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Unit Q Marking criteria Marks
no
301 1 Outline two routes through which a patient’s treatment journey 2 marks
may commence.
Answer examples
e Patient visits GP/walk in centre/out of hours
e Patient visits A&E
e Voluntary or compulsory (under Mental Health Act)
301 2 a) Outline three steps of the procedure to be followed by a | 3 marks
medical administrator before a patient is seen for the first 60 N
time in an Out Patient Department. Cbe 0‘5\'
\J
Answer examples 0,0 \"\\
e Receive new patient referral & date stamp 00
e Enter new patient details onto PAS/check |f %usl Q
registered & update )
e Generate new hospital number if reqt@ ('é\'
e Referral letter may be sent to cons fqr@
& prioritisation
e Enterreferral data to comply.‘:f r%o \0
Treatment (RTT) é >
e Book appointment/pho |%Qboo ointment | 2 marks
e (Generate appomtm@p
e C(Create patientid ati
e Despatch Ietter@ |th i mat|on
Ieaﬂet/ques@walr \@ re u&d
b) Outline tvgﬁ e pr ure involved in arranging a
follow u @n ospital
Answer e@
@e for appointment
o\(r linic venue
{\ abI earest appointment time and book the
00 \0 P |n on PAS
Q /print the appropriate date and time for the
\9 QO ‘\\QaUent
& \\ If patient present —this can be arranged directly with
\0 &Q 00 patient
<
‘\W 3w D¥scribe two checks which must be carried out before a new 2 marks
& ‘patient can be registered with a GP
xQ
\@ Answer examples
< Check that -
i& e Practice is taking new patients
(/) e Patient lives within practice area or according to current
y legislation
e Patientis entitled to NHS treatment (passport/UK Border
documents)
e Patient has brought identification documents in order to
register
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meeting

Answer examples
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e Patient has completed details on GMS1 —name, address,
dob, name and address of previous GP
e GMS1 is signed and legible
e Check any other family members wish to register
e Patient does not require emergency treatment
e Appointment is offered for new patient assessment and/or
questionnaire given for completion
301 4 Give three types of teams operating within a healthcare setting 3 marks
Answer examples
e Primary Health Care Team (PHCT) Q'
e Multidisciplinary team (MDT) 6’ gi)o
e Temporary teams/task forces d 4 >
301 5 Explain three benefits of team work to the patient ®Q marks \o
>
Answer examples (,Q {* 00
e Communication is improved so patient is bette @OW QQ
e Sharing of knowledge and skills provides for pr X,
service '\ Q ‘9
e Patient receives same message so an @fus@
avoided 6
301 6 Briefly describe two different sources of i 2 marks
medical administrator o 6
Answer examples % ‘6
e Medical dlctlonary— @s%@can check
meanings, spellin )
e Medical secret ok heck procedures, gain
tips, refer to entg¥ems;{tdance
. BNF/MIM uII o cthe ug spelllngs, dosages,
contrai@cati r@ ice neric/proprietary
e Inte e range of reference/information
or consultant, ordering
ion edi quipment, referrmg to NHS sites for
forr@on leaflets, guidance on diseases, etc
6& n&et @referrlng to procedures/protocols, checking
sonnel, internal telephone/email contacts,
o Memails, staff notice board, training, etc
301 4 functions of the computerised Patient 2 marks
ei' 0 ion System (PAS)
0\' &Q @Ier examples
‘\Q %, ¢ Registering patients
0@ e Booking out-patient appointments
0\0 e Printing TCl letters, leaflets, patient labels
W e Tracking medical records
‘(\0 e Admitting & discharging patients
b e Monitoring bed availability (bed states)
»'0 e Provides information for audit & statistical purposes
e Electronic filing system
301 8 Briefly describe two duties of the meetings secretary before a 2 marks



Agree a meeting date

Book meeting room

Prepare signage/maps for attendees

Notify reception

Send out agenda and request items from attendees to

input

Collate apologies

Liaise with chair

Arrange refreshments — dietary needs

Ensure meeting room has adequate facilities — tables,

chairs, equipment

e Ensure access is suitable for any disabled attendees, loop
system, car park passes

e Send out documentation —minutes from last meeting, 0'0
agenda, plus any supporting documentation and/orQ
information {

e Meetings expense claim forms where appropri@for Qe
external delegates l?,

e Checkno fire drill or other possible problé@
during meeting

kerQar\'@

)

9 @,
o L0 N |
\0 Q > It kgeps the population informed about ways in
< & 0 which they can keep themselves health
‘\Q \'Q o helps to prevent disease
(> . saves the cost of treatment
\0 . early diagnosis may mean treatment is more

0\\ successful and less costly

X d&s r an promote preventive medicine in
.G\ me rw& ace.

