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IINNTTRROODDUUCCTTIIOONN 
This presentation will provide tips and best practices 
in: 
1.  How to get started in the role of a new supervisor. 

2.   What important tasks that should be done. 

3.  How to set up your office. 

4.   Tips to success. 

5.   Identify training needs. 



AAsssseessssmmeenntt 
⮚What needs to get done? 
⮚ What is a priority? 
⮚Where do I start? 



CChheecckklliisstt 
This check list 
can be used as 
a guide to 
assist you. 



MMeeeett && GGrreeeett 
Sponsor a Meet-n-Greet to get to know 
your staff. 
⮚ Have a mini-reception 

⮚ Newsletter – mini story 

⮚ Email - Introduction 



SSttaaffffiinngg 
⮚ Find out from Finance the total FTEs and 
vacancies. 
⮚ Create a Dept. roster. 



SSttaaffff WWoorrkksshheeeett 
Establish a CAPHR Worksheet.   This will assist you 
with knowing where your employees are in Grade 
and Step Increase. 



PPoossiittiioonn DDeessccrriippttiioonn 
Catalog your Position Descriptions. This will help determine   
if they need to be updated. 



OOrrggaanniizzaattiioonn CChhaarrtt 
⮚ Include PCN 

⮚ PD # 

⮚ # of employees 



PPMMAAPP 
⮚ Do all employees have one on file? 

⮚ Creating new PMAP 

⮚ Keep it simple 

⮚ Create a evaluation worksheet 



Performance Management Appraisal Program 
(PMAP) Performance Ratings 

(AO) Achieved Outstanding Results 
(AM) Achieved More than Expected Results 

(AE) Achieved Expected Results 
(PA) Partially Achieved Expected Results 

(UR) Achieved Unsatisfactory Results 



PPMMAAPP EElleemmeennttss -- EExxaammppllee 
1. Coding Compliance: In accordance to the Internal Control Policy, all visits must be coded in 4 

days of visit (based on random sample): 
AO:  Averages less than two (2) days to code visit encounters from date of service. 
AM: Averages 3 days to code visits from date of service. 
AE:   Averages 4 days to code visits from date of service. 

     PA:   Coding averages 5-10 days from date of service. 
     UR:  Coding averages more than 11 days from date of service. 

2. Medical Coding:   Random review of 25 encounters for medical coding accuracy and 
     proficiency: 
     AO:   All 25 encounters met criteria. 
     AM:   22-24 encounters met criteria. 
     AE:   19-21 encounters met criteria. 
     PA:   18-16 encounters met. 
     UR:   Less than 15 encounters met. 
     



CCoommppeetteenncciieess 
Keep it simple with key components from Job 
Description. 



EEqquuiippmmeenntt UUssee CCoommppeetteenncciieess 
⮚ Problem-prone equipment 
⮚ High-usage equipment 



MMaannddaattoorryy IInn--SSeerrvviicceess 
Tracking by employee & by topic 



EEmmppllooyyeeee FFoollddeerrss 
Annually Review Accreditation Requirements 
for Employee Files, include: 
•Position Description 
•Training certificates 
• Licensure and Credentials 
• Orientation sheet 
•Competencies 
•Education: Ongoing, In-house, IPD 



PPeerrssoonnnneell FFiillee 
⮚ Keep this separate from your Employee 
File. 
⮚This file contains your employee’s: 
• Current of SF-50 (Personnel Actions) 
• PMAP evaluations 
• Conduct/disciplinary letters 
• Monthly Reports 



WWoorrkk SScchheedduullee 
⮚ Create a work schedule grid 

⮚ ITAS – Future leave requests 

⮚ Leave Approving Official/Delegation of 
Authority 



PPoolliiccyy && PPrroocceedduurree MMaannuuaall 
Check for current policies: 
⮚ Department 
⮚ Safety 

⮚ Infection Control 
⮚ Life Safety 

⮚ Material Data Sheets 



SSccooppee ooff SSeerrvviiccee 
Create a Department Scope of Service to include: 
⮚ Purpose of Department 
⮚ Scope of Service 

⮚ Hours of Operation 

⮚ Staffing details 

⮚ Standards of Practice adopted by dept. 
⮚ Quality Improvement Plan 

⮚ Staff Qualifications 

⮚ Staffing Plan 

⮚ Staff Assignments & Responsibilities 



DDiissaasstteerr MMaannaaggeemmeenntt PPllaann 
⮚ Dept’s role 

⮚ Employee call-back list 
⮚ Required for accreditation 



EEqquuiippmmeenntt 
⮚ Inventory 

⮚ Preventative Maintenance 
⮚ New equipment needed 



DDeeppaarrttmmeenntt OOrriieennttaattiioonn 
Schedule orientation in each section your 
department to best understand and manage 
the department. 
⮚Identify strengths and weaknesses 

⮚Training opportunities 

⮚Best practices and SMEs 



DDeeppaarrttmmeenntt PPrroojjeeccttss 
⮚ What is currently being worked on? 

⮚ What’s the status and target completion 
date? 

⮚ Identify Future projects 
• Who can be designated a Lead? 



HHeeaalltthh CCeenntteerrss//HHeeaalltthh SSttaattiioonnss 

Are you responsible for the department or functions at the 
satellite clinics? 

