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Background – Storage

Intranet

Editors

Internet

Requirements:

• Search Policies & 
Guidelines Simultaneously.

• Search Policies & 
Guidelines ONLY.

• Archiving with Audit Trail 
we can Report.

• Restrict Editors & Record 
Activity.

• All Documents PDF 
Format.

• Single Copy of any 
Document.



Background –
Search & Retrieval 

• Link Associated 

• Documents

Requirements Pages:

• A-Z Lists Organised under 
Subject Headings.

• Naming Convention.

Requirements Search:

• Relevancy Ranking.

• Medical Thesaurus.

• Link Associated Documents
– Guidelines: Full Guideline, 

Summary Guideline & 

Care Bundles.

– Policies: Forms & 

Assessment Tools.



Background – Document 
Content & Policing

• More Precise Version Control 
to Record all Changes
– 2.1.0.

• Roles not Names.

• Document Controls for 
Associated Documents.

• Record Document Controls to 
Allow Reporting
– Out-of-Date.

– Due for Review.

Requirements:

• Automated Alerts.



REQUIREMENTS

Storage

• Search Policies & 
Guidelines Simultaneously.

• Search ONLY Policies & 
Guidelines.

• Archiving with Audit Trail.

• Restrict Editors.

• PDF Format.

• Single Copy of Document.

Search & Retrieval

• Subject Lists.

• Naming Conventions.

• Search with 
Relevancy Ranking.

• Medical Thesaurus.

• Link Associated 
Documents.

Data

• Document Controls 
we can Report.

• Version Control.

• Alerts for Documents 
Due for Review or 
Out-of-Date.

• Document Controls 
for Associated 
Documents.
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Implementation -
Intranet

Intranet

Editors

• Library Responsible for all 
Policy & Guideline 
Uploads
– Master Copy Stored on 

Networked Drive Under 

Subject & Upload Date.

• All Guidelines & Policies 
are PDF
– Master Copy in Original 

Format.

• Create Subject Lists
– Junior Drs.

– Information Governance.

• Rename Documents.

• Rename Documents
– Guidelines for the manipulation of wrist fractures 

under Biers block
– Biers Block – Wrist Fractures -Full Clinical Guideline



REQUIREMENTS

Storage

• Search Policies & 
Guidelines Simultaneously.

• Search ONLY Policies & 
Guidelines.

• Archiving with Audit Trail.

• Restrict Editors.

• PDF Format.

• Single Copy of Document.

Search & Retrieval

• Subject Lists.

• Naming Conventions.

• Search with 
Relevancy Ranking.

• Medical Thesaurus.

• Link Associated 
Documents.

Data

• Document Controls 
we can Report.

• Version Control.

• Alerts for Documents 
Due for Review or 
Out-of-Date.

• Document Controls 
for Associated 
Documents.



We only use certain modules on the 

Koha system.

• Administration

– Global Preferences

– Local Preferences

• Patron management

• Circulation

• Cataloguing

– Authority Files

• Serials

• Acquisitions

• Reporting

• Search

• OPAC

• Koha is an Open Source 
Integrated Library 
Management System.

• Make the Tool Fit the Policy 
and Guideline Workflows.

• Web-based Application 
(Admin, Library Staff and 
End-users)
• No Desktop Installations

• Hosted by PTFS
• Installation & Setup

• Upgrades

• Application Enhancements

• Support



Implementation -
Koha

Intranet

• Catalogue the Document 

URLs on Koha
– Search Public Domain
– Restricted Access to PDFs

• Direct the End-user to Search 

on Koha.



Implementation –
Koha OPAC & Search



Implementation – Koha 
OPAC & Search 
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Storage
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• Document Controls 
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Implementation – Koha 
Cataloguing



Field Guideline/Policy Field

33a Approval Date (Upload Date)

90a Reference No.

245a Title

500a General Notes

508a Author

511a Developed in Consultation with

518a Review Due Date

518o Approved by

520a Summary

562c Version No.

650a Keywords

622a Subjects

773o Host Item Identifier

773t Host Item Title

856u URL

910a –e Key Contact Details

942 Display/Suppress in OPAC

Implementation – Koha 
Cataloguing 
(Bibliographic Record)



Field Guideline/Policy Field

33a Approval Date (Upload Date)

90a Reference No.

245a Title

500a General Notes

508a Author

511a Developed in Consultation with

518a Review Due Date

518o Approved by

520a Summary

562c Version No.

650a Keywords

622a Subjects

773o Host Item Identifier

773t Host Item Title

856u URL

910a –e Key Contact Details

942 Display/Suppress in OPAC

Implementation – Koha 
Cataloguing 
(Bibliographic Record)



Field Guideline/Policy Field

33a Approval Date (Upload Date)

90a Reference No.

245a Title

500a General Notes

508a Author

511a Developed in Consultation with

518a Review Due Date

518o Approved by

520a Summary

562c Version No.

