
SOP Template: Patient Arrival and Check-In Procedures
This SOP details the patient arrival and check-in procedures, covering the steps for greeting patients, verifying
identification and appointment details, updating patient records, handling consent forms, and managing waiting area
protocols. It ensures a smooth, efficient, and welcoming experience for patients while maintaining accurate and confidential
documentation from the moment of arrival.

1. Purpose
To establish standardized procedures for patient arrival and check-in to ensure accurate records, confidentiality, and a
welcoming patient experience.

2. Scope
This SOP applies to all front desk and administrative staff involved in patient intake at the healthcare facility.

3. Responsibilities
Front Desk Staff: Primary responsibility for patient greeting and check-in.
Medical Staff: Review updated patient files and consent forms.
Office Manager/Supervisor: Oversight and training on procedures.

4. Procedure
1. Patient Greeting

Welcome each patient with a friendly, professional greeting.
Offer assistance if the patient is unsure where to go.

2. Verification of Identity and Appointment Details
Ask the patient to state their full name and appointment time.
Request a valid form of identification (e.g., driver's license, insurance card).
Confirm appointment time and provider in the scheduling system.

3. Update Patient Records
Request the patient to review and update any necessary demographic or insurance information.
Enter updated details into the Electronic Health Record (EHR) system.

4. Consent Forms and Privacy Policies
Provide required consent forms, privacy notices, and any other documentation for review and signature.
Ensure all forms are properly completed and securely filed or scanned into the EHR system.

5. Waiting Area Protocol
Direct the patient to the waiting area and inform them of the estimated wait time.
Monitor the waiting area and provide updates or assistance as needed.
Ensure the waiting area is clean, comfortable, and maintains patient confidentiality.

6. Escalation and Special Considerations
If a patient requires special assistance (e.g., mobility, language), inform the relevant staff immediately.
In case of emergencies, follow established emergency procedures.

5. Documentation
Maintain updated check-in logs and EHR records.
Store all completed consent forms per facility policy.

6. Confidentiality and Compliance
Ensure all patient information is handled according to HIPAA and facility privacy policies.
Review and update procedures annually or as regulations change.

7. Revision History

Date Version Changes Author



[Insert date] 1.0 Initial version [Insert name]
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