TEST TAKING STRATEGIES 

& 

TECHNIQUES

An outline of test taking tactics

I.
Planning

A. Finding time is always a problem

1. organization is key

2. use your calendars to plan your study time

3. avoiding to study now means studying twice as long latter 

1. read your course schedule & outline for an overview of 

the topics to be covered on the exam

5. read the unit objectives

II. Keep current with readings and assignments

A. be an active reader

1. preview material

2. ask questions

3. write summaries & outlines

2. summarize/outline the main points from your texts & notes

5. answer end of chapter questions

6. recite instead of rereading

3. make associations for material you are tend to forget

III. Study to Learn

A. Review your notes, summaries & outlines

1. don’t cram

1. when you don’t understand the information, try another 

approach to learning

2. organize the information into categories so it will be easier 

 to remember

4. create practice tests

5. study in groups

6. determine your best study method

7. evaluate your learning

a. review what you know

b. study what you still don’t know

B. Use mnemonics: rhymes, acronyms & other devices

IV. Taking the Test

A. Strategies

1. read the directions carefully

2. answer questions you known first, then return to answer more difficult questions

3. save time to review your answers

3. if two choices have the same meaning, they both must be 

incorrect answers

4. be aware of directional terms such as but, except, and 

however, they signal opposite meanings.

6. to answer a multiple choice question

a. find the main idea

b. find & remember details that support the main idea

c. draw conclusions

4. when you experience a mental block about the format of the multiple choice question, apply the true-false technique

a. most multiple choice questions can be thought of as a series of true-false statements---simply rethink the question as a set of true-false statements

Example:

The inpatient’s record begins in the:

a. admitting department

b. patient’s room

c. nursing station

d. physician’s office

T F
The inpatient’s record begins in the admitting 

             department.

T F
The inpatient’s record begins in the patient’s 

             room.

T F
The inpatient’s record begins in the nursing 

             station.

T F
The inpatient’s record begins in the physician’s 

             office. 

I.  Question Elimination: the art of ruling out wrong answers

A.  Recognizing wrong answers is a skill & it takes practice

B.  To recognize wrong answers 

1.  always read all responses first before making your choice

2.  put slashes through worst responses; answer by picking the best 

   response
      C.  As the elimination of wrong answers increases, the odds of 

     choosing the correct answer increases

II.  Timing

A.    Pace yourself

B. Don't waste time on a question you don't know

C.   don't be intimated by those who finish early, use all your time

III.  Other Helpful Hints

A. Answer the easier questions first

1. do not waste time on unfamiliar or difficult questions; skip them 

and return to them when you have completed the exam

B. When reading the question:

1. anticipate the answer and then look for it

2. read all of the choices

3. be aware that the first choice that seems correct may be 

incorrect .a latter choice may be MORE correct
4. don't look for tricky interpretations and miss the obvious

5. re-read all questions containing negative words--they can be 

confusing and easily misinterpreted

6. be mindful of long answers i.e. if one choice is longer 

than the others; don’t ignore it; it could be right or very wrong

7. be alert to absolute, categorical or qualified statements

a. absolutes [all, none, never, etc.] are typically untrue
b. generalizations are generally only partially true
c. qualifiers [more, some, usually, sometimes, etc.] are more likely 

    to be true
d. the broader the statement, the more likely it is untrue

8. be mindful of answers that may simply be distracters

    [answers that take one’s attention away from the obvious answer]
a. unfamiliar terms or phrases

b. jokes or insults

c. very high or very low numbers

C. Answer every question

1. there is a minimum chance of 25% that you will get it right by 

guessing 

2. use elimination techniques to increase your odds between passing and failing

3. don't look for a pattern in the answers

a. correct answers are generally in randomized order

b. don’t be diverted from your best judgment because you entered 

    three “B” answers in a row

4. stick with your first chosen response unless you are positive it is 

the wrong choice

5. if you have a memory lapse or “block”  on a question, go to the 

next question and return to it later; a latter question may trigger 

your block and unlock the answer

V. Organize your studying

A. Study in groups

     1. group study is helpful especially when working through you  weak areas

     2. As you review the content, make up fact sheets of information, include your areas of weakness 

a. constantly review the fact sheet 

TECHNIQUES FOR ANSWERING TEST QUESTIONS

The first test component that offers vital information is the directions.  Remember that the questions themselves are a form of directions, so read carefully.

people frequently fail tests NOT because they lack the knowledge or the  ability but because 

they did not follow the directions properly. 

