Standard Operating Procedure (SOP)

Patient Registration and Identification Protocols

This SOP details patient registration and identification protocols, covering the systematic process for accurately
recording patient information, verifying patient identity, and ensuring data integrity. It includes steps for patient check-in,
confirmation of personal details, use of identification wristbands or cards, management of sensitive health information,
and adherence to privacy regulations. The goal is to enhance patient safety, prevent identification errors, and streamline
the registration process within healthcare facilities.

1. Purpose

To establish clear and effective procedures for patient registration and identification to ensure accurate documentation
and promote patient safety.

2. Scope

This SOP applies to all staff involved in patient intake, registration, and identification within the healthcare facility.

3. Responsibilities

¢ Registration Staff: Collect and verify patient information.
¢ Clinical Staff: Confirm patient identification before providing care.
¢ All Staff: Maintain confidentiality and comply with privacy regulations.

4. Procedure

1. Patient Check-In:
a. Greet the patient and request a government-issued photo ID and insurance card (where applicable).
b. Initiate or retrieve the patient's record in the registration system.
2. Collection and Verification of Personal Details:
a. Confirm patient's full legal name, date of birth, address, contact information, and emergency contact.
b. Ask the patient to verbally confirm their details to check accuracy.
3. Issuance and Use of Identification Band/Card:
a. Print an identification wristband or card with patient's name, date of birth, and medical record number.
b. Ask the patient to confirm the details on the band/card before placement.
c. Ensure the wristband/card is worn at all times during the visit/stay.
4. Management of Sensitive Health Information:
a. Follow protocols for handling sensitive data, such as confidentiality agreements and secure data storage.
b. Limit access to patient information to authorized personnel only.
5. Adherence to Privacy Regulations:
a. Comply with HIPAA or relevant data protection laws regarding patient data.
b. Document consents, refusals, and privacy preferences.
6. Ongoing Verification:
a. Atevery point of care, confirm the patient's identity using at least two identifiers (e.g., name, date of birth).
b. Document every verification in the patient's file.

5. Documentation

¢ Maintain up-to-date patient records in the registration system.
¢ Record all patient interactions and identity verifications.
¢ Store consent forms and identification copies securely and in compliance with regulations.



6. Training

¢ All staff must receive training on patient registration, identification procedures, and privacy laws.
¢ Refresher training should be scheduled annually or when policies change.

7. Quality Assurance

¢ Perform regular audits of patient records and registration processes.
¢ Investigate and address identification errors or breaches promptly.

8. References

¢ HIPAA Privacy Rule or relevant local regulations
e Facility's Data Protection Policy

9. Revision History

Date Version Description Author

2024-06-07 1.0 Initial release SOP Committee
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