What You Think is Required and What Is Actually Required: Teacher’s Instructions
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There is a lot of information collected during the registration process at any medical facility. Patients and employees alike may not understand the value of this information and the importance of collecting it completely. In this activity the students will be able to see how the information collected at the time of registration is used in different areas/departments of the facility.  

1. Assign each student a role from the graph below. Have them review the role.   
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2. Distribute the Patient Registration Form to each student and give them a couple of minutes to review all the information to be collected on the registration form. 
A.
Each student should decide what information they feel is MOST IMPORTANT to have in order to treat a patient. 
3. Role Play activity: 

At this point in the class the students should know the characteristics of good customer services and good communication skills. Use this time to have them accurately portray the registration process in a medical facility.  

· Have the students pair-up or assign partners to them. 
· Each student is going to play the role of “registrar” and “patient” 

      Round 1: 
· The person playing the “patient” will need to be familiar with their patient type (assigned to them in step

· They will be registered during the first round of the role playing. 
· Any question they are asked they need to answer.  For a lot of the questions they will be required to simply make up the answers. (For example: if the “patient” is “Adult Patient with BCBS insurance” when the “registrar” asks if they are married they can choose to say yes or no, for SSN they can give any number  999-99-9999, etc) 

· The person playing the “registrar” will be registering the patient, in essence they will be completing as much of the registration form as possible. 

· Instruct the “registrar” that they need to get what information they feel is MOST IMPORTANT to collect in order for the patient to be seen. They will only have 5 minutes to collect this information.  

      Round 2: At this point the students should switch their role and follow the same process. 

· The person playing the “patient” will need to be familiar with their patient type (assigned to them in step

· They will be registered during the first round of the role playing. 

· Any question they are asked they need to answer.  For a lot of the questions they will be required to simply make up the answers. (For example: if the “patient” is “Adult Patient with BCBS insurance” when the “registrar” asks if they are married they can choose to say yes or no, for SSN they can give any number  999-99-9999, etc) 

· The person playing the “registrar” will be registering the patient, in essence they will be completing as much of the registration form as possible. 

· Instruct the “registrar” that they need to get what information they feel is MOST IMPORTANT to collect in order for the patient to be seen. 

· They will only have 5 minutes to collect this information.  

**It is unlikely that either of the “registrars” will be able to complete the entire registration form.  This is fine. They are not expected to complete the form, they are just expected to obtain the information they think is necessary for a patient to be seen. 

4.   After the two rounds of role-playing each student should have the registration form they filled out with the information they felt was most important. Using that registration form, have each student complete the What You Think is Required and What is Actually Required Worksheet. You can either: 

A. Give each student the worksheet as well as their own copy of the Laboratory Requisition Form Worksheet and the Sample HCFA 1500 Form Worksheet and have them complete them as well or 

B. You can give each student their own worksheet and have a few copies of the Laboratory Requisition Form Worksheet and the Sample HCFA 1500 Form Worksheet placed around the classroom. 
5. 
Class discussion after worksheet completion:

A. Why is it important for all forms to be filled out completely at the time of registration? 

B. How does the registration process impact the rest of the medical facilities ability to operate? 

