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ABSTRACT
The focus of this report was to examine how emmsyeeep their personal records in the
public sector. The study involved the respondemtenf Mafiga Secondary School,

Municipal Education Officer and District executig#ficer.

Personal records keeping by public servants arenamon phenomenon in developing
countries. It is a well recognized fact that resokéeping are the source of information
which helps administrator to reach in a certaingen in all matters of pension benefits,
promotion and retentions. This study had the ohjestof finding out how employees in

public institutions had succeeded in keeping tipeirsonal records. This investigation
was a case study design which used one School leddoo Municipal as a study area
while the population of the study included TeacHessn Mafinga Secondary School and

officers from Morogoro Municipality.

Research results have shown that personal recoad great important and it's the
responsibility of each new employees in public vilmgkto keep personal records for
future references and as policy requirements, teesgistence of effort of government to
come up with policies, labour Acts and employmentsAowards improving personnel
records in public services, despite all these effom the government personnel records
has remained inferior. This state of affairs hastiooiously picked up the space towards
loss of personnel documents and delay of paymeratioéd benefits and poor delivery of

services in public services.

The study recommended several measures to be takemder to improve. These
recommendations are provision of on working tragnimising of awareness’ of the
employees on importance of keeping personal redbrtiese recommendation will be
effectively and concurrently implemented will impeo the services delivery to the

employees due to availability of right records whiéoe kept by employees themselves.
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CHAPTER ONE

INTRODUCTION
1.0 Introduction
This chapter consists of the background of the ystuwdatement of the problem,
objectives of the study, research questions, sagmte of the study, limitation of the
study, conceptualization, definition of key termmelaconcepts and organization of the

report.

1.1 Background of the study

The Government of Tanzania is implementing a raofystrategies and reforms to
improve social and economic conditions and qualftjife of all Tanzania and reduce
poverty, the success of which depends on the propeagement of records throughout
life cycle. It is an undenied fact that we areniyiin information age where records and
information are regarded as a key resource inlattgs, from home to work places.
Every organization employs staff and creates pemslorecords. Staffs are among an
organization’s most important and usually most espee assets. Like any other asset,
staffs are resources that must be deployed maxiadwvantage. Records keeping play
a critical role in fighting corruption; protectingitizens ‘rights; in ensuring
transparency; accountability and good governance. sch governments should
recognize sound personal records keeping as otlegiriority areas. In spite of their
study International Records Management Trust [IRMZD03);and Mnjama(2007)
suggest that record keeping systems in Africaelather collapsed or are in a state of
disarray. Neglected records in these countries Haeeome a major barrier to
development. Poor record keeping systems as atguéte IRMT and the World Bank
has led to corrupt practices and lack of accoulityalaind poor governance structures.
the paper argues that corruption and poor accoilityab influenced by lack of proper
record keeping in the public sector. The propesgenel records keeping can make a
significant contribution by ensuring information &vailable to take decision and
protect the rights of the state and individual (@ieve,2011).



Moreover, because personnel records are closdtgdinio payroll system, improved
personnel records will have a positive impact upgmayroll system should run
effectively whether it is in purely paper—based ismnment or in the emerging
electronic environment, (IRMT, 1999). Now days tieed for improving personnel
records management is becoming an important inginiraf management of change

process upon which principles and practice of modestnagement depend on.

This study is linked to the aspects of efficiengffectiveness, transparency, and
accountability of the governments in esteemed sesvidelivery. However, this is only

practical if information and records are effectwalreated, organized, stored and
managed throughout their life cycle, (Lyarru, 200@hzania and some other countries
responding to the need of managing personnel rectile introduced several

approaches one being automating certain aspedtegbersonnel function. However,

these countries have realized that to a very largent this process is dependent to well
managed manual system (Mnjama, 2001). It is howakgued that, in these countries
it is rare to find personnel files that are complitey often include inaccurate or out of
date information (World Bank, 2001).

1.2 Statement of the problem

There has been many efforts made by the Tanzaniwer@ment to improve records
keeping by the public servants in recently yeargaruu,(2007) stated that despite
existence of effort towards improving personnelords keeping in public sector
personnel records keeping Management has remaingdeoority to a great extent,
moreover Mnjama,(2001:111)‘argue that of all pulskcords, personnel records pose
one of the greatest challenges. Despite of allrsffonade by the government of
Tanzania to come up with policy of archives andords keeping in public services,
there is little attainment and contribution on swdvthe problem of missing information
for public servants when they are retired and neede paid their pension benefits.
Policy paper (2011), “states the key priorities pmrsonnel records or policy focus
areas with standard and guideline for the managememords, public officer shall
ensure that personal information that documentsttati are recorded and properly

managed and stored; master file are created angeglyomanaged, and all public



employees shall be responsible for the custodyopies of their personnel records
related to their employment history’and Employmentl Labour Relation Act of 2004
No. 6 which states that “Every employer and empogball keep a records of the
following, particulars of employment history andyamemuneration paid to the
employee, but none of these have been a solutitretmissing of personal records and
poor management of public records which led in yiata of payment of pension
benefits to the retired public servant. There deed, a great need to come up with the
study on the importance of personal records keeipirmiblic services as identified by
National Archive and Record Management Policy ofi2Gand Employment and
Labour Relations Acts No. 6 of 2004.

1.3 Objectives of the study

1.3.1 The main objective
The overall objective of this study was to investeyon how the employees in the
public service have succeeded in keeping their personal records regarding their
employment history.
1.3.2 Specific objectives

i. To identify reasons for the necessity of employéeskeep their personal

records,
ii.  To identify methods used by employees in keepied fersonal records,
iii.  To find out how safe are records kept by employegxriblic service regarding

their working history,

1.4 Resear ch Questions
(&) Why an employee needs to keep personal records?
(b) Which methods are used in keeping personal redyr@snployees?
(c) How safe are the records kept by employees theeselv

1.5 Rationale of the study

The rationale of this study was to bring body obwifedge on the subject of personal
records keeping in general and how it contributesiécision making transparency,
effectiveness and efficiency in determining pendienefits for the retired workers in

public service. The study will also increase awassnand consciousness on the



importance of personal records keeping in the m®o¢ working history for the current
workers in public services. The study will alsoralhe public officers in the public
services the importance of keeping records of eya@s on their employment
appointment also create awareness on how to maaagels were effectively with less
stress. The study will help the policy maker anddi# them by assuring the available
knowledge, and the government can get data wherleggrare required. The need for
accurate personnel information is important for #ffective service deriver and in
protecting the right of citizen. This study willquide bridges which have been missing
between public officers and workers who are supgphdeekeep their records on their
working history. This study will serve the hostmfrpose and to be of value, the study
lead to have accurate, up to date and easily dbtessid support decision making for

the workers and retirement staff in Mafiga Secopd&uhool.

1.6 Limitation of the a study
The study was limited with some difficulties fromspondents whom were not willing

to participant in the study.

1.7 Delimitation of the study
The study was limited to one public school at MamagMunicipal where by some

employed staff from this school selected to represeployees in public sector.

1.8 Definition of key terms
1.8.1 Records

Shepherd and Yeo (2001) observed that ‘a recorbtissimply recorded information

but it more importantly possesses characteristicg provide evidence of some
activity’.

Also international standard of records,(2011), mefrecords as information created,
and maintained as evidence and information of tharazation or person, in pursuance

of legal obligation.



1.8.2 Record keeping

This is the full and accurate individual recordsahhshould be kept it's separately and
confidential records which should be created byividdal. The aim of personnel
records is to ensure that the right informatioavailable to the right person at the right

time and at the least possible coast (Lyaruu 2007).

1.8.3 Personnel records

Every employee maintains personnel records docusmémiolving employment
relationship with employee. Personnel records rdrga employee recognition letters
to job application to personnel file. Personnelords provide a paper trail of on
employee’s background, experience history, recagmiand promotion, to name just
after personnel records. An employee personnelrdecis an employees and saved
documentation of the history and status of therergimployment relationship with

individual employee.

