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Standard Operating Procedure (SOP) Template

SOP Title:
(e.g., "Patient Intake Process for Improved Care Efficiency")
Effective Date:
(MM/DD/YYYY)
Version:
(Version 1.0)
Review Date:
(MM/DD/YYYY)

1. Purpose
Clearly describe the purpose of the SOP. This section explains why the SOP is being created and the intended benefits of standardizing the practice.
· Example:
The purpose of this SOP is to standardize the patient intake process to reduce wait times and improve the patient experience, ensuring alignment with osteopathic values of holistic and patient-centered care.

2. Scope
Define the scope of the SOP. Outline who is affected by the procedure and which departments or personnel are responsible for carrying it out.
· Example:
This SOP applies to all clinical and administrative staff involved in patient intake, including front desk staff, medical assistants, and clinicians.

3. Responsibilities
List the roles and responsibilities of staff involved in carrying out the procedure.
· Example:
· Front Desk Staff: Ensure that patient information is accurately collected upon check-in and provide any necessary forms for completion.
· Medical Assistants: Review patient history and confirm vital information before the patient meets with the DO.
· DOs: Review patient details collected by the front desk and medical assistants and address any discrepancies before beginning the consultation.

4. Procedure
Provide a step-by-step breakdown of the procedure to be followed. This section should be detailed enough to ensure consistency, outlining exactly how tasks should be performed.
· Example:
Step 1:
· Upon patient arrival, the front desk staff greets the patient and confirms the appointment details.
· Check-in information (ID, insurance details, and contact information) is collected or verified.


Step 2:
· Provide the patient with any necessary forms (e.g., consent forms) and ask them to complete the forms while waiting.
· Offer assistance if needed.
Step 3:
· Once the patient submits the completed forms, the medical assistant reviews the patient’s information and updates the EHR system.
Step 4:
· The DO receives the patient information from the medical assistant and addresses any outstanding questions before starting the consultation.

5. Documentation
Specify how to document the procedure, including where and how records are maintained.
· Example:
All patient intake forms and information should be entered into the Electronic Health Record (EHR) system immediately upon completion. Any discrepancies or additional notes should be recorded for future reference.

6. Monitoring and Review
Outline how the SOP will be monitored and reviewed to ensure that the procedures are followed and remain effective.
· Example:
The clinic manager will review patient intake data and feedback every month to ensure that the SOP is being followed and that it is achieving the desired outcome (reduced wait times and enhanced patient satisfaction). Any necessary revisions to the SOP will be made based on this feedback.

7. Compliance
Explain how compliance with the SOP will be ensured and any consequences for not following the procedure.
· Example:
All clinical and administrative staff must adhere to the SOP. Non-compliance will result in corrective actions, including retraining or disciplinary measures.

8. Revision History
Document any revisions made to the SOP over time to ensure it stays up-to-date and relevant.
· Example:
· Version 1.0: Initial version created on MM/DD/YYYY.


Signatures:
· Prepared by: (Name/Title)
· Approved by: (Name/Title)

Instructions for Using the SOP Template
1. Define the Purpose: Start by clearly stating why the SOP is necessary and how it supports osteopathic care values.
2. Outline Responsibilities: Ensure everyone involved understands their role in executing the procedure.
3. Detail the Steps: Provide a clear, step-by-step breakdown of the tasks to be performed, ensuring the process is consistent and effective.
4. Monitor for Compliance: Regularly review the SOP to make sure it's followed and effective, making adjustments as needed.

Why This SOP Template is Useful
· Consistency in Care: Standardizing procedures ensures that every patient receives consistent, high-quality care.
· Holistic Alignment: The template is designed to integrate osteopathic values, ensuring that patient-centered care is maintained.
· Clear Accountability: By assigning responsibilities and detailing the procedure, the template ensures that each staff member knows their role in maintaining improvements.
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