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Thank you for considering Medical Administration Training Pty Ltd (MAT) as your education provider. We are excited to support you as you

take the next step in your healthcare administration career.

This guide provides everything you need to know before starting your course - including course structure, support services, key

requirements, and how to get started. Whether you are new to study or returning to enhance your skills, we are here to help you reach your

goals.

MAT is a Registered Training Organisation (RTO), delivering nationally recognised
qualifications and accredited short courses in Medical Reception, Health
Administration, and Practice Management across Australia.

Established in 2004, MAT is a privately owned Australian Registered Training
Organisation that has operated under the same ownership for over 20 years. We
are committed to providing quality education with outcomes that support
employment and career progression.

MAT operates in accordance with the Standards for Registered Training
Organisations (RTOs) 2025 and is regulated by the Australian Skills Quality
Authority (ASQA). Our RTO registration code is 31078. You can view our current
scope of registration at training.gov.au.

This nationally recognised qualification is made up of 15 units of competency,
which are the individual subjects you'll complete during the course. These include:

e 9 core units — mandatory for all students
e 6 elective units — selected by our course team to reflect current healthcare
administration needs

Our course planners have pre-selected the elective units that provide the most
valuable skills and knowledge for real-world healthcare administration roles. These
subjects are not interchangeable and are built into the course.

To support a more efficient learning experience, some units are grouped into
combined modules (or clusters). You'll study related topics together and complete
shared assessments, reducing repetition. As a result, you'll complete the course in
12 modules, not 15.

Clustered Units include:
Infection Control — HLTINFO007 and HLTINF006
Medical Reception — BSBMED302, BSBMED303 and BSBMED305

Upon successful completion of all units, you will receive the nationally recognised
qualification HLT47321 Certificate IV in Health Administration.
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BSBOPS504
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CHCPRPO003

Apply the principles of
confidentiality, privacy and
security within the medical
environment

Respond effectively to
behaviours of concern

Communicate and work in
health or community services

Work with diverse people
Work legally and ethically

Facilitate a coordinated
approach to client care

Use medical terminology in
health care

Implement and monitor
infection prevention and
control standards, policies
and procedures

Maintain work health and
safety

Prepare and process medical
accounts

Maintain patient records
Apply basic principles and
practices of infection
prevention and control
Manage business risk

Lead effective workplace
relationships

Reflect on and improve own
professional practice
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We offer two structured study options to support different levels of availability and
commitment:
* Full-time — Up to 12 months
Best suited to students who can dedicate at least 20 hours per week and wish to
complete the course in a shorter timeframe.
* Part-time — Up to 24 months
Designed for students who are managing other responsibilities such as work or
family. This option allows for a reduced weekly study load over a longer period.

You may complete the course earlier than your allocated timeframe if you progress
through the units more quickly.

For example, if you select the 24-month part-time option but consistently work through
the units in your spare time, you may finish in 16 months. Early completion is perfectly
acceptable.

Your expected completion timeframe will be confirmed on enrolment. Please note that
this course has a fixed expiry date, calculated from your official enrolment date and
outlined in your confirmation letter.

Extensions may be considered upon request; conditions apply, for more information click
here.

Our courses are delivered 100% online through our user-friendly Learning Management
System (LMS). You can study at your own pace, from anywhere in Australia, with no
scheduled Zoom sessions or live online classes - giving you the freedom to learn when it
suits you.

This flexible format is ideal for balancing study with work or personal commitments. Al '
coursework must be completed within your course duration.

4 A
The Certificate 1V in Health Administration is designed for individuals with existing G overnm ent
administrative experience who want to take the next step into senior or supervisory roles in Fun dln
healthcare. This qualification builds on your current skills, helping you develop the confidence
and knowledge to manage processes, support teams, and contribute to the efficient running of | State Government subsidised training is
health services. This course will help you: available in selected regions:
e Advance your career — Prepare for roles such as Senior Health Administration
Officer, Executive Officer, Ward Clerk, or Assistant Practice Manager. (Click here to
explore more healthcare administration job roles.) Eligibility criteria apply. Click your state to
e Gain a qualification that employers value — Earn a nationally recognised find out more.
certificate that opens doors to general practices, hospitals, specialist clinics, If you are applying for a government-funded
community health centres, and allied health services. place, you will be required to complete the
 Enhance your industry expertise — Strengthen your understanding of medical approved online LLN evaluation as part of
terminology, patient administration, infection control, workplace relationships, and the application process.
ethical work practices.
e Access dedicated student support — Get help when you need it via phone, emall,
or LMS messaging from our friendly, Australian-based team (never an overseas call
centre). _/ Skills
e Learn to use Clinic to Cloud - a widely used medical practice software, to ensure I 5 ASSUTE  of Government
you are job-ready. L of South Australua)
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Admission Requirements

Before you apply, please review the key admission requirements to ensure you're ready to
succeed in your studies. This includes confirming your eligibility, digital and language skills,

and access to suitable equipment.

