SOP: Procedures for Updating and Amending Patient
Records

This SOP details the procedures for updating and amending patient records, encompassing accurate data entry,
verification of information, authorization requirements, confidentiality compliance, and documentation of changes. It
ensures patient records are current, accurate, and securely maintained to support effective healthcare delivery and legal
compliance.

1. Purpose

To define standardized procedures for updating and amending patient records, ensuring maintenance of accurate,
complete, and confidential patient information in accordance with legal and regulatory requirements.

2. Scope

This procedure applies to all healthcare providers, administrative staff, and relevant personnel involved in recording,
updating, and maintaining patient health records.

3. Responsibilities

¢ Healthcare Providers: Record and verify clinical updates or corrections.
¢ Administrative Staff: Enter non-clinical information changes accurately and securely.
¢ Managers/Supervisors: Authorize amendments and perform routine audits.

4. Definitions

¢ Update: The process of adding new or current information to a patient's record.
* Amendment: A correction or revision to previously recorded patient data.

5. Procedure

1. Accurate Data Entry
o Input all updates and amendments promptly and precisely in the designated health record system.
o Ensure that all required fields are completed and that data conforms to organizational standards.

2. Verification of Information
o Before updating or amending, confirm the accuracy of information with the patient when possible, or with the
relevant clinical source.
o Double-check entries for typographical errors or inconsistencies.

3. Authorization Requirements
o Amendments involving clinical data require authorization from the responsible healthcare provider.
o Document the name, signature, and date of the person making or authorizing the change.

4. Confidentiality Compliance
o Ensure all information is handled in compliance with applicable privacy laws (e.g., HIPAA, GDPR).
o Restrict access to records to authorized personnel only.

5. Documentation of Changes
o Maintain an audit trail of all amendments and updates, including timestamps and reasons for changes.
o Never delete original entries; all updates/amendments must be appended to preserve data integrity.

6. Documentation and Record Keeping

e Store updated and amended records securely in accordance with organizational policy.
¢ Retain all documentation for the legally mandated period.
¢ Perform regular audits to ensure compliance and data integrity.



7. References

¢ HIPAA (Health Insurance Portability and Accountability Act)
¢ GDPR (General Data Protection Regulation) if applicable
¢ Organizational Policies on Health Records Management

8. Revision History

Version Date Details Author

1.0 2024-06-27 Initial release [Your Name/Department]
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