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ABSTRACT

This study aimed to determine the challenges ofagiag employees’ records in HR
and Administration Department at Musoma Municifdle specific objectives were
to determine the system used in keeping employeesords in HR and

Administration Department at MMC, to determine #iféectiveness of the system
used in keeping employees’ records in HR and Adstiiaion Department at MMC,

to determine satisfaction of employees on the vihgs records are kept in HR and
Administration Department at MMC, to find out theadjties of employees’ records
kept in HR and Administration Department at MMCdato find out challenges

encountered in managing employees records in HRAaimdinistration Department

at MMC.

The study used a case study design whereby MMC @dR Administration

Department) was selected as a study case. Data codlezted by questionnaire,
interview, observation and documentary review. Baenple had 45 respondents
obtained through quota sampling, simple random $ampand purposive sampling

techniques.

The study revealed that the challenges associaibdmanagement of employees
records in HR and Administration Department at MM€lude absence of electronic
records keeping system, shortage of employees meipe for records keeping,
shortage of trained personnel lack of capacity dimg for personnel, and low

compliance with rules and regulations guiding rdedeeeping.

Also, the study revealed the following: manual fégstem is used in keeping
employees’ records at MMC; to a large extent thestesy used in keeping
employees’ records at MMC is effective; a certaiteat the employees’ in HR and
Administration Department at MMC are satisfied witie ways their records are
kept; and to a large extent the records kept inad& Administration Department at

MMC have important qualities needed.
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Therefore, Local Government Authorities (LGAS), ippl makers and planners
should work hard to eliminate the challenges sl the records management can

be more effective.
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CHAPTER ONE
INTRODUCTION
1.0 Introduction

This chapter consists of the following componerttsckground of the study,
statement of the problem, general and specific atives of the study, research
guestions, scope, significance of the study, litidtaand delimitation of the study.
The chapter also consists of definition of terrhs, general organisation or structure

of the study.
1.1  Background of the study

The task of records’ management began far back leefare the start of civilisation.
Our ancestors used to draw pictures on their vahtsving different events of their
time (Azad, 2008:3). However, records and archheege been in existence since the
time when man acquired an ability to keep informatin writing. The earliest kind
of records to be kept can be traced back to theemncivilisation when records of
birth, property, law, money, and official and ptizdransactions started to be kept so
as to assist the conduct of government businesgelisas education, religion, and

family matters.

The way on which information was recorded differeith respect to society and
time. That is from the clay tables of the Assyram Babylonian Empire of the third
millennium to the wooden tables that found theirywa to Greece, the papyrus
scrolls of Egypt and the parchment and vellum ofliexal (UNESCO, 1990).

In Tanzania the origin of records keeping can lbeed back to the period before
independence in 1920 when a British officer in Taangka discovered amongst the
confidential decrepit records consisting of thdringions issued by the last German
Governor in 1916. Later, od'®November, 1962 Miss Marcia Wright submitted the
report which proposed for national archives. Thi o the establishment of national

archives in 1962.



The establishment of the National Archives in 19 to the introduction of the

programme known as the Records Management ImpravelRtegramme funded by
the United Kingdom’s Department for Internationaév@lopment from 1997 to

2001. A number of reforms prevailed as the resflthis programme. These include
re-positioning the National Archives as a part oéddent’s Office (Records and
Archives Management Division, President’s Officeublc Sector Management),
creation of a records cadre across government,laf@went and introduction of a
new file classification system based on keywordekidg, introduction of a full

range of file control systems including file titjnrules, location indexes, file
censuses, file movement procedures and accessolsordcross a number of
ministries, departments and agencies (MDAs) (Magayames, 2013). Since then a
variety of laws, policies, and regulations were e@@d so as to improve records

keeping | the government.

In 2002 the government of United Republic of Tamaa(URT) introduced the

Records and Archives Management Act no.3 whereblyIPainder Section 9 states
the responsibility of the Head of Public Office ameation and maintenance of
adequate records of transactions and events afrdspective public offices through
establishment of proper records management practloe2004 Employment and
Labour Relations Act No.6 of 2004 was enacted wiei®ection 96(1) states the
responsibility of both employer and employee tokelee records related to the

employment history.

For more emphasis on keeping of records the UR'©dnted the National Archives
and Record Management Policy in 2011. Apart fromeptthings the policy put
emphasize to both public and private organisatiortsave good records keeping for
appropriate decision making and future mattergedl#o entitlements like pension,
provision of evidence of births and deaths, andvegl of equitable and efficient

justice administration.