Who can Apply

To enrol in a course with MAT, you must:

v" Be at least 16 years old
(parental/guardian consent required if
under 18)

v" Be living in Australia

v" Have a valid Unique Student Hold a
Unique Student Identifier (USI) — Find
out how to get a US|

v" Have suitable English language,
literacy, and numeracy (LLN) skills —
Read more here

v" Have the digital skills and digital
literacy to study online.

How you will be
Assessed

How You'll Be Assessed

Throughout the qualification, you will
complete a range of activities designed to
help you demonstrate your knowledge and
practical skills relevant to healthcare
administration and supporting workplace
operations. These activities reflect situations
commonly encountered in healthcare
workplaces such as medical clinics,
specialist practices and hospitals.

Knowledge Questions

You will complete a range of questions
designed to check your understanding of
the topics covered in each unit. These may
include short written answers, multiple-
choice questions and responses to
workplace scenarios.

Practical Administration Tasks

Some activities involve completing practical
tasks commonly performed in healthcare
administration roles. This may include
completing forms, preparing patient
correspondence using Microsoft Word and
the Clinic to Cloud practice management
system, working with appointment systems,
processing patient billing, and uploading
screenshots that show how you completed
certain tasks.

Video Demonstrations
At certain points in the course, you will be
asked to record short videos

demonstrating practical tasks that can be
completed independently. These tasks are
commonly related to infection prevention
and control procedures, such as
demonstrating correct hand hygiene, use
of personal protective equipment (PPE),
or responding to situations such as
cleaning and managing a blood or body
fluid spill.

Videos can be recorded using your
computer, tablet or phone and uploaded
directly through the Learning Management
System (LMS).

Additional Items Required for
Assessment
To complete the practical activities, you
will need access to the following items:
o Basic PPE items for demonstration,
including:
e 2 pairs of disposable rubber gloves
(well-fitted to your hands)
e 1 disposable surgical face mask
e 1 white or black bin liner
These items are not supplied by MAT and
can be purchased from most
supermarkets or pharmacies.

Role Plays and Communication
Activities

Some assessments involve role play
scenarios designed to demonstrate how
you would communicate and respond in
workplace situations. These activities may
include interacting with patients,
supporting colleagues, responding to
workplace issues, or contributing to
workplace discussions and problem-
solving activities.

Role plays can be completed in one of two
EVER
o With a MAT assessor during a
scheduled online session, or
o By recording and uploading your role
play through the Learning
Management System (LMS).

If you choose to record the role play
yourself, you will need another person
over 18 to assist by acting as a patient,
colleague or workplace stakeholder. This
can be a friend or family member - no
qualifications are required.

Click here
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Fees, Payment Options

& Refund |
CourseFSesurl S //

Total Fees: $2,850
Interest Free Payment Plan
Fee Breakdown

Enrolment Fee (non-refundable): $50 | Administration Fee (non-refundable): $250 |
Course Unit Fees (15 units @ $170 each): $2,550 | Total Payable: $2,850
Payment Options Cooling off Period
Choose the payment method that suits you:

e Pay in full - by Visa or Mastercard at checkout, or by bank transfer after
submitting your application.

o Payment plan - request to pay your course fees in weekly or fortnightly
instalments.
(A $50 payment is required at the time of application.) [Learn more]

e Third-party payment — nominate an approved organisation (such as an
employer or job network provider) to pay your course fees on your behalf.

Pay earlier if you wish

Refund Policy
A 5-day cooling-off period applies from the date your application is submitted.
Cooling-off and refund conditions are outlined in our Fees, Refunds and Cancellation

Policy. [View full policy]

Centrelink www.medtrain.com.au

This course is approved for Centrelink assistance and may be eligible for Austudy,
ABSTUDY, or other support payments, such as the Education Entry Payment, depending
on your personal circumstances and Centrelink’s assessment criteria. Our Centrelink
Approval Number is 4P689. These payments are made directly to you by Services
Australia. For more information or to apply, visit the Services Australia website. Click Book a Call
here.

Applying for the Course

Before You Apply

Before submitting your application, please review the Student Handbook, which contains
important information about your course, fees, refunds, support services and student
responsibilities.

Application Steps

Step 1 - Complete the Online Application

Click Apply Now and complete the online form (this usually takes about 10 minutes).
You will be asked for your USI, personal details, and a few short questions about your
background and access to a computer or device for online learning.

__BokaCal o
__forton oo

Step 2 - Choose Your Registration Type
At the end of the application, select your preferred payment option from those outlined
above.

Step 3 - Application Review and Course Access

We review all applications to ensure the course is suitable for you. MEDICAL

If your application is approved and payment has been finalised, you will receive your ADMINISTRATION
acceptance email, orientation information and login details within 1-2 business days, so
you can begin your course. TRAINING

If your application is not approved, we will contact you to discuss alternative options or Sl e T
arrange a refund of any applicable application fees in line with our refund policy.
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