
Recieve, Transmit, Store and Retrieve Information

Question 1

Receive and Transmit Information

All information received must be accurately recorded, and be current, relevant, legible and complete.

[   ] All information received must be accurately recorded, and be current, irrelevant, legible
and complete

[   ] All information received must be accurately recorded, and be current, relevant, illegible
and complete

[   ] All information received must be accurately recorded, and be current, relevant, legible
and complete

[   ] All information received must be inaccurately recorded, and be current, relevant, legible
and complete

Question 2

Receive and Transmit Information

Transmission of information can also mean verbal and / or non-verbal information. This can include diagrams and
pictures, coded messages, signals as well as written text.

[   ] Transmission of information  does not include diagrams and pictures, coded messages,
signals as well as written text.

[   ] Transmission of information includes diagrams and pictures, coded messages, signals
as well as written text.

[   ] Transmission of information includes diagrams and pictures, but not coded messages,
signals as well as written text.

[   ] Transmission of information includes diagrams but not pictures, coded messages,
signals as well as written text.

Question 3

Receive and Transmit Information
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The telephone should be answered within six rings; there is a telephone message book to record messages for
individuals who are not available, and a telephone system that can access other workstations. There is a fax
machine, text, twitter and and e-mail addresses where messages may be sent. Any message should be sent to the
appropriate person as soon as possible. Urgent messages may mean the need to telephone someone off duty and at
home.

 

[   ] Messages are passed to the appropriate person as soon as possible

[   ] I pass any message on to the next person

[   ] I do not read my e-mail often

[   ] Generally, I keep most information to myself

Question 4

Receive and Transmit Information

Information required should firstly be checked to see if there is a confidentiality issue, either forthe client, employee,
the Home or other party. Once that is checked, the information is either in the public domain and can be posted,
faxed, emailed or manually given to an outside party, or if confidential, have ‘Private and Confidential’ written on the
envelope and documents sent. Some documentation may be taped with sellotape or masking tape, or have string
around the outside to prevent unauthorised access, or have a label ‘Fragile’ on it to ensure its safe passage. In
specific cases it can be sent by parcel post and / or by recorded delivery.

 

 

[   ] Private and Confidential is an option with medical letters

[   ] Private and Confidential must be put on all correspondence

[   ] Private and Confidential means just that

[   ] Private and Confidential is a Registered Trade Mark

Question 5

Receive and Transmit Information

The speed of delivery for outside agencies and others will reflect the urgency of the documentsbeing moved. In
most cases it is as soon as possible or practical, others it will be an agreed time

 

[   ] Any urgent messages go out tomorrow

[   ] Urgent messages go out by first class mail

[   ] Urgent messages normally go out by second class mail

[   ] Urgent messages should go out by the quickest and safest route
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Question 6

Receive and Transmit Information

Confidential information should not be sent out or given out unless the person receiving the information is
authorised to have such information. An example would be for a GP to have access  to clients medication records
stored in the Home, to enable them to prescribe new medication or increase existing medication. The same access
would be denied to a medical sales representative who has no right to see clients confidential information, but could
see a blank medication record.

 

[   ] Information which is confidential is left on a tray at reception

[   ] All security should be applied to confidential information, wherever it derives from

[   ] Incriminating information should be shredded at all times

[   ] I usually leave confidential information at my e-mail address

Question 7

Receive and Transmit Information

When a confidential document, letter or parcel does not arrive on time, a check should be done tomake sure it has
not been placed in an obvious or not obvious place. It should be reported immediately to the sender and to anyone
else who may be involved. A time period may be agreed for action, as there is always a possibility that it may be
delayed in the post. If a fax or e-mail, the document should carry a disclaimer that the information is private and
confidential and should be sent back to the sender. The sender may wish to send a non confidential piece of paper
to confirm fax address and then resend the document. CD-ROM’s, other computer software, videotape and / or
Cassette Tape may be insured for loss or damage. Many documents have to be signed by an appropriate person,
dated to confirm that they have been received

 

[   ] Where documentation goes missing, every effort should be made to find it.

[   ] That’s life, you win some and you lose some

[   ] We had a look but could not find it

[   ] It’ll turn up, it always does

Question 8

Receive and Transmit Information

All records, employee, client, suppliers, the Homes Policies and Procedures and other information should be
identified as to what they are, eg. Care notes with the client's name and details on.