1.8.4. Employment

Its living for doing a job for purpose of econonsiome income or it's a pay job from
institution or any organization, its number of partage of people who have jobs, its
involves occupation, professional and job, it'satesof being employed and engaged in
occupation, the activity in which one devotes timasd it's a work or occupation for

which you are paid for.

1.8.5 Employment history
It's all aboutthe information about individual's past employearsdtion, employment

date, position heldsalary andlutiesattended to for period of time

1.9. Organization of the Thesis

This Thesis is organized into six chapters, Chamtee is introduction and it's
formalized the research problem by giving backgwh the study, objective, and
statement of problem and rationale of the studyjald as well limitation of the study
and definition of key term as well. Chapter twod®three parts which are theoretical
review of literature, review of early study and gasis of the study. Chapter three, it

has methodology which explains the design of thelystand techniques applied in



selecting area of the study sample, sample size dallection methods, research

approach and data analysis,.

Chapter four shows presentation of the findingshef study. The findings presented
and analyzed in this chapter can be grouped iwdogroups. Fist the chapter presents
and analyses findings on respondents’ profile whiddiudes respondents distribution
by sex, age groups, employment experience, educiel, the researcher used the
information suggested by the finding from the as\of these variables to support the
research questions. Descriptive statistics, measfuoentral tendency and measure of

frequencies used in the analysis.

Chapter five discusses the findings presented apteln four. In so doing it explains
why the findings appear the way they are, and teeassociate the findings and real
world. Three specific objective and result weredssed in this chapter.

Chapter six provides the summary, conclusion armbmenendations. There is a

bibliography and appendices presented after theeptation of Chapter Six.



CHAPTER TWO
LITERATURE REVIEW

2.0 Introduction

This chapter consists of literature from early andrent studies and explains big
bucket theory which is useful in personnel recoeeéping and record management in
public sector, and it classifies evolution of persel record and record management in

Tanzania.

2.1 Theoretical Review of Literature

2.1.1 Personal Records M anagement

There are various opinions concerning personal rdscananagement theories.
According to Buckland (1990:346) some personal ngeananagement practitioners
argue that there are well defined and establisheebries governing records
management practice. He adds that some theoriesamlels supporting records
management practice belong to allied disciplinescegnces and are used whenever the
need for action founded on principles manifestlfitséne of the most well known

theory or models in the field of records manageneetite big bucket theory

2.1.2 Big bucket Theory

Big bucket theory isadaptionof keeping recordschedule, itsdealswith records
managemenby properly identified documented, storage and readily accessible,
it simply used in records management and helps locate files in
accordance with needs. These theories are greathplsfied records
keeping and improve employee’s compliance reduae rikk of records

mismanagement.

The success of employees to keep their personaldeds manifested and cleanly
shown in big bucket Theory, which requires empley¢e categories records by

developing the list of records, series of orgamuzafiles, and gather relevant records.

Employees in public services need to consolidatekaep all records pertaining their
working history. The success of keeping record semdployee to be aware with the

importance of records keeping for their pensionefies1but also in big bucket theory



its insist on keeping records in categories so tisatecords could lost and misplaced.
This theory needs s employees to classify thewroscby hand full groupings which it

base on their working history.

The successful of personal records keeping in puglivice needs high sight on how to
keep records for works and reduce the risk of mmagament of files. Big bucket

theory needs employees to keep their own recodedifierent buckets and hence
simplify records keeping. In big bucket theory pews records are created and
maintained by employees themselves in order tolgymecords keeping and safety of
records. The big bucket theory can be used in defgublic servant, in this study big
bucket theory have developed and used to investigatv public servants keep their
personal records particular teachers who are eraglag public school a case of
Mafiga secondary school. For the teachers who leaveloyed by public service their
records are kept by Ministry of Education and Vawal training, Prime Minister’s

office Regional Administrative and Local governmedbistrict Education Office, Head

of school and employees needs to have their pdrsecard keeping system as one of

the bucket for records management.

Public employees must keep their personal recamdsone simple methods is to apply
the big bucket theory in order to simplify recoiki=eping, Employment and Labour
Relation Acts number 6 of 2004 section 96(i) ittetathat ‘every employer and
employee shall keep a records of their workingdnjstand the National records and
achieves Management policy of 2011 policy numb#&0 4tems (iii) it require all public

employee to be responsible for the custody of opietheir personal records relating

to their employment history.

Education policy of Tanzania requres one to be eygul as a teacher in public service
should be qualified and posses the certificateT@fiching professional given by
commissioner of education as its in the Nationaldadional Acts number 25 of 1978
section 45 (i) the commissioner shall issue an @prate certificate to every person
who has successful completed a course and appfovelde training teachers, entitled
that person to teach in such category of schoolslaall be specified in that

certificate alsahe Education and Labour Relation Acts number 62004



section 96 (i) which requires all public servant keep their records upon their
employment history. The local government and urbathorities Acts number 8 of
1982 needs all schools to be registered and té@cturriculum of Tanzania as directed
by Ministry of education and all Teachers shoulddme who qualifies and posses
certificate which its appropriate and it needs gverban authority shall establish

standing committee responsible for education arideu

All records relating to public service needs to Kept with high care and security
because it's the one used to calculate pensionfieimeretirement period, big bucket
theory influences records keeping by showing hewords should be categories and
kept in its buckets. Standing order for public g&\2009 part C section 19 (1) states
that ‘full and accurate particulars and recordslbfpublic servants must be kept and
maintained at the presidential office, public seegi management and at the public
servants respective organization headquarter, cawst be taken to ensure that
whenever communication are addressed to the treasuo the office responsible for
public service management or to the public servdoemission concerning an
individual public servants and where these comnatiun have a bearing on the public
servants terms of services shall be furnished(&ryeemployee and employer shall
keep records for the purpose of references of dhaulation of the employee terminal

benefits and every employee is encouraged to kisépeln own records.

2.1.3 Personal Recor ds keeping and stor age Facilities

Personal records have serious problems of storageldation to costs, space, physical
conditions or accessibility, these problems arecenzated by increases in the volume
of records produced, storing personal records appnopriately places and preserving
records for far too long, attributes some of therpstate of records management
keeping in public services and lack of adequateagto facilities. Good personal
records management begins with establishing psligeocedures and priorities before
records are even created, personal records manageomnstitute a form of
management policy which ensures that records aré gfaa system in which
information flows logically and systematically withthe organization, satisfying the

needs of creators, users and custodians. Most akfricountries developed and



implemented personal records management policyroadahoc basis, bad personal
records management is compounded by a number tfr§asuch as lack of records
management guides/manuals, poor storage systeknpiaecurity and lack of trained
staff in records management who should provideaygd or assistance to personal and

institutions.(Lyarru,2007).

2.2. Literature Review from Earlier Studies

There are other studies conducted about persoaoeids keeping in public sector. The
studies from different authors have shown the leightribution of records retentions to
the great information management for maintenanceessonnel records. Lyarru,T
(2007),found that information used for personnetords creation in ministries,
departments, and personnel data base in the mésliice pension fund (PSPF) was not
accurate and complete. This situation was alsoeetidarticularly from registry clerks
in the pension registry in the ministry of finan@dOF) who uncounted missing of
important records in the personnel roles that ckoma ministries and departments for
processing pension and other terminal benefits. Sthdy revealed that such process
took a long process for the records to be foundreated given the sample complicity
of the way the records were managed in differentisties and department were

individuals worked.

Missing of these records in personnel role givelciators that such records were either
not created by human resources officers or werenamaged during the years when
the employee were in employment. That they werk tdcseriousness among officers
who created personnel records as they could nota daformation from employees
that had no supporting document like certificate justify date of birth lack of
importance document like birth certificate, workingtory document etc have brought

big problem for public servants who have retiredétting their retirement benefits.