Multiple choice questions

choose the option that you think BEST answers the question.

When there is a chart, table, graph, case history, or description of a situation used as a question

you must still  look  for the  best  response.  Sometimes these can be the easiest questions, especially the tables and graphs,  but students tend to  become unnecessarily intimidated by them.

ELIMINATION TECHNIQUES

Read the stem (the question) slowly & precisely.  A clue may be in the question.  A clue is an unintentional use of a word or phrase that leads one to the correct answer.  A word or a phrase may provide a hint for choosing the correct answer.  A word that is a clue in the question may be identical or similar to a word used in the correct answer.  When a word is identical in the stem and the answer it is called a “clang association”. A phrase that is a clue in the stem is usually paraphrased in or closely related to the correct answer.

In summary, look for

· Exact repetition of one or more words

· Repetition of part of a word

· A word with the same meaning

1. Which of the following tasks would be the most appropriate for the Medical Record/HIM Director 

    to delegate to the Supervisor of Record Processing and Statistics?

A. formulation of a record retention policy for the entire facility

    (       B. review of monthly statistical reports to verify accuracy

C. interviewing applicants for the position of Tumor Registrar

              D. completion of a performance rating on the Assistant Director of the department

Answer B contains a word, statistical, that is a repetition of part of the word statistics, that is used in the question.

2. A work team would use work simplification to:

a. set standards of performance

b. speed up employee motions

c. measure employee productivity

        (  d. devise easier ways of doing things

Answer D contains a word with the same meaning, easier,  as the word simplification, that is used in the question

2. A nurse reviewer is checking the medical records of a current  inpatient to determine if the inpatient  

    requires continued hospitalization.  This type of  review is:

a. prospective
b. concurrent
c. retrospective

d. post review

Answer b 
Rationale: Concurrent in the answer means the same as “current in the stem”.

3. Which is a basic belief that all work operations could be improved and simplified?

a. systems analysis

b. productivity

c. work simplification
d. systems design

Answer c 
Rationale: Simplification in the answer is a form of the word “simplified” that is in 

  

the answer. 

4. The term dysuria denotes:

a. glucose in the blood

b. difficulty speaking

c. pain on urination

d.  voiding at night

Answer: 3
Rationale: An important word in the stem is “dysuria”.  If you know that “uria” is a 

suffix that denotes “urine” then you should recognize that the word “urination “is related.  It is an unintentional clue that should provide a hint that option “c” is the correct answer.

4. To help meet a patient’s self-esteem needs the healthcare provider should:

a. encourage the patient perform self-care when able

b. anticipate needs before the patient request help

c. assist the patient with the performance of care

d. suggest that a family member provide the care

Answer: a 
Rationale an important word in the stem is self-esteem.”  The word self esteem is 

      similar to the word “self-care”.  Encouraging self-care encourages independence 

      which in turn encourages self-esteem.

THE RELATED CLUE
With the "related" clue, it is possible to determine the correct answer by eliminating answers that are related. If two or more answers are similar, they can be eliminated since they all can’t be correct.
1. As director of the health information department, you are planning some 

     changes in the work flow to increase efficiency.  Your first step should be to:

A. make a PERT network of the new work flow

 (  B. make a movement diagram of the current work flow

C. draw a Pareto chart depicting reasons the current system is inefficient

D. complete a decision matrix to determine which type of new equipment to purchase.

Answers A & B both contain a word, work flow, that is a repetition of the word work flow

that is used in the questions, thus C & D can be eliminated thus increasing your chances of guessing the correct response by 50%.

THE ABSURD CLUE
With the "absurd clue" it is possible to determine the correct answer by eliminating answers that are logically inconsistent with the question. The answer that is eliminated is not necessarily absurd, but in context of the question, it appears illogical.
1.  What body system contains the colon?

         (  A. digestive

B. respiratory

C. chest x-ray

D. cat scan

Answers C and D are absurd since they are obviously not body systems and thus can be eliminated.

THE ABSOLUTE CLUE

With the “absolute clue" it is possible to determine the correct answer by eliminating answers that contain specific  determiners,  words that imply always, never etc.. 

