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ABSTRACT

An outline of my two months in the Medical Records Unit, where | had practical experience in
the administration, arrangement, and protection of patient medical records, is given in this
internship report. | also worked on tasks like understanding Electronic Health Records (EHR),
making sure patient data was accurate and private, and learning about record retrieval and
archiving procedures throughout my internship. | was able to understand during my internship
how important the Medical Records Unit is to preserving correct health records, protecting
patient privacy, and facilitating efficient healthcare delivery. In addition, | learned how
technology is built into record-keeping and how crucial human oversight is. My knowledge of
health information management has improved as a result of this experience, preparing me for

a future in the industry.



TABLE OF CONTENT

A B S T R AT e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaeaaaeaaaaaaens i
ACKNOWLEDGEMENT ...ttt sttt ettt ettt st sttt e bt e sbe e sae e et e e beesbeesbeesaeesanesabeenbeebeenneesneesnsenn i
CHAPTER 1.0: INTRODUCTION ...ttt sttt sttt ettt sie e st st e e b e sbeesmeesaeeeneesbeesaeesanenas 1
) Background of the industrial training Program ........ccceeccieeciee e e e 1
I I U o To T <o i o T=T fY o T o SRS 1
1.3) ObjJectives Of The rEPOIT:.. ... . e ee e e et e e e et e e e e e abeee e enareeas 1
1.4) Significant of industrial training for students of Diploma in Information Management............. 2
CHAPTER 2.0: ORGANIZATIONAL INFORMATION ...coutiiiiiitieieeiteesiee st ettt eiee e siee st saeeesteesbeesaeesaee e 3
2.1) Overview of the organization where the industrial training took place .........c.ccceevvevieercreeenee. 3
2.1.1) ABOUT MEDICAL UNIT RECORD .....uvieiuiieeiieectee ettt e etteesite e st e esaveeetee e savaeentaeesaaesnraeennnas 3
2.1.2) Vision of the Medical Unit RECOId: .....ccuuiiiiiiieee ettt 3
2.1.3) Mission of the Medical Unit RECOId: ........cooiiiiiiiiiieececee et 4
2.1.4) Objectives of the Medical Unit RECOI:........ccuuiiieiiiiieeee et e 4
2.1.5) FaCIlitieS N0 SEIVICES ...uvieiiiieeiie et e ettt e tee e tte e et e e stte e s ta e esabeeeabaeesaseesasaeebaeesnsaeennees 4
2.1.6) Technological Advancement and UPgrades ........ccccocueeecieeecieeiiieeeseeeeieeesree e esvaeesvee e 4
2.1.7) Medical staff and EXPEITISE ......cccecuiieieiiiie ettt e et e e e ree e e e abae e s e abe e e e eareeas 4

2.2) OrganizatioNal SEIUCTUIE ......cccciiiee ettt ettt e et e e e et e e e e e ette e e s ebeeeeeebteeeeestseeessseneeannes 5
2.3) Departmental structure and function related to information management..........c.ccccceeeveennee. 6
2.3.1) FUNCEION OF UNIT RECOI . ..eiiiiiiiiieiiieie ettt ettt eetre e et e e eeabeeeeeabeeeseareeeeennrneas 6

2.4) Explanation of the student’s assigned department or unit within the organization ................ 7
2.4.1) Function of Active RECOIrd ROOM ......coiiiiiiiiciiie ettt ree e e e e e e e 7
2.4.2) Function of INactive reCord rOOM ........ccuiiii ettt e e ebae e s e eabee e e e eareeas 7
2.4.3) Function of Confidential Fil@ ROOM ....cccuviiiiiiiiiiciiiee ettt et e e e e e 7
2.4.4) FUNCLION Of PAti@NT FECONT .. .eiiiiiiciie ettt ettt e e et e e ab e e s re e ebae e eabeeennas 8
CHAPTER 3.0: INDUSTRIAL TRAINING ACTIVITIES....eeetiieeee ettt et e e e e e e e 9
3.1) Understand the operational policy of Hospital Tampin’s Medical Record............ccccceevevennnen. 9
3.2) Check the patient’s BHT (Bed Health Ticket) ........ooccuiiieicieieieeeeeceeeeceee e e 10
3.3) Trace the patient’s BHT (Bed Health TICKEt)........ccoviiiieeiiiie et 11
3.4) Tagging the patient’s BHT (Bed Head TiCKeT)......c.vcvveeeriieieierieeeesieeeeesie et eee e ae e ennens 12
3.5) Check and tagging the patient’s OPC (Outpatient CliNiC) ......c.cceeereriereneeereeeeesce e 13
3.6) File Organization and Labelling System for Accurate Information Storage...........ccccovveeeevnenn. 14
3.7) Store the Patient’s BHT ......ei ittt ettt e e e e ta e e st e e sbeeesareesabaeesnseesareeenns 15

3.8) Casemix and audit ISO Preparation ..........cceeecieeeieeeiiee e crteeetee e sreeeereeesreesbeeesraeesreeenns 16



3.9) Assist the employees weight the clinical Waste ..........cooocviiiiiiiii e 17

