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Clinical Coding Auditor Competency Framework 

This initial Clinical Coding Auditor Competency Framework has 

been introduced by the Terminology and Classifications Delivery 

Service to describe the core competencies required by trainee and 

existing approved clinical coding auditors through the various 

stages and requirements of the Clinical Coding Auditor Programme 

(CCAP). 

Purpose 
To confirm the core competencies required to become an NHS Digital Approved Clinical 
Coding Auditor and to maintain ‘approved’ status. 

This document will be reviewed annually and added to in respect of additional CPD over the 
next few years. 

Audience 

This document is for use by: 

• Accredited clinical coders (ACC) interested in becoming an approved clinical coding 
auditor 

• Existing approved clinical coding auditors to inform their continued professional 
development (CPD)  

• Clinical coding managers to support the ongoing CPD of their staff. 

Supporting Documents 

An Excel spreadsheet version of this framework is also available.  

Three different infographic designs are available to provide more visual formats of the core 
competencies in this framework.  

This document and the supporting documents can all be found within the Clinical Coding 
Audit section of the Publications and Resources area on Delen, as well as on both the 
Clinical Coding Approved Auditor and Clinical Coding Manager workspaces. 

Background 

The competency framework is organised around five key focus areas: 

Core Competencies Title 

CC1 Audit 

CC2 Technical Skills 

CC3 Interpersonal Skills 

CC4 Knowledge 

https://nhsengland.kahootz.com/t_c_home/view?objectId=16878800
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CC5 Digital Literacy 

 

In the following pages, each competency area above is described in terms of the behaviours 
required to perform effectively across two different job levels. These levels are: 

1. Trainee Clinical Coding Auditor 

2. Approved Clinical Coding Auditor 

These job level titles are indicative only and should be interpreted to align with those used 
within your organisation. 

The following are the minimum qualification and experience for those job levels mentioned 
above. 

Trainee – refers to an experienced ACC who is working towards applying for the CCAP 

Approved Clinical Coding Auditor– refers to a ‘core’ approved clinical coding auditor, i.e. 
someone who has successfully completed both the CCAP assessment day and the 
subsequent Clinical Coding Auditor Workshop. 

The above definitions also encompass commercial / independent approved clinical coding 
auditors. 

The Core Competencies 

The core competencies are structured as follows, with a ✓ indicating to which level(s) each 
component applies: 

1. Audit 

a. Risk, control and governance 
Trainee 
Auditor 

Approved 
Auditor 

Understands basic principles of risk 
management, risk appraisal, and risk assessment 

  ✓ 

Understands the organisation’s high-level 
objectives and key related risks 

 ✓ ✓ 

Identifies and understands how operational 
objectives link into the higher-level objectives 

 ✓ ✓ 

Understands the specific risks related to 
operational activities and is able to contribute to 
the review of risks in operational areas 

  ✓ 

Is able to advise on the application of controls in 
operational areas and carry out appropriate 
reviews 

  ✓ 

Understands the principles of performance 
measurement designed to deliver objectives 

✓ ✓ 

b. Audit strategy 
Trainee 
Auditor 

Approved 
Auditor 

Is aware of and understands the main aspects of 
the long-term audit strategy 

  ✓ 

Is able to contribute to the planning of specific 
audit assignments 

 ✓ ✓ 

Can define audit objectives and scope for 
agreement with commissioners 

  ✓ 
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Is able to draft audit plans including details of 
time and resources 

  ✓ 

Is aware of the resources available, including 
their own time, and is able to utilise them to best 
effect with guidance from senior audit staff 

✓ ✓ 

c. Management of audits 
Trainee 
Auditor 

Approved 
Auditor 

Has appropriate knowledge and skills to achieve 
specific audit objectives 

  ✓ 

Ability to identify the key individuals when 
conducting an audit and is able to: 

    

• appraise the system to identify key risks   ✓ 

• select and implement audit tests   ✓ 

• evaluate controls and identify weaknesses   ✓ 

• maintain appropriate documentary records 
for each audit assignment 

  ✓ 

• carry out post audit reviews on a 
systematic basis 

  ✓ 

• contribute to the development of the action 
plan and timetable for implementing 
recommendations 

  ✓ 

Ensures that own input to audit activities is 
correctly managed, allocated and recorded over 
the various aspects of an audit assignment 