9
”%
‘%o

b.

o Procurement and display of suitable leaflets and
posters

o Tagging medical records/electronic pop-ups so

301 9 Define the following business meeting terrpb 2 marks
a) AOB
b) Quarum. &
Answer
a) Any other business — @ W’@ewe an opportunity
to raise other matt sio
b) Quorum -the n@u embers who must be
present at a ngee ng
302 10 a. Outling @06 r reventwe medicine is 2 marks
|mp ‘S\ ood health throughout the
é aU?’
SCT. ods by which the medical 4 marks

that opportunistic advice can be given by a clinical
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o Organising health awareness events

302

11

Describe two sources of advice which a medical administrator
might refer to concerning child health and state a reason for each.

Answer examples

o Refer the enquirer to a clinician who is trained to
offer clinical advice. The administrator is not
trained clinically and should therefore not ever
offer unqualified personal advice to patients.

advice the patients. The leaflets and poster
available must be from an approved source
the practice to ensure they are accurate an@ {
appropriate. Anapproved source WO@ Q
GP/Consultant/Practice Nurse. Q‘b

o Refer the enquirer to leaflets and poster offeringocb

D

4 marks

302

12

Describe three ways in which pathogenic é@rgaw@s m&

enter the human body.

Answer examples 0

o
inhala’Fion Q\%ésé QQQ
L £ &

body fluids RO oA
wc; t>P/1e plasce& $\\ &o

3 marks

302

13

Identify one F&du @a shtﬁbe observed when disposing

of sharps in dic VII’ nt, and explain why this is

mportarﬂé & 0
Ar(\&& e&r@les Q
i&edﬁbe placed unsheathed into yellow sharps box

Q shcw ox to be kept away from the public
&‘bs box to only be filled to two thirds of the total box

N\ pacity.
@

2 marks

<
@

g

I@tify three key job roles in the pathology department and
Mexplain the main responsibilities of each of these job roles.

Answer examples

e Pathologist —reports in findings of tests

e Haematologist — the consultant who is in charge of the
investigation and treatment of those with abnormal
conditions of the blood

e Scientific Officer —in charge of preparing samples, carrying
out tests and reading the
results

e Laboratory Technician — sets out equipment, may set up
some tests, cleans and

6 marks
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safely disposes of equipment after use.

4
é&

and medical dressings licenses for use in the UK.
Answer examples

e  MIMS (Monthly Index of Medical Specialities)
e BNF (British National Formulary

302 15 Explain two ways in which staff and public are protected from the | 4 marks
harmful effects of radiation.
Answer examples
e signs and notices warn the public about the danger of an
area
e staff wear counters to monitor the amount of radiation
they receive
e staff and patients wear lead aprons
e standing behind protective screens 6*
e red lights warn people not to enter the room whilst x-rays c@
are being taken. Qb
% y_4
302 16 a) Explain the difference between medical ethics apth"® 2 marks™
medical etiquette. < pi ng
b) Identify one example of medical ethics and&gé Q =)
example of medical etiquette. > ‘%\'
G)Q &
Answers 9 \
Medical ethics is the moral code of condt.‘&f h hc
professionals whereas
Medical ettiquette relates to the S&%I co ﬁpor@
Examples of Medical Ethics 6
e treating people %@y wﬁhﬁan of prejudice
e maintaining patgii'c n&nu
e not cm’uas;\r&ﬁoctor %u
Examples of MeG#cal e\@e te
e add ng rrectly eg Mr/Mrs.Miss etc for
t qu
0 5%@5 @ee a patient unless the patient has been
9\\ ref% to tho¥ consultant by their GP.
302 17 _J@Xplaj @o rQL&}énd responsibilities of a hospital pharmacist. 4 marks
'\' mples
e‘ \3 ospital pharmacist dispenses limited supplies of drugs
L\ & 0to patients in hospital
< o dispenses limited supplies of drugs to patients on their
ﬂ\v e\, discharge from hospital
\0 e gives advice to clinicians regarding drug dosages and
\0 contra-indications
N
18 Name two publications which give information regarding drugs 2 marks
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BP (British Pharmacopoeia)

304

19

a) Briefly describe the purpose of primary care.
b) Give two examples of primary care services.

Answer examples
a)
The first point of contact for patients
Frontline service
Offers community based care
Delivered by a wide range of independent contractors
Accessible healthcare
Referral to secondary care
Diagnosis and treatment
Prescription service
Linked with NHS England
NHS England purchases primary healthca

community &
>

6&@ \}Qb
’b

s@‘

c)°

the

S

General Practitioner
Pharmacies
Dentists

Opticians

NHS Walk in Cen%@
NHS 111 $\

304
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0

q

X

\
0

2 marks
2 marks

Name and d

es t
care that de&nth @tal

Answ gb
sychlatrlc Nurse

Su@e R
or mental health patients living in the community

range to visit them at home and in psychiatric units,
o‘bchmcs or day centres
O\ Counselling
e Support for independent living
Administer and manage drugs and prescriptions
Liaise with other health professionals such as GP,
psychologists, psychiatrists, social workers and other key
health workers.

Group support work
Provide care plans
Support the families

e of t@%ealth professional in primary
h patients in the community.

