
SOP: Patient Information Collection and Verification
Procedures
This SOP details the comprehensive patient information collection and verification procedures, encompassing
the accurate gathering of personal, medical, and insurance data, verification of patient identity and documents,
ensuring confidentiality and compliance with data protection regulations, and maintaining updated and secure patient
records. The objective is to guarantee the accuracy, completeness, and security of patient information to support
effective healthcare delivery and administrative processes.

1. Purpose
To define standard procedures for the systematic collection, verification, and secure management of patient
information, ensuring data accuracy, regulatory compliance, and patient confidentiality.

2. Scope
This SOP applies to all staff involved in registering, verifying, updating, or accessing patient information in the
healthcare facility.

3. Responsibilities
Registration Staff: Collect and update patient data accurately, verify documentation, ensure secure handling of
records.
Healthcare Providers: Confirm and update medical information during care provision.
Data Protection Officer: Monitor compliance with data protection laws.
IT Staff: Maintain and secure electronic patient records system.

4. Procedure
4.1. Patient Information Collection

Greet patient and explain the information collection process and its purpose.
Collect the following information:

Personal Data: Full name, date of birth, gender, address, contact details, emergency contact.
Medical Data: Medical history, allergies, current medications, primary physician, prior diagnoses.
Insurance Data: Insurance provider, policy number, copy of insurance card.

Complete structured registration forms (paper or electronic) as per institutional policy.

4.2. Verification of Patient Identity & Documents

Request at least one government-issued photo ID (e.g., passport, driver's license).
Verify the photo, name, and date of birth against provided records.
Verify insurance documentation and crosscheck with insurance portals if required.
In case of discrepancies, escalate to supervisor for resolution before proceeding.

4.3. Ensuring Confidentiality & Data Protection

Inform patient of confidentiality and data usage policies.
Only authorized personnel to have access to patient data.
Store physical records in locked, restricted-access areas.
Use secure, password-protected electronic health record (EHR) systems.
Destroy outdated paper documents using secure shredding.

4.4. Updating & Maintenance of Patient Records

Review and update patient information at each visit or when notified of changes.
Document all updates with date, time, and responsible staff member's identification.
Archive old records in compliance with legal retention requirements.

5. Compliance and Regulatory Considerations



Adhere to relevant data protection and privacy laws (e.g., HIPAA, GDPR).
Train staff regularly on updated compliance requirements.
Report and document data breaches per established protocols.

6. Documentation and Record Keeping
Maintain logs of information collection and verification activities.
Keep audit trails for electronic records with access and modification tracking.
Ensure secure backup of electronic records.

7. Review and Revision
Review this SOP on an annual basis or following regulatory changes.
Document and implement SOP revisions as needed in consultation with compliance and IT teams.

8. References
Relevant national and international data protection acts.
Institutional policy documents on patient data management.
Accreditation standards (e.g., Joint Commission, ISO).

9. Appendix: Example Patient Registration Checklist

Item Completed Verified By Date

Photo ID collected & verified ▢

Personal data entered ▢

Medical history collected ▢

Insurance details collected & crosschecked ▢

Patient informed about data protection ▢

End of SOP
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