  ✓ 

d. Audit Reporting 
Trainee 
Auditor 

Approved 
Auditor 

Understands the corporate governance 
requirements regarding the organisations DSPT 
toolkit submission/quality accounts and the role 
of annual/regular audit in the assurance process 

 ✓ ✓ 

Basic report writing skills in terms of the 
difference between Findings, Conclusions and 
Recommendations’ 

✓ ✓ 

Experience in delivering basic presentations to 
clinical coding colleagues 

✓ ✓ 

Produces reports in a style and language suitable 
to the target audience 

  ✓ 

Delivers presentation content in a language that 
is appropriate to the target audience 

  ✓ 

Is able to prepare an audit report to specified 
standards and format with the need for minimal 
editorial changes 

  ✓ 

Collates and documents reliable evidence to 
support the final report / presentation 

  ✓ 

Follows the Judgement, Evidence, Impact (JEI) 
principle to present evidence-based conclusions 
and associated SMART recommendations to the 
audit commissioner 

  ✓ 
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2.      Technical skills 

a.      Clinical Coding (core) 
Trainee 
Auditor 

Approved 
Auditor 

Evidences they have held accredited clinical 
coder status (ACC) for over three years 

✓ ✓ 

Evidences their attendance on a Clinical Coding 
Standards Refresher Course (CCSRC) within the 
last three years 

✓ ✓ 

Evidences their proven expertise and specialist 
knowledge of rules, conventions, national clinical 
coding standards and three dimensions of coding 
accuracy for ICD-10 and OPCS-4 

✓ ✓ 

Proven experience in coding consultant episodes 
within a wide range of specialties including 
general medicine, surgical, trauma & orthopaedic 
and obstetrics as a minimum 

✓ ✓ 

Basic analytical skills to translate medical 
terminology into codes and extract relevant data 

✓ ✓ 

b.      Approved Clinical Coding Audit (core) 
Trainee 
Auditor 

Approved 
Auditor 

Abides by the Auditor Code of Conduct and audit 
principles 

  ✓ 

Can follow and apply all aspects of the clinical 
coding audit methodology 

  ✓ 

Can assign appropriate clinical coding audit error 
keys to a high degree of accuracy 

  ✓ 

Can conduct effective pre-interviews with the 
appropriate health professionals 

  ✓ 

Can negotiate and agree the necessary scope, 
aims and objectives with health professionals(s) 

  ✓ 

Can define and implement the agreed audit 
methodologies within the required timescales 

  ✓ 

Can examine supporting operational processes   ✓ 

Can complete audit processes within the agreed 
timescale 

  ✓ 

Can undertake HRG analysis as part of the audit 
when requested 

  ✓ 

Can undertake a variety of audit assignments to 
suit the requirements of the organisation 

  ✓ 

Successfully completes annual auditor 
eAssessment modules 

  ✓ 

Attends mandatory biannual Auditor Forums   ✓ 

Maintains an individual auditor e-Portfolio   ✓ 

c.      Microsoft Office products (core) 
Trainee 
Auditor 

Approved 
Auditor 

Can evidence good use of Microsoft Word and 
PowerPoint as part of CCAP application and 
understands what Excel is 

✓ ✓ 
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d.      Statistics 
Trainee 
Auditor 

Approved 
Auditor 

Familiarity with common hospital statistics, such 
as HSMR and SHMI, able to read and 
interpret/compare data to make appropriate 
deductions 

 ✓ ✓ 

Understand and calculate common summary 
measures; mean, median and mode   

✓ 

Understand standard deviation and standard 
error 

  ✓ 

Understand percentages and rates and when to 
use them 

✓ ✓ 

e.      Statistical Process Control and its 
Charts 

Trainee 
Auditor 

Approved 
Auditor 

Ability to interpret percentages to identify basic 
data trends 

✓ ✓ 

Understand what Statistical Process Control is 
and why its use is now important to the NHS 

  ✓ 

Recognise special and common cause variations   ✓ 

f.       Spreadsheets 
Trainee 
Auditor 

Approved 
Auditor 

Create and manage worksheets and workbooks ✓ ✓ 

Manipulate data in worksheets   ✓ 

Create pivot tables   ✓ 

Summarise data visually   ✓ 

g.      Technology  
Trainee 
Auditor 

Approved 
Auditor 

Ability to use Audit software products such as 
Easyaudit and 3M audit software 

  ✓ 

   

