Standard Operating Procedure (SOP): Patient Check-In
and Identification Verification

Purpose

This SOP outlines the patient check-in and identification verification steps to ensure accurate registration, patient
safety, and data privacy. The procedure standardizes how to confirm patient identity, record demographic details, validate
appointments, and safeguard sensitive information, ultimately minimizing errors and enhancing trust.

Scope

This SOP applies to all front-desk, reception, and administrative staff responsible for patient registration at any clinical
entry point.

Procedure Steps

1. Greet Patient and Initiate Check-In
o Welcome the patient in a friendly and professional manner.
o Ask the patient to state their full name and date of birth.
2. Verify Patient Identity Using Two Identifiers
o Request a government-issued photo ID (e.g., driver's license, passport).
o If applicable, ask the patient to confirm another identifier (e.g., address or last four digits of social
security number).
o Compare the information provided with the details in the appointment system/EHR.
3. Confirm Appointment Details
o Check the appointment schedule for the patient's booking.
o Confirm the time, provider, and type of visit with the patient.
o If appointment details are incorrect or missing, follow clinic protocol for managing unscheduled arrivals.
4. Update and Record Demographic Information
o Verify and update the patient's current address, contact information, and insurance details.
o Record changes directly into the EHR or patient registration system.
5. Obtain Required Consents and Signatures
o Provide privacy notices or forms for signature as required (e.g., HIPAA forms, consent for treatment).
o Ensure electronic or paper signatures are obtained and filed appropriately.
6. Safeguard Patient Data Privacy
o Avoid speaking sensitive information aloud in public areas.
o Securely return identification documents after verification.
o Ensure all paperwork containing patient information is not left unattended.
7. Complete Check-In
o Provide the patient with any instructions regarding next steps (e.g., waiting area, provider notification).
o Document check-in completion in the patient management system.

Documentation

¢ Maintain accurate and current records for all patient visits.
¢ Document any discrepancies or issues in accordance with clinic policies.

Responsibilities

¢ Front desk staff: Follow all steps as listed above and report any concerns immediately.
e Supervisors: Ensure all team members are trained and policies are followed consistently.

Note: Failure to follow identity verification and privacy protocols can result in patient safety risks or privacy
violations. Always adhere strictly to this SOP.
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