1. Osteoarthritis:

A. can only be confirmed with a positive RA tes

            (  B. is considered to be a degenerative disease

                 C. means the same thing as Ricketts

                  D. is curable most of the time

Answers A and D contain words that are absolute determiners, thus can probably be eliminated.

THE RATIONAL CLUE

With the “rational clue" it is possible to determine the correct answer by thinking it through in a basic logical fashion. Try and determine what you do know about the question and break it down into parts and then eliminate.
1. You have been requested to assist in the planning and organizing of a data security program at 

        your hospital for computerized information.  Evaluate the following data security measures and 

       determine which would be considered  the most appropriate.

a. user codes, locks on the terminals, and flow charts.

b. passwords, identification cards, and data banks.
          ( c. passwords, user codes and close monitoring of all inquiries

d. flow charts, data banks, and close monitoring of all inquiries

In answer C all of the items relate to security, where the others do not, i.e. the italicized words do not relate to security measures.

THE THREE COGNITIVE LEVELS OF QUESTIONS

Knowledge Questions

Knowledge questions involve the process of memorization.  Memorization is committing information to the brain through repetition for recall at a later time.  For this reason, these types of questions are frequently referred to as recall questions.  Knowledge/recall questions require you to remember information that forms the basis of the HIM profession.  Memorization can be facilitated by employing strategies that require your senses., such as reciting the information out-loud, reviewing it in your mind or writing it down. These strategies will be discussed later.  To do well on these kinds of questions you must be able to recall: facts, definitions, descriptions, formulae, sequences, categories, classifications, theories etc.

1.  The condition established after study to be chiefly responsible 

for occasioning the admission of the patient to the hospital for 

care is called the:

            1.  Primary diagnosis

2.  Principal diagnosis

3.  Admitting

4.  Final diagnosis

The answer is 2.

To answer this question correctly you must be able to recall the definition of principle diagnosis.

Based on the scenario below, answer question 2

The medical record department is moving into a new area.  It is estimated that a maximum of 80,000 records will be housed.  Each record is one-half inch thick.  Occupancy in the new area costs $7.00 per square foot per year.  The department expects to stay in the new space at least ten years.  New filing equipment will be purchased.

2.  Which of the following would save the most amount of space for filing the records in the new area?

     1.  five drawer vertical file cabinets

     2.  fixed open shelving

     3.  four-drawer lateral file cabinets

     4.  movable open shelving

The answer is 4

To answer this question correctly you must be able to recall the description of the different types of 

cabinets and match the description to the appropriate cabinet.

3. In training a new employee, which of the following strategies is most likely to 

     provide environment for success?

1. job enlargement

2. job enrichment

3. participation on a quality improvement team

4. positive feedback during learning

The answer is 4 

To answer this question correctly you must be able to recall the facts relating to job-training.

4. A tool used to collect feedback from users of a system process or activity is a:

1. control chart

2. customer satisfaction survey

3. run chart

4. standards flow chart

The answer is 2 

To answer this question correctly you must be able to identify the different types of charts.

5. To monitor increasing or decreasing staffing needs, a supervisor may 

      utilize a:

1. task analysis diagram

2. work distribution chart

3. work sampling technique

4. work simplification technique

The answer is 2

To answer this question correctly you must be able to identify the different types of charts.

6. When implementing a procedure, b.i.d. means:

1. once a day

2. twice a day

3. three times a day

4. four times a day

Answer b: To correctly answer this question you have to know the meaning of the abbreviation b.i.d.

7. Which of the following ranges of adult radial pulse rates per minute can be considered within 

         normal range?

1. 50-65

2. 70-85

3. 90-105

4. 110-125

     Answer: 2 Comment: To answer this question correctly you have to know the facts related to normal 

     range of a radial pulse in an adult.

8. Short range plans usually cover a planning period of approximately:

1. one year

2. two years

3. five years

4. five to ten years

Answer 1 

9. The number of people that a manger can supervise is called the:

1. limits of authority

2. authority boundary

3. power boundary

4. span of management

Answer 4 

10. The tendency of an organization to make decisions at upper levels is called:

1. centralization

2. delegation

3. impersonalization

4. decentralization

Answer 1

11. The span of control in an organization refers to the

1. number of supervisors for each functional area

2. amount of space assigned to one supervisor

3. amount of work expected of an employee

4. number of people who report to one supervisor

Answer 4 

Application Questions

Comprehension questions require you to understand the information. To answer comprehension questions, not only must you commit facts to memory but it is essential that you can translate, interpret, and determine the implications of the information.  You demonstrate understanding when you: translate or paraphrase information; interpret or summarize information; or determine the implications, consequences, corollaries, or effects on information.  Comprehension questions expect you to not only know, but understand information being tested without the necessary relating to other material or seeing its fullest implications.

