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INSTRUCTIONS TO CANDIDATE

Marks for each question are indicated in the brackets.
The paper consists of TWO sections: A and B.
Answer ALL the questions in section A and Any THREE Questions in Section B

Candidates are provided with a separate answer booklet

A

DO NOT write on this question paper.

This paper consists of THREE (3) printed pages
Candidates should check the question paper to ascertain that all

pages are printed as indicated and that no questions are missing.
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SECTION A (40 MARKS)

Answer ALL the questions in this section.

Define the term filing. (2 Marks)

Highlight FOUR filing techniques. (4 Marks)
Collection of medical records is a critical process that involves capturing and consolidating
patient information. List THREE medical records collection points. (3 Marks)
Distinguish between centralized and decentralized filing systems. (2 Marks)

You have been tasked with establishing the Health Records department in a newly
established hospital. List TWO filing equipment you would advise the management to
purchase. (2 Marks)
Use of computers in health care facility has been greatly embraced. State THREE advantages
of filing medical records digitally. (3 Marks)
Outline THREE characteristics of terminal digit filing system. (3 Marks)
State FOUR factors considered when choosing an appropriate filing system. (4 Marks)
Terminal digit filing is a systematic approach that involves organizing and locating paticnt
records based on their terminal digits. State THREE parts of terminal digit.

(3 Marks)

Filling area is an important part used for storing medical records. Outline FOUR factors to

consider when establishing a filling area. (4 Marks)
Identify FOUR advantages of cabinet filling system. (4 Marks)
State THREE disadvantages of straight numerical filling system. (3 Marks)
Highlight THREE tracing systems used in heath records departments (3 Marks)
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SECTION B (60 MARKS)
Answer Any THREE Questions in This Section

a) Using appropriate examples explain FIVE threats that you should consider when

planning for paper-based health records filling area (10 Marks)

b) Describe FIVE ways in which the threats in 14 (a) above can be minimized. (10 Marks)

Mr. Y has been diagnosed with severe malaria. You have been instructed to prepare a file
for his admission. Describe TEN documents that will be contained in Mr.Y. file
(20 Marks)
Patients’ files are very useful as far as patients’ health is concerned.
a) Explain FIVE occasions during which a patient’s file may be retrieved from the filing
area. (10 Marks)
b) Discuss FIVE factors that should be considered when selecting the equipment to be used

in a medical filling area. (10 Marks)

. Some health records would be maiptained in the primary, file arca longer than is stipulated in

the hospital’s retention policy
a) Discuss FIVE special health records (10 Marks)
b) Highlight FIVE disadvantages of filing medical records manually (10 Marks)
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