3.      Interpersonal skills 

a.      Business Analysis 
Trainee 
Auditor 

Approved 
Auditor 

Distinguish between symptom and root cause   ✓ 

Perform internal analysis   ✓ 

Apply investigating techniques (interviews, 
questionnaires) 

  ✓ 

Excellent stakeholder management   ✓ 

b.      Communication 
Trainee 
Auditor 

Approved 
Auditor 

Is able to establish and maintain good working 
relationships with staff at all levels across the 
organisation 

✓ ✓ 

Ability to present to groups of varying size, 
including staff of all roles and levels 

✓ ✓ 

Write convincingly and with clarity ✓ ✓ 
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Understands when negotiation with management 
is appropriate to ensure key findings and follow 
up action are agreed 

  ✓ 

Ability to conduct and manage meetings and 
record minutes 

✓ ✓ 

Understands the benefits of using meetings to 
present audit findings direct to managers 

  ✓ 

Understand non-verbal cues and body-language ✓ ✓ 

Active listening skills ✓ ✓ 

Is able to contribute to the facilitation of 
workshops and make presentations 

✓ ✓ 

Completes appropriate audit working papers and 
documentation to ensure a complete record is 
maintained 

  ✓ 

Use multimedia appropriate to audience and 
situation 

✓ ✓ 

c.      Leadership 
Trainee 
Auditor 

Approved 
Auditor 

Spot good and bad leadership in their workplace ✓ ✓ 

Demonstrates emotional intelligence ✓ ✓ 

Cultivates self confidence ✓ ✓ 

d.      Coaching & Mentoring skills 
Trainee 
Auditor 

Approved 
Auditor 

Analyse gaps in knowledge or opportunities for 
development that can be addressed by teaching, 
coaching or mentoring 

  ✓ 

Develop effective questioning skills   ✓ 

Identify opportunities for coaching   ✓ 

Conduct effective training needs analysis   ✓ 

e.      Personal effectiveness 
Trainee 
Auditor 

Approved 
Auditor 

Develops and wields influence effectively ✓ ✓ 

Develops and implements organisational policies 
and procedures effectively 

✓ ✓ 

Develops and exploits effective working 
relationships 

✓ ✓ 

Operates effectively through proactive 
collaboration 

✓ ✓ 

f.       Managing conflict 
Trainee 
Auditor 

Approved 
Auditor 

Manages and resolves conflict. ✓ ✓ 

g.      Managing performance 
Trainee 
Auditor 

Approved 
Auditor 

Manages performance effectively ✓ ✓ 

Manages own workload and that of team 
effectively 

 ✓ ✓ 

h.      Managing change 
Trainee 
Auditor 

Approved 
Auditor 
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Acts as a champion for change ✓ ✓ 

Responds positively to change ✓ ✓ 

   

4.      Knowledge 

a.      Classifications 
Trainee 
Auditor 

Approved 
Auditor 

Has a sound understanding of the purpose, uses 
and users of a classification’  

✓ ✓ 

b.      SNOMED CT 
Trainee 
Auditor 

Approved 
Auditor 

Basic knowledge of content, structure, and uses 
of SNOMED CT 

✓ ✓ 

Understand how cross maps between SNOMED 
CT and classifications are used to derive coded 
data and understand the different types of maps 
and the implications for data quality 

✓ ✓ 

c.      Healthcare Resource Groups 
Trainee 
Auditor 

Approved 
Auditor 

Detailed knowledge of Healthcare Resource 
Groups (HRGs), including chapter summaries, 
code to group, and interactive CC score 

  ✓ 

Familiarity with casemix design, and the science 
of casemix 

✓ ✓ 

d.      Medical Terminology 
Trainee 
Auditor 

Approved 
Auditor 

Sound understanding of healthcare / medical 
terminology and anatomy and physiology 

✓ ✓ 

Understand the component parts of medical 
terms; roots, suffixes, prefixes, and combining 
vowels, as well as plurals of terms. Able to give 
construct or explain meaning of medical terms. 

✓ ✓ 

e.      Data Quality in the NHS 
Trainee 
Auditor 

Approved 
Auditor 

Awareness of the need for high quality data ✓ ✓ 

Familiarity with information requirements as 
specified in NHS Standard Contract Service 
Condition 28 (SC28) 

  ✓ 

f.      Finance in the NHS 
Trainee 
Auditor 

Approved 
Auditor 

Basic understanding of how funding is allocated 
across the NHS and how money flows from 
Department for Health and Care, NHS England, 
Clinical Commissioning Groups, and NHS 
providers. 

