SOP: Patient Registration and Demographic Data
Collection

Purpose
This SOP outlines the patient registration and demographic data collection process, ensuring accurate and efficient
gathering of essential patient information. It includes procedures for verifying patient identity, capturing personal details,

contact information, insurance data, and emergency contacts. The purpose is to maintain comprehensive and up-to-date
records to support quality healthcare delivery, streamline administrative workflows, and comply with regulatory requirements.

Scope
This SOP applies to all staff involved in patient registration and data entry at [Facility Name].
Responsibilities

¢ Registration Staff: Collect and enter accurate patient data.
e Supervisors: Monitor compliance and accuracy of data entry.
¢ [T/EMR Personnel: Ensure system availability and data security.

Definitions
Term Definition
Demographic Personal and contact information about the patient, including identifiers, address, phone, DOB, and
Data insurance details.
EMR Electronic Medical Record system where patient data is stored.
Procedure
1. Patient Presentation: Greet patient and explain the registration process.
2. ldentity Verification: Request valid photo identification and, if applicable, previous medical record numbers.

3. Collection of Personal Details:
Full legal name (first, middle, last)
Date of birth
Gender
Address
Phone number(s)
Email address (if applicable)
4. Insurance Information:
o Insurance provider name
o Policy number
o Group number
o Primary insured's name and DOB (if different)
5. Emergency Contact:
o Name
o Relationship to patient
o Phone number(s)
Review and Verification: Confirm collected data with the patient for accuracy.
Data Entry: Enter or update patient data into the EMR system.
Documentation: Scan and upload supporting documents as required (e.g., ID, insurance card).
Patient Review and Signature: Ask patient to review and sign registration form, acknowledging accuracy.
Completion: Provide patient with confirmation of registration and next steps, as applicable.
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Documentation and Recordkeeping

¢ Ensure all data collected is entered accurately into the EMR.
¢ Store scanned documents securely within the patient record.
¢ Retain signed registration forms as per facility policy and regulatory guidelines.



Quality Assurance

e Supervisors to conduct periodic audits for data accuracy and completeness.
e |dentify and address discrepancies or missing information promptly.

Compliance

e Comply with all HIPAA and local data privacy laws regarding patient information.
¢ Staff to complete annual training on confidentiality and data management.

Appendices

¢ Patient Registration Form Template
e Checklist for Demographic Data Collection
e Guidelines for Verifying Identification and Insurance
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