc.

son summary: It represents 10-20% of the lesson time and includes (summarizing the
luating the performance of students).

ilways important in practical application to pay attention to providing students with h
tudes towards accurate, organized, clean and honest work.
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) ) whiteboard image exerc
archives its concept and _ _
and image daily
based on their | classification | using Google assig
similarities or | methods Meet and the and t
. application elect
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whiteboard image assig
for each temporal _
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period of time | preservation using Google
and the system Meet and the
. application
papers it Procedures
Google
contains fall and Classroom and Pow
within that implementation | er Point
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21 Application to | Indexes — Lecture using the Oral «
whiteboard image
General types of _
and image
IndeX, indexes using Google
Alphabetical SO ELE s
. application
Thematic
Google
Index and Classroom and Pow
Alphanumeric er Point
Name Index
22 View the Forms of Lecture using the Exan
) whiteboard image Discl
shapes of indexes _
and image
indexes using Google
Meet and the
application
Google
Classroom and Pow
er Point
24 Close Circulation of | Lecture using the DiscL
) ) whiteboard image soluti
cooperation archives _
and image exerc
between the means of using Google
Archives controlling B
. application
Department archives
Google
and other Classroom and Pow
departments er Point
25 Follow the Alternatives - | Lecture using the | Exan
whiteboard image assig
system of Follow-up of

and image




alternatives to
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borrowed

archives -

using Google
Meet and the
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loaned
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savings
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furniture and
office
machinery,
and create

application

Google

Classroom and Pow
er Point




appropriate
conditions for
the work

environment
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archive of archives Meet and the
. application
management |devices and
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and practical |equipment
application of |used in the
the devices field of
and preservation
equipment
used
30 The Microfilm Lecture using the Oral ;
) ) ' whiteboard image exan
relationship of | Benefits of _
and image
microfilm to promoting using Google
the archives, Meet and the
. ) ) application
destruction of |including
Google Classroom
papers - digital systems
modern

systems in the

archive
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Course Development Plan

1- Printing books and developing curricula in line with the development of science
for archiving and preservation in health institutions in line with the student's
academic level

2- Providing academic support capabilities in organizing field visits

3- Providing an appropriate classroom environment that enables the teacher to
diversify education strategies.

4- Hosting experts from outside the institute, or from the work environment for
which they are prepared to benefit from their expertise in

5- Developing the course according to the actual need of the labor market.

6- Rewriting the prescribed curriculum in line with modern trends in health
management and annual additions.
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