1.2  Statement of the problem

The Head of any Human Resource Department is redjiy Order 79 (1) of the
Local Government Financial Memorandum (LGFM) 20@9keep an up-to date
records of all employees and their important detaicluding appointments,
resignations, dismissals, suspensions, secondmands transfers, changes in

remuneration and any other necessary information.

Also, the National Records and Archives Managemuguoiicy 2011 states the
importance of storing the records that have be&entan a record management
system in good storage facilities as they may bedeeé in future. Appropriate
storage of such records ensures protection andsibday of such records in case

they are needed in future.

Additionally, Section 9 of Records and Archives Mgament Act no.3 of 2002
states the responsibility of the Heads of publifid@é in creation and maintenance
of adequate records of transactions and eventdeaf tespective public offices
through introduction of good records managemerttjmes. Moreover, Section C.19
(3) of Standing Orders for the Public Service 2@@es the importance of every
employer and employee to keep employment recordthaothey can be used as
reference when necessary. Lastly, Section 96(Engbloyment and Labour Relation
Act (ELRA) of 2004 states that every employer angplyee shall keep a record of
the written particulars as prescribed in Section dfsl any changes to those

particulars, and any remuneration paid to the eygao

Despite the presence of numerous rules and regogativhich insist on the
importance of proper record keeping still thereaigproblem of record keeping in
LGAs. One of these LGAs is Musoma Municipal CoufMC). MMC like many

other LGAs does not efficiently update employeaf®imation and keep employee
important records accordingly as indicated in thent@ller and Audit General
Report for the year 2013/2014. This situation ataa obstacle in effective and
efficient performance of administrative duties a¥Id like when processing data for

retired employees. This made a researcher to ectttl to conduct a study on the



challenges associated with management of employeestds in LGAs using MMC

(Human Resources (HR) and Administration Departinesht case study.
1.3  Objectives of the Study
1.3.1 General objective

The general objective of the study was to deterrtiveechallenges associated with

managing of employee records in HR and AdminisgiraDepartment at MMC.
1.3.2 Specific objectives

i. To find out the records management process in kgegmnployees records in
HR and Administration Department at MMC.

ii. To determine the effectiveness of the system useleeping employees
records in HR and Administration Department at MMC.

iii. To determine satisfaction of employees on the whgs records are kept in
HR and Administration Department at MMC

iv. To find out the qualities of employees’ records tkep HR and
Administration Department at MMC

v. To find out challenges encountered in managing eyeas records in HR
and Administration Department at MMC

1.4 Research questions

i. What is the system used in keeping employees’ dscan HR and
Administration Department at MMC?

ii. Is the system used in keeping employees’ record$Rmnd Administration
Department at MMC effective?

iii. Are employees satisfied with the way their recoads kept in HR and
Administration Department at MMC?

iv. What are the qualities of employees’ records kegdlR and Administration
Department at MMC?

v. What are the challenges encountered in managindogegs records in HR
and Administration Department at MMC?

4



1.5  Scope and Delimitation of the study

This study was limited to Musoma Municipal counaithereby the investigation
focused on assessing the challenges associated mattagement of employee
records at MMC. The case study design was seldéotgdide the study on assessing
which system is used by the organisation in keepemgployee records, the
effectiveness of the system used in keeping emplogeords, employees satisfaction
with the way their records are being kept and motsl encountered in managing

employee’s records at MMC.

The study included employees from the departmerAdrhinistration and Human
Resources at Musoma Municipal Council. The methaskd to collect data were
guestionnaires, interview, observation and docuergnteview. The study was
expected to take about one year period starting froly 2015- June 2016. The study

didn’t include employees who were in long term kauch as study leave.
1.6 Significance of the study

This study will be used as partial fulfillment equirement for the award of degree
of Master of Science in Human Resource Managenfevizambe University. Also,
the study will reveal information on the challengessociated with management of
employee records at MMC and identify risks emamgtiom poor or lack of records
management in the public sector. Such informatian be beneficial and useful
guidelines to policy makers and planners at varleusls in the country. Moreover,
the study can also be used as a reference to amaalesnand other student

undertaking same field on matters pertaining rec@&ekping studies.



