SAMPLE JOB DESCRIPTION: HIPAA COMPLIANCE COORDINATOR 
 
The position of HIPAA compliance coordinator is relatively recent on the compliance scene. The following outline of the major responsibilities of this position is drawn from a sample job description available in the tools section of the web site for HFMA Healthcare Compliance Forum members. While smaller healthcare entities must incorporate the duties listed below into other existing positions, larger hospitals and systems will find it necessary to create a new position to oversee the many aspects of HIPAA compliance. 
 
Overview
 
The HIPAA compliance coordinator monitors the hospital's compliance with the government regulations related to the elements of the Health Insurance Portability and Accountability Act of 1996 (HIPAA). The coordinator will research available resources and coordinate implementation of this highly specialized and technical information with clinical, administrative, and support departments. A significant responsibility will be the coordination of the hospital's implementation of HIPAA's transaction standards, privacy standards, and security standards. The coordinator may also be a resource for HIPAA issues for affiliates of the hospital.
 
Responsibilities and Specific Performance Standards
 
1.      Routinely monitor changes in the applicable HIPAA government regulations. Research and analyze available sources of regulatory guidance in response to specific questions. (weight: 25)
        Consistently monitor available sources of regulatory guidance to proactively address the necessary changes to the hospital's HIPAA compliance implementation plan based on documentation and feedback.
        Demonstrate a working knowledge of government regulations that affect the hospital's HIPAA compliance implementation plan.
        Consistently and promptly respond to specific questions that affect the HIPAA compliance implementation plan, with recommendations that are supported by applicable regulatory and/or hospital policy guidance.
2.      Coordinate the implementation of HIPAA process changes with various clinical, administrative, and support departments. Assemble the appropriate resources to determine the applicability of these regulations to the services provided by the hospital. Coordinate with the appropriate support services (such as information systems, legal, finance, medical records) to analyze the impact and develop the appropriate implementation plan. (weight: 20)
 

        Demonstrate a strong working knowledge of the hospital's services to effectively communicate with these departments based on documentation and feedback.
        Maintain a strong working knowledge of applicable regulatory guidelines to be viewed as a credible resource for the hospital.
        Consistently coordinate with the appropriate administrative and support departments to adequately design an implementation plan and analyze the effects of any proposed process changes required by HIPAA.
        Regularly update and support the HIPAA Security & Privacy Committee, based on documentation and feedback. 

3.      Demonstrate a thorough knowledge of applicable transaction, privacy and security standards to develop an appropriate implementation action plan. Develop and maintain an appropriate project management process to monitor progress towards successful and timely implementation of these standards. (weight: 25) 

        Develop and maintain the required knowledge to implement and maintain the HIPAA transaction, privacy and security standards.  
        Develop and maintain, with assistance from the appropriate support departments, the required project management process to implement and maintain the HIPAA standards.
        Accurately and thoroughly document the hospital's progress during this implementation phase and report that progress as appropriate. 

4.      Develop and maintain a systematic process to monitor the hospital's ongoing HIPAA compliance, especially with the privacy and security regulations. (weight: 15)
        Regularly coordinate the systematic reviews of the various departments' HIPAA compliance status.
        Develop criteria for setting priorities and consistently prioritize these systematic reviews to address the departments with the most significant impact, based on documentation and feedback.
        Accurately and thoroughly document the hospital's progress during this compliance maintenance phase and reports that progress as appropriate. 

5.      Develop and maintain, in cooperation with the education department, training material and courses to help hospital staff address these regulatory changes. Inform departmental and administrative management of significant changes. Coordinate with any external consultants hired to assist with HIPAA implementation or ongoing HIPAA compliance maintenance. Provide HIPAA guidance to other hospitals within the hospital's system of care. (weight: 10)  
 

6.      Conducts special projects as assigned. (weight: 5) 
  
SOURCE:  Sample HIPAA Compliance Coordinator Job Description, from the "Tools" section of HFMA's Healthcare Compliance Forum web site (full text is available to HFMA Healthcare Compliance Forum members only). 
  
Additional Resources
· Compliance: Comprehensive list of HFMA Products and Services 

· HIPAA: Comprehensive list of HFMA Products and Services 



 
HFMA'S HEALTHCARE COMPLIANCE FORUM 

The Healthcare Compliance Forum helps members address new investigative and legislative developments, create and maintain effective compliance programs, and educate and train staff. Members learn from industry experts and through the experiences of peers to successfully fulfill the role as compliance leader. For more information on this specialty group, visit www.hfma.org/forums or call 800-252-4362, extension 2. 
  
