
Standard Operating Procedure (SOP): Electronic
Health Record (EHR) Data Entry Guidelines
This SOP provides comprehensive Electronic Health Record (EHR) data entry guidelines to ensure accurate,
consistent, and secure documentation of patient information. It covers standards for data input, verification processes,
confidentiality protocols, error correction procedures, and compliance with healthcare regulations. The goal is to enhance
data quality, support clinical decision-making, and maintain patient privacy across all healthcare settings.

1. Purpose
To establish standardized processes for recording, updating, and verifying patient data in Electronic Health Records
(EHRs), ensuring reliability, confidentiality, and compliance with relevant laws and regulations.

2. Scope
This SOP applies to all personnel involved in entering, updating, or managing patient data within the EHR system in any
healthcare facility.

3. Roles and Responsibilities

Role Responsibilities

Healthcare Provider Accurate entry and review of clinical data; follow-up on discrepancies.

Medical Records Staff Data verification, patient information updates, error correction.

IT Support EHR system maintenance, user support, security oversight.

Compliance Officer Auditing data practices; ensuring regulatory adherence.

4. Data Entry Standards
1. Enter data promptly at the point of care or as soon as information becomes available.
2. Use standardized terminology and abbreviations as defined by institutional policy.
3. Complete all mandatory fields; verify demographic data at each encounter.
4. Ensure date/time stamps for every entry; refrain from using vague terms (e.g., "as needed", "normal").
5. Avoid copying and pasting data unless permitted by policy, always verify before reuse.

5. Data Verification Process
Review data for accuracy immediately after entry.
Use double-check protocols for critical information (e.g., allergies, medications).
Periodic audits will be conducted to assess data quality and identify discrepancies.
Flag inconsistencies or missing information to the responsible provider for rectification.

6. Confidentiality and Security Protocols
1. Access EHRs using secure, unique user credentials only.
2. Never share login information or leave sessions unattended.
3. Follow HIPAA and institutional guidelines regarding patient data privacy.
4. Report any suspected breaches or unauthorized access immediately to the Compliance Officer or IT department.

7. Error Correction Procedure
1. Identify errors as soon as detected; do not delete original entries.
2. Use the EHR correction/amendment function, providing justification for changes.
3. Date, time, and user who amended data must be recorded.
4. Notify affected providers or departments as needed.

8. EHR Compliance Guidelines



Stay current with updates to institutional and regulatory requirements regarding EHR documentation.
Participate in regular training sessions and refresher courses on EHR usage and data protection.
Engage fully in audit activities and continuous improvement processes for documentation.

9. References
Health Insurance Portability and Accountability Act (HIPAA)
Institutional EHR Policy Manual
Relevant National/Regional EHR Legislation

10. Revision and Approval
This SOP is to be reviewed annually or as dictated by regulatory or institutional policy updates.

Approval: _________________________    Date: ________________
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