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Chapter 10 Case Study: Training and Development Plan 

 

Department: Health Information Management 

Date: July 18, 2021 

 

 The HIM department needs training. To access employees’ specific needs, knowledge 

gaps, and sensory learning styles, management and HR will conduct a needs assessment. Needs 

assessment methods will include observation and surveys due to short time constraints. The new 

HIM director has already accumulated knowledge based on observation. (SHRM, n.d.). 

 Budget constraints are an essential factor. Most training can be done with negligible 

impact on the budget. The CFO indicates that resources can be provided on a limited basis. The 

best use for these funds could be AHIMA webinar training for CEUs and increased paper and ink 

expenses (Kelly, 2020, p. 215-17). 

 

Position Training Needs Continuing 
Education 

Needs 

Method of 
Delivery 

Budget Impact 

All HIM 
Employees 

• Organization 
Orientation 

• Department 
Orientation 

• Individual Employee 
Orientation 

• HIPAA 
• Confidentiality 
• Ethics 
• EHR 

 • The 
organization 
will offer a 
monthly onsite 
organization 
orientation 
classroom 
session and 
tour. Handouts 
will be 
provided. 

• Employees will 
be assigned a 
mentor to 
provide a 
department 

The budget 
impact will be 
negligible: 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 
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introduction, 
tour, and 
ongoing 
support. 

• The direct 
supervisor will 
provide one-on-
one individual 
employee 
orientation 
utilizing a 
checklist. 

• Employees will 
receive a 
handbook from 
HR for the 
organization 
and a 
department 
handbook from 
the HIM 
director. 

• Manuals can be 
made and kept 
in the 
department for 
common tasks, 
especially those 
not likely to 
change often, 
like disaster 
preparedness 
and operating 
equipment. 

• Training videos 
can be made 
especially for 
complex topics 
like HIPAA, 
confidentiality, 
ethics, and the 
EHR. 

• Training in 
topics like 
HIPAA, 
confidentiality, 

• Training videos 
can be made 
cheaply by 
screen 
recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• The system can 
gradually be 
converted to an 
online system, 
and less paper 
and ink will be 
used. The 
organization 
already pays 
hosting 
expenses. 
Online videos 
and written 
information 
will then be 
available and 
helpful even 
after employees 
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ethics, and the 
EHR can be 
offered 
organization-
wide as in-
service 
education 
classes and 
webinars. 

begin working 
from home. 

HIM Supervisor 
(1) 

• Management 
• Vendor/EHR/encoder 

technology 
• IT & Security 
• CMS regulations 
• Coding 

Onsite: 
• In-service 

education 
classes 

Offsite: 
• Online 

webinars 
• The HIM 

Director 
encourages 
credentialed 
employees for 
self-directed 
learning and to 
stay active 
within 
AHIMA, 
providing 
many 
opportunities 
to complete 
CEUs. 

• On-the-job 
training: 
shadowing and 
coaching from 
HIM Director 

• Job-specific 
procedure 
manuals 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 

• Training videos 
can be made 
cheaply by 
screen 
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recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

• External self-
directed 
learning and 
advancement 
will be at the 
cost of the 
employee. 

Transcriptionists 
(2) 

• Job-specific procedures 
• Vendor/EHR 

technology 

 • On-the-job 
training: 
shadowing and 
coaching  

• Job-specific 
procedure 
manuals 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• Management 
and other staff 
providing 
training are 
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already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 

• Training videos 
can be made 
cheaply by 
screen 
recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

ROI Coordinators 
(2) 

• Job-specific procedures 
• Vendor/EHR 

technology 

Onsite: 
• In-service 

education 
classes 

Offsite: 
• Online 

webinars 
• The HIM 

Director 
encourages 
credentialed 
employees for 
self-directed 
learning and to 
stay active 
within 
AHIMA, 
providing 
many 
opportunities 

• On-the-job 
training: 
shadowing and 
coaching  

• Job-specific 
procedure 
manuals 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
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to complete 
CEUs. 

for this 
purpose. 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 

• Training videos 
can be made 
cheaply by 
screen 
recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

• External self-
directed 
learning and 
advancement 
will be at the 
cost of the 
employee. 