Furthermore he pointed out that once personne$ fileere opened, there was no
auditing of files to see whether all necessary mése@xisted. Auditing would allow

further follow up with employees and not only wheertain action is needed and
certain record is wanted. That study tells abouplegees had no initiative ensure that

their files are completely, accurate and updateenkf this could be the case, the
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system as it is now in the public services, empgyare not allowed to review their
own file. With flexibility in the system employeeouald review their files in the
presence human resources officers. This would tleentribute in ensuring
competencies of records in the files and their rganmeent, in which the case, anything
partnering provision of the right to these indiadluvould be quick and easy as

document to provide evidence are readily available.

The most problem of managing personnel recordsaggsavated by ignorance of the
employees as whole. For quit long management cfopesel records was seen as duty
of records keeping staff alone. But the fact isjesal individual are involved from
creation stage to appraisal. The study revealet! thay was lack of general of
awareness of the importance of records among thalogees and this contributed
towards restrain effort of improving management retords in ministries and

departments.

The study noted that such situation is contribubgdthe facts that ministries and
department lacked awareness raising to their ereplopt only on the sensitivity of the
records, but also on the duty and responsibilitgaxfh employee to contribute in giving
accurate and complete records as well as manalgeig dwn records. Authorities in
public service assume that a namely employed iddali will automatically understand

the role of records and accurate information.

Mnjama (2001),states that the need for accuraterded personnel information is

important for effective and efficient services delly and in protecting the rights of the
citizens. Personnel records serve a host of purpodgeto be of value, these records
must be accurate, up to date and easily accesdiast information and personnel

records management programmes intends to furnisbrate, timely and completely

information for efficient decision making of theganization. Personnel records are
facts to support decision made and facts upon wthieHuture decision are carried out,
facts to communicate to employee, to customergptential customers, to government
and stockholders. The facts, if managed properlprave employee morale (Gill,

1993).

11



Also International Records Management Trust (IRM%99) argues that good
personnel records are necessary to allow the lsesifiavailable staff and promote
efficiency in the organization. The records alstphtbe organization make use good
use of scarce resources and help provide an aecswatce of data, which can be used
in other information systems throughout the orgainin. According to World Bank
(2000),and as recorded by Lyaruu (2007) ,persofifed should have information
necessary for decision about suitability of promwotitransfer, disciplinary procedure,
educational training, health, safety and welfard also information that explain and
authorize changes to payroll pertaining individua¢luding supporting documentation
most importantly, the records provide the authdigtydetermining pension entitlement

for the employees.

However, in order to save the objective of the exypils and employees, personnel
records must be trust worthy in term of their aateircompleteness and variability.
Unfortunately “in some countries records systemgeHharoken down to such an extent

that accurate information on these topics is nogés available”, (IRMT 1999:6).

Moreover Ndibalema (2001:14) in his study reposttithere are many complaints
from the clients that they are not paid on timehair particulars are not kept properly
and are sometimes completely absent. Maintenancecofds and information is not
taken seriously instead information is scatteredhi& departments with appropriate
“need to know” whether centralized or departmenéalj information still has to flow

and get organized effectively.

Word Bank, (2000) state that in Africa, many coi@s, government payroll systems
have been inflated with “ghost workers” non-exigtimorker or employees who draw a
salary, taken by someone else. “The personnel sfileuld be primary source of

evidence that a person actually exists that thdegas appropriate to the salary paid
and that any additional benefit are appropriate laade been authorized”. Thus has
impact also in assigning pension payments foregétpublic servants, in the absence of
complete personnel files, the “ghost workers” peobl cannot be addressed in a

sustainable manner. Entries on the payroll databaseot be addressed in sustainable
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manner. Entries on the payroll database cannothieeked against an authoritative

source to ensure that the person actually existghaat payments have been authorized.

Furthermore Sichalwe, (2011) in her study on thée rof personnel records
management, states that ‘the introduction of persbrecords management practices in
the government ministries, records in governmentewnot well managed and
personnel records keeping was not taken seriouslyé study reveal that current
records management practices in the governmenstri@s were accorded low priority,
registry personnel were not adequately trained tnede were absence of specific
budgets allocated to registry section hindered effectiveness operations of the
registries. The records surveys were conductedgutaely and the majority of
government registries lacked records retentiondigplosition schedules which lead to

the congestion of records which were also disommhand poorly managed.

International Records Management Trust (IRMT 20G&andard order which were
under revision, full and accurate personal recstdsuld be kept by both personal and
the officer's employing authority. Separate “opemid “confidential” personnel files
were created for each civil servant and were kegpasately in “open” and
“confidential” registries with their own staff aplocedures. The confidential personnel
files accounted for the buck of confidential recofteld by registries. The creation of
personnel file was further complicated by the comroadres which fell under a parent
ministry. In theory, the parent ministry of commeadre also maintained a personnel

file for the employee.

According to primarily personal records keepingrspanel files are created to serve
the needs of the Organization that creates thenes@&hecords provide a sore of
information about each employee, providing theirspaal employment history, their
carrier within the organization, personal details age, training, and records of
performance” (Mnjama 2001:115). The need for adeursecorded personnel
information is important for effective and efficieservices delivery and in protecting
the rights of the citizens. Personnel records sarkest of purpose and to be of value,
these records must be accurate, up to date arlg aasessible. Most information and

personnel records keeping programmers intends toisfu accurate, timely, and
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complete information for efficient decision making the management of the
organization. Personnel records are facts to stippexision made and facts upon
which the future decisions are carried out; factiscommunicate to employee, to
customers, to potential customers, to governmemd, stockholders. The facts, if
managed properly, improve employee morale (GilD3)9IRMT, (1999), argues that,
good personnel records are necessary to allow #s¢ Uise of available staff and
promote efficiency in the organization. The recaatio help the organization to make
good use of scarce resources and help providecamade source of data, which can be

used in other information systems throughout tigaoization.

According to World Bank, (2000); personnal filesosld have information necessary
for decisions about suitability for promotion, tefer, disciplinary procedures,
educational training, health, safety, and welfard also information that explains and
authorize changes to payroll pertaining individiratjuding supporting documentation.
Most importantly, the records provide the authofitydetermining pension entitlement
for the employees. However, in order to save theablves of the employers and the
employees, personnel records must be trustworthyterms of their accuracy,
completeness, and verifiability. Unfortunately “.. #some countries, records systems
have broken down to such an extent that accurdtenation on these topics is no
longer available” (IRMT1999:6).

Although filing is the heart of personnel recorésrieval, few office managers place
any importance on the work. Most government ingtihs have their records and
information management in chaotic situation. Themee problems of misfiling and with
flying papers which leave gaps in personnel filkksalso takes too long for records
working staff to retrieve files, which lead to ftregions in carrying out their work and
hence, administrators are forced to take decistonan ad hoc basis. Citizens suffer
from inadequate services with long delays, andrthights are not protected (World
Bank, 2000).

This apparent in the public sector as there amyncamplaints from the clients that
they are not paid on time or their particulars raoé kept properly and are sometimes

completely absent. Maintenance of records and nmétion is not taken seriously,
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instead information is scattered in the departments appropriate “need to know”
whether centralized or departmentalized, informrmasitll has to flow and get organized
effectively (Ndibalema 2001:14).

2.3 Conceptual Framework

Records and archives keeping practices in pubficesf are frequently not followed by
desk officers and are not enforced by senior pudificials. This situation has provided
a room for public officials to become non accoutdand non compliant to records and
achieves management rules and procedures. Thig/ stwalved employer and
employee in investigating how employees have sutambén keeping their personnel
records in public services working history. The dstudeveloped and presents
theoretical ideas in which this study was laid uptloe explanation of the phenomena,
in theory, the study used the big bucked theoig,dpproach its greatly simplify record
retention, thus improving employee compliance agdlucing the risk of mismanaged
files. This was developed from the theory of bigh®t which requires each employee
to keep his/her working documents and it have use¢hbe study to show how workers
are supposed to keep their working documents foerment benefits.

Ways used in keeping personal records in relationship to how records have been kept
and which ways and methods had been used to keepcbrds.

