
SOP Template: Procedures for Updating and
Amending Health Information
This SOP defines the procedures for updating and amending health information, ensuring accuracy,
confidentiality, and compliance with relevant health regulations. It covers the process for verifying existing health
records, protocols for making corrections or additions, authorization requirements, data protection measures, and
documentation standards to maintain the integrity and reliability of health information systems.

1. Purpose
To establish standardized procedures for updating and amending health information while maintaining data accuracy,
confidentiality, and compliance with legal and regulatory requirements.

2. Scope
This SOP applies to all personnel involved in the handling, updating, and management of health information within the
organization.

3. Definitions
Health Information: Any data relating to the health status, provision of healthcare, or payment for healthcare
of individuals.
Amendment: The process of correcting, updating, or adding information to existing health records.
Authorized Personnel: Employees permitted to access and modify health information based on their role
and responsibilities.

4. Responsibilities
Health Information Management Staff: Verify, process, and document updates or amendments.
Supervisors/Managers: Review and authorize significant amendments as required.
IT/Information Security: Ensure technical safeguards and data protection measures are in place.
All Users: Report discrepancies and adhere to these procedures at all times.

5. Procedures
1. Initiation of Amendment/Update:

Requests may originate from the patient, healthcare provider, or authorized third party.
All requests must be submitted in writing, specifying the information to be updated or amended.

2. Verification of Records:
Locate and review the relevant health information.
Verify the identity of the requester and their authority to make changes.
Assess the validity and accuracy of the requested amendment.

3. Authorization:
Obtain approval from designated supervisors or privacy officers for amendments that impact
critical data.

4. Implementation:
Make the amendment or update in the health record system.
Clearly document the change along with the date, time, person responsible, and reason for
amendment.

5. Notification:
Notify relevant parties (e.g. patient, healthcare provider) when changes are made.

6. Documentation:
Maintain an audit trail of all amendments/updates, including the original entry and any supporting
documentation.



7. Data Protection:
Ensure all updates comply with relevant data protection regulations (e.g. HIPAA, GDPR).
Limit access to health information to authorized personnel only.
Utilize secure logins and encryption where applicable.

8. Retention:
Retain both original and amended records as required by law and organizational policy.

6. Documentation Standards
Clearly record all amendments with details: date, time, name of person making the amendment, and
rationale.
Maintain supporting evidence for all changes.
Ensure audit trails are intact and regularly reviewed.

7. Compliance & Confidentiality
All actions must comply with applicable laws and regulations (e.g., HIPAA, GDPR).
Unauthorized disclosure of health information will result in disciplinary action.

8. Training
All staff involved in amending or updating health information must receive training on these procedures and comply with
ongoing competency requirements.

9. Review and Revision
This SOP shall be reviewed annually or when regulatory requirements change.
All revisions must be documented, and staff must be notified of updates.

10. References
Health Insurance Portability and Accountability Act (HIPAA)
General Data Protection Regulation (GDPR)
Organization's Health Information Management Policy
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