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✔
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Analyse Problem

Background
On a daily basis, JCH ward Patient Service Associates (PSAs) manually
document information on two hardcopy forms as shown below:

Opportunity for Improvement
In the year 2017, a total of 768
pieces (or at least 65 pieces per
month) of paper was used by the
8 wards.

These paper was stored at the
wards and archived for
investigation purposes or for
reference. However, this led to an
accumulation of paper in the
ward.

Real Time Location System (RTLS) Tag 
Tracking Sheet – to account for daily 

tags & stock levels

Document #1

An example of accumulated 
papers at the ward

5S Checklist 
– used daily to ensure ward 

readiness

Document #2

Accumulation of 
papers at the 

wards

Method

Process People

Materials

No formal 
disposal 
process

Unsure of 
duration to keep

May be 
required for 
investigation

A4 
printouts 

were used

Recording 
on paper 

was 
convenient

Other physical 
documents like logbooks 

were not suitable

Required 
manual writing 

of headers

PSAs print 
fresh sheet of 

tracking list 
every week

Easier to use paper 
to record data

No formal review of 
traditional paper 

based method

Paper recording 
was adopted since “Alexandra 

Hospital (AH)” days

Logbook may 
wear out over 

time

Required for daily 
operations

From the above diagram, the main root cause of the problem is that there was 
no formal review of the traditional paper based method of recording data

Problem Statement

DMS is a web based application which allows staff to upload, edit and
share document in a single repository. Excel files, which are named for
each ward, contains two document shown below. These files are then
stored in a single location in DMS. There are advantages to using DMS:

1) Eliminates need for hardcopy recording
2) A convenient tool as compared to sending data over emails
3) DMS is already available in organisation and it is easy to use

1) Increased productivity: PSAs can conveniently update and retrieve
those document in DMS from any ward PC. This is especially useful
when they cross-cover different wards.

2) Increased quality: Data is standardised and validated in Excel
spreadsheets, translating to greater accuracy over manual
recording. Also, DMS allows proper document archival and audit
trail. (see image below)

3) Value for the organisation 
and environment: Eliminates 
the use of about 832 papers 
used per year^, and is an 
excellent green initiative.

Learning Points 
1) Appropriate use of technology aids to reduce paper wastage and

provides PSAs with the ease of documentation
2) Allows standardisation as excel fields can be validated with rules,

which gives greater transparency

– Potential Root Cause(s) – Main Root Cause

^Savings: 832 papers used per year = 2 tracking copies per ward X 8 operational wards X 52 weeks


