Introduction to Patient Registration

Introduction to Patient Registration
Key concepts, workflow, and best?practice guidelines for health?care staff

1. What Is Patient Registration?

Aspect Description

The administrative process of collecting, verifying, and entering a patient’s
Definition demographic, insurance, and clinical information into the health?system’s
information system before any clinical encounter.

Pri 1. Ensure accurate patient identification 2. Capture up?to?date contact &
rimar
Goal y insurance data 3. Generate a billable encounter record 4. Facilitate safe,
oals
coordinated care

Front?desk clerks, medical assistants, registration supervisors, health?
Stakeholders | ) o . _ _
information managers, clinicians, billing staff, and the patient/family.

2. Core Data Elements (What Must Be Collected)

Category Typical Fields Why It Matters
Full legal name, DOB, gender, preferred Patient identification,
Demographics name, address, phone, email, language, communication, reporting,
ethnicity, race public?health tracking

Payer name, policy number, group number, _
_ _ _ Determines coverage,
Insurance / Payer subscriber name & DOB, relationship, L .
) . ) eligibility, and billing rules
effective dates, copay/coinsurance details

Emergency _ ) Rapid communication in
Name, relationship, phone, alternate contact )
Contact emergencies
Primary Care _ ) _ Referrals, care coordination,
) Provider name, NPI, practice location o
Provider (PCP) continuity

Signed consent for treatment, privacy (HIPAA) )
) _ T Legal compliance, protects
Consent & Legal acknowledgment, financial responsibility o
S the organization
agreement, advance directives
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Category Typical Fields Why It Matters

o Allergies, medication list, chronic conditions, Immediate safety information

Clinical Flags o ) _ ) o
advance directives, isolation precautions for clinicians

. . Reason for visit, referral source, appointment Scheduling, triage,
Visit?Specific Info ] .
type (new vs. follow?up), scheduled provider documentation
Tip: Use standardized vocabularies (e.g., HL7 FHIR Patient resource, ICD?10?CM, CPT, NPI) to

improve interoperability.

3. Typical Registration Workflow

1. Pre?Arrival (optional)
e Online portal / kiosk self?check?in
* Verify appointnent, send rem nders

2. Arrival & Check?In
 Geet patient, confirmidentity (photo |ID + DOB)
 Collect or update denographic & insurance data
e (btain signatures (consent, financial responsibility)

3. Eligibility & Benefit Verification
e Real ?

time electronic verification (e.g., Availity, Change Heal t hcare)
* Note any coverage gaps, required authorizations

4. Data Entry & Validation
e Enter data into EHR/ EMR (or PMS) using structured fields
* Run duplicate?patient detection (DPD) al gorithns
 Validate address, phone, insurance nunbers (auto?l ookup)

5. dinical Preparation
e Print or display patient wistband, bar?
code, and registration sunmary
 Flag alerts (allergies, isolation) for the clinical team

6. Check?Qut (post?visit)

 Update any changes (e.g., new insurance, updated contact)
e Provide receipts, co?pay collection, discharge instructions
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Variations: Telehealth visits replace the physical check?in step with a secure video portal login
and electronic consent capture.

4. Legal & Regulatory Requirements

Regulation Impact on Registration

HIPAA Privacy Must obtain and document patient acknowledgment of privacy practices;
Rule safeguard PHI in storage & transmission.
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