1.7 Limitations of the Study

In the course of data collection the researcher feaed with the problem of
reluctance of the respondents to provide someeatatacially those that seemed to be
negative to MCC. Such limitation was solved by eimgu confidentiality to the
respondents. Also, majority of respondents failedeturn questionnaire on time.
Such limitation was dealt by reminding them regylahrough phones and other

means on the importance of filling and returningsfionnaire on time.
1.8  Definition of key Terms
1.8.1 Employee

ELRA (2004) defines an employee as any person Vifessorenders service as per
employment contract. According to this study empkys a person who is employed

by Musoma Municipal Council.
1.8.2 Archives

International Records Management Trust (IRMT) (9986&fines archives as either

current or noncurrent records having long-term eaelected for permanent storage.
1.8.3 Records

IRMT (1999) defines records as a document of anynfor medium created,
received, maintained, and used by a public or fgieaganisation or an individual in
fulfillment of legal obligations or in the businesansaction of which it acts as a part

or provides evidence.
1.8.4 Registry

Sotta (2011) defines registry as a room where @cteords for business transactions
are received, created, controlled, and housed. rHoerds kept can be either
unclassified which are kept in open registry orssified which are kept in

confidential registry. Most of public offices halweth open and confidential registry.



1.8.5 Records keeping

IRMT (1999) defines records keeping as the proodsseby the records responsible

for business activities are created, maintainelédomplete and accurate form.
1.8.6 Records management

IRMT (1999) defines records management as a pargesferal administrative
management concerned with creation, maintenance, @d disposal of
organisation’s records in economical and efficiealy in support of organisation’s

business.
1.9 Organisation of the dissertation

This dissertation consists of six chapters. Chageris introduction and consists of
background, statement of the problem, objectivethefstudy, research questions,
significance of the study, scope and delimitatidntlee study, limitation, and
definitions of the key terms and organisation afsdrtation. Chapter two is literature
review and consists of theoretical literature reyieonceptual framework, empirical
literature review and synthesis. Chapter threeesearch methodology and consists
of research design, area of the study, populatiahe study, sample and sampling
procedures, sample size, data collection methaodkdata analysis methods. Chapter
four is findings and discussion. Chapter five isnsuary, conclusion, and policy
implications. This chapter consists of summary dfe tstudy, conclusion,

recommendations, area for further research, arndypohplications.



CHAPTER TWO
LITERATURE REVIEW
2.0 Introduction

This chapter consists of four sections; theoretigarature review, conceptual

framework and model, empirical literature reviewdaynthesis.
2.1  Theoretical literature review

This part is based on theoretical literature revehewing the contribution of other

authors on the concept of records and records reamagt in general.
2.1.1 Meaning of concepts

i. Records
Ross (1961:12) has defined records as documentatgrias like papers, books,
maps, and photographs of any physical form or dterstics made or received by
an organisation in a course of undertaking of @gal obligations or business
transactions preserved for long or short periodsto be used in future for decision
making or any other activities with reference tdormational value of the data

contained therein.

Laura (1999) has defined records as a documentyffa@m or medium created,
received, maintained and utilized by either a puloli private organisation or an
individual in undertaking of legal obligations orbusiness transactions where it acts

as a part or provides evidence.

ii. Records management
Ross (1961:2) has defined records as an art thradnth organisation’s creation,
use, maintenance, protection and disposition obrosc is controlled. Johnson
(1967:12) has defined records management as aaf arontrolling the quantity,
guality, and cost of paperwork. Such control isrelsed throughout the life circle of

the records from its creation up to its dispositiBtace (1966:6) has defined records



management as the designed control of all kindeodrds in an organisation from

their creation to disposition stage.

However, Sotta (2011:35) says that records manageoam be defined in various
ways with reference to the approach, focus, anghesahosen by the writer. For
instance, Magaya (2009:18) has argued that sones takords management just as a
matter of achieving economy and efficiency in man@gecords while others target
on maintenance of quality and quantity of recohadsughout their life cycles. On the
other hand, others regard records management astaity of setting standards,

procedures and systems through which the recondd be managed.

iii. Fixed record
National Electronic Commerce Coordinating CoundiECCC) (2004) defined fixed
records as the records in which the contents dtieemenutated nor altered. A record
may be fixed but not static. For instance, a compptogram may allow a user to
analyse and view fixed data in variety of ways.akabase itself may be considered a
record if the underlying data is fixed and the samalysis and resulting view remain

the same throughout the time.