4 marks

304
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a) Explain the meaning of medical negligence.
b) Give two examples of medical negligence.

2 marks
2 marks
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Answer
a)
Medical negligence is defined by four key points;
1. The person has a legal duty of care to the patient
2. That legal duty of care was breached
3. The breach was foreseeable
4. Harm was caused to the patient.
b)
e Operating without consent
e Causing harm through treatment that was not explained 60
e Breaching confidentiality <
e Inaccuracy ch ‘\
e Time delays in treatment etc D a‘,\
e Misdiagnosis Q L (%))
e [nappropriate treatment () QQ
e Poor quality of care Q X,
e Incorrect surgery (wrong side, wrong orw ro 0‘9
procedure etc)
e Physical and mental harm &
304 22 Discuss the concept of ‘consent’ in reI@q'toa@maléé 9 Marks
administration. % £ Q
N (9
Suitable Answers: These aﬂ@ers ot&wusﬂve and
other answers may also& pp@:a{d&
1. Implied- Imp{’&coa’@\u!ls v&@the patient attends a
certain cli ﬁminor surgery or
outpati %roc s y the fact that they
atten@mp e ent to that treatment.
2. Ex S — ess ent is written consent for
oSt ocwes whereby anaesthesia or sedation
. e useq®
.‘@\%&m@;d xrmed consent is when the patient is to
o\ as al procedure whereby they will need to be
or of the risks and benefits of the procedure,
() Qex d fully what the procedure is and what additional
X Q &? edures may be necessary whilst the initial procedure
e‘ﬁ es place, they must sign the consent form and date it.
L\ & °0A consent form must never be amended after signing and
< Q any changes must be discussed with the patient and a new
&:Q L, W form completed.
9
304 ,& Explain the responsibilities of the employee in regard to health and | 4 Marks
\\ safety in the workplace.
<
*& Answer examples
<
4 The employee should ensure they:
e Attend regular mandatory training to include, fire, manual
handling, conflict resolution, safeguarding, information
governance,
o Keep their work area clean and tidy
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No loose cables

Do not block fire exits

Do not use fire equipment unless trained

Do not attempt a job they are not trained for
Keep work area ergonomically set

Use equipment correctly

Report any accidents

Report any damaged equipment

Report any incidents under RIDDOR, HASAWA or COSHH
Take regular breaks

Comply with Working Time Directives if applied

304

24

Define the meaning of CPD and its purpose.

Q

Answers should define briefly what CPD means or sta&
for (1 mark): é

 Q
e CPDis Continuing Professional Developmenm, ‘b .\

e CPD is where the employee can develop t

knowledge.
e CPDisacompulsory part of the Prg&on ve@

Review (PDR)

e itshows employees are ma%aﬁng ad@?g their

skills within the workplac

e itgivesareference po p mg C
e it helps to identify cur ing needs

e itimproves futur

Answers should i dmg.&o ‘% following purposes (2
marks): @ %
trat& rr@wg skills, knowledge and

rle
r @xperlence or learn and then apply.(on

o \ th Xp
o\ é&atlons use as a training or development plan,
ial

Q ly itis a process of recording and reflecting on
and development.

0
o .i(m les managing own development on an ongoing basis.
\}helps you to record, review and reflect on what you
learn.
helps to identify training needs.
helps to identify future goals or aspirations.
provides evidence of the employee doing the job they are
expected to do.
e enables job matching against the KSF (Knowledge and
Skills Framework)

906 O

<o
%Qt

25 Explain two ways the Medical Administrator can abide by 4 Marks
confidentiality regulations when dealing with computerised
records.
Answers examples
Level 3 Advanced Technical Certificate in Medical Administration (450) (6519-30) 9



e turn computer screen away from others view

¢ |og off when not using the computer

e lock the computer when leaving it for short periods of time

e do not share passwords

e donotleave password written down

e change passwords regularly

e any external data storage must be encrypted

e donot keep information for longer than necessary

e turn off your computer at the end of the day (unless it is
required to be left on for backup etc)

e donotleave printed documents from your computer 6,
unattended. (7

e donot send personal identifiable information via e-mail Cb
unless it is password protected. 0'0

e passwords should be sent separately
e anyinformation should be viewed/shared on a neefdo é

know basis Q
e comply with the DPA, Caldicott and Informg#@» > ‘g\'
Governance. 6
D

304 26 Discuss how the current NHS complamtg‘ipj! W%§ 10 Marks

Answers should follow a simil &der@pma@ry in
description.
(Key words that should be 9& Q&Id)

The first stage is knowm&oca\\esok 2 marks per each

stage description:

1. Firstly t ‘% shw@oe raised with either the
Matmﬁ an \ p in charge, practice manger,
alnt urse or doctor concerned.
% in e verbal or in writing.
60 e cémplai st be acknowledged within 3 working
co @a?t will be investigated

SQ\A re ust be sent with the outcome of the investigation
5 days.

x2Y O«

ota)b\‘ 100

marks

)
0

<
&
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