Coders 
(5) 

• Job-specific 
procedures 

• ICD-10-CM/PCS and 
future releases 

• CPT current and 
future releases 

Onsite: 
• In-service 

education 
classes 

Offsite: 
• Online 

webinars 

• On-the-job 
training: 
shadowing and 
coaching  

• Job-specific 
procedure 
manuals 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 
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• HCPCS current and 
future releases 

• CMS regulations 
• Vendor/encoder/EHR 

technology 

• The HIM 
Director 
encourages 
credentialed 
employees for 
self-directed 
learning and to 
stay active 
within 
AHIMA, 
providing 
many 
opportunities 
to complete 
CEUs. 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 

• Training videos 
can be made 
cheaply by 
screen 
recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

• External self-
directed 
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learning and 
advancement 
will be at the 
cost of the 
employee. 

Document 
Imaging 

Specialists 
(4) 

• Job-specific procedures 
• Vendor/EHR 

technology 

 • On-the-job 
training: 
shadowing and 
coaching  

• Job-specific 
procedure 
manuals 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 

• Training videos 
can be made 
cheaply by 
screen 
recording 
PowerPoint 
presentations. 
The monthly 
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organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

Chart Completion 
Clerks 

(2) 

• Job-specific 
procedures 

• Chart components 
• Vendor/EHR 

technology 

 • On-the-job 
training: 
shadowing and 
coaching  

• Job-specific 
procedure 
manuals 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
are already 
owned. 

• Training videos 
can be made 
cheaply by 
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screen 
recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

Data Quality 
Specialist 

(1) 

• Job-specific 
procedures 

• Vendor/EHR 
technology 

• Security 

Onsite: 
• In-service 

education 
classes 

Offsite: 
• Online 

webinars 
• The HIM 

Director 
encourages 
credentialed 
employees for 
self-directed 
learning and to 
stay active 
within 
AHIMA, 
providing 
many 
opportunities 
to complete 
CEUs. 

• On-the-job 
training: 
shadowing and 
coaching, if 
possible, from 
the previous 
employee 
before he/she 
leaves or from a 
supervisor. 

• Job-specific 
procedure 
manuals 

• In-service 
education 
classes and 
webinars 

• Vendor training 
resources 

The budget 
impact will be 
negligible: 

• Shadowing, 
coaching, and 
teamwork are 
free. 

• Handbooks and 
manuals will 
cost paper and 
ink. The 
organization 
already uses 
these daily, and 
the cost will 
increase based 
on the 
additional 
amount used 
for this 
purpose. 

• Management 
and other staff 
providing 
training are 
already 
working and 
being paid. 

• Computers and 
software such 
as PowerPoint 
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are already 
owned. 

• Training videos 
can be made 
cheaply by 
screen 
recording 
PowerPoint 
presentations. 
The monthly 
organization 
orientation can 
even be 
recorded and 
available. 

• Vendors often 
have free 
online 
resources and 
training. 

• External self-
directed 
learning and 
advancement 
will be at the 
cost of the 
employee. 

 

(Kelly, 2020, p. 215-17). 
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HIM Training Needs Assessment 

 

1. I consider myself a ___________ learner. Circle all that apply. 

Visual   Auditory  Kinesthetic 

 

2. I am knowledgeable and comfortable with the requirements and tasks of my job, and I 

understand everything that is expected of me. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 

 

3. I am knowledgeable and comfortable using the EHR. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 

 

4. I would find training about using the EHR helpful in improving my productivity and 

fulfilling my job duties. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 

 

5. I am knowledgeable and comfortable using the encoder. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 

 

6. I would find training about using the encoder helpful in improving my productivity and 

fulfilling my job duties. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 
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7. I am knowledgeable about HIPAA, privacy, and security. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 

 

8. I would find training about HIPAA, privacy, and security helpful in improving fulfilling 

my job duties. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 

 

9. I like self-improvement and stay current regarding technology and HIM topics. If 

relevant, I keep my credentials current by completing CEUs. 

Strongly Agree Agree  Neutral Disagree Strongly Disagree 
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