 

[   ] The care plan was in the chefs menu selection

[   ] Employee records are marked as open to everyone

[   ] The Homes Policies and Procedures are marked as such and stored safely and securely
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[   ] The suppliers list was kept in the medicine cupboard

Question 9

Receive and Transmit Information

RECEIVED / TRANSMITTED INFORMATION

Three from six are right

 

[   ] As I am a computer programmer, computing is my work language

[   ] Work language should only be heard on building sites

[   ] All notes are meant to be written in duplicate

[   ] Care Notes are usually written

[   ] An email is now a standard way of sending information

[   ] Computers are for others, I’ll stick to the typewriter

Question 10

Receive and Transmit Information

RECIEVE / TRANSMIT INFORMATION

Two from four are correct

 

 

 

[   ] I let others solve problems

[   ] I always try to resolve problems

[   ] If I am out of my depth, I refer a problem upwards

[   ] I can handle problems without reference to anyone else

Question 11

Store and Retrieve Records

Care Plans that are taken to outpatient appointments with a client must be related to the client having the Out Patient
Appointment, and no one else.

 

[   ] As long as it is written down, it doesn’t matter if it goes in the wrong place
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[   ] The correct care plan should be given to the correct person at the correct time

[   ] The dose does not matter as long as it is the right client

[   ] Information must always be written in black ink

Question 12

Store and Retrieve Records

The Care Plans and the client must get to the outpatient appointment at the notified time of appointment. When the
client, carer and care notes return to the Home, the care notes should be put into the appropriate place once they
have been returned. The information on the records must be legible and complete and accurate.

[   ] Documents to others need to be accurate and incomplete

[   ] I could never read my handwriting

[   ] The GP saw my letter and commented on my nice handwriting

[   ] Information sent to Out-Patients needs to be legible and complete and accurate.

Question 13

Store and Retrieve Records

Any written comment in those records must reflect accurately the situation and at each stage of inputting
information and should be legible, signed and dated.

[   ] I wrote in the care notes but I wrote the wrong date

[   ] I wrote as accurately as I could, but then I did not see what happened

[   ] All entries should be relevant and incomplete

[   ] Information in the care notes need to be accurate, legible and complete

 

Question 14

Store and Retrieve Records

Some bloods and medications need monitoring by the local hospital, often bloods are taken and have to be with the
hospital by a specific time, otherwise the tests done are inaccurate, it is very important to send bloods to get to the
hospital on time.

[   ] The Person in Charge ensures all bloods and medications gets to the appropriate
department at the right time

[   ] Almost always, bloods and medications are monitored correctly

[   ] I have never found a time when blooda and medications were ever in their place
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[   ] We pile the bloods and medications up at reception

 

Question 15

Store and Retrieve Records

All documents are stored according to legal, organisational and ethical standards. Some information, eg. Menus, can
be stored and displayed in a kitchen or dining area.

[   ] Records are filed correctly after use

[   ] Records are not filed correctly after use

[   ] Records are filed but not in alphabetical order

[   ] Records are filed but they are in a mess

 

Question 16

Store and Retrieve Records

Any individual accidental or deliberate leaving of confidential information in an uncontrolled area will be reported to
the Person in Charge and may be subjected to the Homes Disciplinary Policy or legal sanction. Documentation, such
as care plans, medication sheets, employee files need to be stored in locked cupboards in locked rooms to deny
access to those who have no right to the information.

[   ] That file has been in the dining room for days

[   ] Losing files can lead to disciplinary action, especially if it has information about football

[   ] Where a file has gone missing, urgent efforts must be taken to find it and protect
confidentiality

[   ] Do not worry, it will turn up, and if it does not, we will get a copy

Question 17

Store and Retrieve Records

STORE/Retriev INFORMATION

Four out of eight are correct

 

 

 

[   ] I have no employee records about me

 6 / 10



[   ] Clients notes are stored in the Office

[   ] I have a contract signed by myself and my manager

[   ] Most of the paper that care staff will produce in care is regarding clients

[   ] The organisation does not believe in employee files

[   ] The nearest thing to an electronic device we have is a television

[   ] A telephone is an electronic device

[   ] Most care staff use computers as the medium for recording client progress regardless of
the Data Protection Act

Question 18

Handling Money and Valuables

Clients will be strongly encouraged and supported to handle their own affairs for as long as they wish, and advised
that the home sees it as a conflict of interest to be in any way concerned with handling client's finances, and that it
is usual for an independent advocate to be appointed for the purpose.

