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This paper consists of THREE sections: A, B and C.
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This paper consists of six (6) 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. What is filing system?								(1mark)
A. Systematic way of keeping of the documents in a prescribed manner in the patients’ folder, ensuring that all the records are arranged according to the dates 
B. Filing is the systematical way of keeping of patients records in a prescribed manner in a shelf.
C. Arranging the folders according to the inpatient registration numbers first initiated first
D. Check if everything is appropriately filed to avoid misfiling.
2. All of the following are contents of a health records folder used in collecting patient’s particulars. Which one is not?							(1mark)
A. Correspondence
B. Report forms
C. Index Card
D. Clinical pictography
3. Which one of the following is not a quality of Health Records and Information Officer?												(1mark)
A. Integrity
B. Generosity
C. Egoism
D. Adaptability
4. Putting records in order before filing is referred to as?			(1mark)
A. Sorting
B. Tracing
C. Filing
D. Follow-up

5. Which one of the following is a type of filing system most suitably used in health records?											(1mark)
A. Alphabetical filing
B. Chronological filing
C. Numerical filing
D. Terminal filing 
6. Which of the following is not one of the instances in which medical records are used as evidence?										(1mark)
A. Personal injury claim
B. Insurances cases
C. Workers compensation
D. Patient’s identity
7. The type of filing that entails a normal sequential order         			(1mark)
A. Alphabetical
B. Chronological
C. Numerical
D. Alphanumerical

8. Patients have no right to their case notes even when fee have been paid, the word for this statement is?									(1mark)
A. Confidentiality
B. Ownership
C. Privacy
D.  Security
9.  The following are categories of disposal of patients attending the hospital, except?												(1mark)
A. Referred to an outpatient consultant clinic
B. Treated initially and referred back to the nearest health centre
C. Treated to the finally and discharged
D. Referred back home
10. The filing equipment that ensures maximal usage of limited space is?		(1mark)
A. Suspended filing system
B. Cabinets
C. Mobile raking
D. Shelves
11. Which one of the following documents in the patient file is used to carry out disease coding?								                              	(1mark)
A. Nursing cardex 
B. Continuation sheet
C. Tally summary 
D. Discharge summary
12. In a manual unit medical records system, the patient’s medical records will be kept?												(1mark)
A. Away from hospital in diskettes 
B. At the GP’s clinic
C. At the accident and emergency departments or wards
D. In one folder in a central place within the hospital
13. In the choices given, choose the best sequence in clinic preparation.		(1mark)
A. Clinic list, tracing, sorting, retrieval, auditing
B. Auditing, clinic list, tracing, sorting, retrieval
C. Clinic list, tracing, auditing, sorting, retrieval
D. Sorting, tracing, clinic list, auditing
14. Which one of the following statement about storage is true about special medical health records?										(1mark)
A. Must be kept under key and lock 
B. They must be stored in a ward
C. They must be given to the owner
D. They are not filed separately from others
15. Before destruction of paper based medical records the following procedures is recommended.									(1mark)
A. Handwritten 
B. Printing 
C. Digitization 
D. security
16. Auxiliary equipment used in filling includes the following, except;		(1mark)
A. Laptop
B. Sorting table
C. Trolley
D. Kik stool
17. The allocation of symbol/ numbers that are predetermined for each condition to the disease that patient/client is suffering from is known as;					(1mark) 
A. Serialization
B. Indexing
C. Coding and indexing
D. Coding
18. A method used to find out the whereabouts of all records at any given time is?	(1mark)
A. Tracing
B. Editing
C. Sorting
D. Filing
19. The following are poor qualities of a good filling area, except?			(1mark)
A. Limited space
B. Limited ventilation
C. Limited disturbance
D. Limited access by unauthorized individuals
20. A tracer card that can be used more than Eighty (80) times is termed as?	(1mark)
A. Library tracer card
B. Common tracer card
C. Seasonal tracer card
D. Digital tracer card




SECTION B: SHORT ANSWER QUESTIONS (40 MARKS)
Answer ALL the questions in this Section

21. Distinguish between chronological filling system and alphabetical filling system.		(4 marks)
22. State four qualities of a good filing system.		(4 marks)
23. List four ways you would tell that the filing system used in your department is terminal digit filing and not a straight numerical filing system.		(4 marks)

24. State four factors that should be considered when making a choice of the equipment to be used in filing.          								(4 marks)
25. Highlight four ways on how you would carry out a suspended filing for the indexing cards.										(4 marks)	
26.  List four documents that are included in a folder.				 (4 marks)
27. Explain two advantages of cabinet filling system. 				(4 marks)
28. State four demerits of terminal digit filling system.				(4 marks)
29. Explain two fundamental requirement of a filing system. 			(4 marks) 
30. State four disadvantages of straight numerical filling system. 			(4 marks)


SECTION C: EXTENDED ANSWER QUESTIONS (40 MARKS)
Answer any TWO questions from this section
31.	Mr. Oliver intends to open a hospital in Kabiemit ward. For his work to run effectively he must have filing equipment. 
a) Describe five filing equipment you would advise him to purchase. 	(10 marks)
b) Highlight five factors to consider when establishing a filling area	(10 marks
32.		Being a health records officer in a facility. You have been asked by your in charge to take student through filing and retrieving techniques. Explain any five techniques you will take the students through. 				(20 marks)		 					
33. Explain five reasons why every hospital needs a good filling system.	(20 marks)
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