Safety of records kept by employees in their working history which might be
influenced by how records have been kept and whstchused records to mis when it
required for different references and it examirtes tationale for the keeping personal
documents.

Per sonal records keeping, this is the fourth bucket where by all employes r@quired
to keep his/her personal records on working hisesyper Employment and Labour
Relation Acts number 6 of 2004 section 96(i) andhlituService Schemes of 2003
section 65 (i) which insist on employees to kees@eaal records and solve the problem

of mismanagement of records.
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Figure 1:1 Framework of records kept by employees themselves

Success of personal recol
keeping by employees

\ ¢
7\ \
Rationale of keeping Methods and ways used

personal records Security of record keeping personal records
kept by employees

>

Sour ce; Researcher initiative

2.4 The synthesis

Government is always employing new staff and tlerseéerates the needs of personnel
records in large quantities, lack of investmentrégords keeping systems for long
period of time has led to a serious need of perslatords keeping and it pose one of
the greatest challenges to public servant whendheyetired and need to be paid their

pension.

Dispute the presence of policy which states thdk pablic employees shall be
responsible for the custody of copies of their perel record related to their
employment history” and presence of Employment laaidgbur Relations Acts, of 2004
No. 6 Section 96(i) of United Republic of Tanzaritestates that every employer and
employee shall keep a records of these informatianitten particulars and any changes
to those particulars as its prescribed in sectidroflthe Acts, also any remuneration

paid to the employee its records should be kept.

Apart of having all these policies but there idl stiproblem of managing personnel
records, there is a state of affair in delayingoaovision of benefits to the retired public
servants whose records could not be retrieved airadl ¢could not be traced. However
these problem have received little interest, rdtipablic servants have been making
follow up of their rights from time to time withowany achievement due to poor and

disorganized records for public servants; missifigthe important records in the
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personnel files show that there is great importaoténdividual employees taking
serious step in making and keeping their persorgwalrds in working history in public
sector. Based on these discussions it is the astudly therefore to find out how public
servants have succeeded in keeping personal recoplslic sector in their working

history.
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CHAPTER THREE
RESEARCH METHODOLOGY

3.0 Introduction
Chapter three describes the research design, dreheostudy, target population,
detailed procedures in sampling, data collectiba,dtatistical analysis method used in

the study and characteristics of the respondents.

3.1 Resear ch Design

This study was a case study design, the designhwitasically gives explanations in
depth and it used to narrow down a very broad afeasearch to make it smaller so as
to be manageable per the resource available toegearcher. As the requirement of
this study (i.e to give a clear understanding efggthenomenon) the Researcher decided

to use case study design to fulfill that requiretnen

3.2 Resear ch approach

The study employed the mixed design approach ieraim meet the demands of data
collected in the field; Qualitative data analysiasmdone through narration of data,
Percentage and frequencies. While Quantitative cagmbr used bi-variant analysis

through the help of statistical package of soa@rsce (SPSS).

3.3. Areaof the study

This study conducted at Mafiga Secondary Schoolclwhs located at Morogoro
Municipality Council. Appendix | shows the map ofMC. Appendix Il shows an
organogram of MSS. There were various criteria ¢dbposing Mafiga Secondary
School to be involved in the study, one of theetid was that Mafiga was among
School which have many public workers who are foumiorogoro Municipality, the
School has extensive workers who require to keepop@l records and it represents
other worker from other part who also are requi@deep personal records in their
working history ,Thus the researcher was able tbrgguired data relating to the
success of the employees in keeping their persecalds in their working history in

public service.
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The study managed to categories the responderitein Teaching Departments and
there were eleven department participated in theystMathematics departments it had
2 respondents which is 5% of respondents, Englegpadment had 12 respondents
which is 27%,History department had 7 which is 16&ggraphy department had 2
respondents which is 5% of the respondents, Kidiwdépartment had 4 respondents
which is 9% of the respondents, Civics had 6 redpots which is 14% of the

respondents, physics had 3 respondents which ioP¥%e respondents ,Chemistry
department had 3 respondents which is 9% of theoretents, Biology department had
3 respondents which is 7% of the respondents, Cooenéepartment had 3

respondents which is 6% of the respondents and Bmping department had 2
respondents which is 4%. All these respondentsplaaticipated full in study and they

had different answers on the entire study abousqmex keeping records in working

History, Table 4.5 and Figure 4.5 show the Teacltajf at Mafiga Secondary School
who participated in the Study.

Table 3.1 Teaching staff at M afiga Secondary School

Subjects Number of staff Percentages
Mathematic 2 4
History 7 15
Geography 2 4
Kiswabhili 4 9
Civics 6 13
Englist 12 26
Physic: 3 6
Chemistry 3 6
Biology 3 6
Commerce 3 6
Bookkeeping 2 4

Source: Mafiga sec School
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3.4 Population of the study

The target population of the study included tesszheom Mafiga Secondary in
Morogoro Municipal Council, District Education afér, District human resources
officer, and Municipal Executive Officer. The poptibn of study was 83 teachers but
was narrowed to 47 teachers by applying sampliclgriigue. The sample also included
the some administrative within the Municipal like&tiministress of School at Mafiga
Secondary school and Second Master at Mafiga Secpriéichool and officers like
District Education officer, District Human Resourcficer and Municipal Executive

Director whom also included in the study. The sumynad unit was given in Table 3.2
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Table 3.2 Units of Inquiry

SN Subject/Category

Human Resour ce

Teaching staff

Administrative

Total

1 Mathematics

2 English

3 Kiswahili

4 Geography

5 Chemistn

6 Biology

7 Physics

8 Civics

9 Commerce

1C History

11 Bookkeeping

12 Second Mistress Offic

13 Headmistress Office

14 Municipal Education Officer

15 Human Resour Officer

16 Municipal Executive Officer
Total

4
12

10
7

80

Lo T R S

0
0
0

12
10

86

Sour ce: M afiga Secondary School

3.5 Sampling Procedures and Sample size

3.5.1. Sample Size

The target population of the study was 86 publickecs, which then it narrowed to 53

public workers. This happened automatically whenrésearcher applied technique of

narrowing the area of the study; the study seleatedmple of 53 public workers. The

selected sample represents 62% of the target papulaho took part in this study.
This included 47 Teachers and 1 Head of School fafiga Secondary School and 2

second masters, 3 officers from the Municipal. €ffs from Morogoro Municipality

participated in face to face interviews while Teashand their Headministress

involved in filling Questionnaire and face to fadeterview. This sample was

representative sample which stand for entire pajula The sample selected it's
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resemble the unit of population and it's satisfg tleed of the Researcher because they

were picked from among the public workers.

3.5.2. Sampling Techniques

a) Simple Randomly Sampling

The study used simple randomly sampling to get ddchers to participate in the study
this sample picked randomly from among the teaclaraViafiga Secondary to
represents public workers, the researcher preparedl piece of paper and wrote all
names of 80 teachers at Mafiga Secondary Schamdetpiece of paper mixed in a big
container and one teacher allowed to pick up 4Zepd papers, and any name picked

included in sample for the study, unit of summadrgven in Table 3.3

Table 3.3 Simple random sampling

SIN Subject Teaching Staff
1 Mathematics 2
2 Englisk 12
3 Geography 3
4 Kiswahili 4
5 History 7
6 Civics 6
7 Commerce 2
8 Bookkeeping 2
9 Chemistn 3
10 Physic: 3
11 Biology 3
Total 47

Sour ce: Mafiga Secondary School

b) Purposive Sampling
The study applied the Non probability sampling teégbe by using purposive
technique by selecting One Head of School anddusasssistant and three officers from

the Municipality of Morogoro whom were Municipal &sutive Director, Human
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resource officer and District Education officer,dapurposive sampling used to get
three Head of School and three officers from thenidipality. The use of purposive

sample technique it's created the sense of belgngss and inclusiveness that all
academic and public administrators have includethénstudy, this selection does not
give equal chances to all respondents in samplgjdgmental and purposive technique
while probability technique by using simple randsampling was used to select 47
Teachers from Mafiga Secondary School, the proogas sample because the
population was ready available. The involvementpoblic workers, officers and

executive who are all public servant, it createel sense of participative study in the

research, the unit of summary was given in Table 3.

