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Practice Management:
101

Becoming a seasoned Practice Manager is a 
marathon, not a sprint!

Eat Your Wheaties… A Lot to Cover!

• Human Resources 

• Marketing

• Billing and Accounts Receivable Management

• Facilities

• Compliance

• Financial Management
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What is Human 
Resources?

HR is the department within a 
business that is responsible for all 
matters worker related. The HR 
professional is the liaison between the 
employers and employees while 
considering the attitudes and beliefs of  
both groups as it relates to areas of  
legal and professional guidelines, 
interpersonal employee relations, and 
compensation.
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Why is 
HR vital 
to your 

Practice?

Maintaining Compliance/Legal

Safety and Risk Management

Wages/Salaries

Analyzing Benefits

Strategy for Staffing and Hiring

Where are you spending your HR time?

Interviewing, Vetting, Hiring, Onboarding, Compensating and Evaluating Staff

Interacting with your employees; getting to know them.  Settling employee disputes/issues

Meeting with Leadership to determine HR needs

Maintaining and Administrating Employee Paperwork

Networking with other professionals

Continued Education about HR related topics
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First Steps in the Hiring Process

Strategic Planning for Needs

Creating Job Descriptions

Recruiting

Vetting

Selecting

Hiring
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Next Steps After Employee is Hired

Onboarding

Training

Development/Promoting

Compensation

Evaluation

Terminating
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Wages/Salaries/Benefits

Money is always a VERY important part of  the equation for the Employee.  
Wages are viewed by employees as a means to an end.  The role of  HR is to 
make sure compensation falls within legal requirements, industry standards, 
skills required, and cost of  living parameters.
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Employment Law 

• Employee Handbook should be reviewed and revised to avoid legal headaches caused by errors.

• https://www.dol.gov/

• Stay on top of  the latest changes in FLSA.  Fair Labor Standards Act

• FMLA (Family Medical Leave Act) prepare a plan to address intermittent FMLA leave. 

• Documentation in a timely manner of  performance issues, warnings and any disciplinary actions.  
Documentation is key to defend possible lawsuits involving employees.

• Balance employer needs with employee rights by implementing sufficient social media policies.

• Properly address employee discrimination claims. These claims should be addressed immediately.

• DOCUMENT, DOCUMENT, DOCUMENT.  Create a habit of  daily documentation in all areas 
speaking to an employee. This will be vital in the case of  an EEOC charge, unemployment 
filings, and lawsuits.

Handbook Essentials

• Keep language simple and understandable.  Handbooks should consist of  
policies that apply to everyone.

• Update regularly.  When you update make sure to include the date and 
remind employees the latest copy is always the one current. BE 
STRATEGIC

• Only include policies and procedures you are willing to enforce. Pay close 
attention to legal parameters within the law.

• Control distribution.  It is a legal document for your practice.  Require a 
signature to acknowledge receipt of  handbook.
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Federal Employee Laws

• FLSA (Fair Labor Standards Act) This law regulates workplace practices 
related to minimum wage, overtime pay, and child labor.

• FMLA (Family Medical Leave Act) This law requires certain employers to 
grant up to 12 weeks of  leave during a 12 month period to eligible employees 
who need time off  because of  a "serious health condition" that they or 
someone in their family is experiencing. FMLA leave can sometimes overlap 
with Title VII requirements concerning leave for pregnancy and pregnancy-
related conditions and ADA and Rehabilitation Act requirements concerning 
leave as an accommodation for an employee with a disability

• USERRA Military Leave Policy Prohibits discrimination on the basis of  
military obligation.

Continued Federal Employee Laws

• ERISA (Employment Retirement Income Security Act) United States tax and labor law that 
establishes minimum standards for pension plans in private industry. It contains rules on the 
federal income tax effects of  transactions associated with employee benefit plans.

• PPACA (Patient Protectant and Affordable Care Act or “Obamacare”) The law provides 
numerous rights and protections that make health coverage more fair and easy to 
understand, along with subsidies (through “premium tax credits” and “cost-sharing 
reductions”) to make it more affordable.  This law extends into Medicare to cover more 
people with lower incomes.

• COBRA (Consolidated Omnibus Budget Reconciliation Act) 1986  Provides certain former 
employees, retirees, and spouses, and children the right to temporary continuation of  health 
coverage at group rates.
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Employee Law Governed by EEOC

• Title VII of  the Civil Rights Act of  1964 (Title VII)
This law makes it illegal to discriminate against someone on the basis of  race, color, religion, 
national origin, or sex. The law also makes it illegal to retaliate against a person because the 
person complained about discrimination, filed a charge of  discrimination, or participated in an 
employment discrimination investigation or lawsuit. The law also requires that employers 
reasonably accommodate applicants' and employees' sincerely held religious practices, unless 
doing so would impose an undue hardship on the operation of  the employer's business.