Application questions require you to use the information.  To answer an application question you must take remembered and comprehended abstractions and apply them to concrete situations.  The abstractions may be theories, technical principles, rules of procedures, generalizations or ideas that have been applied in a presented scenario.  Application questions test your ability to use information in a new situation.

Based on the scenario below, answer question 1

The medical record department is moving into a new area.  It is estimated that a maximum of 80,000 records will be housed.  Each record is one-half inch thick.  Occupancy in the new area costs $7.00 per square foot per year.  The department expects to stay in the new space at least ten years.  New filing equipment will be purchased.

1. If fixed open-shelf files require aisle space of 882 square feet 

    for the entire file area, how many total feet of floor space will

    be required for the projected number of records housed in units 

    that are 3 feet wide, 1 foot deep and 6 shelves high?

      1.     558

      2.  1,440

      3.  1,993

      4.  2,976

The answer is 2

To answer this question correctly you must recall the mathematical equation that is required and apply it to this situation.

2.   What is the most likely place in an inpatient record to find 

documentation that an unscheduled return to surgery within 

the same admission for the same condition occurred:

1. emergency record

2. physician’s orders

3. post-anesthesia recovery record

4. progress notes

The answer is 4 

To answer this question correctly you must recall the different types of medical record formats, understand what is used when  and apply it to this situation.

3. The graph shown below is a useful way of presenting information for 

     what quality management purpose?

1. Explaining proportions of each element relative to the 

total study population

2. Showing all steps in a process in order to identify 

areas for potential improvement.

3. Tracking results of a procedure over a period of time to 

look for trends.

4. Understanding how a process functions and for 

monitoring variation I that process.




The answer is 1 

To answer this question correctly you must recall the the generalizations regarding graphs and apply them to this graph. 

4. Which of the following terms describes the calculation that shows 

how much variation there is in a set of data?

1. mean

2. percentage

3. ratio

4. standard deviation

The answer is 4 

To answer this question correctly you must recall the definitions of the terms and apply them to this situation.

5. The best approach in developing a request for proposal (RFP) for 

a new optical disk storage system is to:

1. be very general about the needs of the new system

2. delay distribution until a vendor is selected

3. include as great a degree of specification as possible

4. provide only information on functional capabilities desired

The answer is 3 

To answer this question correctly you must recall the definition & understand the concept of RFP and apply that information to this situation.   

6.  The department’s first quarter budget analysis shows that while 

the expected operations cost $337, 195, the actual operations 

cost was $346, 207.  The budget variance is:

1. 1.0%

2. 2.7%

3. 3.4%

4. 5.0%

The answer is 2 

To answer this question correctly you must recall the principles involved with budgets, understand what is meant by budget variances and complete the calculations appropriately for this situation.

7. Which of the following statements is accurate?

a. the stomach is a system

b. connective tissue supports and protects

c. nerve cells are designed for contraction

d. epithelial tissue transmits electrical impulses

Answer: b
Comment To answer this question the facts presented in each option had to be reviewed 

 for accuracy.  The two parts within the correct option (b) are related whereas the parts in the incorrect options are inaccurate and therefor unrelated.

8. To understand human circulation one must recognize that blood moves from the:

a. right ventricle of the heart into the pulmonary artery

b. superior vena cava into the left atrium of the heart

c. left atrium of the heart through the tricuspid valve

d. four pulmonary veins into the lungs

Answer: a 
Comment To answer this question you must understand the anatomy and  physiology of the cardiovascular system and respiratory systems of the human body.

9. When walking a patient becomes weak and the patient’s knees begin to buckle.  The best intervention 

    should be to:

a. lower the patient to the floor gently

b. walk the patient to the closest chair

c. call for extra help quickly

d. hold the patient up

answer: a
Comment To answer this question you must understand the principles related to body 

mechanics and maintenance of patient safety.  It requires the application of this information in a patient situation. Lowering the patient to the floor protects both the caregiver and the patient.

