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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: (40 MARKS)
Answer ALL the questions in this section.
1. State two disadvantages of library tracer system. 					(2 marks)
2. Recall four components of a file.							(3 marks)
3. State four basic principles that one should follow when designing medical forms												(4 marks)
4. Describe two legal aspects n management of health records			(4 marks)
5. Outline four categories of disposal of patient’s medical records attending the Accident & Emergency Department. 								(4 marks)
6. Highlight four factors to consider when establishing a health records office. 	(4 marks)
7. 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 types of such 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 three requirements for medical records retention. 				(3 marks)
11. State four advantages of centralized record system over decentralized records system.
(4 marks)

SECTION B: (60 MARKS)
Answer any THREE questions from this section.
12. Certain policies should be determined by the medical records department and approved by the health records committee relating to requesting health records. 
a) Explain five health record request policies. 				(10 marks)
b) Describe five factors to consider when determining the appropriate retention period for health records.							(10 marks)
13. Privacy and confidentiality of patient information is very crucial in any health records department. Using relevant examples, explain five circumstances under which the contents of medical records can be disclosed.					(20 marks)
14. You are the Health Records and Information technology in-charge of Museve Hospital and you have been tasked to explain to attached health records and information technology students on various filing systems.
a) Explain to them the process of conversion of straight numerical filing to terminal digit order.			(10 marks)
b) Enumerate five advantages of terminal digit filing.			(10 marks)
15. 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.		(6 marks)
b) Explain five uses of health records.					(10 marks)
c) State any four principles of good medical records management.	(4 marks)
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