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INSTRUCTIONS TO CANDIDATES 
Maximum marks for each question are indicated in brackets ( ).
This paper consists of THREE sections: A, B and C.
Answer questions as per instructions in each section. 
You are provided with a separate answer booklet.

  


This paper consists of SEVEN (7) printed pages 
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)
Answer all questions in this section. Choose the correct answer and write it in the    answer booklet provided

1. Records that are no longer referenced on a regular basis and tend to be stored in a less accessible place since they are not used frequently are;	
A. Archived
B. Disposed 
C. Destroyed 
D. Sold.
2. Why should shelving not be fixed directly to exterior walls?	 
A. Prevent damp
B. Prevent theft
C. Prevent rust
D. Prevent conspicuousness  
3. Medical file should be made of;		
A. Dull color
B. Strong material 
C. Weak material
D. Smelly material 
4. The act of removing unnecessary files from the active record is called;	
A. Filing 
B. Disposal 
C. Destruction 
D. Weeding 
5. The process of finding or locating old data, documents, files, or records, such as legal documents, account records, medical records, or insurance records is called;	
A. Medical files retrieval 
B. Filing medical files 
C. Retention of medical files
D. Medical file search 

6. What makes it easier to retrieve a medical file for a particular patient? 	
A. Patient hospital number
B. Patient name
C. Date of birth 
D. Age 
7. Why should shelves for keeping archived records be 6” tall?		
A. To protect them from theft
B. To avoid flood effects
C. To ensure are seen by unauthorized persons 
D. Be relatively cheap
8. Why should inactive files placed in storage? 	
A. To ensure availability when needed
B.  To ensure there is cost reduction
C. To save on labour
D.  Saves on time
9. Who should sort the medical files? 
A. Physician 
B. Health officer
C. Health records technician
D. Data clerks
10. The following statements are false except;
A. E-archiving is expensive
B. E-archiving is manual
C. E-archiving need large space
D. E-archiving saves on time
11. When labelling medical files, you should ensure; 
A.  Legibility 
B. Breach 
C. Omission 
D. Inaccuracy 

12. What happens when a medical record has reached maximum period for it to be in inactive area? 
A. Moved to offsite storage
B. Handed over to the patients
C. Destroyed 
D. Shredded 
13. Why medical records retention policy is important?	
A. Help in disposing documents
B. Help to manage many risks including lost or stolen information
C. Help in creating jobs
D. Allow records movement to be tracked 
14. Why are the medical records that is no longer used more often moved from active area to elsewhere within the facility and not given to patient?
A. Patient may lose it
B. The record belongs to facility
C. The record is confidential 
D. The record is voluminous 
15. The  reason why a hospital need to have a qualified personnel to sort medical files for archival purposes is;		
A. For accuracy purposes
B. To create job
C. To sort the files
D. To enhance security
16. What happens to a record that has reached retention period? 
A. They are destroyed 
B. They are retained 
C. They are recycled 
D. They are taken to archive




17. During archival period, medical records should always remain; 	
A. Accessible to everyone
B. Confidential 
C. Altered 
D. Non-visible 
18. Which of the following medical record cannot be destroyed by being overwritten with random data?	
A. CDs
B. DVDs
C. Flash disks
D. Hardcopy record
19. Which of the following is not among the reasons why shelving is important? 
A. Makes it easy for users to find what they need
B. Makes it easy for staff to do a stock check
C. Helps staff to answer questions
D. Improves laxity	
20. A type of tracer card that can be used to trace records in archive for as many as 80 times is called?  
A. Library tracer card
B. Common tracer card
C. Personal tracer card
D. Master patient tracer card




SECTION B: (40 MARKS)
Answer ALL questions in this section
21. Highlight two principles of archiving								(4marks)
22. State three reasons for archiving patient data							(3marks)
23. Give four importance of weeding medical files from the library 				(4marks)                                                                                                                                                                          
24. Mention three criteria used to select medical files for weeding.				(3marks)                                  
25. Differentiate between active and inactive files						(4marks)
26. When a medical record is removed from the archives, which are the four details that must be recorded?												(4marks)
27. State four types of the filing systems that can be used when archiving medical records in archival area											(4marks)
28. Outline four methods used to destroy medical records. 					(4marks)
29. 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 be preserved and for disposal of the rest. Which are the three records that should not be destroyed according to the act?
										 (3marks)
30. Mention five factors to consider when establishing area for archiving medical records.												(5marks)
31. In addition to shelves, archived records can also be stored using 			(2marks)





SECTION C: (40 MARKS)
                      		 Answer any TWO questions in this section
32. You have been a health records technician at Mamo hospital for the last three years.  During your working at this hospital, you realized there have been challenges when it comes to archiving health records manually. With aid of examples, discuss any five reasons you would explain to the management to adopt e-archival system.							(20marks) 
33. You are a newly employed health records technician in your local sub-county hospital. You are requested to give best practices when archiving health care data in electronic format. Describe five best practices you would advise the hospital to adopt. 					(20marks)
34. There has been a cases of archived files missing in a hospital you have been recently employed and the reason for this is theft. As a new employee, using examples, discuss five measures that you would recommend the facility to use to ensure security of the archived medical files. (20marks)
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