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The Client
The Medical Council regulates medical doctors in the Republic of Ireland.
Its purpose is to protect the public by promoting and better ensuring high
standards of professional conduct and professional education, training
and competence among doctors.
There are over 19,000 doctors registered with the Medical Council in
2017. The Medical Council is funded by the annual payments of registered
doctors – the Council receives no State funds.
The Medical Council's key responsibilities include:
•
Maintaining the "Register of Medical Practitioners", a list of all
doctors who are legally allowed to work in the Republic of Ireland.
•
Ensuring the highest standards of medical training and education in
the Republic of Ireland.
•
Promoting good medical practice and overseeing doctors'
continuing professional development.
•
Investigating complaints against medical doctors.

The Situation
The medical industry is a highly paper intensive one, which means the
Medical Council offices can quickly become inundated with documents.
From applications, certificates and legal documents, as well as standard
company documents such as invoices and employee records, the Medical
Council recognised that too much of their time was being spent searching
for key information. They concluded that storing these documents at an
off-site location would be more beneficial as it would free up much needed
space and ease the pressure on their staff. Kefron was selected as this
service provider and began storing these documents at its Records Centre
in Park West. This was in 2001.
While this solution offered temporary relief to the situation, over time it
began causing more issues for the Medical Council team. As more and
more documents were being stored in the Records Centre it was becoming
more difficult to make decisions on them. Where did this come from? Can it
be destroyed? Should it be retained? These issues stemmed from the fact
that some of the documents were missing key information and this needed
to be addressed, to ensure that they avoided any compliance issues and
could quickly retrieve the required record.
“In the absence of a formal records management policy in place, the general
practice was just to send everything over to Kefron. As it turned out they
discovered birthday cards, going away cards, ties in the archive boxes

we sent!” Ciara McMorrow, Head of Procurement & Facilities at the Medical Council, explains. “It was
almost impossible to recall items in a timely manner”.
“Our Records Management system needed a complete overhaul.” explains Clare Naidoo, Procurement &
Facilities Coordinator at the Medical Council. “So in 2015, we issued two tenders, one for records
management and one for the audit of off-site records.”
Kefron submitted bids for both and after a tough and thorough process in which we outlined our expertise,
reliability and extensive knowledge of the Medical Council’s records management to date, were
successfully awarded both contracts.

“It was almost impossible to recall items
in a timely manner.
Our Records Management System
needed a complete overhaul.”

How it worked
The Solution
As with all the projects that Kefron undertakes, the Medical
Council project began with a meeting between a Kefron committee
and the Medical Council. This meeting outlined the scope of the
project, what work needed to be completed and what services
Kefron would use to successfully carry out the project. This
committee would be the important central body to the work,
monitoring progress and ensuring the project met the objectives it
set out to achieve.
“The Medical Council had a number of key objectives to achieve in
orders to get their records accurate and compliant to fall in line with
their new records retention schedules” explains Sandra Harte,
Senior Key Account Manager with Kefron. “Due to the range of
services that Kefron provides, we were in a position to service the
Medical Council’s requirements from conducting the audit to
capture/scanning services, records management consultancy and
advice an ongoing management of their records”.
Vicky Grover, Key Account Manager, agrees with this. “The Medical
Council has been a long-time valued customer to Kefron. Our
expertise in records management and our understanding of how they
work allowed us to really get to the heart of what they were trying to
achieve with this project and deliver a comprehensive solution“.

Records Management
Kefron was very familiar with the Medical Council files due to the
length of time that we have been managing their records.
Using our Record Centres, designed to the highest standard and
incorporating the most modern security systems, Kefron continues to
provide secure, long-term cost effective storage for both the records
already in its records centre to all the documents that would arrive
from the Medical Council in the future.
Kefron holds four ISO accreditations which further prove their
commitment to the highest quality service delivery and security
protocols: ISO 9001, ISO 15489, ISO 27001 and ISO 14001.
As the documents arrive at Kefron’s Park West offices, they are
catalogued and indexed, ensuring that a single file can be recalled if
necessary, rather than a full box. This detailed process creates a full
audit trail movement for each document, so employees can quickly
and easily locate specific files.

