Standard Operating Procedure (SOP): Patient
Admission and Registration

Purpose

This SOP details patient admission and registration procedures, encompassing guidelines for collecting patient
information, verifying identity and insurance details, obtaining consent forms, assigning patient identification numbers,
and ensuring accurate data entry into the hospital management system. The objective is to streamline the admission
process, minimize errors, and enhance patient experience while maintaining compliance with healthcare regulations
and protecting patient confidentiality.

Scope

This SOP applies to all staff involved in the patient admission and registration process within the healthcare facility.

Responsibilities

¢ Admission Staff: Conduct patient registration, collect and verify required information, assign identification
numbers, obtain consent, and enter data accurately.

¢ Nursing/Medical Staff: Provide any additional information regarding the patient's medical status for admission
(when applicable).

¢ Supervisors/Managers: Monitor the admission process for compliance and provide training as required.

Procedure

1. Receive Patient
o Greet the patient and/or accompanying person courteously.
o Explain the admission and registration process.
2. Collect Patient Information
o Request valid identification (e.g., government ID, passport).
o Gather demographic data: full name, date of birth, address, contact details, next of kinfemergency contact.
o Obtaininsurance details (if applicable), including policy number, provider, and authorization documents.
3. Verify Information
o Cross-check details with provided documents.
o Confirm insurance coverage and benefits with insurer as required.
4. Obtain Consent
o Present and explain required consent forms (hospital admission, data privacy, treatment, etc.).
o Ensure all forms are signed by the patient or legal representative.
5. Assign Patient Identification Number
o Generate and assign a unique patient ID number for the admission in the hospital management system.
o [ssue patient identification wristband or card.
6. Enter Data in Hospital Management System
o Accurately record all collected data in the electronic or paper system.
o Ensure spelling, date, and data format accuracy.
7. Review and Confirm
o Review all entered details with the patient or representative for confirmation.
o Make corrections as necessary.
8. Complete Admission
o Provide patient/companion with admission slip and instructions for the next steps (e.g., proceed to
assigned ward or waiting area).
o Escort or arrange for someone to guide the patient as needed.

Documentation

¢ Patient registration form

e Consent forms

¢ Insurance verification records

e Copy of identification documents
e Admission slip/ticket



Confidentiality & Compliance

¢ All patient data must be handled according to healthcare privacy regulations (e.g., HIPAA, GDPR).
¢ Access to patient records is limited to authorized personnel only.
¢ Any breach of confidentiality must be reported according to facility policy.

References

¢ Hospital Policy Manual
e Healthcare Privacy Act Documents
¢ Insurance Providers' Policies
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