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HHeeaalltthh IInnffoorrmmaattiioonn MMaannaaggeemmeenntt 110011 
Learning Objective: 
• What is our agency mission 
• What is a medical record 
• How are positions defined 
• What is your role and contribution towards the agency 

Mission t is 
• What is HIM’s future 
• Is this job really for you medical record?
How are positions  defined?



MMiissssiioonn ooff tthhee IInnddiiaann HHeeaalltthh SSeerrvviiccee 

To raise the physical, mental, social, and spiritual 
health of American Indians and Alaska Natives to 
the highest level 



IInnddiiaann HHeeaalltthh SSeerrvviiccee -- HHiissttoorryy 
Formed from special relationship between the Federal 
Government and Indian Tribes, established in 1787, based 
on Article 1, Section 8 of the U.S. Constitution, or better 
known to us as “The Treaty” 



IInnddiiaann HHeeaalltthh SSeerrvviiccee -- HHiissttoorryy 
•The IHS agency was officially established in 1955, and is 
responsible for providing health services to American 
Indians and Alaska Natives. 
•First under the Department of Health, Education and 
Welfare (DHEW), then changed to the Department of Health 
& Human Services (DHHS). 



IInnddiiaann HHeeaalltthh SSeerrvviiccee OOrrggaanniizzaattiioonn 
•The IHS agency is comprised of 12 Service Unit Areas: 



IInnddiiaann HHeeaalltthh SSeerrvviiccee -- SSttaattss 
•Population Served: 2.56 Million American Indians & Alaska 
Natives for 574 Federally recognized Tribes                                    
in 37 States 

•Funding:   FY-2023 = $9.3 Billion 

•3rd Party Collections FY-2023 = $1.7 Billion 



IIHHSS FFaacciilliittyy && SSttaaffffiinngg PPllaann 
•IHS uses the Resource Requirements Methodology (RRM) to 
plan and design for new facilities and determine staffing level 
and type of services to be provided. 







OOuurr RReessppoonnssiibbiilliittyy TToo OOuurr PPaattiieennttss 
•There are no Service Unit boundaries. Patients go where they 
can get health care services. 
•HIM must provide health information for Native patients 
regardless if health care services are provided by Federal, Tribal 
or Private Sector. 



YYoouurr EEmmppllooyyeerr –– TThhee 44--1111 
•It’s important for you to know about your facility and what 
health care services are provided. 
•Get rid of the “I don’t know” 



WWhhaatt iiss aa MMeeddiiccaall RReeccoorrdd?? 
•Health information is the lifeblood of the health care delivery 
system. 
•The medical record, in paper or electronic format, houses the 
health information that describes all aspect of patient care. 



HHIIMM iiss VVeerryy IImmppoorrttaanntt FFoorr…… 
•Patient Care 

•Statistical Data 

•Reimbursement 

Everything we do in HIM touches a patient’s life. 



MMaannaaggiinngg tthhee RReeccoorrddss ooff LLiiffee 
Every HIM function is vital to health care: 
•File Management – forms, archiving, master control log 

•Medical Coding – data quality, statistics, revenue 

•Release of Information – continuity of care 

•Chart Analysis – completion, legality 

•Scanning – quality check 

•Health Informatics – templates, PHR, TOC 



TThhiirrdd PPaarrttyy RReeiimmbbuurr$$eemmeenntt 
•Funding for IHS is approved by Congress yearly. 
•Collections from 3rd Party insurance makes up a 
large percentage of funding needed by IHS. 
•Fiscal year is October to September. 
•Our role as HIMBO team members is critical to our facility’s 
funding in meeting our mission. 



EExxaammppllee ooff SSeerrvviiccee UUnniitt CCoolllleeccttiioonnss 





IIHHSS MMaannuuaall PPaarrtt 33,, CChhaapptteerr 33 
The Indian Health Manual contains: 
•Definition of Health Information Management 
•Purpose of the Medical Record 

•Goals of the HIM program 

•Administrative Responsibilities 

Available on the IHS web site. 





