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Course objectives 
1. Identify the components necessary for a complete HIM

orientation with new providers.

2. Learn strategies to establish and maintain a provider
check-in/check-out process.

3. Exam why collaboration is important for success.

 



Best practices 

Shiprock Service Unit 

check-in/check-out process 



HIM orientation – Why is it important? 

1. To ensure all patient records are completed.
2. To ensure statistical data is captured.
3. An investment of your time that will pay off in the future
4. Develops positive working relationships HIM reputation
5. Streamlines workflow
6   Quality documentation reflects quality patient care



Coordination 
Collaboration with all the key players to 
implement and to ensure compliance is met 
at all levels. 

Buy-In – Sharing what the process will do for 
the department and facility. 



Key players 

a. Medical Staff

b. HIM

c. Human Resources

d. Staff Development

e. IT/MIS

f. Other – Acquisitions



Check-in process 
a. Establish a facility check-in process



HIM orientation 
b. Identify important HIM sections to include in HIM

mini-orientation.

c. Determine if provider will be working ambulatory or

inpatient or both

d. Welcome the provider to the organization.

e. Let the provider know you are there to help

them.





Provider set-up 

It is important to establish the RPMS Provider File upon 
arrival: 

a. For EHR functionality

b. For statistical data

c. For medication dispensing

d. For reimbursement





HIM Information sheet 
Provide key information to the health care provider that 
they need up front: 

• Health record services

• Access and type of health information maintained

• Provider codes

• Telephone numbers, etc.







Check-out process 
Collaborate with Human Resources to ensure Health 
Information is included in the check-out process. 





Contractors 
1. Include a process to notify the medical staff  chair for

incomplete medical records.

2. Is there language in the contract or agreement (MOA/MOU)
that allows you to coordinate completion of medical
records, via VPN, sending certified mail, etc.?

3. Process to notify Acquisitions to contact contractor for non-
compliance, and possible deduction of payment.



What is the goal 
To ensure all patient records are completed by the health 
care provider. 



What is the impact? 
1. Patient Care

2. Compliance

3. Workload data

4. Revenue



Resources 
•Indian Health Manual, Part 3, Chapter 3 - HIM

•FTP site for EHR/HIM policies

•HIM Website


