
 

 

 

 

COURSE INFORMATION FORM 

 

INSTITUTE/FACULTY/SCHOOL and PROGRAMME: CUMAYERİ VOCATİONAL SCHOOL – OFFİCE MANAGEMENT 
AND SECRETARY 

COURSE INFORMATION 

Name Code 
Medium of 

Instruction 

Type 
Required/  

Optional 

Semester 
T+P 

Hour  

Local 

Credit 
ECTS 

FUNDAMENTALS OF LAW BÜR105 Turkish  Required I 2+0 2 3 

 

Pre-requisites 
- 

 

Course Instructor Lecturer Fatma ALBAYRAK AKBAŞ 

Instructor Assistants  

 

Course Objective 

A general introduction to the concept of law, its application and interpretation. Law-

oriented explanation of the nature of order, sources of law, legal issues concerning 

individual, state and society. The need and importance of law for social order. There 

is also an introduction to the study of different legal systems, main branches of law 

with a brief explanation of their nature and variety. 

 

Course Learning Outcomes 

 Distinguishes law from other social order rules 

 Recognize the aims and functions of law 
 Know the basic branches of law 

 Knows the properties of Persons Law 

 Know general information about Turkish judicial system and gain 

the ability to understand and transfer sentences in these areas 

 

                                                                        COURSE PLAN 

Week Subjects/Applications Method 

1 
Social order rules and the distinction of law from other social order 

rules 
lecture, question and answer 

2 
The concept of law The main aims and functions of law, the features of 

the rules of law 
lecture, question and answer 

3 The meaning of law from various perspectives, the main legal systems lecture, question and answer 

4 Written and unwritten sources of law, hierarchy of norms lecture, question and answer 

5 Application of legal rules in terms of place, time and meaning lecture, question and answer 

6 Law gap, gap types and gap filling lecture, question and answer 

7 Concept of Rights, Classification of Rights from Various Perspectives lecture, question and answer 

8 Midterm 
Questions and Answer 

9 Acquisition, Loss and Protection of Rights lecture, question and answer 

10 Ways to Protect Rights lecture, question and answer 

11 
The concept of legal process, types of legal transactions, disability in 

legal proceedings 
lecture, question and answer 

12 Distinction between public law and private law, branches of public law lecture, question and answer 

13 Private law and personal law lecture, question and answer 

14 Branches of mixed law lecture, question and answer 

 

 

  



 

 

 

 

 

 

 

                                                                                COURSE RESOURCES 

Coursebook /Notes The basic concepts of law Prof.Dr.iur.Fatih BİLGİLİ Doç.Dr.Ertan 

DEMİRKAPI 

Other Resources  Internet 

ASSESSMENT SYSTEM 

Activity Types Contribution Percentage 

Midterm(s) 40 

Quizzes - 

Assignments/ Projects - 

Final 60 

Total 100 

 

 

THE CONTRIBUTİON OF THE COURSE OUTCOMES TO PROGRAMME OUTCOMES 

No Programme Outcomes Contribution Level 

  1 2 3 4 5 

1 Recognizeandusebasicconceptsrelatedtoofficemanagementandmanagerassistantfield    X  

2 Carryoutnecessaryfilingandarchivingstudies on theorder of the Office      

3 
Can organize time and protocol related to meetings and ceremonies at times 

when the manager needs them  X    

4 
They can follow necessary professional correspondence and incoming / 

outgoing documents  X    

5 They can use various tools and equipments in the office environment      

6 
Have adequate English language proficiency in office administration and 

administrative assistant field      

7 
Have the necessary responsibility, occupational health, occupational safety 

and health knowledge and skills    X  

8 They can use necessary software for basic computer use and field      

9 They can usethenecessarycontactinformationeffectively  X    

10 Knowing Turkish grammar rules and using them in their work      

11 Be consciousaboutAtaturk'sPrinciplesandhaveknowledgeaboutHistory of Revolution      

12 They can use a ten-keykeyboardquicklyandeffectively      

13 Haveknowledge in basicandbusiness / sociallawareas     X 

14 
They can bringcreativesuggestions in thesolution of 

problemsusingtheirmanagerialabilities   X   

 

 

 

 

 

 



 

 

 

 

 

 

 

 

ECTS / WORKLOAD TABLE Workload (hour) 

In-Class  Class Hours (14 x Weekly Class Hours) 28 

 

Out of-Class 

Assignments - 

Research  13 

Class Preparation and  After Class Study 17 

Other Activities  16,5 

Examinations Midterms (Number of Midterms x Duration of 

Midterms) 

1 

Final 1 

 

 

Total Workload 76,5  

Total Workload / 25,5 (h) 3  

Course ECTS Credit 3  
 

 

 

 