AAHHIIMMAA CCooddee ooff EEtthhiiccss 
◆ Advocate, uphold, and defend the consumer's right to privacy and the doctrine of confidentiality in the use and disclosure of information. 

◆ Put service and the health and welfare of persons before self-interest and conduct oneself in the practice of the profession so as to bring 
honor to oneself, their peers, and to the health information management profession. 

◆ Preserve, protect, and secure personal health information in any form or medium and hold in the highest regard health information and 
other information of a confidential nature obtained in an official capacity, taking into account the applicable statutes and regulations. 

◆ Refuse to participate in or conceal unethical practices or procedures and report such practices. 

◆ Use technology, data, and information resources in the way they are intended to be used. 

◆ Advocate for appropriate uses of information resources across the healthcare ecosystem. 

◆ Recruit and mentor students, peers and colleagues to develop and strengthen professional workforce. 

◆ Represent the profession to the public in a positive manner. 

◆ Advance health information management knowledge and practice through continuing education, research, publications, and 
presentations. 

◆ Perform honorably health information management association responsibilities, either appointed or elected,                    
and preserve the confidentiality of any privileged information made known in any official capacity. 

◆ State truthfully and accurately one’s credentials, professional education, and experiences. 

◆ Facilitate interdisciplinary collaboration in situations supporting ethical health information principles. 

◆ Respect the inherent dignity and worth of every person. 



HHIIMM PPeerrssoonnnneell 
•The organization cannot function without you. 
•Classification of HIM positions by OPM: 
- GS-669 Series:   Covers management positions 
- GS-675 Series:   Covers clerical & technical positions 
- GS-346 Series:  Covers Data Transcriber 
•Duties and Grade will vary based on facility size and type. 
•Positions are classified based on knowledge & skill,    
not workload. 



OOPPMM CCllaassssiiffiiccaattiioonn 667755 SSeerriieess 







PPoossiittiioonn DDeessccrriippttiioonn 
•Know your position (job) description. 
•Outlines what the position’s main duties are and qualifications 
needed. 
•Defines complexity of the job. 
•Lists any special requirements of position, 
such as rotational shifts or HIM certification. 







WWoorrkk && KKnnoowwlleeddggee == PPaayy 
GS-0675-5-1 

•GRADE = The higher the Grade is, the more complexed the work 
and responsibilities. 
Note: You don’t go up in Grade and do less 

•STEP = The higher the Step, the more knowledge you gain. 
Note: As you move forward in Step, the more you 
become the Subject Matter Expert (SME) 





HHaavvee aa PPoossiittiivvee AAttttiittuuddee 
•What is your personality style? 

- Cheerful, always complaining, whiner, laid-back, “who cares” 

“rules rules rules” “Boss is working us to death” 

•Turn negativity to something positive. 
•Never use profanity. 
•Encourage and teach others. 
•Be on time for work. 



BBee PPrrooffeessssiioonnaall 
•Dress appropriate for work. 
•Is what you are wearing suitable for work. 
•If you are receiving uniform allowance you are required to wear 
daily. 



BBee PPrrooffeessssiioonnaall 
•A sloppy or provocative appearance gives 
the sign of a non-professional attitude. 
•Dress appropriately to be taken seriously 
and treated as a professional. 

•Historically, Government agencies always 
had a strict protocol because we are public 
servants. 
•Be aware of local Cultural concerns/taboos. 



BBee PPrrooffeessssiioonnaall 
•Is your office/work area professional looking. 
•A messy office will give the wrong impression. 
•The patient will not trust you with documents 
given to you. 
•Keep areas clean and tidy. 
•Infection Control may be an issue. 