Audit
The Medical Council was a customer of Kefron’s from 2001-2015, prior to
the tenders being issued. During this time, over 91,000 documents were
sent to the Records Centre for storage.
Working with the Medical Council, Kefron devised a plan to document and
implement a structured and effective audit project to address the disparity
of information held in the Medical Council’s existing database with the end
goal being both accurate information to identify vital records and sound
data to make decisions regarding the destruction of non-permanent
records.
Additionally, the Medical Council wanted to apply their current retention
schedule to the existing records in the database and subsequently
implement a program of destruction to meet compliance requirements and
reduce storage costs.
A team of four Kefron professionals started work on the files, reviewing
each of the 91,000 documents. Owners needed to be established for the
documents on records, as this would make seeking permission to retain or
destroy the document at a later stage a simpler task. Using their
experience from working with the documents over the previous decade and
with assistance from the Medical Council team, Kefron was able to define
clear owners and identification for the majority of records being stored.
Kefron was also able to create and identify full audit trails for the
documents, ensuring the Medical Council could locate them at any time.
Consulting/Retention Policy
Another issue that the Medical Council required assistance with during the
project was with the retention and destruction policies associated with their
documents.
While reviewing each of the 91,000 documents, Kefron was able to support
the implementation of the Medical Council’s Record Management Policy
through their team of experienced professionals as well as the services of
leading records management consultant, Martin Bradley. Kefron was in a
position to suggest appropriate means to update their RM retention policy
to ensure it delivered the best possible results.
“We were storing far too many items that were past their sell-by-date”
explains Clare. “We were paying for these items to be stored even though
they should’ve been destroyed”.
Applying a retention date to all boxes and/or files received guaranteed that
the Medical Council would know exactly when it was appropriate to destroy
their files, ensuring that they would no longer be wasting expenditure on
unnecessarily storing out-of-date items.

As well as assisting with the implementation and updating of the Records Management policy, Kefron
facilitated with the creation of an eRecords policy for the Medical Council.
“While it was always our intention to implement a formal policy, we felt it necessary to review all the
records we had, before implementing these procedures.” Ciara explained.
Martin held meetings with the heads of departments to review their current processes. He then placed a
member of his team on-site with the Medical Council for 2 months where they physically went around and
catalogued every single paper file in every drawer and cabinet. People were then able to get rid of
anything irrelevant or reached their sell by date.
“It was an invaluable piece of work” according to Ciara. “We uncovered a huge amount of documents that
had been misplaced. We were able to dispose of any information that was no longer necessary and can
now be confident in our compliance with best practice Information Governance”.
Scanning
During the auditing project, the Medical Council identified a legacy series of membership application files
that required scanning and, once converted, were to be catalogued and retained off-site in the Kefron
records centre.
Using Kefron Logistics service, the files were collected at the Medical Council’s office and transferred to
Kefron’s main processing facility in Park West in secure archive boxes. Upon arrival, they were brought to
the operations department where each individual file was scanned as a named PDF image and the series
as a whole was transferred to an encrypted and secure USB device which would be handed over to an
authorised employee from the Medical Council.
Once scanned, the files were transferred to the secure Kefron storage facilities. Throughout this project
the Scanning team worked closely and efficiently with the Cataloguing team to ensure that the same high
quality service that was evidenced throughout the original work was replicated here.

