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SECTION A: (20 MARKS)
(MULTIPLE CHOICE QUESTIONS)
Answer ALL the questions in this section.
1. Health records is___________






(1 Mark)
A. A written collection of information about a patient

B. A written information containing evidence of treatment 

C. Records created for patients who get discharged from the hospital

D. Records of diagnostics investigation both in outpatients and inpatients department 

2. Which of the following is not the purpose of medical records? 


(1 Mark)
A. Planning for future care or treatment 

B. Must be readily available when needed

C. Act as a tool for education health professionals

D. For management of health facilities

3. Which of the following is not the benefit of good records management? 

(1 Mark)
A. Support decision making

B. Increase efficiency and effectiveness in patient management

C. Makes the performance of patient care more difficult

D. Provide continuity of patient care in the event of a disaster 

4. Which of the following is a characteristic of good medical records? 

(1 Mark)
A. Complete, inconsistent and accurate

B. Factual, insecure and complete

C. Incomplete, accessible and timely

D. Confidential, complete and authentic 
5. The principle of medical records management states that “health organization shall maintain records and information in a manner that ensure Timely, efficient and accurate retrieval of needed information”. Choose the correct principle




(1 Mark)
A. Principle of availability

B. Principle accountability

C. Principle of integrity 

D. Principle of transparency

6. Which of the following is not the benefit of good medical records management? (1 Mark)
A. Allows the hospital to be accountable

B. Cost hospital time, money and resources

C. Support decision making

D. Protect the interest of clients, employees and stake holders

7. All of the following factors should be considered when establishing health records department which one. Which one is not







(1 Mark)
A. Patient master index

B. Functions of the department

C. Filing system available

D. Location of the department in regards to services

8. How can a health record officer prevent duplication when registering patients?
 (1 Mark)
A. Not giving the same patient more than one number

B. Giving the same number more than one patient 

C. Not observing legibility

D. Giving the same patient more than one number

9. Medical records are important documents because?



(1 Mark)
A. They serve as a basis of planning patient care.

B. They are written information containing information about the patient.

C. They are complete and legible.

D. They are handwritten and later stored in a computer was the Greek physician to cast superstition and practice medicine on scientific principles. 

10. Master patient Index is used in medical health records to store and manage one of the following. 









(1 Mark)
A. All patients details

B. Only details captured during health visit

C. Only inpatient list

D. Only outpatient list

11. Which one of the following sheet is used for recording treatment in the wards? (1 Mark)
A. Continuation sheet

B. Identification sheet

C. Treatment sheet

D. Clinical history impact

12. Records created for patients who get admitted to a health facility are called?
 (1 Mark)
A. Diagnostic records

B. Outpatients records

C. Physical examination report

D. Inpatients records

13. Which of the following health records indices is used in referencing all patients known to an area, organization or an enterprise 






(1 Mark)
A. Waiting list

B. Patient master index

C. Operation index

D. Diagnostic index

14. When all the patients’ documents are put together inside a folder is called a file. Which department maintains medical health records before and after development in the hospital?
 (1 Mark)
A. Secretary

B. Hospital department

C. Health records department in the hospital

D. Computer offices
15. Which of the following is not the method of releasing patient information? 
(1 Mark)
A. Photocopying

B. Verbally

C. Supply of abstract giving details requested

D. Indirect access to medical records 

16. Which of the following equipment is not found in medical records filing area? (1 Mark)
A. Cabinet

B. Filing trolley

C. Shelves

D. Sewing machine

17. Which of the following patient information does not appear in a common trace card? (1 Mark)
A. Patient full names

B. Date of appointment

C. Destination

D. Mode of disposal

18. Which of the following is not the type of medical record that a medical record transcriptionist transcribes? 









(1 Mark)
A. Physical examination reports

B. Autopsy report and biopsy reports

C. Consultation reports

D. Annual reports 

19. During the communication in the hospital concerning medical records, it is important to maintain one of the following







(1 Mark)
A. Integrity

B. Anger

C. Rudeness

D. Happy
20. The manager of medical health records in the hospital is the head of department in health records. Who is the head of the medical health records in a county? 

(1 Mark)
A. District officer

B. County health records and information officer

C. District-sub county records officer

D. Ministry of Health
SECTION B: (40 Marks)
(SHORT ANSWER QUESTIONS)

Answer ALL the questions in this section.
21. Define the following terms as used in medical records practice: 

(5 marks)
i. Registration
ii. Unit system
iii. Reception
iv. Appointment
v. Health record
22. Mention four functions of the medical records department   

(4 marks)

23. State other four components of a file 




(4 marks)
24. State four merits of a centralized waiting list



(4 marks)

25. Explain five categories of disposal of patient’s medical records attending the accident and emergency department. 






(5 marks)
26. Enumerate five factors to consider when establishing a health records office. (5 marks)

27. List any five information obtained from the patient during registration.
 (5 marks)

28. Special health records are a type of health records for patients/clients that are initiated and handled differently from other records, due to the nature/conditions of the ailments/diseases. List four examples of such records?


( 4 marks)

29. As a trained health records and information manager/assistant manager. List four qualities that you should poses






(4 marks)

SECTION C: (20 Marks)
(LONG ANSWER QUESTIONS)
Answer any TWO Questions from this section.
30. Privacy and confidentiality of patient information is very crucial in any health records department. Using relevant examples discuss five circumstances under which the contents of medical records can be disclosed. 



(20 marks) 

31. Koko a medical student at Shimon la Tewa Medical College of Health sciences has been posted to your facility for his first attachment; you are the health records and information officer in charge. Briefly take him through ten contents of the unit health record 











(20 marks)

32. Health records department to develop various types of health records

a. Critically analyze the three types of health records. 


(12marks)

b. Discuss two types of patient registration. 



(8 marks)
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