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

  





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.

SECTION A: SHORT ANSWER QUESTIONS (40 MARKS)
Answer ALL questions in this section
1. Define the following terms as used in medical records practice: 
i. Unit system;							(2 marks)
ii. Appointment;							(2 marks)
iii. Health record.							(2 marks)
2. State four functions of the medical records department.				(4 marks)
3.  List  four factors to consider when designing medical forms			(4 marks)
4. State four  merits of a centralized waiting list					(4 marks)
5.  Outline four categories of disposal of patient’s medical records attending the accident and emergency department. 							(4 marks)
6. Highlight four factors to consider when establishing a health records office. 	(4 marks)
7.  List four types of special health records.						(4 marks)
8. As a trained health records and information manager/assistant manager, highlight four qualities that you should poses.							(4 marks)
9. Distinguish between active and inactive medical files.				(4 marks)
10. State two requirements for medical records retention. 				(2 marks)












SECTION B: LONG ANSWER QUESTIONS (60 MARKS)
                      		 Answer any THREE questions from this section.
11. Privacy and confidentiality of patient information is very crucial in any health records department. Explain five circumstances under which the contents of medical records can be disclosed.									(20marks)
12. Explain ten contents of case folder 						(20 marks)
13. Explain any five legal aspects of health records.					(20marks)
14. Good medical records, whether electronic or handwritten, are essential for the continuity of care of patients.
a) Describe three categories under which all health records fall.		(6marks)
b) Explain five uses of health records.					(10marks)
c) State four principles of good medical records management.	    	(4marks)
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