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INSTRUCTIONS TO CANDIDATES

1. This paper consists of two sections; A and B

A

Answer ALL the question as guided in each section
Marks for each question are as indicated in the brackets
You are provided with a separate answer booklet to answer the questions

Do not write in 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 questions in this section

Archiving is the process of determining the archival value and ultimate disposition of
medical records. Highlight TWO principles of archiving. (4 Marks)
Archiving plays a key role in ensuring that medical records are available when needed.
State THREE reasons for archiving patient data. (3 Marks)
There is a specific time that medical records should be kept following the various medical
records regulations.

a) Enumerate FOUR importance of weeding medical files from the library. (4 Marks)

b) State THREE reasons why color coding important at enhancing filing of patient

records. (3 Marks)

As a Health records officer in-charge of Kombo Health center, students come to your
facility on attachment at the filing area. Briefly take them through the difference between
active and inactive files. (4 Marks)
Medical records have different retention periods before they are destroyed. State THREE
Circumstances under which medical records are not to be destroyed. (3 Marks)
Identify FOUR measures that a medical records officer should put in place prior to
destruction of medical records. (4 Marks)
Medical records retention requires one to observe several policies. State FOUR
requirements for medical records retention. (4 Marks)
Filling is the systematic arrangement of files considering certain pattern. State FOUR
types of the filing systems that can be used when archiving medical records in archival
area. (4 Marks)
The Public Records Act stipulates that authorities responsible for public records have a
duty to make proper arrangements for selecting those records which should be
permanently preserved and for disposal of the rest. State THREE records that should not
be destroyed according to the Act. (3 Marks)
There are a number of factors to consider before establishing an archival area. Enumerate
FOUR factors to consider when establishing area for archiving medical records. (4

Marks)
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