10. The health information manager exercises staff authority in the hospital when he/she:

a. abstracts a medical record

b. gives advises on a file system for radiology department

c. teaches a file clerk a procedure

d. writes a procedure for the correct filing of records

answer: b
Analysis Questions

Analysis questions that require your highest level of thinking, are based on your ability to interpret the information, understand the likes and differences of the information, and understand how all the information relates to the presented situation. Your ability to respond correctly to an analysis question is directly related to your ability to respond to recall and application questions.  If you do not recall the information or you are unable to apply the information, you will have a very difficult time evaluating and interpreting the information and then making a judgment or decision based on that evaluation.  Analysis questions challenge your analytical abilities. These abilities are needed when making decision or judgments as well as problem solving.

1. From the graph on employee absenteeism, what is the range in number of 

    days absent from work? 

   1. 0 to 9

2. 5 to 8

3. 5 to 32

4. 8 to 33




The answer is 3 

To answer this question correctly you are not required to perform any calculations, but you must interpret and differentiate the information in order to make the correct decision.

2.  The following cost/benefit information on new equipment has

 been collected.  From which vendor should purchase be recommended?

	
	VENDOR A
	VENDOR B
	VENDOR C
	VENDOR D

	
	rank
	rating
	weight
	rating
	weight
	rating
	weight
	rating
	weight

	QUALITY
	5
	4
	
	3
	
	3
	
	2
	

	SPEED
	4
	3
	
	1
	
	4
	
	2
	

	MAINTEN.
	2
	3
	
	3
	
	5
	
	2
	

	SERVICE
	3
	5
	
	2
	
	4
	
	3
	

	UPGRADE
	3
	4
	
	3
	
	4
	
	3
	

	SIZE
	2
	5
	
	3
	
	3
	
	1
	

	
	
	
	
	
	
	
	
	
	

	TOTAL

WEIGHT
	
	
	
	
	
	
	
	
	

	PURCHASE

PRICE/LIST

COST
	
	$18,000
	
	$10,000
	
	$12,000
	
	$2,500/

year for 5 years
	


1.   vendor a

2.   vendor b
3.   vendor c
4.   vendor d
The answer is 3:  {vendor c} 
To answer this question correctly you are required to perform specific calculations, after which an analysis and judgment is done to correctly answer the question.

Analysis

completing the benefit analysis reveals that vendor a is valued at 75 points, b at 45 points, c at 68 points and d at 48 points.  justification can be made for equipment costing slightly more than the lowest for benefits that are second highest.  Vendor c offers the best cost/benefit combination.

4.  A medical record department is moving to a new area.  Occupancy in the  new area 

     costs $7.00 per square foot per year.  The department expects to stay for 10 years.  

     The manger of the department has been given approval to purchase new filing 

     equipment.  In order to make an appropriate decision about which  filling  

     equipment is the most cost effective,  the following information has been collected  

     {see TABLE 1}.   Although there may be other information that  would be of value in 

     making a final decision, use the information provided, and determine which 

     alternative is most effective?

Table 1

	
	Purchase 

Price
	Total Square

Feet Required
	Life Expectancy

in Years

	Alternative I


	$50,220
	1,488
	10

	Alternative II


	$40,032
	1,688
	10

	Alternative III


	$26,114
	1,784
	7

	Alternative iv


	$57,024
	   924
	5


     a.  Alternative i

     b.  Alternative ii

     c.  Alternative iii

     d.  Alternative iv

Answer d
To answer this question you must complete calculations on each of the alternatives. Also, it must be realized that the “Life Expectancy in Years” column is not relevant to the decision.  After the calculations and analysis of the information is completed, a decision can be made.

Analysis:

The scenario states that the new area will cost the department $7.00 per square foot and the department expects to remain in this space for at least ten years.  Therefor, this information must be included in the calculations.  The square footage of each alternative is multiplied by the $7.00, and this product is multiplied by 10 years. The purchase price is then added to that product.  The answer obtained from the last calculation is the one that is used as a comparison. Thus:

Alternative I: 1488 x $7.00 = $10,416.  

         $10,416  x 10 years = $104,106 

         $104,106 + $50,220 (Alternative I purchase price) 

         = $154,380 (This means that over 10 years, it will cost the department $154,380 if this 

                             alternative is chosen)

The above series of calculations is performed for each alternative.  Based on each answer, comparisons are made and a decision as to the most cost effective alternative is formulated.
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