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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: MULTIPLE CHOICE QUESTIONS (20 MARKS)
Answer ALL the questions in this section.

1. Which of the following statements is not true about archives?			(1mark)
A. Archive is a collection of documents created or gathered by one person or institution and selected for long-term preservation as evidence of their activities.
B. Archives are records which have been preserved because they contain enduring value as evidence of and information about actions, transactions, or decisions. 
C. Archive can only be owned by government and hospitals
D. Archives can be owned by anyone 
2. A legal order by the court of law requiring a hospital to retrieve and produce archived medical records in court is known as;						(1mark)				
A. Correspondence
B. Negligence
C. Subpoena
D. Oath
3. Which one of the following is the main reason why most archives prefer metallic shelves over wooden ones?								(1mark)
A. They are more durable and strong
B. They are more conspicuous
C. They consumes less space
D. They are resistant to fire
4. The main purpose of secondary storage device? 					 (1mark)
A. To increase the speed of computer
B. To install operating system
C. To networking
D. To store data




5. Classification of medical records files is categorized into three main classes. They include;										(1mark)
A. Active, Semi active, Permanent
B. Permanent, Temporary, Semi permanent
C. Active, Semi active, Inactive
D. Inactive, Inductive, Inactive
6. The following data can be recorded from an inactive medical file. Which one is not?												(1mark)
A. Patients net worth
B. Aetiology of disease
C. Consent information
D. Correspondences 
7. Classification of medical files are always done based on; 			(1mark)
A. Assessment of the functions being performed
B. Medium or form of the records
C. Less informative criteria
D. Organizational size
8. Why should shelves for keeping archived records be 6” tall?		
A. To protect them from theft
B. To avoid moist effects
C. To ensure are seen by unauthorized persons 
D. Be relatively cheap
9. The act of removing unnecessary files from the active record is called;		(1mark)
A. Filing 
B. Disposal 
C. Destruction 
D. Weeding 


10. Which one is the reason why shelving is important; 				(1mark)
A. Makes it easy for users to find what they need
B. Makes it complex for staff to do a stock check
C. Out of reach of rodents
D. Increases inefficiency and inactiveness in records management
11. Which of the following best describes an active record?				(1mark)
A. Records that the files remain accessible, but they will have to be retrieved from offsite storage.
B. 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
C. Records that is located in a handy place within the office since they are used frequently on a daily basis or monthly basis.
D. Records that have value
12. There are three main types of filing system used in filling archival records. Which one of the following system is most suitably used in archival system for large facilities?													(1mark)
A. Alphabetical filing
B. Chronological filing
C. Numerical filing
D. Terminal filing 
13. It’s the legal right to give certain information confidential and introduction in to evidence at trial. 										(1mark)
A. Privilege
B. Hearsay rule
C. Subpoena Duce Tecum
D. Responses to legal processes




14. As trained health records and information officer in charge of archive, you should always be flexible to the circumstances in an environment. This means; 		(1mark)
A. Calmness
B. Adaptability
C. Discretion
D. Humility
15. The following are methods of storing inactive files in archives, except; 													(1mark)
A. Cabinets
B. Shelves
C. Drawers
D. Ceiling tops
16. Which of the following is a demerit of electronic archival system? 		(1mark)
A. Improved patient score
B. Vulnerable to cyber-attacks and data breaches
C. Minimize use of paper work
D. Less space required
17. Who owns the medical records?	        						(1mark)
A. Hospital
B. Patient
C. Court
D. Community
18. Records such as Register of surgical procedures should be kept; 		(1mark)
A. For 10 years
B. For 5 years
C. For 25 years
D. Permanently


19. Who should destroy medical records?						 (1mark)
A. Patient
B. Medical Officer
C. Judge
D. Medical  Records Officer
20. Weeding means; 									(1mark)
A. Removing active files from inactive ones
B. Separating case records from outpatient records
C. Removing of excess records from the archive
D. Making sure all the files are kept in the filing area according to standards operating procedure




















SECTION B: SHORT ANSWER QUESTIONS (40MARKS)
Answer ALL the questions from this section.

21. State four importance of archiving medical records. 		(4marks)
22. State four requirements for medical records retention		(4marks)
23. List four fire prevention measures needed for any archival building.	(4marks)
24. Distinguish between active and inactive medical records. 		(4marks)                                             
25. Enumerate four filling techniques used in archives. 		(4marks)
26. Distinguish between Preventive records preservation and Prescriptive records preservation.									(4marks)
27. Significant factors affecting the physical quality and stability of archival materials ranges from biological factors to physical factors. State four biophysical factors affecting quality of archival materials.		 						(4marks)
28. State four factors that should be considered when making a choice of the equipment to be used in an archive.          								(4marks)
29. Highlight two ways by which security of the archived medical records can be employed. 											(4marks)
30. Explain two ways by which records can be destroyed. 				(4marks)


SECTION C: LONG ANSWER QUESTIONS (40 MARKS)
Answer ANY TWO questions from this section.
31. Records management, preservation and conservation have always been a challenge to many African institutions. Explain five factors contributing to this state.													(20marks)
32. MTRH hospital wants to put up a medical records archive building. Describe five factors to consider when putting up such a project. 					(20marks)
33. The disposal process for any medical records should be determined whether the record is permanent value or terminal value. In detail, discuss ten preparations of records disposal schedules to be undertaken before any disposal done. 				(20 marks)
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