iv. Record content
NECCC (2004) defined record content as what makethe substance of the record
including texts, data, metadata, numerals, symhaig, images. A record has an
ability to fix information such that it can be rietred in future for different purposes.
A record may be created specifically for presepratf information over time or for
avoidance of likely future misinterpretation of buaformation. For the record to be
considered reliable it needs to be authentic. Heweany item can be considered as

a record if it is later used as evidence of thegho which it refers.

v. Record structure
NECCC (2004) defined records structure as the phystharacteristics of the
records and internal organisation of its contefitee record’s structure makes the
content tangible and intelligible. Physical chagaistics refer to components and

methods of assembly such as paper, seals, inkfaatdamilies, or character sets,



encoding, and formats. Also, the record’'s structimeludes the intellectual
organisation of a document. A record’s structurey ha very simple or complex.
Simple structure is like plain text on a page whitdly be organised into outlines or
sections with headings while complex structureudek things like a preamble, the

body, and signatures of witnesses.
vi. Record context

NECCC (2004) defined record context as circumstsrserounding the creation,
receipt, storage, or use of a record. Such circamess can be organisational,
functional, or operational. Record context includesns like date and place of
creation, compilation or issue as well as its retethip to other records. Context
provides the reason for creation of the record aray be contained within the
record’s metadata. An individual record gets itsakglity and usefulness from its
relationship with other records that collectivelsoyide an account of an event or
activity. For instance, a letter from a constitueraty be filed together with the letter
of response such that any one passing througheiponse in future can see it in the

context of the request.
2.1.2 The purposes of records management

IRMT (1999) argued that records management enghkesreation, maintenance,
use, storage, and disposal of records by an om#ons with efficiency and
effectiveness. It helps the organisation in dein@rits services and compliance with
regulatory and accountability requirements. Witlerence to the concepts of records
management mentioned earlier IRMT (1999) summarided aims of records
management as follows:- To manage records all thegr life cycle starting with the
design of a record-keeping system to the dispdsedamrds; To provide services as
per its mission so as to meet the needs and satethainterests of an organisation
and its stakeholders like staff and clients; To fgéf accurate, reliable, and useful
documentation of organisation’s transactions to mgmwith legal, regulatory,

evidential; and accountability needs; To manageortBsc as an important
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organisational resource; Promotion of efficiencyd aconomy via proper record-

keeping practices;

Sotta (2011:36) analysed the purposes of recordsagesment as follows: To
promote efficiency of official activities; To havfature reference of past activities;
Minimisation of the incidents of fraud; To enableomtoring of organisational
performance for accountability purposes; To helgaagible evidence of business
transaction; and To enable management to takenm&drdecisions, that is decisions

in accordance with documented evidences.
2.1.3 Principles of records management

Sotta (2011:36) and Reddy and Appanaiah (1990)tifteh seven principles of

records management as follows:-Records are to pevkigh a purpose in hand and
in accordance with the extent of time, money aratspRecords are to be verifiable
S0 as to be valuable; Records must be accurateasily retrieved whenever needed;
Records must be properly classified so as to avoifusion whenever needed by
someone for business purpose; Records must berpce@and maintained at a
justifiable cost; Records must keep the kind obiinfation which is necessary for
running of business; and The record keeping systeist be dynamic in accordance

with the situation facing an organisation at aipalar time
2.1.4 Essential characteristics of records

IRMT (1999) argued that the records represent @én picture’ so long as they
arise from actual events. A record has a tendeffciiximg an action within its
context of function, place, authority, and time.eTkssential characteristics of

records are as follows:-

i. Records are static
During an activity of creating a record, a documetit pass through a phase of
development and change. For instance, minutesceftain meeting will be prepared
as a draft form for the members to review befoseapproval. Once an activity of

creation is over and the document is regarded mplete, it may then be considered
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as a record. For it to be useful as evidence réuit must not undergo any further

changes.

ii. Records have authority
Records offer the official evidence of the pasiwgt or transaction. For them to
fulfill this purpose they must be reliable and twerthy. The reliability of the
records is highly connected to its creation. Theanant issues here are a person

who generated the records, the authority usedaarability to prove such authority.

iii. Records are unique
Records are not isolated. They have the meaningdbefer as they were generated
in a course of a particular business activity. Heeve they are useful within the
context of general activities of the organisatibattcreated them. Their association

with other organisational records makes them unique

iv. Records are authentic
The records should be what they say they are. Gtieeaticity of records depends on
the system of keeping records which is respondibtetheir creation or receipt,
maintenance and use. An authentic record is thehatecan be proved it is currently

the same as when firstly transmitted or set asidectention.
2.1.5 Qualities of good records