  ✓ 

Understand financial terms such as capital, 
expenditure, procurement etc. 

  ✓ 

Awareness of the rules of the NHS Tariff 
Payment System 

✓ ✓ 
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g.       Information Governance in the NHS 
Trainee 
Auditor 

Approved 
Auditor 

Awareness of personal responsibility for 
Information Governance/Assurance 

✓ ✓ 

Adheres to Caldicott Principles as applicable ✓ ✓ 

Understands the importance of protecting patient 
data 

✓ ✓ 

Awareness of the legal and financial 
consequences of failure to adequately protect 
personal data 

✓ ✓ 

Knowledge of Data Security and Protection 
Toolkit standards applicable to clinical coding, in 
particular Data Standard 1 

✓ ✓ 

h.      NHS data flows and information 
management 

Trainee 
Auditor 

Approved 
Auditor 

Demonstrates understanding of the major data 
flows in the NHS, applicable to their country. 

✓ ✓ 

Understand where data originates from, how it is 
processed and submitted 

✓ ✓ 

A sound knowledge of the role of information in 
supporting clinical processes 

✓ ✓ 

i.      NHS Performance Management 
Trainee 
Auditor 

Approved 
Auditor 

Understand NHS Key Performance Indicators 
and identify how NHS provider data contributes 
to them 

  ✓ 

j.        NHS: What it is and how it works 
Trainee 
Auditor 

Approved 
Auditor 

Demonstrate an understanding of what the NHS 
is, what kinds of health services it delivers and 
the different types of organisation found within 
the NHS 

✓ ✓ 

Demonstrate personal commitment to staff 
responsibilities outlined in the NHS Constitution 
and the NHS values 

✓ ✓ 

Demonstrate understanding of the variety of 
factors influencing individual and community 
health and how this affects NHS service provision 

✓ ✓ 

Demonstrate understanding of how NHS 
organisations interact to provide healthcare to the 
population 

✓ ✓ 

Demonstrate understanding of the significant 
constraints on each part of the health system 

✓ ✓ 

Demonstrate commitment to continuous service 
improvement within the NHS 

✓ ✓ 

   

5.      Digital literacy 

Understand what is meant by data and 
awareness of possible types of data 

✓ ✓ 
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Aware of the role of data in society, how they are 
generated and by whom, and their possible 
applications, as well as the implications of their 
use 

✓ ✓ 

Aware of the possible data sources, be able to 
evaluate them and select the ones most relevant 
to an informational need or a given problem 

  ✓ 

Able to detect when a given problem or need 
cannot be (totally or partially) solved with the 
existing data and, as appropriate, identify 
alternatives 

  ✓ 

Aware of the various forms in which data can be 
presented (written, numerical or graphic), and be 
able to interpret them 

  ✓ 

Able to evaluate data critically   ✓ 

Able to prepare data for analysis, analyse them, 
and know how to select and use appropriate tools 

  ✓ 

Able to represent the results of data analysis in 
ways suited to the nature of the data, their 
purpose, and the target audience 

  ✓ 

a.      Communication, collaboration and 
participation 

Trainee 
Auditor 

Approved 
Auditor 

The ability to use a wide range of digital 
technologies to communicate with people and to 
understand the different nature, purpose and 
function of different methods of digital 
communication, acting accordingly and 
appropriately 

✓ ✓ 

The ability to work collaboratively with others 
using digital technologies and tools to produce 
shared outcomes to meet shared goals 

✓ ✓ 

The ability to participate actively in and across 
digital network 

✓ ✓ 

b.      Teaching, learning and self-development 
Trainee 
Auditor 

Approved 
Auditor 

The ability to design digital 
tools/resources/activities to support the teaching 
and learning of self and others 

  ✓ 

c.      Information, data and content literacies 
Trainee 
Auditor 

Approved 
Auditor 

The ability to find, manage, organise, store and 
share digital information, data and content 

✓ ✓ 

The ability to understand and act upon 
appropriate guidelines, protocols, regulations and 
safeguards in the use of differing media, 
information, data and content to meet legal, 
ethical, cultural and security rules, requirements 
and expectations when working with personal, 

✓ ✓ 
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public, professional and/or confidential 
information, data and content 

The ability to critically analyse, evaluate and/or 
interpret information, data, content and their 
sources 

