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Scanning Process for Digitised patient records 

Reference Number:  RDF3559 -25 
Date of Response: 09/09/25 

 
Further to your Freedom of Information Act request, please find the Trust’s 
response(s) below: 
 
eDMS Implementation and Scanning Practices 

1. How is content added to your eDMS?   

• Scanned Internally by Trust Staff 

• Digital Documents Uploaded by Trust Staff 

• Digital Documents Fed Through from Other Systems. 
2. If records are scanned internally by Trust staff, is this undertaken via a 

centralised scanning bureau or departmentally? 
We have a Centralised Scanning Bureau who should scan the 
majority.  Urgent documents or point of care may be scanned locally but these 
documents should then come to the CSB for QA. 
 

3. If some, or all records are scanned externally, what is the scanning service 
provider(s) company name (s)?  Not applicable. 

4. What is the scanning service provider's contract expiry date? Not applicable. 
5. If some, or all records are scanned via an internal, centralised scanning 

bureau, please specify the scanning hardware manufacturer and device 
models that are in use (e.g. “Falcon Scanners by Opex Corporation”).  
Kodak S3060.  We are not currently scanning many full sets of records and 
find the Kodak sufficient for our needs.  If we were to start scanning legacy 
records in bulk, then we would look a more substantial scanner. 
 

6. If some, or all records are scanned internally at a departmental level, please 
confirm if desktop scanners or Multi-Function Devices (MFDs) are used. 
(Please delete as appropriate)  

o Desktop Scanner 
o Multi-Function Device (MFD) 

Multi-Function Device (MFD).   
 

Point of care scanning, such as ED and AMU, should use desktop scanners. 
However, where urgent scanning is required secretaries, ward clerks and 
other relevant Trust admin staff have to use MFDs, but this is not encouraged 
due to quality and issues. 

 
7. Please specify the scanning hardware manufacturer and device models that 

are in use at a departmental level.  
MFD – Konica C301i 