IRMT (1999) argued that the records have to beutifcéent quality so as to provide
reliable evidence of business transactions. Acogrdio IRMT the important

gualities of good records are as follows:-

i. Comprehensive
A record should cover every business activity tgkitace in a given organisation so
as to be more useful. Failure to cover some ags/itan hinder effectiveness in

organisation running.

ii. Accurate
A record has to take an account of an activity eately. For an organisation to

achieve the same it should create conducive enwieon like employing qualified
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personnel responsible with records managementtimgegood records management

system and the like.

iii. Adequate
A record should be enough for fulfillment of therpase for which it is kept. Failure
to have adequate records can make an organisaiioto forocess different matters

like employees benefits, leaves, terminations aerdike.

iv. Complete and meaningful
For the contents of records to be understood theyld consist of enough
information to give an account of an activity adlvas information on the context of
its creation and use. Moreover, the records shooidain information on structure

and relationship to other records.

v. Understandable and usable
It should be possibléor the user of the record to get intended meafiom the

information provided therein as well as to usertmrds without loss of information

vi. Authentic
As already said in the previous part that it shduddeasy to have a proof that the

record is what it says it is

vii. Unaltered
Once an activity that gave rise to a record haertgilace there is no information

therein that should be removed, changed or lostiveneleliberately or not.

viii.  Compliant
The record should comply with regulatory and acctabitity requirements applied to
an organisation that created it. For instance aeditirements.

2.1.6 Importance of records management

IRMT (1999) argued that records are compulsory dorvival of any business.
Record is one among the most important resourcedeakeby an organisation for

efficiency and effectiveness of its operations. [RMrgued that in the context of
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organisational business records help to:- Offer orgrto an organization; Formulate
policy; Take informed decisions; Promote efficienpyoductivity and consistency;

Comply with legal requirements; Safeguard orgarmsat and stakeholders interests;
Minimise the risks related to absence of evidemeelécisions or actions; and Take

an account of business transactions and achievement
2.1.7 Benefits of good records management

Sotta (2011:38) argued that records managementhas biackbone of every
organisation as all business activities rely hegawh records. Therefore, it is
important to have good management of records ficieficy and effectiveness of
operations. The benefits resulting from good resamhnagement is as follows:-
Rapid access to and retrieval of information neddednaking informed decisions;
Good retention of valuable information related tasibess activities and human
resources; Rapid provision of service to custondels to easy and fast accessibility
of the needed records; To inform policy makers ba progress made by an
organisation in its activities; and Provision okpedents for making decisions on

complex issues
2.1.8 Symptoms of poor records management

Sotta (2011:38) provided the following indicatofspoor records management in an
organisation:-Unqualified staff to handle matteetated to records management;
Cluster of documents on the desk; Records dupticathAbsence of file indices;

Storing of both active and inactive files togethAhsence of a good system to
control file movement; Failure to record files aretords; Presence of missing
documents; Shortage of space used in keeping filed;Absence of a well-known

classification system for an entire organization.
2.1.9 Problems of poor records management

Magaya (2009).provided the following problems tbamh face an organisation as the
result of poor records management:-Loss of inforonatelated with management;

Low capability to provide ministerial informatiohpss of capability to comply with
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legal obligations; Loss of capability to supplyanhation to the public in general,
Loss of capability to adhere to normal proceduF@sancial failure to third parties;
Political embarrassment; Exposure of classifieconmiation without authority;
Breach of confidentiality or national security; Cplaints stake holders like

customers; and Making of inconsistent decisions

Sotta (2011:38) also argued that failure of an wiggion to adhere to records
management principles can lead to serious problé&@sLoss or misplacement of
valuable records related to business transactibate decision making due to
absence of required information; Late provisionpetuniary rights like terminal
benefits to employees; Destruction of organisatiomhage to stakeholders like
clients; Lack of confidentiality due to poor hamdjiof confidential information; and

