
DOCUMENT DIGITISATION 
SERVICES
Digitisation 
refers to 
the process 
of converting 
paper based 
d o c u m e n t s 
and records or 
even old books into electronic/
digital data files for easy 
archiving or sharing. Once 
documents are converted to 
digital format they are quicker 
& easier to access, catalogue, 
manage, distribute, and take 
up far less physical storage 
space. ADR has a state of 
the art document and book 
scanning facility to convert all 
types of physical documents, 
charts, books etc to various 
electronic media formats, e.g.: 
Tiff, Jpeg, PDF & PDF-A. Files 
can also be created to conform 
to various Government 
Authorities’ guidelines for use 
in any electronic information 
systems. 
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“Yes Maam, our staff 
can dry and digitise your 

complete collection of 
scrapbooks...that your 

husband deliberately left 
out in the rain.”

A regional hospital in NSW was severely 
affected by a large storm cell which uplifted 
roofs and brought down trees etc. The storm 
waters unfortunately found their way into 
the records repository of the hospital, thus 
creating a serious problem for the Records 
Manager. A large portion of the medical 
records were inundated by the ingress and 
the hospital was in need of urgent assistance. 

ADR was contacted by the hospital staff and 
immediately mobilised a team of experienced 
Operators to travel to the regional facility to 
begin the Recovery process. Once on-site the 
Operators performed a risk assessment then 
quickly began extracting the residual water 
from the area. Drying equipment was then 
placed strategically around the repository to 
maximise their affect in reducing moisture 
levels. At this point ADR advised that the 
records were at high risk of being affected 
by mould if they were not dried, therefore 
they should be removed and transported to 
the ADR document Restoration facility in 

Caringbah for immediate drying treatment.  
ADR staff began packing out the patient 
files, creating an accurate manifest record 
of which files went into each box as they 
went. Cataloguing the files in this way is a 
crucial component of the procedure for ADR 
to be able to accommodate file requests as 
required. With the pack-out complete, the 
900 standard archive boxes of documents 
were transported to ADR where they were 
placed in an environmentally controlled 
storage chamber awaiting processing. 
The records were examined by the ADR 
Documents and Records Practice Leader to 
record moisture levels in order to categorise 
the boxes by how wet they were, to develop 
an efficient  drying plan for each box. 
The team of document Restorers began 
interleaving the wettest of the documents 
so that they could be placed into the drying 
chambers to reduce the moisture within the 
paper. This process is very delicate and time 
consuming, however it is the most effective 
way to dry and Restore the documents. 
As the drying process was underway, ADR 
advised the hospital administration that 
it would be possible to digitise the records 
whilst they were at ADR for treatment. This 
meant that the records would be converted 
to digital format (text searchable PDF) and 
delivered to the hospital on an external hard 
drive, ready for ingestion into their records 
management system. The dried records were 
then moved to the digitisation studio also 
located at ADR’s Document & Records facility 
in Caringbah, where they were scanned 
using specifically designed equipment. 
Ultimately the patient records were dried 
and the important information was recorded 
into electronic files, therefore the records 
were no longer required and destroyed by 
secure destruction. In this case, ADR were 
able to recover all the information contained 
in these important records which otherwise 
may have been lost.
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In this issue we review a claim involving a large volume of hospital records that 

required drying after they were affected by a severe storm.
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Send your feedback or testimonials, etc. to us by email: adr@ausdr.com.au or join the conversation on our social media pages. 

No names will be published with reader submissions unless specifi cally requested otherwise.
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