BBee PPrrooffeessssiioonnaall 
•Offer to fill out forms. 
•Show empathy. Remember the patient may be sick and scared. 
•When assisting in person or by phone, give your name. 
•Use professional etiquette when appropriate: 

Dr. Nabahe, Mrs. Webster, Mr. King 



BBee TThhee MMooddeell EEmmppllooyyeeee 
•Follow the Government Code of Ethics. 
•Concentrate on work while on duty. Too many personal calls, 
texting, and personal visitors can be distracting. 
REMEMBER – you are here to work 

•You applied for the job and said you can do it.   IHS did not force 
you to work for the agency. 



AArree YYoouu BBeeiinngg PPaaiidd TToo DDoo TThhiiss 



We all receive an 
annual reminder. 



DDuuttyy TToo PPrriivvaaccyy 
•Don’t gossip. 
•Respect privacy at all times. 
•Don’t ever repeat or post online what you may hear or see. 
•Don’t abuse your access. 
•Very important to build patient 
trust. 



HHoossppiittaalliittyy 
•Welcome employees appropriately especially 
contractors and students. 
“Welcome to Shiprock” “I’m so glad you joined us” 

•Let them know you are here to help. 
•Your behavior, good or bad, reflects 
on the facility. 



NNeeww CCoo--WWoorrkkeerr 
•Share your knowledge. Be a mentor. 
•Don’t discourage your new colleagues. 
•Talk positively about the work place, instead 
of the negative things. 
•You didn’t know everything when you started your job. 
•Groom staff for the future. 



WWoorrkkffoorrccee GGeenneerraattiioonnss 
•We have so many different generations working together. 
•There are five generations interacting in the work place today. 



GGeenneerraattiioonn GGaapp 
•Traditionalist = Born 1900 to 1945  “Work is all there is” 

•Baby Boomers = Born 1946 to 1965   “Live to work” 

•Generation X = Born 1966 to 1980 “Work to live” 

•Millennials (Gen Y) = Born 1981 to 1996   “Work to have fun” 

•Generation Z = Born 1997 to 2012 “Work independently” 

•Generation Alpha = Born 2013 to 2025 





WWoorrkkffoorrccee GGeenneerraattiioonnss 
•Because of various generations working together, we must learn 
to work well with each other with respect. 
Example:   Learning style, humor, personality 

•This tests your people-skills and working with other styles of 
behavior. 
•We all can learn from each generation. 
Example:  Built the foundation of IHS (Boomers) 

Learning new technology (Millenials) 



TT..EE..AA..MM.. 
•Together Everyone Achieves More. 
•There is no “i” in team. 
•We are work colleagues, not family. 



TThhee TThhrreeee ((33)) LL’’ss 
•LOOK – For work to be done, or for opportunities to improve. 
•LISTEN – Take to heart what you are being told in regards to 
work. 
•LEARN – Everything you can to grow and be better. 



LLooookk,, LLiisstteenn && LLeeaarrnn 
•Training opportunities. 
•Cross-training 

•Use IDP as a tool to reach your educational goals 

•Read policies & procedures. 
•Participate in your annual evaluation. 



IInnddiivviidduuaall DDeevveellooppmmeenntt PPllaann ((IIDDPP)) 



EEmmppllooyyeeee EEvvaalluuaattiioonn 



DDeevveelloopp PPeerrssoonnaall GGooaallss 
•Establish SMART goals: 
Specific 
Measurable 
Attainable 
Realistic 
Time-defined 
•Most important is to write your goals down. 



BBee CCoommppeetteenntt 
•Challenge yourself to learn more in your job by enhancing your 
competency level. 
•Competency is the knowledge, skill or attitude that enables one 
to effectively perform the activity. 
Example:  Making Fry-bread 



EEdduuccaattee,, EEdduuccaattee,, EEdduuccaattee 
•Take advantage of career opportunities. 
•Welcome new assignments, instead of looking 
at it as punishment. 
•Don’t expect Uncle Sam to pay for your 
education or training. 
•What are you doing on your own to get 
somewhere. 



HHeeaalltthhccaarree iiss CChhaannggiinngg 
•Health care changes each year. 
•We must be able to “embrace change” 

•Why is it we all can adapt to change in 
our personal life, but not at work? 