• The Pregnancy Discrimination Act
This law amended Title VII to make it illegal to discriminate against a woman because of  
pregnancy, childbirth, or a medical condition related to pregnancy or childbirth. The law also 
makes it illegal to retaliate against a person because the person complained about discrimination, 
filed a charge of  discrimination, or participated in an employment discrimination investigation or 
lawsuit.

Continued EEOC Governed Law

• The Equal Pay Act of  1963 (EPA)
This law makes it illegal to pay different wages to men and women if  they perform equal work in the same 
workplace. The law also makes it illegal to retaliate against a person because the person complained about 
discrimination, filed a charge of  discrimination, or participated in an employment discrimination investigation or 
lawsuit.

• The Age Discrimination in Employment Act of  1967 (ADEA)
This law protects people who are 40 or older from discrimination because of  age. The law also makes it illegal to 
retaliate against a person because the person complained about discrimination, filed a charge of  discrimination, or 
participated in an employment discrimination investigation or lawsuit.

• Title I of  the Americans with Disabilities Act of  1990 (ADA)
This law makes it illegal to discriminate against a qualified person with a disability in the private sector and in state 
and local governments. The law also makes it illegal to retaliate against a person because the person complained 
about discrimination, filed a charge of  discrimination, or participated in an employment discrimination investigation 
or lawsuit. The law also requires that employers reasonably accommodate the known physical or mental limitations 
of  an otherwise qualified individual with a disability who is an applicant or employee, unless doing so would impose 
an undue hardship on the operation of  the employer's business.
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Continued EEOC Governed Law

• Sections 102 and 103 of  the Civil Rights Act of  1991
Among other things, this law amends Title VII and the ADA to permit jury trials and 
compensatory and punitive damage awards in intentional discrimination cases.

• Sections 501 and 505 of  the Rehabilitation Act of  1973
This law makes it illegal to discriminate against a qualified person with a disability in the 
federal government. The law also makes it illegal to retaliate against a person because the 
person complained about discrimination, filed a charge of  discrimination, or participated in 
an employment discrimination investigation or lawsuit. The law also requires that employers 
reasonably accommodate the known physical or mental limitations of  an otherwise qualified 
individual with a disability who is an applicant or employee, unless doing so would impose 
an undue hardship on the operation of  the employer's business.

Essential 
Skills for 

HR 
Success

Adaptability

Organization

Communication 

Confidentiality
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Common Mistakes in HR

• Task focused and not people focused.

• Lack of  good documentation habits.

• Lack of  consistency with following employee handbook.

• Ignore issues that can grow from mole hills to mountains.

• Lack of  follow-up after employee issues.

• Poor time management.

Resources

• The Big Book of  HR by Barbara Mitchell and Cornelia Gamlem

• Human Resources Kit for Dummies by Max Messmer

• www.dol.gov

• www.eeoc.gov

• www.exacthire.com

• www.gnapartners.com

• www.genesishrsolutions.com

• www.jobmonkey.com
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Marketing

• Branding

• Website

• Social Media

• Your Partners

Branding

• Incorporation name
• ‘Doing Business As’ DBA
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Website
Your ‘Front Door’

• Reliable Web Hosting Service

• Search Engine Optimization (SEO)

• Analytics (Google Analytics)

• Mobile Friendly

• Social Media Integration

Partners

• Freebies 

• And, always Google your providers – surprising what turns up!
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Billing and Accounts 
Receivable (A/R)

• Software

• Charges

• Metrics

• Controls

EMR and Billing 
Software

• To host or not to host software?

• Outsource billing or manage in practice?
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Billing is Like Circulatory System

• Good charge capture
• Coding

• Acuity/Risk

• Fast, clean claims

• EFT

• Auto posting

• Rework of  rejected claims

• Statements

• Payment option through website

So many Metrics, 
so Little Time

Important to look at productivity and variance among providers/locations
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Also, Look at Cash!

Example of  a site ….

Charges

wRVUs

Collections

Days in A/R

Write-offs

Controls

• Nothing beats taking a look at patient issues

• Separate collection of  cash/credit & posting

• Consider automating whole check in process
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Facilities & 
Equipment

Rent vs Own

Lease vs Purchase Equipment

Equipment Inventory

Keeping Things ‘Fresh’

Compliance

Invest in Learning Time

Ask the Experts

Decide What Parts to Outsource
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Financial Management

• Evaluation and planning

• Monthly financials and reporting

• Monthly A/R reporting

• Financing decisions

• Working capital management (cash-flow)

• Contract management

• Financial risk management and long term 
decision making

Questions Later?

Sheri Morrison smorrison@obgynsouth.com

Thalia Baker thbaker@uabmc.edu
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