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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 QUETIONS (40 MARKS)
Answer ALL the questions in this section
1. Define the term archive.								(2marks)
2. Distinguish between sorting and weeding as used in file management.		(4marks)
3. Outline three methods that can be used to retain health records in facilities where space is limited.										(3marks)
4. Highlight two advantages of storing records in their complete form.					 									(2marks)
5. List three patient care records that should never be destroyed			(3 marks)
6. Outline two types of records that can be kept in the health facility for a longer than normal length of time								(2marks)
7. State four requirements for medical records retention.				(4marks)
8. Distinguish between active and inactive medical records. 		(4marks)                                        
9. Distinguish between Preventive records preservation and Prescriptive records preservation.									(4marks)
10. Give two reasons why color coding is important at enhancing filing of patient records.											(2marks)
11. List four storage techniques used in medical records archives.			(4marks)
12. Outline four factors to consider when establishing a health records archive.	(4marks)
13. List two methods of destroying obsolete records.				(2marks)















SECTION B: LONG ANSWER QUESTIONS (60 MARKS)
                      		 Answer any THREE questions from this section.
14. Security at medical records archival repositories balances threats against assets and sets up protections that make materials accessible while protecting as much as possible from missing.
a) Describe five measures that can be put in place to solve the problem of missing files in archives						(15marks)
b) State five factors affecting physical quality of paper based medical records										(5marks)
15. Using relevant examples describe five factors you would consider when determining the length of time your facility will maintain records in the active file area.												(20 marks)
16. Since the beginning of the 21st century, the world has entered in a digital revolution where digital tools and apps are used extensive and most hospitals are now reducing archiving to its most simple solution through digitalization. 
a) Explain five advantages of digital archives over paper based											(10marks)
b) Explain five factors that are contributing to slow adoption of digital archiving in most hospitals							(10marks)
17. Policies, regulations, laws and even procedures play an integral role in medical record archival and use. Briefly explain five legal aspects of medical records archival											(20marks)
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