Table 3.4 Purposive Sampling

SIN Category Administrative

Head-mistress

2 Seconcmistres: 2

3 District Human Resource 1
District education officer 1
Municipal Executive Director 1

Total 6

Sour ce: Morogoro Municipal Council

3.6 Characteristics of the Respondents Profile
The study takes into consideration the respondgm@isonal characteristics and their
distribution to give general assist the researanéerstanding of the findings, variables

included here are sex, age, and working experiandeeducation level of respondents.

3.6.1 Respondents Distribution by sex
The study managed to capture both Sex, femalesraiés, the presence of Gender
relationship were used to determine the relatignéigtween the Gender and keeping

personal records.
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3.6.2 Respondents Distribution by Age

The study settled three groups from which eachomdgnts was asked to identify
her/his group, the age of the respondents was toseldeck if there is any relationship
between the age of employees and keeping persenatds. The study had set the

group as follows, from 25 to 34 years old, 35 toyddrs old and 45 years above.

3.6.3 Respondents Distribution by level of Education

Under this point the study settled three possibkdamic levels the respondents were
asked to identify which level of education he / slage reached. The level of education
was used to show the relationship of the two véembf education of respondents and
the process of keeping personal records in workingtory. The modality was
postgraduate, first degree and Diploma.

3.6.4 Respondents Distribution by work Experience
Research findings on work experience, it was rege#hat there is direct relationship

between experiences of workers and keeping perseoatds.
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Table 3.5 Characteristics of the Respondents

Characteristics of respondents Frequencies Per centages
1.Gender
Male 16 34
Female 31 66
2.Age groups 25-34 26 55
35-44 15 32
45 and above 6 13
3. Level of education
Postgraduate 2 4
Degree 31 67
Diploma 14 30
4. Working experiences
Less than one year 6 13
1to 4 years 21 45
4 years and above 20 43

Source: Mafiga sec school

3.7 Data Collection Methods

3.7.1 Primary Data

Questionnaires and interviews were used as institamef data collection, the
researcher decision to this methods of data caletaid on the fact that these methods
has all benefits of getting first hand data anthatsame time can offset some weakness
of each other, although they are very much likesmme. To instrument the method, the
researcher prepared both open ended and closetioquese which were prepared in
English. The set of answer were provided for closeded questions and respondent
was requested to choose one (s) that are mostlyclosgresent his/her views and
enumerator wrote number (code) correspond to ai®sponse. Answers for open-
ended questions also were recorded in the spgua@lesprovided in the questionnaire
and then coded.( Appendix IV).The questionnairertstavith title followed by
explanations which provide some directions on hawgb about. It comprise 10
guestions, in general the first 4 questions providi®@rmation about respondents

profile.
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3.7.2 Secondary Data collection M ethods

The researcher reviewed the existing literaturec@8dary Data Sources) to
compliment the primary data. The researcher rewlediferent published documents
from different resources, the researcher kept vieweng during report writing so as to
supplement as well as complement information trest gathered through questionnaire

and interview.

3.8 Data analysis

The data gathered was analysed using descriptaéstst through graph frequent
tables, percentages, Pearson Correlation and meuRipgressions. Descriptive statistics
was used to summarize the findings and determistilaition of the data, content
analysis and computer system (SSPS) was applied,uie of computer system
simplified the analysis of data. The analysis wasdticted in order to investigate how
public workers have succeeded in keeping theirgoesrecords in their employment
history, and final finding was presented in takdesl bar charts. It was also included

editing questionnaire for the completeness and rigpai responses.

3.9 Validity of the data
The data collected were validated by using diffenerethods like préesting, pilot

testing, coding, and editing questionnaire.

3.10 Ethical consideration

Permission to conduct research at Mafiga secor8einypol was obtained from District
Executive Director from Morogoro Municipal. Befoilge questionnaire was distributed
the overall purpose was of the research was exqadim the District Executive Director
and later on the research participants. Researnditipants were also informed that
they were free to participant in the research drtaoThey also asked not to indicate
their names or any personal particulars on thetmuegire and were assured that data

collected would be treated as collective respofrees all respondents.
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CHAPTER FOUR
PRESENTATION AND ANALYISISOF THE FINDINGS

4.1 Introduction

This chapter presents and analyzes the findingsisfstudy and it gives interpretation
of the findings, according to the objectives of eaash, research questions and
theoretical framework of the study. The variablesspnted are research questions and

theoretical framework of the study.

4.2 Rationale of keeping personal records by employees

The study asked if the respondent knew why theyewkeeping personal records. The
researcher intended to find out if the employeespublic services know the
importance’s of keeping their own records on thewrking history.55% of the
respondents were of the views that they kept rexcdod future use, 6% of the
respondents were of the views that they kept recbedause it was policy requirement,
38% of the respondents had other reasons for redardping, results are shown in
table 4.1 below

Table 4.1 Rationalefor keeping personal records

Reasons for keeping

records

Frequency Percentage
for future us 26 55.3
policy requiremen 3 6.4
Others 18 38.3
Total 47 100.C

Source: Fieldwork

The study interviewed administrative officers fratorogoro Municipality and they
had these viewst‘was responsibility of each employee to keephhisfecords which
are given when they were employedch new employee was requires to keep the copy

of records given when were employddoreover when Headmistress at Mafiga
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Secondary School was asked she had the viewsnisttof workers were keeping their
records because there were required by their Suparvto show employment

documents before they start working.

4.3 M ethods of keeping recor ds by employees themselves

The study asked the respondents how they kept pleegonal records; the aim of this
question was to find out which methods were usedeeping personal records. 50% of
the respondents had the views that they kept teewords by using personal files and
they kept those records at their homes where thdysimall shelves at their homes 6%
were the views that they kept their records usiomputer, and 13% they were the
views that they used both personal file and compane 32% said they don’t have any
formal system of keeping records, meanwhile resfitis;m Administrative Officers
showed that personal records which they had wept ik the special room which had
shelves, those records were kept Manual and weamge according to the numbers,
this was local methods of personal keeping recardkit lead to have low amount of
data which due to poor storage facilities and umaness of employees in keeping

personal records, the result are shown in Table 4.2

Table 4.2 Methods used to keep records by employees themselves

Methods use Frequenc Percerage
use of personal records file 23 50
use of personal computer 3 6

use of both 6 13
Others 15 32
Total 47 100.¢

Source: field work

The study how ever discovered that all new emplsyeere given employment records
on the first day when they were employed, the kaegiof the personal records was
100% from the employer but not all new employeesenkeeping their own records,
The findings at Mafiga Secondary School and fromrdgoro Municipal shows that

each department had its own shelve which used éepikg personal records, the
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findings also discovered that most workers kepir tbe'n records at home after being
given them by employer, the scale of records kgptrployee differed due to several
reasons, 89% of the respondents had own persac@idsewhich they kept it at their
homes, 4% had no personal records though they gieea when they were employed

and 7% were not sure if they had personal recéiidsire 4.8 shows the results.

Figure 4.1 Personal records kept at home in the cupboard

- -0}

Source: Fieldwork (2015)

=

The study also found that the records kept by adtnative officers were many due to
opening of file and keeping records of any new aygdl work this was due to policy
requirement which required each employer to keeprds of his employees, Figures
4.4 the shows results.
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Figure 4.2 Shelves of the files used to keep records at M orogoro Municipal
p !i‘ i i"

Sour ce: Fieldwork (2015)

4.4 Security of the records kept by employees themselves

The study wanted to know how safe was the reckegé by employees themselves
after being given to them by their employer, resuitere as follows, 13% of the
respondents were of the views that the methodshathiey used were suitable and safe
for keeping their personal records, 62% of the sadpnts were of the views that it was
slightly safe and 23% said that it was not safe,views from Administrative Officers
on the Security of records kept by employees themaseshowed that it was very safe
and protected well since it was kept by employbesnselves but also to those records
kept by Administrative Officer it was safe since aree was allowed to remove any file
from one place to another without permission froeatl Officer, the results are shown
on Tables 4.3.

