
SOP: Room Assignment and Bed Allocation Process
This SOP details the room assignment and bed allocation process, covering procedures for assigning rooms and
beds to patients or residents efficiently and fairly, criteria for prioritizing assignments, managing room availability,
coordinating with relevant departments, handling special requests and accommodations, updating records accurately,
and ensuring compliance with privacy and safety standards. The goal is to optimize space utilization while ensuring
comfort and safety for all occupants.

1. Purpose
To provide a standardized procedure for the fair, accurate, and efficient assignment of rooms and beds, optimizing space
utilization while prioritizing resident and patient safety, comfort, and privacy.

2. Scope
This SOP applies to all room and bed assignments in the facility, including new admissions, transfers, and special
requests.

3. Responsibilities
Admissions/Front Desk Staff: Receive requests, update records, coordinate with nursing/medical staff.
Nursing Staff: Assess clinical needs, approve assignments, communicate special accommodation needs.
Housekeeping/Maintenance: Ensure rooms and beds are clean and in working order.
Facility Manager/Supervisor: Address disputes, authorize exceptions, ensure compliance with standards.

4. Procedures
1. Room and Bed Availability Management

Maintain real-time records (digital or manual) of all available and occupied rooms/beds.
Update availability status immediately after admissions, discharges, or transfers.

2. Assignment Criteria
Prioritize based on clinical need, gender, isolation requirements, special accommodations, and length of stay.
Whenever possible, assign single rooms to infectious or immuno-compromised cases.

3. Assignment Process
Receive assignment request from admissions or nursing staff.
Check for available rooms/beds matching criteria.
Assign the most appropriate room/bed and record the details immediately.
Communicate assignment to all relevant departments (nursing, housekeeping, etc.).

4. Special Requests & Accommodations
Document all special requests (private room, room near nurse's station, etc.).
Assess feasibility and prioritize based on policy and availability.

5. Recordkeeping
Accurately update records for each room and bed assignment in the system.
Note any deviations and obtain supervisor approval.

6. Compliance and Privacy
Follow relevant privacy standards (e.g., HIPAA) for all records and communications.
Adhere strictly to safety protocols during assignments and transfers.

5. Documentation
Admission/Transfer forms
Room/Bed assignment logs
Special accommodation request forms
Incident/deviation reports (if any)



6. References
Facility policy on admissions and room allocation
Local/state health and privacy regulations
Relevant safety standards (e.g., fire code, infection control)

7. Review
This SOP shall be reviewed annually or as regulations and facility needs change.

8. Revision History

Date Revision # Description of Changes Author

2024-06-01 1.0 Initial draft Admin
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