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Health Information 101

• What is our agency 
mission?

• What is a medical 
record?

• How are positions defined?
• What is your role and 

contribution towards the 
agency mission?

• Is this job really for you?



Mission of the Indian Health 
Service (IHS)

John Hubbard, Jr. – NAIHS Director
Dr. Charles Grim, Former IHS Director 

Yvette Roubideaux, M.D. 
Director of IHS



IHS–Stats

• Population served:                                              
1.9 million American Indians/Alaska Natives 
(AI/ANs) for 562 federally recognized tribes.

• Annual Patients Services:
- Inpatient Admissions: 54,127
- Outpatient Visits:  10,711,925

• Funding:  FY2008 = $3.35 billion
FY2009 = $3.58 billion

• Third-Party Collections: FY08 = $656 million
FY09 = $798 million

• Total IHS Employees = 15,676 
(71% are Indian)



IHS Facility and Staffing Plan
• IHS uses the Resource 

Requirements 
Methodology (RRM) to 
plan and design for new 
facilities and determines 
staffing and type services 
to be provided.
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Navajo Area IHS

Founded in 1903, the NAIHS has 8 Service 
Units consisting of 6 hospitals, 7 health 
centers, and 15 health stations:

Chinle Comprehensive Health Care
Faciity – Chinle, AZ. # of beds = 60

Crownpoint Healthcare Facility
Crownpoint, NM. # of beds = 32



NAIHS–Facilities

Fort Defiance Indian Hospital –
Fort Defiance, AZ. # of beds = 56

Gallup Indian Medical Center –
Gallup, NM. # of beds = 99

Kayenta Health Center 
Kayenta, AZ



NAIHS Facilities

Northern Navajo Medical Center 
Shiprock, NM.  # of beds = 60

Tuba City Regional Health Care
Corporation (638-Tribal) –
Tuba City, AZ. # of beds = 65 

Winslow Health Care Corporation
(638-Tribal) – Winslow, AZ.



Shiprock Service Unit

Largest SU in Navajo consisting of:

1 Medical Center– 
Northern Navajo Medical Center,                                 
Shiprock, NM

2 Health Centers–Dzilth-Na-O-Dilth-Hle Health 
Center (Bloomfield, NM) and Four Corners 
Regional Health Center (Red Mesa, AZ) 

2 Health Stations–Sanostee, NM 
and Toadlena, NM

1 School Health Center–Teen Life Center 

Teec Nos Pos Health Center closed January 
2006. Medical Records retired to FRC.



Northern Navajo Medical Center 
(NMMC)

Annual Patient Services:  
FY09:  333,555 outpatient visits
3,991 inpatient admissions, 817 newborns

Number of employees:  1,998
Number of HIM employees: 58
NNMC is the third Shiprock facility built.
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Chain of Command

• Know your chain of command.
• Respect your supervisor and who is 

acting in his/her place.
• Example:

- Immediate                                                      
Supervisor

- HIM Chief
- AO/HSA
- CEO





What is a Medical Record?

• Medical information is the lifeblood of 
the healthcare delivery system.

• The medical record, in manual or 
automated form, houses the medical 
information that describes all aspects 
of patient care.



Mission Statement–HIM

Health Information Management
“The Health Information 
Management Program is responsible 
for maintaining health information by 
ensuring all health records are 
documented accurately, in a timely 
manner, and are readily accessible, 
that permits prompt retrieval for 
patient care and reimbursement of all 
patients evaluated and treated”



HIM is Very Important for…

• Statistical retrieval
• Reimbursement
• Quality of patient care

Everything we do in H.I.M. touches 
a patient’s life and is critical for 
healthcare



Managing the Records of Life

Every function is vital to healthcare.
• File Management: 

Chart Sequence, Filing, Forms,                                  
Archiving, Master Control Log.

• Medical Coding
Data Quality, Statistics

• Release of Information
Continuity of Care

• Transcription
• Chart analysis 

Completion, legality



Third-Party Reimbur$ement
• Funding for IHS is approved by Congress 

yearly.
• Collections from Third-Party Insurance 

makes up a large percentage of the funding 
for IHS facilities.

• Fiscal year is October to September.
• Our role as HIM/BO team members is 

critical to our facility’s funding                             
in meeting our mission.
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IHS Manual Part 3, Chapter 3
The Indian Health Manual contains:
• Definition of Health Information
• Purpose of the Medical Records
• Code of Ethics (AHIMA)
• Goal of the HIM Branch
• Objectives of the HIM Branch
• Administrative 

Responsibilities of
the HIM Branch
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HIM Personnel

• The organization cannot function without you!

