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Quality assurance (QA) in records management within clinics

QA is essential for ensuring the accuracy, reliability, and confidentiality of patient
information.

It involves implementing standardised procedures, regular audits, and
continuous monitoring to maintain the integrity of medical records.

Effective quality assurance practices help clinics to:
 comply with legal and regulatory requirements,

1 enhance patient care by providing accurate information to healthcare
providers, and

(] protect patient privacy.

In a clinical setting, proper records management also facilitates efficient
operations, reduces errors, and supports overall healthcare quality.
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Background on records management

The districts supported
by Health Systems
Trust (eThekwini,
uMgungundlovu,

The content of this
Guideline is based on
Section 13 of the

Records management
serves as the

uThukela, and

Zululand) have been
facing challenges in

adhering to good

Additionally, most
facilities do not adhere
to the policies of

framework for policy
formulation, resource
management, public
service delivery, and

National Archives and
Records Service of
South Africa, Act 43 of

archiving and disposal

of dormant records. 1996, and the

KwaZulu-Natal
Archives and Records
Service Act 8 of 2011

records management
practices, which has
resulted in large
numbers of misfiled,
duplicated, and lost

the Department's
documentation archive
for legal defence.

patient files.

. HEALTH
@ SYSTEMS
Y TRUST




Common records management challenges identified in facilities
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Common records management challenges identified in facilities
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KZN-DoH/HST records management intervention objective

« Support facilities to
adhere to the records
management policy.

» Efficient filing system quality of
(efficiency — for easy patient care
access, retrieval, patient
waiting time )

 Improve file storage,
archival and disposal

 Strengthen patient file flow

Improved

{

Patient
satisfaction
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The KZN-DoH/HST records management intervention aims to:

« achieve unqualified Auditor-General audits;

« comply with National Core Standards, Ideal Clinic, and records
management protocols regarding:

 Archiving and disposal of files per guidelines

« Standardisation of the filing system (i.e. HPRS/date of birth)

 Creating filing space for all active files

* |[dentifying and merging duplicate files

» Decongesting the filing room

« Safekeeping of patients’ records
 shorten waiting times and reduce patient complaints;
* identify missed visits and tests to update TIER.Net and webDHIS;
 Strengthen health systems to improve patient care. @ ?ﬁé‘ﬁ“s
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KZN-DoH/HST’s records management intervention approach

DoH Management Internal HST Team/CDC

|dentification of priority facilities by District DoH Appointment and training of the temporary
structures SWAT/Roving Teams to revamp the filing rooms

Capacity-building

Orientation of teams in the priority facilities Training of teams on records management
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CQIl approach of KZN-DoH/HST records management intervention

PROBLEM STATEMENT: e
Poor implementation of Records Management CHANGE IDEA: Utllising the

guidelines in 4 HST-supported districts Roving Team to assist in file
revamping

AIM STATEMENT:
To institutionalise Records Management

guidelines in 114 identified facilities by ACTIVITIES

the end of September 2024 - The roving Team conducted file revamping in
identified facilities to decongest the filing rooms.

ROOT CAUSES:

- Inability to manage the record’s life-cycle,
archiving, and disposal

- Misfiling of patient records, which leads to
missing and duplicated files

- Identification of patient records that are categorised
for archiving and disposal

_ Not compliant with the Auditor-General's and - Integration of patient records (one patient, one folder
ICRM protocols for records management number, one patient record)

- Long waiting times in the facilities

- Shortage of Admin Clerks to manage filing - Renewal of dilapidated or torn active files

rooms




Gains of KZN-DoH/HST records management intervention

HST-SUPPORTED DISTRICTS RECORDS MX PROGRESS:
15 January to 30 September 2024
n=114

Ethekwini Umgundudlovu Uthukela TOTAL

m # of duplicate files identified = # of torn files identified and fixed
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Gains of KZN-DoH/HST records management intervention

HST SUPPORTED DISTRICTS RECORDS MX PROGRESS: 15 Jan to 30 Sep 2024 n =114

100%
90%
80% 220760 43589 44316 16526
70%
60%
50%
40%
30% 1
20%
10%
0%

Ethekwini Umgundudlovu Uthukela Zululand TOTAL

m # of files sorted in sequence m # of files identified and listed for archiving
m # of files identified and listed for disposal m #Total dormant files removed from the shelves




Prior to the KZN-DoH/HST records management intervention: CHC A
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CHC A (continued)
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After the KZN- DoH/HST records management mterventlon CHC A
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Prior to and after sorting: CLINIC A

One child with 6
duplicates

PRIOR TO SORTING
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After sorting Clinic B

Prior to sorting Clinic B
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Sustainability activities implemented in four HST-supported districts

* Buy-in/ownership from the Department of Health, including Senior Management (ExCo)

« Establishment and appointment of a Records Management Committee by District Directors
in all four districts

» The District Director identifies a Records Management Champion in each HST-supported
district to lead the records management activities within the district.

* The project is DoH-led with the support of HST.

« Continuous stakeholder engagement across all DoH structures

« Continuous training on Records Management guidelines and SOPs to facility teams
« Joint facility support visits conducted by HST and the DoH

* Records Management is a standing item on the agenda at monthly DHMT meetings.

« Systems Managers are providing support to their sub-districts on Records Management
activities.

» Strengthening the integration of e-Health through Records Management intervention in

e . HEALTH
facilities (HMIS, HPRS, TIER.Net, appointment systems) @) SYSTEMS
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THANK YOU
Records management is a game-changing
activity to support patients’ continuity of care
and good health outcomes.

Together, we can do more.
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