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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. Which one of the following is a tip for a better patient interview?		(1mark)
1. Disrespect patient privacy
1. Ignoring face value
1. Prejudgment
1. Rapport
1. Outpatient medical records include;						(1mark)
1. Consent forms
1. Nursing procedures
1. Discharge summary
1. Radio-imaging
1.  The process by which a patient’s name and identity are enrolled into the records of the hospital is known as;							            (1mark)
1. Admission
1. Registration
1. Patient Recording
1. Discharge
1. Centralized appointment system has the following advantages except; 		 (1mark)
1. The master index will be near the area for quick reference.
1. Control of staff, stationery and equipment by the health record information officer is easy.
1. Each of the appointments record staff becomes familiar with the working system for various consultants
1. It eases congestion of patients.
1. Which one of the following is not included in the unit number register?	           	(1mark)
1. Full name of the patient
1. Address
1. Date of birth
1. Discharge
1. Which of the following category of patients should be registered?		(1mark)
1. Returning patients
1. Available patients
1. All last time patients
1. All first time patients
1.  In a unit health records system, one patient is given one number during registration for use for the rest of stay or attendance in one hospital. Which of the following represents the unit in this case?										(1mark)
1. Patient number
1. The hospital
1. The patient
1. The medical record
1. Type of tracer used to trace several records is referred to as;			(1mark)
1. Library tracer card
1. Personal tracer card
1. Master patient tracer card
1. Common tracer card
1. As trained health records and information officer at the reception, you should be flexible to the circumstances in an environment. This means; 			(1mark)
1. Calmness
1. Adaptability
1. Discretion
1. Humility
1. Why is it important to ask patients whether they have been ever in the hospital they are seeking treatment before?							(1mark)
1. To avoid time wastage
1. To direct them to doctors
1. To avoid duplication of unit numbers
1. To avoid workload 

1. Consideration for establishing reception department include the following, except?												(1mark)
1. Working space
1. Information security
1. Storage space
1. Number of staffs working in the office
1. Charting is important during patient registration. Which of the following represent a component of 6 C’s of charting?
1. Conciseness
1. Conscious
1. Common
1. Colored 
1. The role of a health records officer in a reception include;			(1mark)
1. Treatment of patients
1. Prescribing drugs
1. Giving directions to clients
1. Admitting patients
1. Maintaining of psychiatric records is different from the general health records. This is presented under which act?							(1mark)
1. Public health act
1. Government secret act
1. Mental health act
1. Republic records act
1. Appointment means; 								(1mark)
1. Giving of day, date, time and clinic of attendance to individual patient or client.
1. Giving of day, date and time of discharge
1. Documenting date, time and day of taking medication
1. Documenting time, date and day of attendance of admission.


1. Which of the following is not a special clinic?					(1mark)
1. Malaria 
1. Diabetes
1. Gynecology
1. Surgical
1. When designing an appointment card, the following needs to be put into consideration except?										(1mark)
1. Eye catching layout
1. Simplicity
1. Colorful design
1. Clear instruction
1. When registering patient, Ken maintains that he cannot reveal the details of the patient to unauthorized personnel. Which aspect is Ken portraying?			(1mark)
1. Confidentiality
1. Privacy 
1. Security
1. Authority 
1. At what time is patient master index created?
1. During registration
1. During discharge
1. During Treatment
1. During appointment.
1. MOH 204 B is used in;								(1mark)
1. Registration of over 5 years’ outpatient
1. Registration of under 5 years’ outpatient
1. Registration of over 5 years’ inpatient 
1. Registration of under 5 years’ inpatient




SECTION B: (40 MARKS)
ATTEMPT ALL QUESTIONS
21. Differentiate Reception and registration					(2marks)
1. Outline five important information that should be recorded during patient’s registration 											(5marks)
1. Forms are found in the folder and all of them have an importance, highlight four forms that are found in a medical folder 						(4marks)
1. Enumerate four functions of the reception department 			(4marks)
1. State four areas where patients are received in the hospital			(4marks)
1. Name four physical requirements of a reception area 			(4marks)
1. List five considerations when interviewing a patient 			(5marks)
1. State five sources for patient appointment to clinics in a hospital 		(5marks)
1. Name three equipment used to record appointments 			(3marks)
1. Identify four issues related to patients missing their appointments without notifying the clinic 										(4marks)


SECTION C: (40 MARKS)
Attempt only two questions
1. Mueni has been discharged from the female ward after a long stay of one month. She was undergoing obstetric disorder treatment; she comes to you with a discharge summary indicating TCA after 2/52
1. Explain to Mueni what the doctors means by TCA			(1mark)
1. After how long is Mueni expected to come back for follow up? 	(1mark)
1. In which clinic will you book Mueni? 				(2mark)
1. Explain four concepts of patients schedule and follow up		(8marks)
1. Discuss four reasons why it is important to schedule patients for follow up											(8marks)
1. You are in charge of appointment clinics in a busy facility, you realize that during every clinic day, you experience long queues and patients are beginning to complain because most of them come early but are seen late in the day, doctors are also complaining because they are seeing many patients beyond their capacity and this makes them experience a burn out. As the HRIO in charge, discuss how you will solve this problem											(20marks)
1. Patients feel better when they are well received in a health facility and when they do not experience any difficulties in accessing health services, as the health records and information officer stationed at the reception area;
1. Identify two systems responsible for patients’ registration in health facilities 										(2 marks)
1. Outline four information that will be found on clinical forms 	(4marks)
1. State four benefits that come with using the unit record system	(4marks)
1. Explain the ten steps involved in registering a patient		(10marks)
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