  ✓ 

The ability to work with and champion the 
effective, secure, appropriate and innovative use 
of information, data and content in order to solve 
problems, make decisions and to achieve 
successful outcomes for specific goals and 
objectives 

  ✓ 

d.      Technical proficiency  
Trainee 
Auditor 

Approved 
Auditor 

The ability to use a wide range of software and 
applications for personal and professional use 
both individually and with others 

 ✓ ✓ 

The ability to resolve technical challenges and 
problems both individually and with others 

  ✓ 

The ability to use technical knowledge to problem 
solve and achieve expected outputs 

  ✓ 

Understands how automation technologies, 
including robotic process automation (RPA) and 
natural language processing (NLP) may be 
utilised to automate derivation of coded data from 
clinical information 

  ✓ 

Ability to audit and critique processes to ensure 
that they are effective and ability to articulate 
methods for improvement where deficiencies are 
found 

  ✓ 

e.   Digital identity, wellbeing, safety and 
security 

Trainee 
Auditor 

Approved 
Auditor 

The ability to recognise and act upon digital 
situations and events that might compromise 
personal, professional or organisational security 

✓ ✓ 

 

Suggested Line Manager Activities 

The following pages describe suggested management activities as to how line managers can 
support their staff member to achieve the competency. Each suggestion is linked to the core 
competencies (CC) it can support. 
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Line Manager Activities 
Trainee 
Auditor 

Approved 
Auditor 

Core 
competencies 
supported 

Highlight aspects of inefficiency in delivering 
objectives and ask for an improvement plan. 

✓ ✓ 
CC1, CC3, 
CC4, CC5 

Agree with the staff member that they will be 
responsible for reviewing the team’s 
procedures - specify that the objective is to 
streamline the process.  

✓ ✓ CC1, CC3 

When audit deadlines are missed review 
why and highlight redundant activity. 

  ✓ CC1, CC3 

Regularly and formally review staff 
member’s performance against agreed 
targets.  

✓ ✓ CC1, CC3 

Regularly discuss the organisational and 
team objectives. 

✓ ✓ CC1, CC3 

Ensure staff members have absolute clarity 
regarding objectives. 

✓ ✓ CC1, CC3 

Encourage individuals to flow chart 
processes and plans, visualising the 
process makes unnecessary steps more 
obvious. 

✓ ✓ CC1, CC2 

Complete customer (audit commissioner) 
analysis exercise to ensure all the internal 
and external customers are understood 
relating to what your team do. 

✓ ✓ CC3 

Reflect on any answers provided to the 
service and take on board any survey 
results. 

✓ ✓ CC3 

Involve your customer when defining and 
reviewing processes - refine activity to 
maximise value to the customer. 

  ✓ CC3 

Continually review what you do against 
customer needs and priorities to ensure any 
changes are identified (do not assume that 
what you have always done is right).  

✓ ✓ CC3 

Ask your team to put themselves in the 
shoes of the customer and identify what 
their expectations would be. 

✓ ✓ CC3 

Review performance and explore 
preventative strategies. 

✓ ✓ 
CC1, CC3, 
CC4 

Ensure meeting minutes are reviewed to 
ensure 'loose ends' are followed up. 

✓ ✓ 
CC1, CC3, 
CC4 

Encourage reflection amongst team 
members.  

✓ ✓ 
CC1, CC3, 
CC4 

Ensure all tasks/worklists are ‘owned’ by an 
individual and check progress regularly. 

✓ ✓ 
CC1, CC3, 
CC4 
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Provide regular feedback; not just at the 
time of the development review, to allow the 
individual to act/learn from ‘mistake(s) at the 
time.  

✓ ✓ 
CC1, CC3, 
CC4 

Ask staff member to develop a negotiating 
strategy.  

✓ ✓ CC3 

Get staff member to lead a meeting.  ✓ ✓ CC3 

Give them specific feedback about their 
interpretation and reaction to 
moods/temperaments of individuals. 

✓ ✓ CC3 

Review with the individual what the most 
effective communication medium might be 
for an influencing situation.  

✓ ✓ CC3 

Discuss communication skill and what 
method works best in key situations.  

✓ ✓ CC3 

Review staff members reflections and assist 
them in improving and honing 
communication skills going forward.  

✓ ✓ CC3 

Encourage member of staff to attend a 
communication skills/sensitive 
conversations workshop/training course to 
enable them to understand the theory.  

✓ ✓ CC3 

Support the member of staff by being a 
sounding board, both pre and post any 
communication. 

