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Business Skills

DESCRIPTION

This unit of study will prepare you for working in a clinical health setting by providing
you with the knowledge and skills required to administer a practice and to establish and
manage a successful complementary health care practice. You will also learn how to
make referrals to other health care professionals and community services when
appropriate, develop your networking skills, comply with statutory obligations and
maintain ethical work practices.

DURATION

21 hours

LEARNING
OUTCOMES

At the end of this unit of study students will be able to:

1. Establish and maintain administrative systems.

2. Administer personnel and practice management strategies.

3. Establish a practice and implement financial management procedures

4. Implement practice management and personnel management strategies

5. Develop effective workplace relationships and contribute to workgroup activities.
6. Interact with other health care professionals.
7. Maintain ethical and professional work standards.
8

Promote a positive approach to health and take personal responsibility for
continuing development.

TEACHING
METHOD

The course is centred on group work, lectures/discussion, practical exercises and
student participation.

ASSESSMENT

Class patrticipation 10%
Group work and presentations 60%
Compulsory Revision questions 30%

Pass mark: 60%
Each component must be passed at 60% in order to pass this unit of study.

COMPETENCIES

Successful completion of this unit of study is in full completion of the following Health

FULL ) . e
COMPLETION Training Package HLTO7 Units of Competency toward your qualification:
BSBCMN204A - Work effectively with others
HLTCOM405B - Administer a practice
HLTHIR301A - Communicate and work effectively in health
HLTHIR506B - Implement and monitor compliance with legal and ethical requirements
HLTCOM406B - Make referrals to other health care professionals when appropriate
HLTCOM503B - Manage a practice
ATTENDANCE 80% minimum
PRE- Nil
REQUISITES
Nil

CO-REQUISITES

Nature Care College Pty Ltd ABN 77 105 282 264
46 Nicholson Street, St Leonards NSW 2065
Tel: +61 (0)2 8423 8333 Fax: +61 (0)2 9436 0503
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MATERIALS Notebook, pen, calculator.
REQUIRED Access to the Internet and a printer.
TEXTBOOKS

Compulsory textbooks:
* Nature Care College Business Skills Student Workbook

* Weir M. Complementary medicine: ethics and law. Fourth edition. Allen & Unwin,

2011

Recommended Reading:

* Gerrish R, Leader S. Flying solo: how to go it alone in business. Crows Nest, NSW:

Allen & Unwin; 2005
* Hope J. Will your business idea work? Croydon, Vic: Tertiary Press; 2002
* Medhurst R. The business of healing. Greenock, S.A: Author published; 2008.

Websites:
Useful websites are included in the relevant sections in the Student Workbook.

COURSE OUTLINE: The following is a guide only. The facilitator may alter the program at his/her discretion to
best meet the needs of the particular group and to accommodate either ‘intensive’ or ‘week-by-week’ delivery.

Please be respectful of your fellow students and arrive on time for class. Please ensure all mobile phones are turned off

prior to the commencement of class

SESSION 1:

LEGAL AND ETHICAL RESPONSIBILITIES

Regulation of the health professions: code of conduct
Code of conduct for unregistered health practitioners
Handling complaints

Duty of care and informed consent

Privacy, confidentiality and client records

SESSION 2:

ESTABLISH, ADMINISTER AND MANAGE A PRACTICE

Practice administration: regulatory requirements
Administrative and financial systems

Policies and procedures

Business operations and marketing strategies
Human resources — policies and procedures

Business planning

SESSION 3:

REFERRAL SKILLS AND WORKPLACE RELATIONSHIPS

The Australian health system

Promote a positive approach to health
Referral plans for clients

Develop relationships with other professionals
Working effectively with others

Effective workplace relationships

Personal skill development
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