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: ] The pguiding principle throughout: TO SET FORTH THE

i ESSENTIALS FOR GOOD ORGANIZATION AND EFFI-
CIENT HANDLING OF THE MANY ASPECTS OF
RECORD MANAGEMENT.

® Numbering, filing, and indexing of records
¢ .. e Compilation of statistical data
. ® Exercise of controls

"HOSPITAL RADIOLOGICAL DEPARTMENTS will, for the
irst time, have a great fund of worthwhile material on re-
cording and filing the multiplicity of data with which the
practme of radiology is concerned. RADIOLOGISTS and
their assistants can compare their methods with those in
current use.
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PREFACE

A great fund of worthwhile material concerning record-
keeping is available in business and in industry. The need to
apply such material to the clerical section of a department of
radiology and to the radiologic office was the chief reason for
writing this book. Some of the content in the chapters that follow
was used for refresher courses in connection with the annual con-
vention of the X-ray Technicians’ of New York State, Inc. The
cordial reception given to the courses by the x-ray technicians has
prompted the writer to expand the material and to present it in
book form.

The purpose of this book is to offer explanatory information
concerning records as maintained in the department of radiology
and in the radiologist’s private office. For this reason, the chief
elements constituting a radiological record have been described;
and the procedures required, to bring the record to its complete-
ness have been proposed. The guiding principle throughout has
been to set forth the essentials for good organization and for
efficient handling of the many aspects of record management:
numbering, filing, and indexing of records, compilation of statis-
tical data, and the exercise of controls.

The references listed at the end of each chapter have been used
as source material. The list of suggested literature will give the
student additional information on each chapter.

No two offices or hospitals are exactly alike, nor are their
records maintained in an identical way. The author wishes this
text to be used as a general guide and as a storehouse of useful
information readily available for the student and technician. The
principles presented in these chapters may have various applica-
tions according to the need of individual radiologic offices and
of departments of radiology: nevertheless, the basic ideas apply
not only to the general content of the radiologic record, but also
to the different procedures that are entailed in working out the
pattern of organization and over-all management of this impor-
tant unit of radiology.



FOREWORD

During its half century of existence as an organized medical
specialty, radiology has become more and more dependent on
its official records. In fact, it is inconceivable that anything but
chaos would result, were it not for some system, in each radiology
office or department, for recording and filing the multiplicity of
data with which the practice of radiology is concerned.

Yet, heretofore, radiologic records have been within certain
limits a matter of personal taste as far as the individual depart-
ment head is concerned, and this is probably as it should be.
However, the various methods of handling records constitute an
integral part of departmental and office organization; it may be
said that a radiology department or office is only as good as its
poorest records.

In the past, interdepartmental comparison of methods for
recording and filing radiologic data was largely conducted by
word of mouth. With the exception of an occasional published
paper on some specific aspect of the problem, no organized attempt
was made to assemble in one place all or the majority of methods
of handling the extensive, though necessary, paper work in the
average radiology office.

In the present monograph the author has attempted what no
other has seen fit to do. She has set out to collect, systematize,
and explain the various ways in which radiologic records may
be managed, and has succeeded admirably in accomplishing her
goal. The result is a complete compendium of all aspects of radi-
ologic records and business office procedures. For the first time,
radiologists and their assistants will be able to compare their
methods with those in current use elsewhere. Such comparison
should ultimately result in an improved level of radiologic record
keeping. In addition, and perhaps equally as important, the young
radiologist who is just embarking on his career will find this book
a ready source of information to aid him in establishing his
office records on a sound basis.

Joseprn SELMAN, M.D.



INTRODUCTION

Hospital radiological departments should profit from this book
of Sister Christina’s. For the first time we have an orderly way of
record keeping which should help to standardize x-ray depart-
ments all over the country. If this book is followed, it cannot help
but improve the efficiency of many departments. It is fortunate
for radiology that we have had such a competent person as Sister
Christina undertake this venture. She is well qualified for this
work, having had adequate supervisory and teaching experience
in the department of roentgenology at St. Mary’s Hospital upon
completion of graduate and post-graduate work at St. Louis
University and the College of St. Rose.

MELVIN Aspray, M.D.
Past President of American Registry of
X-ray Technicians
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