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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: (40MARKS)
Answer ALL questions in this section.

1. Define the term archive							(2marks)
2. Distinguish between sorting and weeding as used in file management	(4marks)
3. State four significance of archiving medical records		(4marks)
4. As a health records and information officer, highlight four ways of improving file retrieval efficiency		(4marks)
5. State four  requirements for medical records retention		(4marks)
6. Distinguish between active and inactive medical records. 		(4marks)                                            
7. State four characteristics of good shelving.		(4marks) 
8. Distinguish between Preventive records preservation and Prescriptive records preservation.								(4marks)
9. Identify four strategies that can be implemented to boost the security of the archived medical records can be employed. 				(4marks)
10. List four storage techniques used in medical records archives.		(4marks)
11. State four factors hindering proper storage and preservation of medical records today.									(4marks)
















SECTION B: (60 MARKS)
Answer ONLY three questions in this section.
12. As a health records officer in charge of health record department, you discovered that there are many cases of missing or loss of patient files in the archive. Discuss five measures you would put in place to solve the problem.		(20marks)
13. 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. Explain five advantages of digital archives over paper based.			(20marks)
14. Briefly explain five legal aspects of health records management		(20marks)
15. Explain ten factors affecting physical quality of paper based medical records											(20marks)
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