SOP Template: Documentation of Recent Test Results
and Clinical Findings

This SOP details the process for the documentation of recent test results and clinical findings, ensuring accurate,
timely, and secure recording of patient data. It covers standardized methods for recording laboratory analyses, imaging
reports, and clinical assessments, facilitating effective communication among healthcare professionals and supporting

quality patient care and regulatory compliance.

1. Purpose

To outline a standardized procedure for documenting and maintaining up-to-date test results and clinical findings in patient
records.

2. Scope

This SOP applies to all healthcare professionals involved in the collection, assessment, and documentation of laboratory,
imaging, and other clinical results within the facility.

3. Responsibilities

Healthcare Providers: Ensure accurate and timely recording of clinical assessments.
Laboratory Personnel: Provide validated laboratory results for documentation.
Radiology Staff: Submit completed imaging reports.

Medical Records Staff: Maintain data integrity, confidentiality, and accessibility.

4. Procedure

1. Obtain Test Results and Clinical Findings:
o Collect data from laboratory, imaging, and clinical assessments.
o Verify the completeness and accuracy of all information.
2. Document in Patient Records:
o Enter findings in the designated electronic health record (EHR) or paper records promptly.
o Include essential details: patient ID, date/time, test type, result, units, and reference ranges.
3. Secure and Confidential Storage:
o Protect access to records per facility policy and data protection regulations (e.g., HIPAA).
4. Communicate Results:
o Notify appropriate providers of critical or abnormal results without delay.
o Use approved channels for communication (secure messaging, phone, direct EHR notification).
5. Review and Audit:
o Conduct periodic audits to ensure adherence to documentation standards and update processes as necessary.

5. Documentation Requirements

Data Element Required Information

Patient Identification = Full name, Medical Record Number, Date of Birth

Test Details Date/Time, Type of Test/Assessment, Ordering Provider
Results Findings/Values, Units, Reference Ranges, Interpretation
Sign-Off Date/Time of documentation, Name and signature (electronic or physical) of responsible provider

6. References

e Facility Data Management Policy
e HIPAA Privacy Rule (if applicable)
¢ Relevant National/Local Regulatory Requirements



7. Revision History

Version Date Description Author

1.0 2024-06-21 Initial template created [Your Name]
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