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Background 

• Complaints 

• Common problems 

• Why did the library 
get involved? 



Clinical Documents 



Metadata 
• No categorisation 

• What’s searchable 

• Lack of keywords 
and description 

 

 



Corporate Documents 
• No browse lists or categorisation 

• No obvious way of finding documents 

• Publishing multiple versions of same document 

• Clinical risk/Governance issues 

• Too many publishers 

• Review 



Document publishing 1 

• Multiple docs 

• Meta-data 

• Parts 



Document publishing 2 



Corporate Documents’ Review 
• NHLA inspection 

• Asked to manage review process 

• No system/process 

• 6 months’ notice 

• Evidence searches 

• Quality Assurance 



The Process 

• Library sole publisher of documents 

• Designed process 

• Evidence search 

• Incorporated into Trust policies 

• Enhanced meta-data 

• Quality assurance – Checklist / Style 

• Final document to approver 

• Publish 

 

_Policy for the Development, Management and Publication of Policies, Procedures and Guidelines.doc
_Evidence Search Summary template - Corporate.doc
Quality Assurance checklist.doc
Style and formatting guidelines - intranet policy documents.doc


Making it Easier 

• Intranet area 

• Browse lists 

• Search 

• Recently 
published 



Issues 
• Chasing 

• Tracking 

• Authors change jobs/leave the Trust 

• Escalation 

• Formatting 

• Process 

• Approval 

• EIAs – Equality Impact Assessments 

 

 



All Change 

• New intranet purchased 
specifically to make 
finding documents more 
easily. 

• One search box 



New Intranet – New System 

Simpler 

Easier to find 



The problems 

Archived documents 

Emailed links 

Meta-data 

Virtual documents 

Search problems – not keywords or phrases 

File locations – folder names 

Embedded links 



CQC Inspection 

• Raised concerns 

with Medical Director 

• Went back to using 

the old documents 

system 

• Revamped search  

• Documents search 

default 

 



Process – Easy to Find and Follow 

• Flow chart 

• Step-by Step New 

• Step-by-Step Review 

• NHS England 

• Corporate Policy template 

• Clinical Policy template 

• Corporate Procedural  

 

 

Developing-a-Clinical-Guideline-Flow-Chart-19 10 2015 -library-amendments.docx
Publishing New Corporate Policies and Procedural Documents.docx
Publishing New Corporate Policies and Procedural Documents.docx
Publishing New Corporate Policies and Procedural Documents.docx
Publishing Existing Corporate Policies and Procedural Documents which Need Reviewing.docx
Publishing Existing Corporate Policies and Procedural Documents which Need Reviewing.docx
Publishing Existing Corporate Policies and Procedural Documents which Need Reviewing.docx
Publishing Existing Corporate Policies and Procedural Documents which Need Reviewing.docx
Publishing Existing Corporate Policies and Procedural Documents which Need Reviewing.docx
NHS England Corporate Policy template.doc
_Corporate Policy template %5bFINAL%5d.doc
CLINICAL policies' template (2013 FINAL) with EIA.doc
_Corporate Procedural Documents %5bFINAL%5d.docx


Record Keeping 
• Keeping track 

• Emails 

• IT designed 
database 

• Developed 
own 

• Automated 
reports 

 



Patient Information 

Information Standard 

Incorporated into Policy 

Flow chart 

Search Process 

Evidence searches 

Review process 

The Principles and Requirements v2 0 December 2013 Live.pdf
Developing a PIL Flow Chart v4 March 2014.docx
PILs - search process.doc
PILs evidence search summary - angiography+angioplasty and stent instertion.doc


The Future 
Procedural documents 

Policies risk assessed RAG 

Green – dealt with as per procedural documents 

Amber – review after 5 years 

Red – review after 3 years 



And Finally 
• Any questions 

 

• Contact details 

richard.bridgen@ulh.nhs.uk 

01522 573940 

mailto:richard.bridgen@ulh.nhs.uk

