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Therapy Filing

Case Study Date | 24/05/2023

To rationalise the storage space for post interview feedback, reducing the 

time taken to find files by 24th May 2023.

PLAN
The plan is to support 

the rationalisation of 

storage space within 

the therapy admin 

team. The team plan to 

utilise the 5S principles 

to ensure the storage is 

fit for purpose, having 

only the necessary 

items as required.

DO
The team initially began by sorting the necessary from 

the unnecessary. The filing cabinets contained both 

personal files and post interview files. Any post-

interview files that were no longer required (files over 

6 months old) were removed unless relating to a staff 

member then they were combined within the personal 

file. All documentation was placed in a file for each 

individual and colour coded for each profession. The 

files were alphabetised and placed in profession 

order.

The therapy team currently have a number of files that are kept 

following interview that may be required for a year post-interview.  It 

can be difficult to find files in a timely manner and there may be files 

that are no longer required. 

STUDY
The team measured the success of their work through the use of the 5S levels of achievement grid, moving 

from level 1 to level 3. Teams now find it easier to locate files, removing the waste of time spent looking and 

searching. 

ACT
The next steps 

for the team are 

to monitor over 

30,60,90 days 

and continue to 

keep the 

standards at the 

same level. 
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