✓ ✓ CC3 

When deadlines are missed, review why 
and highlight redundant activity. 

✓ ✓ CC1, CC3 

Develop specific and measurable targets 
and SMART (Specific, Measurable, 
Achievable/Accountable, Realistic and 
Timely) objectives with staff member. 

✓ ✓ CC1, CC3 

Ensure auditors are clear about the 
processes and behaviours expected of them 
and that full coaching support is provided for 
this. 

✓ ✓ 
CC1, CC2, 
CC3 

Assist staff member with the reflection and 
feedback process. 

✓ ✓ CC1, CC3 

Delegate tasks in a planned way which 
progressively challenges staff member's 
capability. For example, by setting suitable 
individual objectives during the development 
review process.  

✓ ✓ 
CC1, CC2, 
CC3, CC5 

Encourage sharing of mistakes with a view 
to developing improvement strategies. 

✓ ✓ CC3, CC4 

During the development review, talk in 
terms of what you want, NOT what must be 
avoided. 

✓ ✓ CC3, CC4 

Consistently look for opportunities to give 
positive feedback and recognise success.  

✓ ✓ CC3 
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Clarify the link between the staff member’s 
development and increased responsibility.  

✓ ✓ CC3, CC4 

Present `threats/obstacles' in a positive 
way.  

✓ ✓ CC3 

Give specific, constructive and usable 
feedback.  

✓ ✓ CC3 

Be a good role model. ✓ ✓ CC3 

When the individual is next faced with a 
disappointment - discuss how they can 
manage the feelings and maintain their 
effectiveness. 

✓ ✓ CC3 

Develop a list of improvement areas and 
ask for ideas. 

✓ ✓ CC3 

Agree attendance of staff member at key 
conferences and check for any ideas for 
action. 

✓ ✓ CC3 

Recognise initiatives taken and establish a 
‘risk tolerant’ climate. 

✓ ✓ CC3 

Talk to staff member about the need for 
initiative. 

✓ ✓ CC3 

Maintain an ‘open door’ policy where new 
ideas/suggestions are welcomed and 
sought. 

✓ ✓ CC3 

Assist team member with an improvement 
plan, if development/support is needed in 
this area. 

✓ ✓ CC3 

Take staff member through your own 
information gathering techniques; explore 
ways in which you can mutually improve. 

✓ ✓ CC1 

Ask your staff member to gather key data to 
solve a problem, having established with 
them an explicit information gathering 
framework. 

✓ ✓ CC1 

Review occasions where data was 
incomplete and ask for strategies to 
minimise these. 

✓ ✓ CC1 

Review and consider courses which will 
assist in the development of these skills. 

✓ ✓ 

CC1, CC2, 
CC3, CC4, 
CC5 

Ask staff member to contribute to meeting. ✓ ✓ CC1, CC3 

Take staff member through stakeholder 
mapping to ensure good practice. 

✓   CC1, CC3 

Ask staff member to collate feedback from 
presentations to learn and gain confidence. 

✓   
CC1, CC2, 
CC3, CC4 

Role model good communication practice 
and standards. 

✓ ✓ CC1, CC3 

Consider formal training courses to enable 
the member of staff to further 
develop/enhance these skills. 

✓ ✓ CC1, CC3 
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Allow people to off-load their issues but then 
work with them to understand the root cause 
of their frustration or anger. 

✓ ✓ CC3 

Identify key individuals that can support and 
influence (not always managers). 

✓ ✓ CC3 

Work through techniques which help to 
identify key people and their readiness for 
change (e.g. critical mass analysis). 

✓ ✓ CC3 

Listen proactively to concerns and work 
through potential issues and worries with 
the team. 

✓ ✓ CC3 

Ensure the staff member is aware of the big 
picture and how the teams work fits into it. 

✓ ✓ CC1 

Actively seek ways to acknowledge and 
reward team as well as individual 
achievements. 

✓ ✓ CC1 

Complete stake holder analysis to ensure 
cross functional teams are appropriately 
constructed when required. 

  ✓ CC1 

Encourage staff member to attend 
appropriate conferences, forums and 
seminars and activities to read appropriate 
journals. Request summary of key learning 
points and ask them to draw on these facts 
during debate. 

✓ ✓ CC3, CC4 

Work through with staff member various 
models designed to develop a rational 
approach to issues (consult your local 
Human Resource professional for advice). 

✓ ✓ CC3 

Delegate a key presentation involving 
contentious issues. 