• Classification of HIM Positions by Office of 
Personnel Management (OPM):
- GS-675 Series: Covers clerical and technical 

positions
- GS-669 Series: Covers management positions.
- GS-679 Series: Medical support assistant  

• Duties and grade will vary by facility size and type.
• Positions are classified based on knowledge and 

skill, not workload. 



OPM Classification 675 Series
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Position Description
Know your Position (job) description
• Outlines what the position’s main 

duties are, and qualifications 
needed

• Lists reference materials
• Lists any special requirements of 

position (shift rotation)
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Customer Service is Critical

• Who is your customer ?
- Patients
- Healthcare providers
- Colleagues

• Customer service by:
- Telephone
- In person

• Watch your tone, facial 
expressions and body                                       
language             
* SMILE EXERCISE



Have a + Attitude

• What is your personality style?
- Cheerful, always complaining,

whiner, laid-back, “who cares,”
“rules rules rules !!!” “Boss is working              
us to death”
Don’t let them ruin your day!

• What is your mood when you 
come to work?  (58 employees)

• Turn negativity to something
positive.

- Example: refiling charts
• Feel good about what you do.
• “I” in IHS stands for “Indian.”



Attitude of Service
• Be respectful
• Be a good listener
• Give your full 

attention to others
• Be polite
• Welcome new 

colleagues to the 
department

• Encourage and 
teach others

• SMILE!



Be Professional
• Dress appropriately for work.
• Have a clean workstation.
• Be courteous and 

professional.
• Remember, you 

represent your department, 
facility, and profession.

• Your actions and behavior
also reflect on your       
parents’ and grandparents’ 
teachings.



Be the “Model Employee”

• Follow the Government 
“code of ethics” and all 
rules and regulations.

• Put forth a full days’ work 
for a full days’ pay.

• Concentrate on work 
while on duty. Don’t be 
distracted by personal 
calls, visitors, cell 
phones, etc. 

• REMEMBER – 
you are here to work!



Higher Standards–Privacy
• HIM staff are held to a higher 

standard for privacy and 
confidentiality.

• Do not gossip!
• Don’t share any information with 

your family or friends about the 
patients or employees you see 
at work.

• FACT: HIM staff are always                                  
the first to blame for privacy                           
breaches of a family or                                   
by friends, because they                                        
know you work with their                                   
sensitive and private 
information.



Higher Standards–HIM
• Image is just as 

important, as 
our patients 
and colleagues 
watch our 
behavior and 
conduct, both 
on-duty and 
off-duty.

• Be aware of 
your actions.
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Workforce Generations
• Why do people seem so different in 

what they value, how they live, and 
how they behave at work?

• The worlds your coworkers grew up 
in may have been very different.



Generation Gap
• In no other time in our history have 

so many different generations with 
so much diversity worked together. 
There are four generations 
interacting in the work world today:



Generation Gap

• Traditionalist:Born 1900 to 1945
• Baby Boomers: Born 1946 to 1964

“Live to work”
• Generation X: Born 1965 to 1980

“Work to live”
• Generation Y: Born 1981 to 1999

“Work to have fun”
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TEAM
• Together everyone achieves more.
• There is no “i’ in team. 
• Employees who participated in a 

group sport activity can relate.
• Cheer each other on as a group.

TEAMBUILDING 
EXERCISE



The Three Ls

• LOOK for work to be done, or for 
opportunities to improve.

• LISTEN to what you are being told in 
regards to work.

• LEARN everything you can.
Knowledge is 
power.



Look, Listen, and Learn
• Training opportunities
• Cross-training/on-the-job 

training
• Use your Individual 

Development Plan (IDP) as a 
tool to reach your 
educational goals.

• Read policies and 
procedures

• Review references listed on 
your position description

• Annual evaluation 
• Know your JOB! (for 

JCAHO)
• www.ahima.org Web site

http://www.ahima.org/


IDP



Employee Evaluation



Service Unit Strategic Plan



Got Goals?

Remember that we all had to 
start somewhere, even the 
boss! 

Medical Records Clerk 1987           Lead MRT 1988



Develop Personal Goals

• Establish SMART goals:
- Specific
- Measurable
- Attainable
- Realistic
- Time-defined

Most important thing to ensure your 
goals are met is to write them down!



My Heroes

Do you 
have a 
person                
who 
inspired 
you?

Al Toya, RHIT

Irene H. Edmonds, 
RHIA



Be All You Can Be

Challenge yourself to learn more in your 
job by enhancing your competency level.
Definition of Competency:
Competency is the knowledge, skill, or attitude that
enables one to effectively perform the activities of a
given occupation or function to the standards 
expected in employment.



Educate, Educate, Educate

• Know your job.
• Know your  

organization/facility.
• Use that knowledge                  

to educate your                  
family and friends about 
IHS.

• Ask questions–that is 
how you learn.