Poor decision making
2.1.10 Records lifecycle

Sotta (2011:40) said that most scholars arguerditatrds have lifecycle the same as
the life cycle of living organisms. These scholargue that records are born when
created or received by an organisation. The recamelsonsidered to live when they
move to actives stage. During this time recordsumex to facilitate organisation’s

business transactions. The records grow old whey teach semi-active stage. At
this stage the records are maintained and retdore@ference purpose. The records
die at non-active stage. This is the time for trenagement to decide whether to
destroy them as they are no longer useful or kkemtin the archives as they could

be useful later.
2.1.11 Theories underpinning records management

i. Big Bucket Theory
Abraxas (2012) argued that Big Bucket Theory ofords management was first
proposed U.S National Archives and Records Adnmaistn (NARA) in 2003.
Initially the theory was termed as “flexible schidg” whereby paper and electronic
records were consolidated into broad categorieBuckets instead of following a

long checklist in which employees classify theica®ls into many groups. Such the
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groups may be in accordance with time periods, rness activities, legal and
regulatory categorisation, or any other sound wdnyckv complies with required
laws. The Big Bucket Theory intended at simplifyimegords retention and therefore
improving employees’ compliance and minimise tis& of mismanagement of files.
Practically, the Big Bucket Theory often simplifigscords retention only. The
author argues that the user of big buckets shduddse the categories carefully. He
argues that files related to a particular evergulaory action or legal proceeding
has to be classified differently from routine reior The author suggests that
documents and files that are related to the samsmdéss tasks or requirements can

share a bucket.

The author argues that the buckets whether bigftty tlo not replace the need to
have a thoughtful and precise records managem#atfilEs in a bucket still need to
be properly identified, documented, stored andilgadcessible. Once implemented
properly, the theory provides a prospective tooptomote compliance, minimise

risk and simplify records retention.

However, the theory has its own weakness and lilitasuch as using big bucket to
keep record of all records accordingly is very exgi¢ge and may require extensive

maintenance phase which probably maximizes therssgseand risks.

Despite limitations and weaknesses of the theory Bucket theory is still
practically on records retention scheduling priatlijpon managerial administrators
and information technology experts and the systgpems as it facilitates the well

arrangement of records and ease the retentiongsoce

In a nutshell, the theory assist in understanduegmportance of keeping the records
accordingly and in an accessible way whereby aarosgtion should have a bucket
responsible for keeping employees’ records andefber ensure their easy
accessibility in future. Normally, majority of ongigations fail to keep record of its
employees well, hence having a bucket a part aétmygs important and safe. .Also,

the Big Bucket Theory suggests that in local gorent where there are many types
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of documents stored, documents should be organighdreference to the use and

arranged accordingly for easy accessibility.

ii. Records Management Theory
Buckland (1990), argues that the Records Managemkebry considers records
management as an easy access to the working reafoagisorganisation. The theory
talks about records management in three dimensibich are information retrieval,

the records life cycle, and information policy.

1. Records management as Information retrievalthtBery suggests that the records
are kept for easy accessibility when needed. Baigtrestion is how to identify what
among the existing records would cater for ill-defi need. Information retrieval can
consist of up to three tasks namely: (i) Physictdtghing a copy of a document; (ii)
Locating the place where a certain known documemirésently housed; and (iii)
Identifying which documents fit some descriptioraify. For easy retrieval a well-

defined sequence is needed during storage of record

2. The records life-cycle; Efficiency and cost-effeeness in performance of records
management activity depends on manager’s involverrerthe full life cycle of
records. But involvement in the full cycle meansgolwement in a wide variety of
issues: form design and management, human factods veorkflow, retention
schedules and appraisal for archival retentiomrination technology, and valuable
records protection. The concept of life cycle iplagal to records management so as
to meet all internal business needs, facilitateabeessibility, use and re-use of the

content of the records in a controlled and effitigay.

3. Information policy; this record management tlyedegals with privacy and security
of records kept. The policy should make clear oo whould have access to records.
This involves legal and ethical matters resultingnf freedom of information and
privacy legislation, trade secrets, and so fortiesk issues are complex, ambiguous
and of great importance, especially on the puldictar. For example, should the

public have access to a part or all of the persmwdrds of public officials or do the
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privacy rights of such officials put into considéoa? When, and on what basis, can

working drafts of documents be kept confidential?

The three dimensions of records management thédigrfiation retrieval; records
life cycle design; and information policies) areoegh to demonstrate that if you
check the records management widely as having twitto access to the working
records of an organisation, then one cannot avan#lihg the nature of the field as
practically and conceptually complex--as actualyotentially rich in theory of one

kind or another.

In theoretical context records management servesrganisation. That means the
mission of records management activity should confahe mission of the

organisation in general. Also in professional cahteecord management can be
viewed as one of the members of retrieval basedrnmdtion system. Records
management theory insists on the importance ofikgecords and such records
should support the organisational goal. Therefoeedrganisation should make sure
it keeps the important personnel records and atbeuments seem to be important

for the organisation.