  ✓ CC3 

Ask staff member to prepare benefit data for 
relevant projects/work tasks. 

  ✓ CC3 

When they are making a case within the 
team, ask them to outline the steps they 
have taken to reach their conclusions. 

  ✓ CC3 

Ask for a written analysis and 
recommendations for influencing a change. 

  ✓ CC3 

Consider available and relevant training 
courses which may improve/enhance 
development in this area. 

  ✓ CC3 

Read research on work environments which 
encourage creativity and implement 
appropriate suggestions. 

✓ ✓ CC3 

React to ideas in terms not of what they are 
worth, but of what they can suggest. 

✓ ✓ CC3 

In team meetings, listen to and build on 
team members’ 'wild ideas' – encourage the 
staff member to contribute to these. 

✓ ✓ CC3 
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Ask the staff member to generate their own 
list of original development activities. 

✓ ✓ CC3 

Discuss auditor status as part of staff 
appraisal – ask why they want to be an 
auditor and ensure that it’s not solely linked 
to money. It needs to be around improving 
overall data quality as well as career 
progression. 

✓   CC2, CC4 

Work through the CCAP checklist with your 
staff member to ensure they have all 
necessary certification, experience, and that 
the funding is all in place. 

✓   CC2, CC4 

Allow your staff member dedicated study 
time. 

✓   CC2, CC4 

Enlist an approved clinical coding auditor to 
undertake an audit of your staff member’s 
work and discuss and design an appropriate 
action plan where any development is 
needed. 

✓   CC2, CC4 

Explore the recommended 
courses/webinars / eLearning that could be 
attended / completed to support the 
learning/development process and prepare 
the staff member to become an auditor. 

✓   
CC1, CC2, 
CC3, CC4 

Discuss values in relation to work requiring 
detail. 

✓ ✓ CC1, CC2 

Review and sign off any checklists and 
timetables. 

✓ ✓ CC1, CC2 

Give the staff member a topic to feedback 
on to the wider team to assess their tone 
and rapport. 

  ✓ 
CC1, CC2, 
CC3 

Monitor the staff member’s audit log and 
allocate a mentor if necessary and 
available. 

  ✓ CC1, CC2 

Ask staff member to undertake ‘mini audits’ 
on particular coding standards and write a 
report / develop and deliver a presentation 
to feedback the findings, conclusions and 
recommendations to colleagues. 

  ✓ CC1, CC3 

Monitor that timeframes are being complied 
with. 

✓ ✓ CC1, CC3 

Quality assure report and presentation 
content before it’s sent/delivered to the audit 
commissioner. 

  ✓ CC1, CC3 

Ensure that all mandatory training is up to 
date. 

✓ ✓ CC2, CC4 
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Recommended Audit Resources and Potential Training 
Providers 

Classification Resources  

National Clinical Coding Standards ICD-10 5th Edition reference book  

National Clinical Coding Standards OPCS-4 reference book  

Anatomy and Physiology Manual  

Four Step Coding Process eLearning  

Anatomy and Physiology eLearning  

Current version of ICD-10 and OPCS-4 Exercise and Answer Booklets – 
available on request from information.standards@nhs.net  

Introduction to Classifications training – available for delivery by an 
approved clinical coding trainer. Refer to Register of Approved Auditors and 
Trainers 

 

Audit Specific Resources 

Clinical Coding Auditor Programme (CCTP) Handbook *  

A Guide to Clinical Coding Audit Best Practice  

Approved Auditor Code of Conduct  

DSPT Data Standard 1  

CCAP Assessment Day May 2021 Summary of Common Errors  

Auditor eAssessment modules (available to approved clinical coding 
auditors only)  

* The CCAP Handbook is to be updated during 2022-23 ready for January 
2023; the 2021-22 Handbook must be used as a guide only in the interim. 

 

Report Writing and Presentation 

Following feedback from the clinical coding service, clinical coding audit 
report writing and presentation skills training will be provided as a dedicated 
module within the Clinical Coding Audit Workshop from 2023-24. Full details 
will be provided in the updated CCAP Handbook when available. 