Healthcare is Demanding

• Healthcare changes each 
year; we must be able to 
“embrace change”

• Physical demands on your        
body.

• Personal life may be 
affected       due to work 
commitments. 

• Have a balance between 
your work and personal life.

• Disaster relief–do you have 
a plan for your family?

• Have a Plan B, Plan C, and 
Plan D.



Be Prepared 

Government 
Shutdown 1995

• Many employees 
did not get paid.

• Hospital and 
business 
operations 
continued.

• Many employees 
learned to get 
financially secure.



Are You Cut out to Work in 
Health Information?

• Is this job really for you?
• “Never a dull moment”
• Not just a “desk or 

sitting” job.
• Are you the type of 

person who genuinely 
cares about helping 
people?

• There are a lot of 
regulatory requirements.

• The grass is not always 
greener on the other side 
in any department or 
facility.



Management’s View
• Managing at times seems like “sheep-herding”
• Management’s expectations of employees:

- Be creditable and show mutual respect
- Excel in job                                            
performance

- Be honesty
- Be loyalty
- Be happy in
your job

• Future job reference 
for you



Accountability is Critical

• Be accountable performing 
your job.

• Know that accountability 
impacts patient care and the 
overall mission of the HIM 
dept.

• Be reliable!
• HIM plays a key role in 

healthcare, so it is very 
important that we do our 
best.



Working for the Government
• This is not Burger King…you can’t have it 

“Your Way”!

• We all have rules and regulations to follow and 
we all have a boss to answer to.

• Remember–You applied for the job and said 
you could do it!



Life Before Medical Records

• Use to ride                                                     
for 8 seconds… 

Now can pull charts in 8 seconds!



Rewards and Recognition

• Sometimes a thankless job.
• Give your supervisor a 

good reason to recognize 
you: above and beyond         

vs. your  job.
• Write up a HIM colleague.
• Be happy for your             

coworker or team!
• Appreciation is the #1 form 

of recognition employees 
desire.

• HIM is a stepping stone to 
other career opportunities.



Your Biweekly Reward

• Your paycheck.
• Your benefits.
• Helping your 

Dine’ People.



Reward Yourself!

Buy yourself 
something each 
payday…you 
deserve it!



You Work Hard…So Play Hard 
Plan some fun into your life…



National HIM Week

• Yearly in early November.
• Time to celebrate our HIM 

profession
• Educate our profession to other 

healthcare staff and community
• Plan fun activities for staff



What is in our future?

• Medical Records is now HIM.
• Electronic Health Record (EHR) is here.
• Future HIM positions: Coding Auditor, Scanning 

Technician, Clinical Documentation Specialist, Data 
Quality Specialist, Health Information Preservationist 

• Will there be a need for medical records staff 
in the future???? YES!!!!!!



Everything You Do Is Very Important 
for Patient Care

• There is a reason for 
your position/job.

• Take pride in your 
work.

• Everything you do 
touches a patient’s 
life .

• Be proud to work for 
IHS!



HEALTH INFORMATION

• Medical Records is the heart and soul 
of the facility.

• A patient cannot be treated without a 
medical record.

• You provide a vital service for the 
patient.



You are a very important member of 
the IHS Team!



Be Proud to Wear the Patch



Helpful Web Sites

• http://www.ihs.gov/PublicInfo/Publications/IHSManual 
/Parts_index.cfm#Part3

• http://www.ihs.gov/AdminMngrResources/PrivacyAct/
• http://www.ihs.gov/AdminMngrResources/FIOA/index. 

cfm
• http://www.ihs.gov/nonmedicalprograms/planningeval 

uation/rrm-index.asp
• www.whatstheplan.com
• www.ahima.org
• www.cms.hhs.gov
• http://www.hhs.gov/ocr/hipaa/finalmaster.html

http://www.ihs.gov/PublicInfo/Publications/IHSManual/Parts_index.cfm#Part3
http://www.ihs.gov/PublicInfo/Publications/IHSManual/Parts_index.cfm#Part3
http://www.ihs.gov/AdminMngrResources/PrivacyAct/
http://www.ihs.gov/AdminMngrResources/FIOA/index.cfm
http://www.ihs.gov/AdminMngrResources/FIOA/index.cfm
http://www.ihs.gov/nonmedicalprograms/planningevaluation/rrm-index.asp
http://www.ihs.gov/nonmedicalprograms/planningevaluation/rrm-index.asp
http://www.whatstheplan.com/
http://www.ahima.org/
http://www.cms.hhs.gov/
http://www.hhs.gov/ocr/hipaa/finalmaster.html


Thank you for attending!

Photo Credits:  

Courtesy of the Indian Health Service/U.S. Dept. of Health & Human Service and the personal photo library of Gary M. Russell-King.
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