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Registration Training - Procedure
Responsible Office:		Yale Medicine
Procedure Sponsor:		Director, Centralized Patient Services					
Effective Date:			4/1/2026
Scope
This procedure applies to all YM Central Registration staff.
Procedure Purpose
The purpose of this procedure is to provide instructions on Core Training and when to attend.
Definitions
[bookmark: _Toc425171621]N/A
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
New Employees
All new registrars must attend the YM CARE Center Core Training (includes Registration) offered by YM Learning and Development as well as any other Registration courses offered on an as needed basis.

Registration staff will be assigned an EPIC ID upon successful completion of the registration course.

Newly hired staff will train with a lead or established registrar to observe and perform registration processes. Post EPIC training, the new employee should consult with their supervisor and/or team leads with any questions.
Established Employees
Refresher classes on EPIC functionality and registration processes are offered as needed and as deemed appropriate by the Registration Manager and/or CARE Center Leadership

Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to Claudia.Meyers@yale.edu. 
Roles & Responsibilities
· N/A

Contact Information 
· [bookmark: _Hlk497987165]Topic 1: marva.johnson@yale.edu  1-475-355-5684

Related Information
N/A
References
N/A
Version History
· Date: 3/11/2024 – no changes
· Date: 4/1/2026 – no changes
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