30



Table 4.3 Security of the records kept by employees themselves

Security Freguency Per centage
very safe 6 13
slightly safe 30 64

not safe 11 23
Total 47 100.(

Source: Field work
The researcher managed to observe the security of deckept by employees
themselves and found that the storage facilitied equipment were very safe and

protect, figure 4.12 and 4.13 shows the results.

Figure 4.3 Shelves used to keep personal records at Mafiga Secondary School

Source: Fieldwork (2015)
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4.5 General findings

The findings from the study conducted on succes®roployee on keeping their
personal records had showed that employees weesn glocuments when they were
employed for the first time, the provision of wargidocuments to the new employees
was 100%,these was stated by Administrative offisich shows that each new
worker was provided with working documents, butwas only 89.4% of the
respondents whom were keeping their personal rectih@ study had found that the
respondents were receiving working records pderswon the first day they reported at
their working place and this was also proved bdhmrinistress during face to face
interview when asked if they were providing recotdghe newly employed workers,
she said ‘..each new reporting worker must bring copy of his/kenployment
records....” this also was proved by the Municipal executiveectior and Human
resource officer who said thafThey provided documents to each new employed
worker on his first time reporting on working place."Table 4.4 show results.

Table 4.4 Provisions and keeping of employment recor ds by employees themselves

Provision of records

Frequency Percentage
Yes 42 89.4
No 2 4.:¢
not surt 3 6.4
Total 47 100.0

Source: fieldwork

The study also had found that each department &g&8econdary School had its own
shelves for keeping personal records. DepartmeMathematics had two respondents
which shows that they were keeping their persam#heé shelves at school but some of
their own records were kept at home, the samehter d@epartment like English which

had 12 respondents, History 7 respondents, Kiswhad 4 respondents, Geography
had 2 respondents, Chemistry had 3 respondentsjd3hlyad 3 respondents, Biology

had 3 respondents and Commerce 2 respondentesle department had shown their
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records which are kept at the shelves found at ddaBecondary School and copy of
them kept at their homes, Figure 4.4 show theltesu

Figure 4.4 Department Shelvesfor keeping personal records at Mafiga School

Source: Fieldwork (2015)

The study found that among the age group of theoredents which kept more records
was the age group of 25-34 years which had 55%sgandents and its mode was 31
this group was a group of youth whom had knowlealgeeeping personal records and
were aware with the policy requirements, also tesshows that workers with the level
of first degree were keeping more records thanrstlyeoups while for the level of

experiences the respondents with experience ofdlyears were keeping records more

than others groups.

33



In the face to face interview with administrativiéicers if the employees they know
the policy of keeping personal records, the reshitsved that most of public workers
employed had no any knowledge of keeping persog@drds and were not familiar
with the policy of personal record keeping. Theesesher interviewed three officers
from Morogoro Municipal, all three officers when mgeasked how personal records
were stored in their office all three officers hal the views that they stored and kept
the personal records in shelves which are founthenoffice, and when were asked if
the employees know the importance of records a®gp kheir personal records their
views was that most employees kept records fordéutise but most of them were not
aware with the policy pertaining the employmentdrig This implies that there are
some reasons for missing of personnel recordsnmedies. The interviewees showed
that same public workers have no tendency of keepihdocuments in personnel file
as directed and they don’t responds to what thieyof records keeping orders, while
same officials were of the views that same clacke &re used to store and arrange
personnel records are not qualified hence they hewdency of misplacing of same

files in the office.

So to understand the relationship between keepergopal records by employees
themselves and Respondent profile the researcimeeSRES regression analysis, the
result showed that, Pearson correlation was 0.@4¢he Gender and keeping personal
records and 0.153 for education and keeping pers@trds, which tell that there is a
weak positive relationship between Gender and diucavith keeping personal

records, while Pearson correlation for Age was09.®r age and keeping personal
records and experience was —0.083 for experiesiogkeeping personal records, this
tell that there is weak negative the relationshgiween age and experience with

keeping personal records, Table 4.12 shows thétsesu
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Table 4.5 Correlation

keeping personal male or age group o level of experience
records female respondent: education in working
keeping personal Pearson Correlation 1 .149 -.209 .153 -.083
records Sig. (~tailed) 317 15¢ 304 57¢
N 47 47 47 47 47
Sex Pearson Correlation 149 1 -.178 435" -.081
Sig. (2-tailed) 317 230 .002 587
N 47 47 47 47 47
age group of Pearson Correlation -.209 -.178 1 -.338 528"
respondents Sig. (~tailed) 15¢ 23C .02C .00C
N 47 47 47 47 47
level of educatior Pearson Correlatic 158 4387 -.33¢ 1 -.15¢
Sig. (2-tailed) 304 .002 .020 304
N 47 47 47 47 47
experience in working Pearson Correlation -.083 -.081 528" -.153 1
Sig. (2-tailed) 578 587 .000 304
N 47 47 47 47 47

**_Correlation is significant at the 0.01 level-tailed)

*. Correlation is significant at the 0.05 level tdled).

Source: Fieldwork (2015)

The researcher combined the dependent and indeperdkriables to find out the

regression analysis; the Pearson regression asapplied shows that correlation was
0.375 which indicate that there was moderate pesitelationship between Personal
records and reasons for keeping personal recocdde $f records kept and its security,
and R.squared was 0.141which indicate there ikwaationship among independent

variables while the Std.error of the estimate @&$258 and the significance level

was 99%.Table 4.13.4.14 and 4.15 shows the results.
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Table 4.6 Modal summary

Sid. Error of the
Model R R Square Adjusted R Square Estimate

1 377 141 .081 .5025¢

a. Predictors: (Constant), how you keep your persoe@drds, how safe are
records kept by employees, reasons for keepingpalsecords

b. Dependent Variable: keeping personal records

Source: Fieldwork

The level of significant of the study was 0.086 ethimeant that it was 86% of the
study this was perfect and it was successful irsthdy and the degree of freedom was
3 which mean significant level was 99% perfectled study and sum of squares was

12.638.its shows the correlation was very strong positive between the study and
findings.

Table 4.7 Regression Analysis and Anova

Model Sum of Square df Mean Squar F Sig.

1 Regression 1.777 3 .592 2.345 .086'
Residual 10.861 43 .253
Total 12.63¢ 46

a. Predictors: (Constant), how you keep your pexisatords, how safe are

records kept by employees, reasons for keepingpalsecords

b. Dependent Variable: keeping personal records

Source: Fieldwork
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Table 4.8 Coefficient

Unstandardized Coefficients

Standardized
Coefficients

Model B Std. Error Beta T Sig.
1 (Constant) .421.302 1.392 A71
how safe are records kept
.230 126 .263 1.828 .075
employees
how you keep your person:
Y P youre .042 .063 .108 .659 .514
records
reasons for keeping persor
.093 .088 170 1.051 .299
records
a. Dependent Variable: keeping personal records
Source: Fieldwork(2015)
Figure 4.5 Plot for Regression Standardized
Residual
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The study run Regression analysis and the findghgsv that there was positive and
strong relationship of the variables as shown ia tthormal Plot of Regression
Standardized. This show that the study was strergshown the line of coefficient its
lies in positive and its variables lies in one dii@n which shows the study was perfect,
the level of achievement was 97%,which shows tmapleyees have succeeded in
keeping their personal records in their workingdmg as shown significant level shown

in Regression analysis.
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CHAPTER FIVE
DISCUSSION OF THE FINDINGS

5.0 Introduction

This chapter brings in the discussion about thdirfigs of the research based on success
of employees in keeping their personnel recordpuhlic services. The issue under
discussion included identification of ways useddmgployees to keep their personnel
records in public service, to find how safe was teeords kept by employees and

reasons for keeping personal records in public imgrkistory.
5.1 Rationale for the employees keeping their personal records

The findings showed that majority of workers knéwe tmportance of personal records
which they got it when they were employed for thstftime and they kept it for future
use. When the researcher asked if the public werkeMafiga Secondary School they
had personal records, the results in Table 4.hapter four had showed that 55.3% of
employees had personal records which they gohé&nathey were employed and they
kept it for future use. This showed that the bigkmi theory had applied and used, this
is the fourth bucket where by all employee are iregiuto keep his/her personal records
on working history as per Employment and LabouraReh Acts number 6 of 2004
section 96(i) and Public Service Schemes of 2008ime 65 (i) which insist on
employees to keep personal records which could helsolve the problem of

mismanagement of records.

