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ARCHIVAL STORAGE OF RISK-MANAGEMENT MATERIALS

The practice of plastic surgery is ever changing -in terms of both the surgical techniques used and how surgeons run their practices.

And, if you are like most surgeons, you regularly attend scientific meetings and educational symposia to better meet your patients’ need.  However, at times, you may become so focused on what’s coming next, that you forget to document what the “state of the art” of your practice is at a given point in time.

Medical records efficiently order the events involved with your patients’ care.  However, this concept should be expanded to include your risk-management and marketing materials.  Because these materials evolve along with your practice, you should make an effort to save dated copies of these informational items as well.

Consider archival storage of your consent documents, marketing publications, and other office materials.  In a three-ring binder, store a copy of each of these materials, noting the time span in which they were used.  Also, include patient-information sheets frequently used in your practice, such as package inserts from breast implants, injectable collagen, etc.  Finally, create an “audit trail” to document the time span that an item was in service, what replaced it, and what materials were used formerly.

Your archival storage file will make it simple to locate risk-management materials no longer in use without having to search through inactive charts.

Items can be archived on an annual basis, or whenever an item is changed or updated.  Store the notebook in a place where it can be easily accessed and reviewed for needed updates.

Other materials may be stored on floppy disks or on paper, depending on your preferences.  Archival storage on disks may pose problems if there is a change in your office’s computer software, or if a disk becomes lost or damaged.

Be sure to include your appointment book as part of your archive.  It is an important reference to substantiate the office schedule, patient appointments and procedures performed.  If you use electronic scheduling, archive this information in hard copy as well as on floppy disk.
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