“We uncovered a huge amount
of documents that had been misplaced.
We were able to dispose of any information
that was no longer necessary and can now be confident in our
compliance with best practice Information Governance”

The Challenges
Due to the number of people involved in the overall project, communication and meeting timelines was
sometimes under pressure.
Two of the larger departments in the Medical Council, Registration and Professional Standards, took
longer than anticipated to review their files and make decisions on whether to retain or destroy them. This
delayed proceedings on Kefron’s end of the project.
Another challenge was reviewing the spreadsheets of all the retention codes and destruction periods that
Kefron would send to the Medical Council to review and approve. As Clare says “While Kefron did a great
job organising them, there’s simply no easy way to tackle it other than just review each of the individual
codes. A time-consuming but necessary evil.”

Benefits
Kefron’s Record Management services have created a number of benefits for the team at The Medical
Council.
Before the auditing work began, documents were difficult to locate, due to the lack of information on each
item. However, now that each document has been reviewed and key information has been added, files
are now far easier to locate. This means the Medical Council staff no longer waste their valuable time
searching for poor quality documents, they can now find exactly what they need in a matter of seconds,
which will be a huge benefit for the company according to Ciara.
“The importance for me with regards to records management and information governance is to protect
the organisation from spurious requests. We are obliged to look at these requests and the man hours to
process them can be ludicrous. We can now validly say “No we don’t hold that information” which saves
us a huge amount of time.”
The decision-making process around retaining and destroying files has also been greatly improved. Now
that each document contains the key information that had previously been missing, the newly appointed
document owner can see at a glance if the document is worth keeping or destroying. Again this has
saved the Medical Council staff precious time, time that can now be spent on more beneficial activities
for the company.
The new eRecords policy gives staff more control over their emails and digital documents and ensures
they know how to manage and handle them properly.
As well as freeing up office space, the peace of mind that comes with storing the documents off-site is
also a huge benefit for the company. Knowing that their key documents are securely stored in an offsite
location gives The Medical Council the comfort of knowing that its business can survive in the event of a
major disruption, such as a fire, flooding or burglary.
This is true for the scanned documents as well. Backing up the documents on a USB greatly reduces the
chances of losing any critical information for the company.

“Files are now far easier to locate, staff no longer
waste valuable time searching for documents.
This time can now be spent on more beneficial
activities for the company”
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Overall it has been a very successful project to date, with both parties delighted with the work
completed.
“We found the whole experience excellent” says Clare. “Everyone was so helpful. I knew very little
about record management but they never thought a question was stupid. They resolved any issue we
had, always offering solutions.”
Ciara agrees, saying she found the Kefron team so knowledgeable. “They come up with solutions that
we wouldn’t have thought of ourselves. It’s a huge bonus for us to have them on board.”
Sandra is equally happy with the project, citing the close relationship between both companies as a
key factor. “Through working very closely with the Medical Council over the last year, we have been
able to form a great relationship with them built on trust. This was important and helped us achieve
the objectives set out by the Medical Council at the beginning of the project.”
Vicky concludes “It’s always gratifying to work on a complex project such as this where there are
multiple stakeholders and multiple challenges in meeting the demands of the various departments.
Often these types of project can falter without an internal driver and so it was great to work with Ciara
and Clare who were both so dedicated to the project and kept the momentum going internally to keep
the plan on track.”

“We found the whole experience excellent.
Kefron resolved any issue we had,
always offering solutions”
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About Kefron
Kefron are The Document and Information Management People.
We simplify the document and information management world for our
customers They work to understand their customer’s business so that
they can take the pain out of paper, enabling customers to focus on what
matters to them. The company’s services range across the Document Life
Cycle, including the latest cloud and on premise ECM technology as well
as bespoke and smart business process solutions such as AP invoice
management and digital mailrooms, as well as services for confidential
storage and destruction. Kefron have been managing sensitive
documents and data for over 25 years and have four ISO Certificates to
support their commitment to quality service. Kefron’s professional team
are skilled in their areas of expertise for delivering the right solution to
their customers. They operate in the financial, legal, pharma, medical,
state and semi-state sectors and have over 1,000 customers across the
Kefron Company across the United Kingdom and Ireland. For more
information see www.kefron.com
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