
KMC University has created this basic checklist (below) to assist practices in determining many of the 

topics which should be taken into consideration when implementing a training program for CAs.  Keep in 

mind that there will likely be policies and procedures specific to your clinic that should be reviewed as 

well. 

General Chiropractic & Office Skills 

 Mastery and understanding of general chiropractic terminology. 

 Mastery and understanding of general third part payer terminology. 

 Mastery of general phone skills and etiquette. 

 Mastery of general computer skills. 

Front Desk Skills 

 Proper handling, and completion of a new patient phone call. 

 Proper scheduling techniques; both new and established patients. 

 Proper protocol for scheduling multiple appointments, following the Report of Findings, through 

the first examination. 

 Mastery of the practice management computer system for the office. 

 Basic collections procedures to keep patient account balances in check. 

General Third-Party Insurance Skills 

 A clear understanding of how major medical insurance works. 

 A clear understanding of how Worker’s Compensation in your state works. 

 A clear understanding of how Personal Injury in your state works. 

 General knowledge of Medicare; including enrollment, who is covered, your carrier, and 

chiropractic coverage. 

 General knowledge of Medicaid, as it applies to your state. 

 Excellent collections skills and techniques, as it applies to third-party payers. 

Coding Knowledge 

 Strong knowledge of all coding used in a chiropractic practice. 

 A basic understanding of ICD-10 diagnostic coding, and how it is applied for proper billing. 

 In depth knowledge of coding for Chiropractic Manipulative Treatment (CMT) Therapies, and X-

rays. 

 HCPCS coding for chiropractic durable medical equipment, and other non-CPT coded items. 

 Complete understanding of the timed coding rules as they apply to timed modalities and 

procedures. 

 Broad understanding of the proper use of modifiers in chiropractic reporting and billing. 

 A clear comprehension of how Evaluation and management coding is used in chiropractic. 

General Billing and Collections Knowledge 

The following items relate to Major Medical, Worker’s Compensation, and Personal Injury: 



 The ability to properly verify all types of third-party insurance; understanding the nuances of 

each. 

 Complete proficiency of both paper and electronic billing techniques, systems, and schedules. 

 Thorough systems for properly processing incoming daily mail into your billing and collections 

system. 

 Extensive knowledge of proper processing and posting inbound third-party payments; including 

line item posting. 

 The skills necessary to install and properly manage a follow up system that includes proactive 

aging report follow up, reactive daily follow up, and ongoing tickler follow-up to maximize 

collections. 

 High level ability to conduct appeals processes with third-party payers in order to collect every 

penny due the office. 

 Knowledge of proper patient billing and follow-up techniques; including statements and 

collections processes. 

 The ability to record proper statistical management for the billing and collections department, 

to maximize efficiency and reporting to the doctor and management. 

Medicare Knowledge 

 Knowledge of proper verification of Medicare; including replacement plans, secondary an 

supplemental insurance, and identifying other self-insured type Medicare options. 

 A clear understanding of the special billing requirements of Medicare; including PQRS and 

carrier policies. 

 Mastery of special coding requirements of Medicare; including diagnosis, CPT coding, and 

special modifiers. 

 The ability to master the proper use and management of the Advance Beneficiary Notice. (ABN) 

 Detailed and specific understanding of the requirements and elements of the Medicare Appeals 

process. 

Compliance Knowledge 

 Complete understanding of the rules as they apply to patient financial policy; to include proper 

fee schedules, proper and legal discounts, and hardship agreements. 

 General knowledge of the applicability of the Office of Inspector General (OIG) Compliance 

Program for small practices, and commitment to follow these rules. 

 Proper implementation of HIPAA Privacy knowledge as it relates to requirements for all 

healthcare employees. 

While this is most certainly not an all-inclusive checklist, it should provide a solid starting point, ensuring 

your office is providing a well-rounded and compliant training for your CAs.  A well-trained CA is most 

often a confident and happy CA as well, resulting in better patient care, stronger inter-office relations, 

and lowered turnover rates.  