 

[   ] I like handling clients money and valuables

[   ] Clients should handle their own money and valuable, or have a designated family,
professional or agency to act on clients behalf

[   ] Clients should not handle their own money and valuable, or have a designated family,
professional or agency not to act on clients behalf

[   ] The client can put their money and valuable in my storage and account

Question 19

Handling Money and Valuables

The home will account for and handle Clients’ finances, cash and funds in a manner which preserves their privacy,
dignity, independence and choice, and which is in line with the best practices of commerce in handling Clients’
funds.

 

[   ] Where the home has a responsibility for clients money and valuables, the  will conduct
themselves with propriety and account for all money hand valuables, which are signed
for and kept secure

[   ] Where the homedoes not  has a responsibility for clients money and valuables, the  will
 not conduct themselves with propriety and account for all money hand valuables, which
are signed for and kept secure

[   ] Where the home has a responsibility for clients money and valuables, the  will contact
themselves with propriety and account for all money hand valuables, which are not
signed for or kept secure

[   ] Where the home has a responsibility for clients money and valuables, the  will contact
themselves with propriety and not account for all money hand valuables, which are
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signed for and kept secure

Question 20

Handling Money and Valuables

The organisation will maintain a record of any Clients' furniture or items of significant value which are taken from the
premises, where they become aware of this.

 

[   ] Some client's furnishings and valuables are accounted for and ensure they are
accounted for

[   ] Mostl client's furnishings and valuables are accounted for and ensure they are
accounted for

[   ] All client's furnishings and valuables are accounted for and ensure they are accounted
for

[   ] All client's furnishings and valuables are not accounted for and ensure they are
accounted for

Question 21

Handling Money and Valuables

Clients’ finances will not be discussed with, or in earshot of, any person not directly concerned with the
management of their finances.

 

[   ] I alwasy discuss clients affairs with my friends

[   ] I sometimes discuss clients affairs with my friends

[   ] I rarely discuss clients affairs with my friends

[   ] I never discuss clients affairs with those who have no rights to be ionformed

Question 22

Handling Money and Valuables

Details of Clients' finances, where known, will not be supplied to third parties without the permission of the Service
User or their advocate.

 

[   ] I spoke to my mother about the clients finances without their permission

[   ] I speak to no one about the clients finances without their permission

[   ] I spoke to my accountant about the clients finances without their permission

[   ] I spoke to my brother about the clients financeswithout their permission 

Question 23

Handling Money and Valuables
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The home will not involve itself in the finances of any client unless requested to do so by them or their advocate,
and then only after all appropriate alternatives have been explored and tested for suitability, and after the
Permission Form has been signed by the client or their authorised representative.

[   ] We refuse to have anything to do with clients finances

[   ] Although we seek alternatives to handling clients money, we will act for them providing
the relevant permissions are agreed with and a document signed confirming this

[   ] We will look after clients finances, we do not need any written agreements

[   ] I get the homes cleaner to manage the clients finances

Question 24

Handling Money and Valuables

Where purchases are made and later invoiced to the Service User, receipts will be kept on file and made available to
the Service User on request.

 

[   ] We do not keep receipts

[   ] I add any receipts to my business account

[   ] All receipts must be kept and available to confirm the purchase on request

[   ] I've lost all the receipts

Question 25

Handling Money and Valuables

Immediately following each invoice run, statements of account will be produced for each fee account and will be
attached to the invoice.

 

[   ] All clients funding will generate a related invoice

[   ] No clients funding will generate a related invoice

[   ] Some clients funding will generate a related invoice

[   ] All clients funding will not generate a related invoice

Question 26

Handling Money and Valuables

An inventory of all of a Clients’s personal possessions on entering the service should be developed and signed by
all parties involved.

 

[   ] No possessions brought in by the clients are subject to an inventory and signed by
appropriate parties

[   ] Somepossessions brought in by the clients are subject to an inventory and signed by
appropriate parties
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[   ] Partial possessions brought in by the clients are subject to an inventory and signed by
appropriate parties

[   ] All possessions brought in by the clients are subject to an inventory and signed by
appropriate parties

Question 27

Handling Money and Valuables

All employees are expressly forbidden to act as witnesses to the signature of any documents such as wills and
testaments. Neither employees nor the service may be a beneficiary under a Will of any past or present Service User.
Gifts to staff are subject to disclosure to the Registered Manager, and may be refused on the basis of conflict of
interest.

 

[   ] I witnessed the clients will

[   ] I am a beneficiary to the clients will, as I signed the document

[   ] I do not accept any gifts from clients, it is against the homes policies and procedures
and is not acceptable to do so

[   ] I told the manager that I did not sign any documentation, it was a close  call, but I think I
got awat with it
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