5.2 Ways used in keeping recor ds by employees themselves

The study findings showed that employees understbedimportance of keeping
personnel records and they kept it. The aim of keppersonnel records was to ensure
that right information is available to the rightrpen, to the right time. The employees
in public service identified two ways which theyedsto keep their personnel records.
The table 4.2 in chapter four explained ways useleieping personal records, these
ways are the use of personnel file in hard copy @&l of computer in soft copy, the
large number of employee’s shows that they usesbpat file which are found at their
homes in keeping personal record. The identifiegsmahich were used by workers

had different challenges. The findings had shoved great number of public workers
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they kept their personnel records in hand copyhéirtpersonnel records files kept at
home, even though same public servants they keptrecords in computer but it was

in few number.

5.3 Security of records kept by employees themselves

One of the most important factor examined by thel\stvas how safe was the records
kept by employees themselves. The findings shovad public workers were not
satisfied with security of records kept by themes|uwable 4.3 and figure 4.4 in chapter
four showed that 63.8% of the respondents saidtktgatsecurity was slightly safe, the
findings also had found problem in a records kgpéeimployers, records were not safe
were not kept in a proper place at homes no pnamen or space for storage and there
were insecurity due to accident which might ocdikes file or same might be eaten by
rabbits. It was also evident that some records kgpgmployer were also not safe as
some clerks who deal with records keepings weraithiflly used to misplace same

document which were kept by employees.

5.4 General Discussion

When the study asked the respondents on how teoirapand protect personnel
records the findings had showed that computerigstes1 should be used to keep and
improves records keeping, However one challengedfagublic workers was the
illiterate on how to use computer and other digited devices. Respondents also
suggested provision of training to the workers loa importance of keeping personal
records.

There is nothing more frustrating than the inaypild find records. Despite existence of
policy and Acts but there is still weakness asaswpointed by workers regarding on
records keeping. The study found out that onceomesed files were opened, there was
no auditing of the files to see whether all necgssacords existed. Auditing would
allow further follow up with the employees and ooty when certain action is needed
and certain record is wanted. It was also revettiedemployees had no initiative to
ensure that their files are complete, accurateugadted. Even if this could be the case,
the system as it is now in the public service, @ygés are not allowed to review their

own files. With flexibility in the system employesould review their files in the
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presence of human resource. This would then can&in ensuring completeness of
records in the files and their management, whicd tase, anything partnering
provision of right to these individuals would beaiuand easy as documents to provide
evidence are readily available. Problem of managergonnel records was aggravated
by the ignorance of the employees as a whole. &ite tpng, management of personnel
records was seen as a duty of records keeping alafie. But the fact is, several

individuals are involved from creation stage torajgal.

So the study concluded that there is great relstipnbetween keeping personal records
and security, scale and magnitude of the recorgs g employees as the degree of
achievement and significant level was 99% while degree of freedom was 3, this
study was successful since the records kept was &8¥the significance level show

99% from Regression analysis, the relationship weag strong and positive.
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CHAPTER SIX
SUMMARY, CONCLUSION, AND RECOMMENDATIONS

6.0 Introduction
This chapter presents summary, conclusion and ne@rdations for an action and
further studies. The summary of the study focusesiqularly on the findings which

had been presented in chapter four and five.

6.1 Summary

This study was about success of employees on kgéipér personal records in public
service. It is a case study design conducted atgslafecondary School in Morogoro
Municipal between July 2014 and June 2015. It aitoediake the clear knowledge and
understanding on the importance of public servarketep their personal records as it
contributed by other sectors like records keptHgyrinistry of education and training,

records kept by regional and local government aitthand records kept by district

education officer which stipulated in theoreticedrhework and the three set of the

specific objectives of the study in success of medeeping in public services.

This process involved 53 public workers among 4fewmeandomly selected and 6
obtained by purposeful means. All 53 public sersamére from Morogoro Municipal

council. The study used primary means of collectitega. The data collected were
analyzed using various statistical means incluéiregjuencies, percentages distribution

and pie chart. Based on these statistical mearnstudg came up with these results.

6.2 Conclusions

Research results have clearly shown that persenatd its of great important and it's
the responsibility of each new employees in publarking to keep personal records
for future references and as policy requirementspile existence of effort of

government to come up with policies, labour Actgl @mployment Acts towards

improving personnel records in public services,pdesall these effort from the

government personnel records has remained infefldiis state of affairs has

continuously picked up the space towards loss o$gmnel documents and delay of
payment of retired benefits and poor delivery ofviees delivery in many faces in

public services.
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6.2.1 Rationale of keeping records by employees themselves

The study has revealed that 55.3% of respondemntsvigavs that they were keeping

personal records for future references, based ttwse findings it show employees

kept records for their working history in orderuse it as references in future especially

in retirement period.

6.2.2 Ways used to keep records by employees themselves

Since some problem rose due to poor records keepiirgystudy identified some way
which used by employees in keeping their persoeebnds. The study showed that
48.9% of public workers keep their records manodiles which are found at home,
they kept their records in hard copy and some haveeven file for keeping their

employment particulars like employment letters atiter documents.

6.2.3 Security of records kept by employees themselves

Based on facts that records should be safe andqpect, employees need to pay high
attention on keeping their record with care angtful, based on the study it revealed
that 63.8% of the respondents were not satisfigt thie records kept by themselves
due to poor ways and technology used to keep tiemoted in the study most of
servants kept their records manual in files whi@drenkept at home but it was unsafe

due to poor storage.

6.3 General Conclusion

The aim of personal records keeping is to enswaethie right information is available
to the right person, at the right time, and at leest possible cost. There is nothing
more frustrating than the inability to find a redolf it takes too long to find a record,
the operating cost of the government or institutises. Record management calls for
specialists, who must be effective, skilled, prableolvers and decision-makers of the
employment of the operations relaying on informatiBor one to be a professional in
keeping personal records there is a need to uadenge form of specialized training
to acquire the requisite skills, there for Its maooended that training of skills and
knowledge to public workers on how and importan€ekeeping personnel records.
One of the most problems that were apparent infmadf the study was lack of skills

and knowledge in managing personnel records priofeslsy. Provision of training in
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personnel records for public employees and offioees essential for improving
personnel records. This can be done continuallynasaining for those who are in
employment and further training for officers, Waroyé (2000.30) argues that “it is the
duty of Officers to make sure public servants aadegal employees are aware of the
importance of personnel records keeping, and wbald support good decision and
good governance. It is recommended that such aessemising programs be provided
to employees frequently or on job employees in tben of seminars and as
orientations course for newly employed individudlsis can help for employees to
know the importance of keeping personnel recordsi@npolicies. There is a need that
Policies, Labour and employment Acts should notaienmn hand of public officers
who formulate it, it should be clear understood #&mndught to the all stakeholders’
whom are required to follow it, all new employedshl be educated on the importance
of the policy on keeping personal records for ferthnd future use, also there is no
need of forcing the employees having had copy decarhile the employer can keep
them in data base and use them when needed arathlgetthem from the data base in
software even the employees can keep their recottieir computer.

