SOP Template: Electronic Medical Record (EMR)
System Usage Guidelines

This SOP establishes comprehensive electronic medical record (EMR) system usage guidelines, including user
access protocols, data entry standards, patient confidentiality and data security measures, system maintenance and
updates, troubleshooting procedures, roles and responsibilities of healthcare personnel, compliance with regulatory
requirements, and audit and monitoring processes. The objective is to ensure accurate, secure, and efficient
management of patient records to support quality healthcare delivery and protect sensitive information.

1. Purpose

To establish guidelines for the appropriate and secure usage of the EMR system for effective management of patient
records.

2. Scope

This SOP applies to all healthcare personnel, including physicians, nurses, administrative staff, and IT support staff who
access or manage the EMR system.

3. Definitions

Term Definition
EMR Electronic Medical Record: A digital version of a patient's paper chart.
User Any authorized individual with access to the EMR system.
PAPHI Protected and Personally Identifiable Health Information.

4. User Access Protocols

Only authorized users may access the EMR system.

User accounts are assigned based on role and responsibility.

Multi-factor authentication is required for login.

Access is revoked immediately upon employment termination or role change.

5. Data Entry Standards

All entries must be accurate, complete, and timely.

Use standardized terminology and abbreviations.

Correct errors through the system's amendment feature; do not delete entries.
Document all patient interactions and clinical decisions.

6. Patient Confidentiality and Data Security

Access and disclose patient data only as necessary for care and operations.

Do not share passwords or log-in credentials.

Log out of the EMR system when work is complete or away from the terminal.

Encrypt all transmitted and stored data.

Report any suspected data breaches immediately to the compliance officer/IT department.

7. System Maintenance and Updates

1. [T staff are responsible for scheduling and implementing system updates.
2. Alert all users before system downtimes for maintenance.

3. Back up data regularly and verify integrity of backups.

4. Document all maintenance activities for audit purposes.

8. Troubleshooting Procedures

1. Users experiencing issues should consult the user manual or online help first.



2. Ifunresolved, contact the IT helpdesk and provide details of the issue.
3. IT should log and prioritize issues based on severity and impact.
4. Escalate unresolved or critical issues to system vendors as necessary.

9. Roles and Responsibilities

Role Responsibilities
Healthcare Personnel Accurate data entry, maintain confidentiality, follow SOPs.
Administrative Staff Maintain user access records, enforce protocols.
IT Support System maintenance, updates, user support, troubleshoot issues.
Compliance Officer Monitor compliance, conduct training, perform audits.

10. Compliance with Regulatory Requirements

¢ Ensure alignment with relevant laws and regulations (e.g., HIPAA, local health data laws).
e Conduct regular training for all users on privacy and security requirements.
e Maintain records of user training and system access.

11. Audit and Monitoring Processes

¢ Periodic audits are conducted to review user access and data entry practices.

¢ Automated monitoring tools track unusual or unauthorized activity.

¢ Non-compliance incidents are investigated and remediated promptly.

¢ Auditfindings are documented and used to update policies and training as needed.

12. References

¢ Relevant institutional, local, and national health information governance policies
¢ EMR system user manuals
¢ Data protection and privacy regulations

13. Revision History

Version Date Description Author

1.0 2024-06-13 Initial SOP template creation [Your Name/Title]
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