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1023 HEALTH INFORMATION PORTABILITY AND ACCOUNTABILITY ACT OF 

1996 (HIPAA): Training Policy 
 
Introduction 
 
Minnewaska Area Schools Day Treatment has adopted this Training Policy to comply with the 
Health Information Portability and Accountability Act of 1996 (“HIPAA”), the Department of 
Health and Human Services (“DHHS”) security and privacy regulations, the Joint Commission 
on Accreditation of Healthcare Organization (“JCAHO”) accreditation standards, as well as our 
duty to protect the confidentiality and integrity of confidential medical information as required 
by law, professional ethics, and accreditation requirements. All personnel of Minnewaska Area 
Schools Day Treatment must comply with this policy. Familiarity with the policy and 
demonstrated competence in the requirements of the policy are an important part of every 
employee’s responsibilities. 
 
Assumptions 
 
This Training Policy is based on the following assumptions: 
• In any organization, people are the greatest asset in maintaining an effective level of security. 
• Likewise, poor personnel security can result in serious breaches of data integrity and 

confidentiality. Approximately 80 percent of all breaches of confidentiality of health 
information result from poor personnel security in covered entities. 

• Physical and technical security cannot adequately compensate for poor personnel security. 
• Poorly trained, poorly supervised, or dishonest employees can often defeat physical and 

technical security mechanisms. 
• An honest employee is still a security risk if he or she does not know what is expected with 

regard to security and confidentiality. 
• No security program can be effective without maintaining employee awareness and 

motivation. 
• Initial training is not enough. It must be supplemented with periodic refresher training. 
 
Policy 
 
• HIPAA and the DHHS security and privacy regulations require training all personnel with 

access to individually identifiable health information. The [director of information systems] 
[covered entity administrator] [office manager] [other] is responsible for developing, 
presenting, and documenting training in the following subjects: 
• Principles of and need for privacy and security. 
• Requirements of HIPAA and the DHHS regulations. 
• Requirements of other federal and state laws regulating health information. 



• Requirements of professional ethics and accreditation standards regulating health 
information. 

• Minnewaska Area Schools Day Treatment’s policies and procedures regarding health 
information. 

• Practical guidance for protecting data integrity and confidentiality, such as proper 
password procedure, how to guard against computer viruses, and the like. 

• Procedures for reporting breaches of security and confidentiality. 
• Minnewaska Area Schools Day Treatment must have trained all personnel by April 14, 2003. 

Thereafter, new personnel must be trained as soon as possible after beginning employment. 
• Minnewaska Area Schools Day Treatment must also provide periodic refresher training in 

the above subjects. Such training must include “lessons learned” from security and 
confidentiality breaches, as well as any changes in the Minnewaska Area Schools Day 
Treatment’s policies and procedures. 

• Data users must sign a statement certifying that Minnewaska Area Schools Day Treatment 
has trained them, that they understand the training, particularly Minnewaska Area Schools 
Day Treatment’s policies and procedures, that they will adhere to the requirements of 
relevant laws and Minnewaska Area Schools Day Treatment’s policies and procedures, and 
that they understand that they face disciplinary action if they do not. 

• The [director of information systems] [compliance officer] [covered entity administrator] 
[office manager] [other] will retain data users’ statements of understanding and compliance 
for not less than six years from the date of training. 

• Supervisors must supplement the required training with any additional training necessary for 
the particular needs of their subordinate’s duties. Supervisors will submit outlines of 
additional training to the [director of information systems] [compliance officer] [covered 
entity administrator] [office manager] [other] by ___[date]____________. [Supervisors] 
[other] will keep records of such supplemental training for not less than six years from the 
date of training. 

• Minnewaska Area Schools Day Treatment encourages the use of videotapes, elearning, and 
other methods that do not take large numbers of data users away from their jobs for an 
extended period. 

 
Enforcement 
 
All officers, agents, and employees of Minnewaska Area Schools Day Treatment must adhere to 
this policy, and all supervisors are responsible for enforcing this policy. Minnewaska Area 
Schools Day Treatment will not tolerate violations of this policy. Violations of this policy are 
grounds for disciplinary action up to and including termination of employment and criminal or 
professional sanctions in accordance with Minnewaska Area Schools Day Treatment’s medical 
information Sanction Policy and personnel rules and regulations. 
 
______________________________  ______________________________ 
Signature of User     Date 
 
______________________________  ______________________________ 
Title of User      Printed Name of User 
 



______________________________  ______________________________ 
Witness      Printed Name of Witness 
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