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SECTION A: (20 MARKS)
Answer all questions in this section. Choose the correct answer and write it in the    answer booklet provided

1. What is a health record system? 						
A. This is the health record system where one patient is given one number for the rest of the stay or attendance in one hospital
B. This is the recording of patient social detail like names, age, gender, residence and other identification information.
C. This is the procedure carried out when the patient is being admitted to the ward. In patient number and word detail together with the registration are added on the admission form.
D. This is the health record system where all patients are given one number for the rest of the stay or attendance in one hospital.
2. Duplication in the use of unit number can be prevented by: 		
A. Not giving the same number to two patients.
B. Not giving the same patient more than one number.
C. Observing legibility.
D.  Giving one number to one patient
3. The following are different types of health records indices used and maintained in a health record department, except? 				
A. The patient master index.
B. Indexing list
C. The operation index.
D. The waiting list index.



4. The waiting list is held in one office and contains the names of all patients awaiting admission under all consultants. Which one of the following is a disadvantage of centralized waiting list? 				
A. Gives a fair representation of all the demand being made on the inpatient facilities.
B. All enquiries are referred to one place.
C. Staff dealing with the waiting list develops skills in dealing with enquiries and maintenance of the waiting list.
D. Consultants need to walk or telephone to the central office or select their patients from the waiting list.
5. Before determining a retention policy the hospital administrator or the HRIO should?
A. Review the record usage after discharge. 				
B. Dispose the entire document
C. Laminate the all document
D. Review the record in use 
6. What is implied consent?				 
A. Disclosure of information through subpoena
B. Expressed consent by toddlers and children  
C. When records disclosed to another medical agency for the purpose of continued treatment.
D. The one obtained when the patient signs a document authorizing the hospital to disclose his medical history for some specific purpose.
7. How many times is a common tracer card used? 				
A. 25
B. 88
C. 100
D. 80


8. What is an Inactive medical record? 				
A. A medical record belonging to a patient who has not attended the hospital for a specified number of years.
B. A collection of facts about a patient’s health history including past and present illness and documents written by the health care professional treating the patient
C. The number used to identify the patient’s medical record and used to file the medical record. 
D. Contains identification information of all patients admitted to a health care facility to health care facility and is the key to locating a patient’s medical record.
9. In the Unit medical Records, the unit is the? 					
A. Mater record
B. Patient
C. Folder
D. Department 
10. The following equipment is used to record appointment which one is not? 
A.    Loose leaf binder
B.    Bound volumes
C.     Diaries
D.     Visible edge cards 
11. Which one of the following is a type of micro filming used in data storage? 
A. Macro filming jet
B. Roll microfilming 
C. Microfiche
D. Aperture cards
12. Which one among the following is a special record? 			
A. Psychiatry records
B. Optical records
C. Ward records
D. Clinic records

13. Which tool is used in tracking the movement of a file within a health care facility? 
A. Trolley
B. Cardex
C. Tracer card
D. Index card 
14. What do you understand by the term subpoena duces tecum? 		
A. An order to transfer files to other clinic for treatment
B. Quality checks done on medical records
C. A legal order to produce records to a court.
D. Court files 
15. The type of record management system is determined based on the following available resources, except? 								
A. Availability of space
B. Manpower
C. Infrastructure
D. Consultants
16. It is the responsibility of each and every health institution to ensure that there is security in storage and handling of health records. This security could be maintained by:- (1 mark)
A. Providing adequate security in the departmental procedures and use of equipment.
B. Dissociating in instruction of lay staff on the confidentiality of health records.
C. Require some lay staff to sign a declaration of secrecy.
D. Health records staff denying responsibility for disclosure of contents of health records in their possession.



17. Define combined appointment.						
A. Return appointments being made in the various clinics and new bookings being done in the central area.
B. This is an appointment system which is carried on in different clinics.
C. This means that all appointments for the various clinics are made in one central place.
D. This is an appointment system which is carried on in outpatient and inpatient clinics
18. Objective method for applying a yardstick to the quality of professional performance is called;									
A. Editing
B. Sorting
C. Auditing
D. Appraisal 
19. Which one of the following is a function of the health records committee? 
A. To recommend to the junior Medical committee in the format of the health record.
B. To recommend policies for maintenance of the health record.
C. To ensure that proper clinic booking is done
D. To advice and guide the consultants and administration of the institution on the release of information from the records.
20. What is the current duration for storage of medical records according to the stipulated policy? 									
A. 5 years 
B. 9 years
C. 31 years 
D. 20 years 
 


SECTION B: (40 MARKS)
Answer ALL questions in this section
21. Enumerate four types of special records				(4 marks)
22. Outline four medical records conditions that should be observed for effective management of health records.				(4 marks)
23. State three classifications of medical records in the health records and information department.				(3 marks)
24. Enumerate five resources that are of more significance in management of medical records 				(5 marks)
25. State four principles of form design. 						(4 marks)
26. List four reasons why it is important to evaluate the content of medical records.
(4 marks)
27. Name four checks to be made on the waiting list				 (4 marks)
28. State five concepts of scheduling. 						(5 marks)
29. Define the following terms as used in medical records management. 	(4 marks)
a) Medical record survey 
b) Medical record audit
30. Recall three objectives of quality assurance 					(3 marks)








SECTION C: (40 MARKS)
                      		 Answer any TWO questions in this section
31. Preservation and Conservation Techniques of Print & Non-print materials are important aspects in management of medical records. There are a number of widely used techniques for extending the life of paper- based archival materials. Critically explain five techniques that can be used.				 (20 marks)
32. Mololu is a new student on attachment at your health care facility. Critically explain to him five ways of destruction of medical records. 				(20 marks).
33. Patient information is very vital for any institution of health and hence the need to uphold the integrity of management of this information. As the head of the filling section, critically analyze situations under which this patient information can be disclosed.	
				(20 marks)
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