
Standard Operating Procedure (SOP)
Patient Registration and Identity Verification Procedures
This SOP details the patient registration and identity verification procedures to ensure accurate and secure patient
information management. It covers the steps for verifying patient identity, collecting essential demographic and medical
data, documenting consent, and maintaining confidentiality. The purpose is to prevent patient misidentification, enhance
data integrity, and streamline the registration process for efficient healthcare delivery.

1. Purpose

To establish standardized procedures for registering patients and verifying their identities, ensuring patient safety, data
integrity, and compliance with healthcare regulations.

2. Scope

This SOP applies to all staff involved in patient registration at [Facility/Organization Name], including front desk personnel,
receptionists, and registration clerks.

3. Responsibilities

Registration Staff: Accurately collect, verify, and document patient information.
Supervisors: Oversee adherence to procedures and provide necessary training.
All Staff: Maintain patient confidentiality and comply with privacy regulations.

4. Definitions

Patient Registration: The process of collecting and recording essential demographic and medical information
from patients prior to receiving services.
Identity Verification: The process of confirming the patient's identity using approved identification methods.

5. Procedure

1. Initiating Registration
Greet the patient courteously and request their full name for the initial lookup in the system.

2. Identity Verification
Request at least two forms of identification (one must be a government-issued photo ID, e.g., passport,
national ID, driver's license; the second may be insurance card, utility bill, etc.).
Compare the information provided with what is on file (for returning patients), or create a new record (for new
patients).
If registration is for a minor or incapacitated person, request identity documents from the legal guardian or
representative.

3. Collecting Patient Information
Demographic data: Full name, date of birth, sex, address, phone number, email, next of kin/emergency
contact.
Medical data: Primary physician, known allergies, significant medical history, insurance details.

4. Consent Documentation
Present the facility's privacy policy and consent forms for review and signature.
Document consent in the patient record, noting the date and staff member involved.

5. Data Entry and Confirmation
Enter all information accurately into the electronic system or paper records.
Review all entries with the patient for confirmation and correct any discrepancies.

6. Confidentiality Assurance
Ensure all records are handled and stored in compliance with applicable privacy legislation (e.g., HIPAA).
Never disclose personal information to unauthorized individuals.

7. Completing Registration
Provide the patient with an identification band (inpatient) or confirmation document (outpatient) as applicable.
Direct the patient to the appropriate area for the next step in their care.

6. Documentation



Maintain accurate and up-to-date patient records in the system.
Retain copies of identification and signed consent as per facility policy.

7. Training

All new and existing staff involved in patient registration must receive training on these procedures and refreshers
annually.

8. Confidentiality and Data Security

Store all patient data securely, accessible only to authorized personnel.
Report any suspected data breach according to facility policy.

9. References

[Applicable healthcare regulations, e.g., HIPAA, GDPR]
[Facility Privacy Policy]
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