3.10)Check the patient’s information from specialist cliniC .........cocoveiiiiiiiiiiiieecce e, 18
3.11)Key -in X-tray infOrmation .......oocve ittt e et e e re e st e e e rae e e ree e 19
3.12)SIVIRP SYSTEIM ..ot ee e e e e e s e e et eees e s eseseeseeeeeeesees e eeseseseeneseeseeneseenes 20
I e 11V R V] A=Y o U 21
N 11 oY oY o= Ty =T s o1 o] 1Y AP 21
CHAPTER 4.0: Learning Outcomes and AChIVEMENTS .......ueviiiiiiiiiiiee et 22
4.1) PATIENT MEDICAL RECORDS (RPP) ....uviiiiiieciie ettt ecieeete et e etee e s teestesssaeesveesnneesnseesnsaeesnneean 22
4.1.1) RPP MANAGEMENT IN MEDICAL RECORDS UNIT ....cciiieiiieeiieeieecreeeiee et e e svee s 22
A.2) RPP TYPES .ttt ettt ettt st sttt e b e s bt e s be e s st e et e e bt e e b e e sheesae e st e e bt e reenes 23
4.3) MANAGEMENT OF MEDICAL RECORDS OF PATIENTS DUE TO DISASTERS........cccccevvverrrierennenn. 23
4.4) RECEIPT AND STORAGE OF RPP....ooietieeiiee ettt ettt te e s te e e s tteestaeetaeesbaeeenaeesntaesnsaeesnnaenn 24
4.5) WORKFLOW PROCESS FOR RECEIVING AND STORING RPP........cccoeeiiieeiieeeiee e cieeeiee e 24
) I 2 ad ol 0T T £ T o TSR 24
4.7) Carta Aliran Penerimaan Dan Penyimpanan RPP ..........ooooiiiiiciiiee et 25
4.8) DESTRUCTION OF RECORDS......cccuttitieieeteenteenieesite st st et esbeesieesieesaeeeateesteesbeesaeesaeesanesneebeennes 26
4.9) TRANSFER OF RECORDS TO THE NATIONAL ARCHIVES OF MALAYSIA ......oooviieeieeciee e, 26
4.10) Schedule for the disposal of medical records........c.coecviiiiieeciiecee e 26
4.11) CARTA ALIR PELUPUSAN REKOD PERUBATAN BERDASARKAN JADUAL PELUPUSAN REKOD
PERUBATAN L.ttt ettt ettt ettt ettt ettt ettt ettt ettt ettt et et ettt et et et et e e e e e e e e e e e e e eeeeeeeeeeeeeeeeeeenenes 28
L ) I - L Y A or- | N D= - [ USROS 29
4.13) Information IdentifiCatioN .....ccccuveieieiieieciiiee ettt et e e eabe e e e eeareeeeennnneas 30
Chapter 5.0: Recommendations and CONCIUSION..........cccuiiiiiiiiii i e et 31
LR ) 2 0=Tolo T o]0 g V=T oo -1 4 o) o AT 31
5.1.1) Installing CCTV in the medical records UNit:.........coceeeeciiiiiiciiie e 31
5.1.2) Ensuring that the doors of active and inactive record rooms are always closed:.............. 31
5.1.3) Implementing glass partitions at the COUNtEr: .........cceeeciieeiiee e 31
5.2 CONCLUSION ...ttt ettt ettt sttt ettt b e s bt e sat e et e e te e beesbeesaeesatesabeeabeenbeenbeenbeesaeesaeeeatean 32
6.0) REFERENCES.......eiiitiieiieeeieeesteestee et te e st e ettt e s e e ebee e s teeesae e steeanseeessseesnteeenseeeanseeeseeesnseesseeesnseenn 33

7.0) APPENDICES ..ottt bbb s s b bbbt b e s 34



LIST OF TABLES AND FIGURES

TABLE / FIGURE PAGE NUMBER
Figure 1 - Hospital Tampin 3
Figure 2 - Hospital Tampin's organizational chart 5
Figure 3 - Medical Unit Record's organizational chart 6
Figure 4 - Operational Policy of Hospital Tampin 9
Figure 5 - Manual patient's BHT 10
Figure 6 - Trace the patient's BHT 11
Figure 7 - Tagging the patient's BHT 12
Figure 8 - Patient's OPC 13
Figure 9 - Create a title for the bones of files 14
Figure 10 - Store the BHT in active record room 15
Figure 11 - Casemix preparation 16
Figure 12 - Clinical waste store 17
Figure 13 - Patient's card from specialist clinic 18
Figure 14 - Key-in X-tray information 19
Figure 15 - SMRP System 20
Figure 16 - MPIS System 21
Figure 17 - Morning assembly 22
Figure 18 - Observation from supervisor 34
Figure 19 - Supervisor in Medical Unit Record 34
Figure 20 - A visit from the auditor 35
Figure 21 - The auditors 35
Figure 22 - Independence Day Celebration 35
Flowchart 1 - RPP acceptance and storage flow chart 25
Flowchart 2 - Medical Records Disposal Flow Chart 28
Table 1 - Schedule for the disposal of medical records at MOH facilities 27