HHIIMM CChhaalllleennggeess WWee SSuurrvviivveedd 
•Implementation of HIPAA in 1996 
•Internal Control Policy 
•ICD-10 in 2015 
•Personal Health Record 
•NARA 2022 
•Paper to Electronic 
•Maintaining a Legal Record 



HHeeaalltthhccaarree iiss DDeemmaannddiinngg 
•Physical demands on your body. 
•Personal life may be effected due to work 
commitments. 
•Educate your family of your job requirement. 
•Have a balance between your work and 
personal life. 
•Always have a Plan B, Plan C and Plan D. 



AArree YYoouu CCuutt OOuutt TToo WWoorrkk IInn HHIIMM?? 
•Is this job really for you. 
•Never a dull moment. 
•Are you the type of person who loves to help 
other people. 
•There are a lot regulatory requirements. 



MMaannaaggeemmeenntt’’ss VViieeww 
•Management at times seems like “sheep-herding” 

•Management’s expectations of employees: 
- Be creditable and show mutual respect 
- Excel in job performance 

- Honesty 

- Loyalty 



MMaannaaggeemmeenntt’’ss VViieeww 
•Be creditable. 
•Be proficient. 
•Being happy in your job. 
•Respect the “Chain of Command” no matter if there are 
changes in management. 
•Future job reference for you. 



MMaannaaggeemmeenntt’’ss VViieeww 
•Learn all you can to improve your 
knowledge and skills. 
•Remember your boss started out new 
also at one time to get where he or she is 
at now. 



TTiippss TToo SSuucccceessss 
•Get up early in the morning, giving yourself 
ample time. 
•Wake up with a positive attitude. Tell yourself 
“today will be great” 

•Exercise – Bed side or in shower. 
•Have a good breakfast. 



TTiippss TToo SSuucccceessss 
•Being competent. 
•Produce work. 
•Doing quality work. 
•Know when to ask for help. 



TTiippss TToo SSuucccceessss 
•Accept the fact that in healthcare: 
-You will always be busy 

-There will always be work to be done 

-You will never get caught up 

-Healthcare changes, so you have to adapt 
-You will always have people relying on you 



RReewwaarrddss && RReeccooggnniittiioonn 
•Sometimes a thankless job. 
•Write up a HIM colleague. 
•Be happy for your co-worker or team. 
•HIM maybe a stepping stone to other career 
opportunities. 



EExxeerrcciissee -- AApppprreecciiaattiioonn 
•Turn to the person next to you and around you and tell them 
they are doing a wonderful job! 



RReewwaarrdd YYoouurrsseellff 
•Buy yourself something each payday…You deserve it! 



WWhhaatt IIss IInn OOuurr FFuuttuurree?? 
•Electronic ROI disclosures 
•Transition of Care (TOC) 
•Health Information Exchange 
•No more scanning of documents 
•Code-Assist Software 
•Health Informatics 
•New EMR by 2032 



WWhhaatt IIss IInn OOuurr FFuuttuurree 
•Future HIM positions: Coding Auditor, Clinical 
Documentation Specialist, Data Abstractor, 
Health Informatics, Clinical Application 
Coordinator. 
•HIM specialty areas may go away and all HIM 
staff must have knowledge of all HIM areas. 
•Will there be a need for HIM staff in the 
future?    YES! 



HHIIMM –– CCoonncclluussiioonn 
•HIM is the heart and soul of the healthcare facility. 
•A patient cannot be treated without a health record. 
•HIM provides a vital service to support patient care. 



NNeevveerr FFoorrggeett…… 

We are here for the patient. 
Patient comes first! 



MMaayy YYoouu WWaallkk IInn HHeeaalltthh aanndd BBeeaauuttyy!! 

Gary M. Russell-King 
Chief Medical Records Administrator 
Northern Navajo Medical Center 
(505) 368-6032 
gary.russell-king@ihs.gov 
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