The study had revealed that there was strong oektip on success of keeping
personal records among the employees but alsth#'sluty and responsibility of each
employee to contribute in giving accurate and catgplecords as well as managing
their own records. Authorities in public servicesame that a newly employed
individual will automatically understand the rolek®eping their personal records and
accurate information, the situation which this gtuhs proven to be otherwise. The
study has proved that there is also relationshipvdsen the Theory of big bucket and

the Study of personal records keeping.

6.4 Recommendations
In order to improve personnel records keeping irblipuworking, following

recommendations should be taken into consideration.
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6.4.1 Rationale of records kept by employees themselves

Based on the framework of the study which explaires success of keeping personal
records depends from the theory and it identifte®l lhig bucket theory which requires
each employ to have personal records which shoelldept by them. New employed
workers are required to be given document for teeiployment and as the requirement
of the policy, each employee should keep pers@wards for their working history and
improve services delivery. It was shown from thsuits that most of employees kept
their records for future use especially when them retired. It's recommended that
apart of keeping records for future use aftereeatints it's also the requirements of the
policy which required each newly employed to keepuinents for working history so
as to give right decision during working historkdi promotion, recategolization,

training or other personal benefits.

6.4.2 Ways used to keep recor ds by employees themselves

Since most of employees and departments have naligialized personnel records
keeping, adoption of Information Technology in kiegp records is highly

recommended in this study since it would improvéicieincy through storage of
personal records, speeding up retrieval and fatliteuse of information in different

ways.

6.4.3 Security of records kept by employees themselves

Most of personal records are exposed to neglect hmmdrds due to poor storage
facilities, this led to misfiling, misplacement amdste personal records, it was caused
by poor storage and lack of awareness of workerkegping personal records, its
recommended that the safety of records kept by @mepk depends on the methods
used to keep it,therefor the use of computer shbalémphasized in keeping personal
records, the use of such software helps and faiglithe process of keeping personal
records.
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6.4.4 Recommendations for Policy

The study come up with challenge of the policy ianZania which required each
employees to keep his/her records for future refss, but with the development of
Technological new employees nowadays are havingpaten and others improved
Technology tools for keeping records, so employeugl not only give employees
hard copy records they need also to produce recatdsh are in soft copy, also
employer should not force employees to have doctsnehile he/she is not demanding
it in near future and also due to presence of blase which used to keep all records so
employer he/she could get them from that data baseneed of demanding from

employees which are in hard copy.

6.5.1 Recommendation for futureresearch

The researcher would like to call for future studhich could provide a greater

contribution to personnel records keeping in pubéicvices in the future as far as a way
to give and provide rights to the public savantd &rture researcher should look on
these, electronic and use of digital records inpkege personal records and risk
management in keeping personnel records, infrasies and facilities, and training

and awareness of keeping personal records.
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APPENDIX I1

MAFIGA SECONDARY SCHOOL ORGANISATION STRUCTURE

SCHOOL BOARD

Head of School

Deputy — Administration

Deputy Academic

Academic Coordinator

Discipline Coordinator

Head of Departments

Staff Teaching Teachers

Non Teaching staff

Student government

Other student leaders

Student
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APPENDIX I11:

MOROGORO MUNICIPAL COUNCIL ORGANIZATION STRUCTURE

FULL COUNCIL

MUNICIPAL EXECUTIVE DIRECTOR

Technology Procuremeh Election E
Inter_nal information &
Auditor social
relationship
Planning Financial Primary Secondary || water Agric Fishing Land Social Constr
statistics & education | | education irrigation & and welfare & & fire t
and Business & livestock planning youth
supervision cooperative development | L——
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APPENDIX IV

QUESTIONNAIRE ADMISTERED TO THE TEACHERSAT MAFIGA

SECONDARY SCHOOL

I ntroduction
Questionnaire for research on the success of emgtowyn keeping their personal
records in public service. These questionnaire® tmen prepared for you as among
the public servant whom you have been employegdbtic service. | have chosen you
to fill this questionnaire because you are amoiegpihblic workers whom have records
on their working history. Please fill in the spgm®vided or choose the best answer
from alternative given.
Objective
These Questionnaires have been prepared for thmogeirof collecting data for the
research of Masters at Mzumbe University. My nasé&hadrack Obely whom am
collecting these data for my research as part ofstugies at Mzumbe University, If
you need the feedback of this research please ywite name and your Email so that |
can send to you the feedback. Please fill this tiprasaire and return it to me.
Instruction
I.  Tick on appropriate option, opinion or view

ii. Insert or fill in the given space as required

iii.  Responds to all question fully and honestly

iv.  Your responses will be included and treated asqiaaggrete responses

from all respondents
v.  Confidentiality will be upheld throughout the study
1. Your gender
Male=1

Female=2
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2. Age of respondents
25-34=1

35-44=2
45 and above=3

3. Highest academic Level,

Postgraduate=1

First degree=2

Diploma=3

4. Experience in working.

Less than one year=1

One to 4 years=2

Over 4 and above=3

5. Do you have personal records?
Yes=1

No= 2
Others=3

6. Why employees need to keep their personal re@ord

For future use=1

Policy requirement=2
Others=3

7. How do you keep your personal records?
Use of personal file=1
Use of personal computer=2
Use of both=3
Others=4

8. Did your employer give you employments documeviten you were employed for

the first time?
Yes =1

No =2
Others =3
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9. Do you know the policy of records keeping?
Yes=1
No=2

Not sure=3

10. How safe is that system of keeping your recbrds

Very safe=1

Slightly safe=2

Not safe =3

11. Why there is missing of records kept by empiagye

Poor storage facilities=1
Lack of awareness=2
Others =3

12. How can you describe awareness of employeeke@ping their personal

records?

Very high=1
Very low=2

Intermediate=3

13. How can you describe your knowledge of usinggater in keeping your

personal records?

Advanced= 1

Intermediate= 2

Beginner =3
Others 4
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B. Answer the following questions accordingly (if the space is not enough you

can use an extra sheet/paper.

14. What are the problem do you face in the procédeseping your personnel

records?

15. Please give suggestion on how to improve pesonrecords

keeping?
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APPENDIX V:

QUESTIONNAIRE FOR ADMINISTRATIVE OFFICERS

These Questionnaires have been prepared for th@osgeirof collecting data for the
research of Masters at Mzumbe University. My nasé&hadrack Obely whom am
collecting these data for my research as part ofstagies at Mzumbe University.
Please fill this questionnaire and return it to me.
Instruction

i.Tick on appropriate option, opinion or view

ii. Insert or fill in the given space as required

ili. Responds to all question fully and honestly

iv. Your responses will be included and treatedpad of aggrete responses

from all respondents

v. Confidentiality will be upheld throughout theugy

1. How many staff do you have in your Department () does all staff have personnel
file?

( ) Yes ( )No
2.How are personnel files are stored?

3. Do the employees keep the records of their wagrkiistory?
Yes No

4. According to your experience do the employeeswkimportance of keeping
personnel records?
Yes No
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4. How are personnel records supervised?

6. Are all employees are familiar with the polidypersonnel records?

( ) Yes (

If no why some doyees are not familiar with it?

7. What problems do you face as for personnel d=care concerned?

8. Does your office have personnel records guid&sual?

Yes

No

9.Suggest the ways of improving personal recoedgping
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APPENDIX VI:

INTERVIEW GUIDE

When did you employed in public sector?

How did you get this employment?

When you were employed did you got any employmentiqulars?
Where do you keep your working history particulars?

AR I A

Have you ever promoted in public services? If yes when were you

promoted, did you receive any letters for promotoryou were told verbal?

o

Have you ever taken for further training?

7. Do your employer told you to keep your working domnt? if

yes for what reasons?
8. Why the governments insist on personnel recorepikg?
9. Do you know the National Records and archive mamegg policy of 2011?
10 Do you have accessibility to the records kept emyryemployer?

11 Are you aware with Employment Labour Relations éichumber 6 of 20047

Thanks for your participation.
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