⮚ Schedule site visit 
⮚ Is the department in compliance? 

⮚ What assistance is needed? 

⮚ Monthly meeting 



RReeppoorrttss 
⮚ Type of required reports 
⮚ Leadership 
⮚ Governing Body 



RReevveennuuee RReeppoorrtt 



CCoommmmiitttteeee MMeemmbbeerrsshhiipp 
Identify meeting(s) date/time 
⮚ Revenue Committee 
⮚ Utilization Review 
⮚ Executive Committee 
⮚ EHR Committee 
⮚ CAC Committee 
⮚ Clinical Practices Committee 
⮚ Other 



PPeerrffoorrmmaannccee IImmpprroovveemmeenntt AAccttiivviittiieess 
⮚What is reported and due date? 
⮚Required for accreditation 
⮚Any Backlogs to address 
⮚Action Plan 
• Pull resources 
• Monitoring 
• Timeframe   



SSeerrvviicceess PPrroovviiddeedd bbyy FFaacciilliittyy 
Important to know for statistical retrieval: 
⮚ Ambulatory 

⮚ Inpatient 
⮚ Specialty Clinics (Podiatry, Ortho, Ophthalmology, etc.) 
⮚ Community Services 

⮚ School 
⮚ Nursing Home  
⮚ Emergency room 



LLeeaaddeerrsshhiipp –– WWhhoo aarree tthheeyy?? 
⮚ HQ, Area, SU, Division 

⮚ Health Board 

⮚ Governing Body 



AAccccrreeddiittaattiioonn 
⮚ When is the next survey? 

⮚ Any follow-up items for dept? 



IInnddiiaann HHeeaalltthh MMaannuuaall 
All services has a 
section under the 
IHS manual 



IIHHSS RReessoouurrccee RReeqquuiirreemmeennttss MMeetthhooddoollooggyy 
((RRRRMM)) 

⮚IHS Use for 
additional staffing 

⮚ Evaluate current 
productivity 



IIHHSS GGeenneerraall RReeccoorrddss SScchheedduullee 
⮚ Type of files 
⮚ Disposition of files 
⮚ Administrative record 
⮚ NARA Mandate June 30, 

2024 
⮚ IHS Mandate for Digital 

Files 



EEssttaabblliisshhiinngg yyoouurr AAddmmiinniissttrraattiivvee FFiilleess 
Review and Plan 



FFiinnaannccee 
⮚ Department Budget for Travel, Training and 

Supplies. 
⮚ Acquisitions and P-Card process. 



FFaacciilliittyy OOrriieennttaattiioonn 
1.   Business Office 
2.   Purchased Referred Care 
3.   Clinical Chairs 
4.   MU Coordinator 
5.   Risk Manager 
6.   Compliance Officer 
7.   Nursing 



IIddeennttiiffyy TTrraaiinniinngg NNeeeeddss 
Identify training for Dept Staff: 
⮚ Assess training needs after meeting with staff 
⮚ Who are the Dept SMEs? 

Identify training for yourself: 
⮚ ITAC, Concur, ITAS, Secure Data Transfer, etc. 
⮚ RPMS EHR – Supervisor keys 

⮚ VisTA Imaging (Keys) 
⮚ Federal, State and local laws and regulations 



TTiippss 
⮚ Create a master “To Do” list by HIM Section/Topic 

⮚Use post-it-notes to identify what two things to 
complete that day 

⮚ Feel good about completing the task no matter how 
small 

⮚Get organized – Set up your office and keep it tidy 

⮚ Create worksheets 

⮚ Create folders. 



MMoorree TTiippss 
⮚Read policies, procedures, bylaws etc. 
⮚Use only one calendar for your schedule 
⮚Have routine documents handy for access 
⮚Establish email folders 
⮚Set up one day every quarter to clean up 

files (electronic/paper) 
⮚Use Microsoft outlook to set up reminders. 



TTiimmee MMaannaaggeemmeenntt 
⮚ Allocate certain day of the week to work 

on issues 

⮚ Designate time to read emails – reply, file 
or delete 

⮚ Start on new or complicated projects early 
in the work week 

⮚ Delegate. 



TTaakkee oonn NNeeww CChhaalllleennggeess 
⮚ Additional knowledge 

⮚ Better understand the organization 

⮚ Clarifies your role and contribution 



IIHHSS WWeebbssiittee –– TToonnss ooff IInnffoorrmmaattiioonn 



PPeerrssoonnaall TTiippss FFrroomm aa LLiiffeerr 
⮚ Know that you will always be “BUSY” 
⮚ Always expect the unexpected 
⮚ Accept the fact you will never get caught up 
⮚ Appreciate those rare times of recognition 

or thank you 
⮚ Don’t put dedication before your health & 

well-being 
⮚ Know that work will always be there 
⮚ Have humor. 



MMoosstt IImmppoorrttaanntt 
Finding your style of management that will work to get the 
job done and motivate your team: 

Wrong -
• Dictator 
• Easy-Going 
• Flowery and rosy 
• Everyone’s friend/buddy 
• We are family 

Correct -
• Understanding 
• Compassionate 
• Respectful 
• Mentoring 
• Fair 





AAhheeee’’ AAhheeee’’ 
MAY YOU WALK IN HEALTH AND BEAUTY! 

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

mailto:gary.russell-king@ihs.gov



