
SOP Template: Guidelines for Providing Medical
Information and Instructions
This SOP provides guidelines for providing medical information and instructions, ensuring accurate
communication of patient health details, proper documentation, confidentiality compliance, clear verbal and written
instructions, and effective coordination among healthcare providers. The objective is to enhance patient safety,
facilitate informed decision-making, and improve overall quality of care through standardized medical information
sharing protocols.

1. Purpose
To standardize procedures for communicating medical information and instructions, maintaining consistency, accuracy,
confidentiality, and legal compliance.

2. Scope
This SOP applies to all healthcare professionals and staff involved in the documentation, dissemination, and
communication of patient medical information within the facility.

3. Responsibilities
Healthcare Providers: Accurate recording and sharing of pertinent medical information.
Administrative Staff: Ensuring confidentiality and proper documentation handling.
Supervisors: Overseeing SOP compliance and providing necessary training.

4. Procedures
1. Collection and Documentation of Patient Information

Obtain and document health details systematically in electronic or paper records.
Date and sign all entries; update records promptly with changes in status or care plan.

2. Verification and Accuracy
Double-check patient identifiers before documenting or sharing information.
Cross-verify information for accuracy with relevant health professionals if needed.

3. Confidentiality Compliance
Follow HIPAA and facility-specific privacy protocols.
Limit access to patient information to authorized personnel only.

4. Communication of Medical Information
Use clear, unambiguous language in written and verbal instructions.
Provide patient information and instructions directly to the concerned person or team.
Confirm understanding by having recipients repeat instructions back when necessary.

5. Documentation of Instructions
Record all advice and instructions issued in the patient chart, including date, time, and signature.

6. Handover and Transfer Protocols
Ensure completed handover forms with up-to-date information during shift changes or inter-
departmental transfers.

5. Confidentiality and Security Measures
Store all records in secure, access-controlled environments.
Dispose of confidential waste by shredding or as per facility policy.

6. Training
All relevant staff to receive training on SOP implementation, confidentiality, and proper documentation
procedures.
Refresher courses to be provided annually or as required.

7. Monitoring and Compliance



Supervisors to regularly audit records and communications for SOP adherence.
Report and address deviations from protocols promptly.

8. Revision History

Date Version Description Author

2024-06-15 1.0 Initial release Medical SOP Committee

9. References
HIPAA Act
Facility-specific confidentiality and documentation policies
Accreditation and legal guidelines as applicable

https://www.hhs.gov/hipaa/index.html
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