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Medical
records

PROVIDING EXCELLENT MEDICAL CARE
REQUIRES EXCELLENT RECORD KEEPING.
WHY? BECAUSE GOOD RECORD KEEPING
ENSURES CONTINUITY OF MEDICAL CARE,
FULFILS MEDICO-LEGAL REQUIREMENTS
AND IS PROFESSIONAL!

Your organisation might have set standards that you are expected to meet regarding the content and structure of medical records. If not, or if you are in private practice, you should refer to guidance developed by relevant professional
bodies and associations in South Africa.

Managing Medical Records




Medical records can be defined as
any relevant record made by a health
practitioner at the time of or subsequent to a consultation and/or examination or the application of health
management. A medical record contains the information about the health
of an identifiable individual recorded
by a health practitioner, either personally or at his/her direction.
Good records management makes
everybody’s life easier and facilitates
continuity of care, reducing the risk of
adverse incidents through misplaced
or untraceable records.

HPCSA Guidelines
Retention of Medical Records
Medical records should be stored in a
safe place.
 Records should be stored for a period of not less than six years
 Minors under 18 - records to be kept
until 21st birthday
 Mentally incompetent patients - patient’s lifetime
 Occupational health records - 20
years after treatment
 Provincial Health Institutions must
retain records in accordance to an
approved file plan.

Making use of an
Off-Site Storage
Facility

D ISPOSING
OF
RECORDS

Document Security , Protection and
Confidentiality
Many medical practices first consider storing
documents off-site when they begin to run out
of space in their own offices. Using an offsite records center is one solution to this
problem. Other alternatives include renting
more office space, establishing companyowned warehouse space or renting off-site
self-storage units.
Practices that choose to use an off-site records center over the alternatives often do so
because using an off-site storage facility can
be more convenient:



Eliminating the burden of keeping documents organized and controlling access



Allowing documents to
be requested via Internet, phone, or fax and
delivered whenever they
are needed





With an off-site storage
facility, clients only pay
for the space they actually use, often making it
cheaper than alternatives
which may require taking
on more space than is
actually needed

ACCESSIBILITY TO STORED RECORDS
To ensure easy access to your patient files,
different types of access is provided:
 Next day (24hrs) – if you request a
document today, it is delivered within
24 hrs to your doorstep.



Same day – If you need a

Reduce your costs - only document urgently, it is delivered
pay for the services and that same day to your office.
space needed rather
 Emergency – If you need
than using valuable
access to a specific document
office space for docu- after hours, it is retrievable 24/7
ment storage


Self Service – This service is
provided when you choose to
send your own courier or driver
to collect files at a facility.

Making use of an off-site storage facility
also eliminates the cost and the hassle of
setting up and maintaining companyowned file rooms with shelving, fire protection, access control, etc

“Think inside the box”

.

Of course, the safety and security of your
records is an important consideration. An
off-site storage facility has to comply with
the National Archives and Records Service
requirements and the International Standards Organization ISO 11755 standards.

Infofile Document Solutions is a leading provider of Records Management and Off-Site Document Storage services. Our Professional
team will assist you in the planning and managing of important
business records. Our state of the art document storage facility
provides secure and confidential storage space for your documents.
For more information contact us at
051 523 3780 or visit our website at
www.infofilesolutions.co.za

The Protection of Personal
Information Bill aims to promote the protection of personal information processed
by public and private bodies.
Records held electronically
are covered by the Electronic
Communications and Transactions Act, which specifies that
personal information must be
deleted or destroyed when it
becomes obsolete.
A policy for disposal of records
should include clear guidelines
on record retention and procedures for identifying records
due for disposal. The records
should be examined first to
ensure that they are suitable
for disposal and an authority
to dispose should be signed
by a designated member of
staff.
If records are to be destroyed,
paper records should be
shredded or incinerated. CDs,
DVDs, hard disks and other
forms of electronic storage
should be overwritten with
random data or physically
destroyed.
If you use an outside contractor to dispose of patient
-identifiable information, it
is crucial that you have a
confidentiality agreement
in place and that the contractor provide you with
certification that the files
have been destroyed.
You should keep a register
of all healthcare records
that have been destroyed

W HAT ARE
ELECTRONIC
MEDICAL

Electronic

Medical Records

RECORDS ?
Digital records kept at a doctor's office, an
insurance company or the facilities where
there are patients, are called EHRs
(electronic health records) or EMRs
(electronic medical records.) Both names
are used interchangeably.
EMR systems are intended to keep track of
a patient's entire health and medical history
in a computerized, electronic format. By
keeping these potentially vast records in this
manner, they are more easily retrievable,
and can make a patient's navigation through
the healthcare system much safer and more
efficient.
EMRs have not been adopted nearly so
quickly as one might expect. Lack of standardization, and issues of security and privacy have stood in the way of their implementation.
Info File Document Solutions specialises in
Electronic Records Management Systems
based on Microsoft’s SharePoint Server
2010.
Combining Sharepoint and our advanced
document imaging software, documents
can be scanned directly into Sharepoint and
indexed based on pre-defined fields. This
ensures authenticity and creates a searchable database to find documents based on
the index fields.
Tel. 051 523780
www.infofilesolutions.co.za

“..it is hoped that doctors will have
all the
information they need at the exact
time and place they need it and
computerised decision support will
ensure that they use the information
to make and implement correct decisions…”

Benefits of using
Electronic Medical
Records
Just like any other record keeping system,
moving patients' records from paper and
physical filing systems to computers and their
super storage capabilities creates great efficiencies for patients and their providers, as
well as health payment systems.

Efficiency isn't the only benefit though. For
individual patients, access to good care becomes easier and safer when records can
easily be shared. Important information such
as blood type, prescribed drugs, medical conditions and other aspects of our medical history can be accounted for much more quickly.
At the very least, an existing electronic medical record (EMR) can save time at the doctor's office. At most, quick access to our records can be lifesaving if an emergency occurs
and answers to those questions are needed
during the emergency decision-making process. Money is saved by using electronic
medical records; not just the cost of paper
and file folders, but the cost of labor and
space, too. In any business, time equals money. The efficiencies created by simply typing
a few identifying keystrokes to retrieve a patient's record - as opposed to staring at thousands of file folders, filing and refilling them
saves a doctor's practice or a hospital many
thousands of rands. That's even taking the
cost of the electronic system into account.

More benefits of EMR systems:








Improvement in legibility of clinical notes
Decision support for drug ordering, including allergy warnings and drug incompatibilities
Reminders to prescribe drugs and administer vaccines
Warnings for abnormal laboratory results
Support for programme monitoring, including reporting outcomes, budgets and supplies
Support for clinical research
Management of chronic diseases such as
diabetes, hypertension and heart failure

Legal Requirements
To ensure an appropriate and consistent level
of information security for computer-based
patient records, both within individual
healthcare organizations and throughout the
entire healthcare delivery system, healthcare
organizations are required to establish formal
information security programs, for example
through the adoption of the ISO 17799 standard. However, proper information security management practices alone, do not necessarily
ensure regulatory compliance.
South African health care organizations have to
comply with the South African National Health
Act SANHA) and the Electronic Communication
Transaction Act (ECTA). It is arguably necessary to
consider compliance with the Health Insurance
Portability and Accountability Act (HIPAA) in
order to meet international industry standards.

