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1.
COURSE DESCRIPTION: 

This course will introduce the student to the essential skills and resources needed for the performance of basic business skills required for the  daily operation of a massage therapy practice.  These skills will be in the area of business organization, bookkeeping, scheduling, taxes, and payroll.  The course will also focus on the preparation and analysis of financial records both manually and computer-assisted.

II.
LEARNING OUTCOMES AND ELEMENTS OF PERFORMANCE:
 (Generic Skills Learning Outcomes placement on the course outline will be determined at a later date)

A.
Learning Outcomes:
1.
Awareness of alternatives in setting up a business, in regards to advantages and disadvantages, both financially and otherwise. 

2.
Demonstrate a good understanding of record-keeping methods for financial data.

3.
Compilation of financial data in reports for review and analysis  of the profitability of the business.

4.
Awareness of the governmental impact on the Massage Therapist’s business operation in regards to taxes ( ie. GST, Payroll). 

B.
Learning Outcomes and Elements of the Performance:
Upon successful completion of this course the student will demonstrate the ability to:

1.
Identify the alternatives in setting up a practice, in regards to advantages and disadvantages, both financially and otherwise.

Elements of the Performance:

· Define business practice options,(home-based, store front, partners, contracting, full and part-time).

· List the advantages and disadvantages of each option.

· Define the role of the Massage Therapist as employer or business associate for each option.

This learning objective will constitute 15% of the course's grade.

II.
LEARNING OUTCOMES AND ELEMENTS OF PERFORMANCE:
2.
Demonstrate a good understanding of record-keeping methods for financial data.

Elements of the Performance:
· explain the difference between single-entry and double-entry methods of bookkeeping.

· define and explain the difference between business and personal finances.

· list and describe the source documents that reflect business activities and the source of this information.

· explain the difference between income and expenses.

· list and describe the books used to handle income.

· prepare entries for common client transactions (cash/credit card  visits, charge visits, and gift certificates).

· define and calculate total treatment income.

· list and describe the books used to record expenses.

· prepare entries for common practice expenses.

· define expenses that are long-term in nature.

This learning outcome will constitute 35% of the course's grade.

3.
Identify the financial statements , be able to prepare the statements and discuss their usefulness.

Elements of the Performance:
· define the financial statements.

· explain the purpose of the income statement and balance sheet.

· prepare a balance sheet and income statement.

· calculate and explain changes in the income statement.

· define and calculate growth percentages.

This learning outcome will constitute 25% of the course's grade.

4.
Demonstrate a good understanding of the governmental impact on the Massage Therapist’s business operation in regards to taxes and payroll.

Elements of the Performance:
· define and explain GST

· calculate GST

· define and explain employee/employer payroll costs.

· calculate payroll costs.

· describe business taxes-distinguish between personal and practice taxes.

· list and describe the types of insurance affecting the practice.

This learning outcome will constitute 25% of the course's grade.

III.
TOPICS:
1)
Alternatives to setting up a business.

2)
Financial record keeping.

3)
Financial statements and their usefulness.

4)
Government impact on the practice in regards to taxes.

IV.
REQUIRED RESOURCES/TEXTS/MATERIALS:
1)
LaBrash, M.A. Accounting Made Easy (Basic Bookkeeping for the Massage Therapist), (3rd ed.)

V.
EVALUATION PROCESS/GRADING SYSTEM:


A)Grading:    A+           90% - 100%

                   A            80% - 89%

                   B            70% - 79%

                   C            60% - 69%

                   R            Below 59% - Repeat the course

B) Tests: All students will be required to complete TWO tests during the course of the term. The total weighting of the TWO tests will represent 100% of the final term grade. The tests will be administered during the term as follows:

Test #1: 
Learning Outcomes 1 and 2.    40%

Test #2: 
Learning Outcomes 3 and 4.    40% 

Assignments: One per each objective
20%

Supplementary Test: Administered at the end of the semester. 
A student who Fails a test or Missed writing a test during the regular semester qualifies to write the Supplementary Test. The grade received on the supplementary test will replace the lowest failed test or missed test. The supplementary test is 
a comprehensive test drawing upon all of the material covered during the regular semester.

VI.
SPECIAL NOTES:
a)
Attendance is critical to the participant's success in this course.

b)
Your instructor reserves the right to modify the course as he/she deems necessary to meet the needs of the students.

VI.
SPECIAL NOTES:
Special Needs

If you are a student with special needs (eg. physical limitations, visual impairments, hearing impairments, learning disabilities), you are encouraged to discuss required accommodations with the instructor and/or contact the Special Needs Office, Room E1204, Ext. 493, 717, 491 so that support services can be arranged for you.

Retention of Course Outlines

It is the responsibility of the student to retain all course outlines for possible future use 

in acquiring advanced standing at other post-secondary institutions.

Course Modification

The instructor reserves the right to modify the course as deemed necessary to meet the needs of students.

VII. PRIOR LEARNING ASSESSMENT:

Students who wish to apply for advanced credit in this course should consult the professor.
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