650a Keywords

622a Subjects

773o Host Item Identifier

773t Host Item Title

856u URL

910a –e Key Contact Details

942 Display/Suppress in OPAC

Implementation – Koha 
Cataloguing (Archiving)

• Make a Copy of the 
Bibliographic Record

• Amend Title

• Document Information in 
General Notes Field

• Suppress in the OPAC

• Approval Date & Subject to 
Link to Archived Master 
Document on Networked 
Drive



Implementation – Koha 
Cataloguing (Modification Logs)



Field Guideline/Policy Field

33a Approval date (Upload Date)

90a Reference No.

245a Title

500a General Notes

508a Author

511a Developed in consultation with

518a Review Due Date

518o Approved by

520a Summary

562c Version No.

650a Keywords

622a Subjects

773o Host Item Identifier

773t Host Item Title

856u URL

910a –e Key Contact Details

942 Display/Suppress in OPAC

Implementation – Koha 
Cataloguing (Subject 
Headings & Keywords)



Implementation – Koha 
Cataloguing (Authority Files)

Subject 
Headings



Implementation – Koha 
Cataloguing  (Authority Files)

Keywords



Implementation – Koha 
Reports

• Out-of-Date

• Due for review

• On Click User Access

• Librarian Activity

• Departmental Reports

• New Guidelines – MAC

• Clinical Audit & Effectiveness 
Committee.

• Koha’s Data is Stored in 
a MySQL Database.

• Any Field can be 
Reported on by Writing 
an SQL Query.



Implementation – Koha 
Reports



Implementation – Koha 
Reports



Implementation – Koha 
Reports Month ADD MODIFY

Sep-14 276 266

Oct-14 4252 3926

Nov-14 686 4080

Dec-14 305 1497

Jan-15 37 98

Feb-15 191 287

Mar-15 101 530

Apr-15 94 464

May-15 38 108

Jun-15 63 93

Jul-15 119 158

Aug-15 118 131

Sep-15 62 88



Implementation –
Google Analytics
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• Document Controls 
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Out-of-Date.

• Document Controls 
for Associated 
Documents.X

X
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Outstanding Requirements

• Move Subject Lists to Koha

• Customise Search Page.

• Remove Storage Away from the Intranet

• Remove the Need for Archiving on a Networked Drive.

• Documents are Suppressed but Physically Remain on System.

• A Single Copy of a Policy is Available.

• Automated Reporting and Ad Hoc Notifications for Guidelines Due 
for Review.

• Move the Document Development Process onto the System.
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Library’s Role in Policies 
& Guidelines

• Library Involvement has 
Evolved.

• We are no Longer Just 
Responsible for Uploading, 
Archiving and Reporting on 
Guidelines and Policies.

• Policy on Guideline 
Development is available: 
https://www.derbyhospitals.nhs.uk/Easysite
Web/getresource.axd?AssetID=283108&typ
e=full&servicetype=Attachment

• Documentation for Policy 
Development is Currently 
Under Review.
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• End-Users can Submit 

Proposals via Online 

Forms.

• Link Form Data to 

Bibliographic Record.

• Horizon scanning
• Service gap identified
• National Guidance 
• Change in Practice
• Audit outcome
• Risk assessment outcome
• Recommendation following serious 

incident / ‘Never Event’ investigation

1. Need for new / revised Guideline 
identified (any clinician)

• Add Information During 

Development to 

Bibliographic Record

• Start Clock Automatic 

Alert if Status 

Unchanged After 3/12

• Status Updates.

• Contact Author via 

Notification

• Promotion through Koha

• What’s New

• Patron Email Alerts

2. Contact Library – email or telephone
(identifier)

11. Guideline launched / communicated 
according to launch plan (owner / author)

• Check for existing / overlapping 
guidance

• Template created
• Working title & version 

control
• Author / owner

• Book date for C.G Group
• Literature search
• Library start tracking

3. Proposal considered at CGG (CGG 

members)

• Agree committees for consultation 
& approval*

• Library track agreed actions
• ‘Fresh Eyes’ review
• Confirm this is a guidelines rather 

than policy or procedure

4. Templates issued (full & summary)

With list of required sign off committees 

(Library)

5. Guideline drafted (author / owner)

6. Consultation with relevant 
committees (author / owner)

7. Amended as required (author / owner)

8. Sign off by Approving Divisions
(Approving Committee)

9. Final sign off at CGG (CGG members)

• Format
• Version Control
• Launch & monitoring plan
• Consultation approvals undertaken
• Library complete tracker

10. Library upload Guideline onto Flo & 
KOHA (within 48 hours) (Library)

• Back up copy & library shared 
drive

• Set up alerts for review
• Author informed

12. Monitoring of compliance
(Identified in monitoring plan)

13. Review required

• Alert from library / CGG – go to 3
• Triggers due to change in 

circumstances – go to 2
• Author informed



Future Developments

• Merge Guidelines and Policies 
with ILS.

• Integration with Clinical 
Systems

• Push Relevant Guidelines to 

the Bedside Through 

Integration with Clinical 

Systems.

• User Profiling for Better 

Statistics.

ICU Bedside PC

Clinical 

Information 

Management 

System

SQL Server

Guidelines

Evidence  

Based 

Resources

ILS
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