 

Data Visualisation 

Short online PowerPoint Masterclasses that are mostly free 

Presentation events | Online PowerPoint training | BrightCarbon  

Graphs and charts masterclass video | BrightCarbon  

 

Microsoft Office Training 

Recommended for all levels and offers CPD accredited online Excel 
courses, Word courses, Outlook courses, PowerPoint courses, Access 
courses and Diplomas (prices start at £79): Microsoft Office Courses - 
Online Courses - Microsoft Training (microsoft-office-courses.co.uk)  

 

https://nhsengland.kahootz.com/gf2.ti/f/762498/127361093.1/PDF/-/NCCSICD102022v8.0.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/127361125.1/PDF/-/NCCSOPCS42022v9.0.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/70006437.1/PDF/-/NHS_Digital_Basic_Anatomy_and_Physiology_Clinical_Coding_Instruction_Manual_2020.pdf
https://nhsengland.kahootz.com/t_c_home/view?objectID=16825616
https://nhsengland.kahootz.com/t_c_home/view?objectID=16825616
mailto:information.standards@nhs.net
https://nhsengland.kahootz.com/t_c_home/viewdatastore?dsid=355716&adv=S
https://nhsengland.kahootz.com/t_c_home/viewdatastore?dsid=355716&adv=S
https://nhsengland.kahootz.com/gf2.ti/f/762498/97796869.1/PDF/-/CCTPHandbook2021-22v7.0.pdf
https://nhsengland.kahootz.com/t_c_home/view?objectId=16878800
https://nhsengland.kahootz.com/t_c_home/view?objectId=16878800
https://www.dsptoolkit.nhs.uk/Help/big-picture-guides
https://nhsengland.kahootz.com/gf2.ti/f/762498/112211269.1/PDF/-/CCAPSummaryofCommonErrors-May2021.pdf
https://nhsengland.kahootz.com/ccs_auditshrd/view?objectID=393395
https://nhsengland.kahootz.com/ccs_auditshrd/view?objectID=393395
https://www.brightcarbon.com/events/
https://www.brightcarbon.com/graphs-and-charts-masterclass-video/
https://www.microsoft-office-courses.co.uk/
https://www.microsoft-office-courses.co.uk/
https://www.microsoft-office-courses.co.uk/
https://www.microsoft-office-courses.co.uk/
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Clinical Coding Auditor Programme 

Provides the core skills and knowledge of the clinical coding audit 
methodology and is maintained and delivered by the Terminology and 
Classifications Delivery Service – refer to CCAP Handbook  

 

Introduction to Classifications 

Developed by the Terminology and Classifications Delivery Service in 
conjunction with Getting it Right First Time (GIRFT) to produce a more in-
depth understanding of the structure, rules and conventions of 
classifications, their uses and users of the coded clinical data. Refer to 
Section 6 in the National Training Handbook  

 

SNOMED CT 

SNOMED CT Awareness for Clinical Coders  

 

Healthcare Resource Groups 

See the National Casemix Office National Casemix Office - NHS Digital  

 

NHS Data Model and Dictionary 

For all data items see NHS Data Model and Dictionary 

 

Soft Skills 

These are skills such as communication, managing difficult conversations, 
mentoring, and influencing. Communication and managing difficult 
conversations skills should be encouraged from the outset, whilst mentoring 
and influencing skills should form of part of an auditor’s ongoing CPD. 
Trusts should be able to access these types of courses through their 
Training and Development / Education Centre. 

 

Leadership Skills 

Trusts should be able to access these types of management courses 
through their Training and Development / Education Centre. 

 

 

 

https://nhsengland.kahootz.com/t_c_home/view?objectId=97774917
https://nhsengland.kahootz.com/t_c_home/view?objectId=97774917
https://nhsengland.kahootz.com/t_c_home/view?objectId=97774917
https://nhsengland.kahootz.com/gf2.ti/f/762498/104122021.1/PDF/-/NationalClinicalCodingTrainingHandbook_2021-22_.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/104122021.1/PDF/-/NationalClinicalCodingTrainingHandbook_2021-22_.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/104122021.1/PDF/-/NationalClinicalCodingTrainingHandbook_2021-22_.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/104122021.1/PDF/-/NationalClinicalCodingTrainingHandbook_2021-22_.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/104122021.1/PDF/-/NationalClinicalCodingTrainingHandbook_2021-22_.pdf
https://nhsengland.kahootz.com/gf2.ti/f/762498/97804901.3/PPTX/-/SNOMED_CT_awareness_for_clinical_coders_v2.0_PASSWORD_PROTECTED.pptx
https://digital.nhs.uk/services/national-casemix-office
https://nhsengland.kahootz.com/t_c_home/view?objectId=777732