However, the theory has its limitations in termsdefinition such that definitions of
records only serve the dominant paradigm from wtileh definition is espoused.
This intellectual exercise ultimately attempteddweal the hierarchy of thoughts that
exist in approaching the record. Those involvecdhwibrking with records everyday

may only define record by the way of example.

In a nut shell, the theory insists on the imporéand keeping personnel records
safely and with privacy for the welfare of both gmwnel and organisation as a
whole. Records should be kept on the basis of igsliand rules of the organisation
essentially with high degree of confidentiality aseturity.

The two selected theories (Big Bucket Theory andoRis Management Theory) are
relevant to my study because they both emphasizéh@nmportance of keeping
records for future use. The theories are also eqigle in local government whereby

different documents are organised in accordancé wie use. Registry officers
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organise documents accordingly for easy accedgibiAlso, the theories are parallel
with government policies and orders in insistingorels keeping for future use.
Order 79 (1) of LGFM, 2009 needs the Head of HurRasource Department to
keep an up-to-date register for all personnel ameir timportant details like
appointments, resignations, termination, suspessigecondments and transfers,
changes in remuneration package and so forth. &isoNational Records and
Archives Management policy no 4.6 of 2011 statesitfportance of proper storage
of the records that have been taken in a recorgikgesystem so long as they may
be needed.

Therefore, the Big Bucket Theory and Records Mameyg Theory are consistent

with national policies, acts, and orders in insigtproper records keeping.
2.2Empirical literature review

Lilian (2010) conducted a study to examine barrtergffective records keeping in
procurement entities in Tanzania a case study tEBRegulation Unit (BRU). The
general objective of the study was to examine factehich hinder proper record
keeping at BRU. The study was a case study desidin & scope limited to
procurement entity which was BRU. In such a studyas found that BRU does not
effectively adhere to records keeping procedurestipalated to Public Procurement
Act of 2004. Also, its record keeping was poor tlu@arious challenges like lack of
awareness on record keeping procedures due to dackaining among staff
members, shortage of staff, lack of cooperationragrsiaff members which resulted
in negative impacts such as loss of stored goods, delivery or under delivery of
goods, and lack of proper records. The study recend®d the management of BRU

to allocate more fund for personnel training orords management.

Noelia (2006) conducted a study on EffectivenesBaisions Records Management
in the Public Service Employee Retirement Benefitsase study of Public Service
Pensions Fund (PSPF). The general objective ofstnidy was to make assessment
on whether the complaints of pensioners have beéunced since the establishment

of the Public Service Pension Fund. The specifiealves were to determine the

19



accuracy of records management performance in gesisiepartment of the PSPF,
to evaluate the physical state of records and uhiter whether registries are clean,
air-conditioned, well-lit and if there are fire exduishers, to determine satisfaction
and perception of registry staff whether they se@werall improvement in records
management, and to suggest necessary measuresyechfbo further improvement

of records management.

The research employed a case study design andysuegeyn. In such a study it was
found that the fund was not effective in record agament particularly physical

records. The computerised files and folios weret keptheir correct location but

there were no proper location due to limitednesshef space available. Also, the
study revealed that it was difficult to retrievie§ manually and it took a lot of time
to get the required files as files were not arra@nigeproper location. Moreover, the
findings revealed that the whole system of handliegord management was not
adequate as there was no specific place specifieémrds management. Also, there
was no separation of records management with aflaées like calculation of

pensioner’s benefits. Therefore, the study reconu®eérihe need for a good record

management body which is important for any corpobatdy to function effectively.

Xolile (2012) conducted a study on the Status otdR#s Management at the
University of Zululand in South Africa. The studgad the survey research design.
The target of the study was both administrative academic employees (Heads of
Department) at the University of Zululand. The firgs revealed that the University
of Zululand still had a lot to do on the issue @fydo-day records management.
Apart from the Integrated Tertiary Software (ITShieh was an Enterprise
Management System there were no formal records geament system identified at
the University of Zululand that dealt with eithesger-based or electronic records.
Also, there was no policy specific for records ngeraent. Moreover, there were no
gualified records management practitioners at thevéssity of Zululand although
there were employees who were hired by the uniyerdio were known as ‘Records
Officers'. Lastly, the academic and administratpractitioners at the University of

Zululand lacked appropriate training, skills, andrkshops. The study recommended
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an introduction of an official records managememtliqy. Also, the study
recommended that there should be the position reicards manager together with
training programme for staff. Furthermore, the gtudtcommended that the
university should acquire and implement an appatericampus-wide records
management model such as Windows SharePoint SEWEPS) or any other

relevant system, and the establishment of a fodephrtment for recordkeeping.

