SOP Template: Guidelines for Sharing Patient
Information with Third Parties

This SOP provides guidelines for sharing patient information with third parties, detailing the procedures for
obtaining consent, ensuring confidentiality, complying with privacy laws and regulations, verifying the identity and
authorization of third parties, and securely transmitting patient data. The goal is to protect patient privacy while facilitating
necessary information exchange for effective healthcare delivery and coordination.

1. Purpose

To establish consistent procedures for sharing patient information with authorized third parties while ensuring compliance
with all applicable privacy requirements and maintaining patient confidentiality.

2. Scope

This SOP applies to all staff members handling patient information, including but not limited to healthcare providers,
administrative staff, and IT personnel involved in information exchange with third parties such as other healthcare
providers, insurers, and legal entities.

3. Definitions

e Third Party: Any individual or organization outside the primary care team requesting access to patient
information.

¢ Patient Consent: Documented authorization from a patient permitting the disclosure of their health information.

¢ Confidentiality: The obligation to protect patient information from unauthorized use or disclosure.

4. Procedures

1. Obtain Informed Consent
o Obtain written consent from the patient before disclosing any information, unless disclosure is
permitted or required by law without consent.
o Ensure the consent form specifies the information to be shared, the purpose, and the recipients.
2. Verify Identity and Authorization
o Confirm the identity of the third party requesting information via appropriate documentation (e.g.,
government-issued ID, organizational credentials).
o Verify the third party's authorization to receive the requested information.
3. Ensure Confidentiality and Compliance
o Limit disclosure to the minimum necessary information required to fulfill the request.
o Only share patient information in compliance with HIPAA, GDPR, or other relevant laws and
regulations.
4. Secure Transmission
o Use secure methods (e.g., encrypted email, secure file transfer) to transmit patient data to third
parties.
o Document the transfer, including date, recipient, method, and purpose.
5. Documentation
o Maintain records of consent, information shared, and communications with third parties in the patient's
file.

5. Roles and Responsibilities

¢ Healthcare Providers: Ensure patient consent and proper documentation prior to disclosing information.
¢ Administrative Staff: Assist in consent gathering and record-keeping.
¢ [T/Compliance Teams: Ensure secure transmission and compliance with applicable privacy regulations.

6. Training

All staff must receive regular training on privacy policies, consent procedures, and secure information sharing practices.



7. Monitoring and Review

This SOP will be reviewed annually or as needed to comply with changes in laws or organizational policies.

8. References

e HIPAA Privacy Rule
¢ GDPR (General Data Protection Regulation)
¢ Organizational Privacy and Security Policies
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