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Maximum marks for each question are indicated in brackets ( ).
This paper consists of THREE sections: A, B and C.
Answer the questions as per the instructions in each section. 
You are provided with a separate answer booklet.
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Candidates should check the question paper to ascertain that all pages are printed as indicated and that no questions are missing 


SECTION A [20 MARKS]
Choose one response and write it in the answer booklet provided. Each question carries one mark.
1. A method where records are filed using dates is called
A. Chronological filing system 
B. Alphabetical filing system
C. Chronologic filing system
D. Chronoalphanumeric system
2. The system consisting of shelves of suspended files rotating on a fixed spindle which may be fixed on a wall is known as
A. Cards
B. Circular carousal
C. Strips
D. carousal
3. The document in the patient file on which diagnostic coding is carried out is called
A. Charge Sheet
B. Discharge Summary
C. Continuous sheet
D. Medical History form
4. The information recorded in the unit number register should include
A. Years 
B. Home 
C. Registration dates 
D. Numbers  
5. In creation of a case folder where standardization has not been introduced, attention should be paid to the following points except
A. Strength of the manila and the cost 
B. Methods of festering in document 
C. Clarity of numbering on outside cover 
D. Documents  to be filed in the case  folder 

6. Which of the following is NOT part of the content of the unit health record?
A. Surgical operation sheet
B. Prescription chart
C. Consent forms
D. Tally sheet
7. In the unit medical records system, the unit is known as the
A. Master Index
B. Record
C. Patient
D. Folder
8. The equipment used to file waiting lists is known as
A. Bound volume
B. Strip index
C. Block tracking
D. Sliding rack
9. To arrange the forms inside a case folder in a prescribed manner is known as
A. Audit
B. Sorting
C. Editing
D. Filing
10. When the same work is being done in one area, it is said to be
A. Centralized
B. Combined
C. Compiled
D. Decentralized
11. Which of the following is not ideal for filing case records?
A. Cabinets
B. Shelving Units (Static)
C. Strip Index
D. Mobile Racks

12. A tracer system that enhances efficient clinic preparations is
A. Library card
B. Common
C. Personal
D. Visible edge card
13. The filing system that ensures fair distribution of medical records registry tasks is
A. Terminal digit
B. Sequential numerical
C. Alphabetical
D. Chronological
14. The use of mount sheets for filing the various investigation reports is necessary because
A. Most Reports are A5 size or smaller
B. Most reports are A4 size
C. Most Reports are A3 size
D. Most reports are slightly bigger than the actual folder
15. Which of the following shelving units have more filing capacity than the rest?
A. Double sided two bay units
B. Triple sided three bay units
C. Double sided three bay units
D. One sided three bay units
16. While designing a health records filing area, gangways should be at least ______ feet wide.     
A. 3
B. 5
C. 4
D. 2
17. ________ shelving units are the preferred filing equipment for case records where space is a premium mobile.
A. Mobile
B. Carousal
C. Cabinet
D. Trace 
18. In terminal digit filing, the registry may be divided into ________ major sections.
A. 50
B. 200
C. 100
D. 160
19. The act of removing files that are not currently in use to give space for new ones in the library is referred to as
A. Removal
B. Weeding
C. Burning
D. Cleaning
20. Ancillary equipment includes
A. Appointment books stands.  
B. Lopping equipment, typing or duplicating, non-carbon required spirit master.  
C. Appointment book stands, copying equipment’s, diary, bean stack basket, telephone.  
D. Appointment bookstands, copying equipment, diary, non-carbon required, and beam stack basket.




SECTION B: (40 MARKS)
Answer all the questions in this section.
21. Define three factors considered when choosing appropriate filing system. 		(3 marks)
22. Explain four benefits of filing medical records. 					(4 marks)
23. State three auxiliary equipment used in filing. 					(3 marks)
24. Outline any three uses of auxiliary equipment used in filing.			(3 marks)
25. State three collection points of medical records for filing.				(3 marks)
26. Explain four benefits of sorting medical files.					(4 marks)
27. State any four items found on a tracer card. 						(4 marks)
28. Explain three causes of misfiling. 							(3 marks)
29. Explain four occasions in which a patient’s file may be retrieved. 			(4 marks)
30. State three advantages of centralization of filing system. 				(3 marks)
31. A terminal digit system that uses six digits is divided into three parts. Name the three parts. 											(3 marks)
32. List three filing techniques used in filing patients’ master index. 			(3 marks)


SECTION C (40 Marks)
Answer any two questions from this section.

33. Tracing patient’s files is essential in a records department. 
a) Define tracing.									(2 marks)
b) Describe four tracing systems.     						(8 marks) 
c) Describe three advantages and two disadvantages of any tracing system in (b) above. 										 			(10 marks)
34. Describe five fundamental requirements of a filing system 				(20 marks)
35. Describe any four items of filing equipment used to file case records and X-ray films.	
(20 marks)
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