Pumulo (2012) conducted a study on Assessment obri@e Management at the
Courts of Law in Zambia a case of Court Registri@shtribution towards Access to
Justice. The research’s objectives were to assessds management infrastructure
and facilities, and to examine court registries plamce with records management
legislation, policy, and standards. The findingowéd that there were many
challenges faced court registries including shertag infrastructure and facilities

development which consequently had impacts on th@agement of paper and
electronic records. The general lack of infrastietdevelopment in the courts of
law resulted to the congestion in court registaeshey were not purpose-built and
suitable for the storage of paper, electronic, murds in other media and formats.
Moreover, court registries failed to comply witlgudations as stated in the National
Archives Act of Zambia and therefore having poorcords management.

Furthermore, the court registries were faced by tafcguidance on how to manage
records attributed by lack of a records managerpelity and lack of compliance

with international standards. Lastly, research Itesushowed that while

administrative risks in the court registries hadjatevely affected the records
management function, reputation risks had minimigedblic confidence on the

courts of law particularly court registries.

Noluvuyo (2010) conducted a study on Investigatminthe Role of Records
Management with Specific Reference to Amathole ridistMunicipality (ADM).

The general objective of this study was to inved#gthe role played by records
management in an organisation. The primary questianwas explored was whether
the management of records received the attentialeserved at ADM. The study

revealed that there were more weaknesses in AD&terds management practices
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than strengths. Majority of respondents were noarawof the requirements of
ADM’s Records Management Policy and the NARS Aat,réspect with record-
keeping. Therefore, the study exposed that therdem@nagement at ADM was not

receiving the deserved attention.

Ngoako (2011) conducted a study on Records ManagiemeSupport of Service
Delivery in Public Health Sector at Limpopo prown¢South Africa). The study
intended to investigate whether the current reckegping practices supported or
undermined service delivery and the e-health remdirdegree. The study employed
survey design. Questionnaires, observation andvieigs were the data collection
methods used. The study revealed that records reareag had negative impacts to
timeliness and effectiveness in health care sesvi€his led to long patient waiting
times and treatment of the patients regardleséiaf medical history records. The
study recommended an introduction of an electroaaords management system
capable of taking and offering access to a compgdatent’s record and monitoring
paper record movement. Also, the study revealed pgber state of records
management in the hospitals characterized by skivieval of records that were
requested in bulk as well as loss of many fileshauit known reason. Moreover,
employees were faced by too much paperwork, pdiogfarchiving system, poor
planning, poor organisation and supervision, slgertaf filing space, shortage of
gualified officials, poor infrastructure, shortagd personnel, little centralised
budget, lack of end user participation in plannifgecords management system and
administration, missing files and misfiling, andckaof records awareness by
personnel responsible with and/or use records .dslignual registers were still used
as file tracking system. However, they noticed adh& move toward electronic

records management system for improvement.

Makhura (2005) conducted the study on the Contobudf Records Management
towards an Organisation’s Competitive Performanidee study employed survey
design whereby the objectives of the study werevestigate the current position of
records management function at South African Nali®arks (SANParks) as well as

the way in which records as information sourcesused by end users (employees).
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In such a study it was found that SANParks had oadgrecords management as
stipulated by section 13 of the National Archivesl &ecords Service Act No 43 of
1996 of South Africa as amended. This is due tddbethat there was no uniformity
in respect with filling methods and the way in whiecords were disposed. Also,
there was no appointed manager specific for recandeagement at SANParks.
Although information was considered as the mostiatale resource for the survival
of SANParks in future, the end users tended to em¢ghnd manage records
voluntarily as the main source of information. Maver, an e-mail policy, filling
procedure, and disaster recovery plan did not ekistl users were seen managing
records on their own as there were no policy odelines for effectiveness of

records control.

Freda (2014) conducted a study on Assessment abrBedvianagement Practices
among the Administrative Staff of University of Edion, Winneba-Kumasi and
Mampong Campuses. The study revealed that the &trative records were stored
both manually and electronically. It was also foutt there were no enough
resources in terms of trained records managersoffité space. Moreover, it was
found that the records management practices ambagatademic staff of the
university was to a large extent effective duexistence of privacy, security, back-

up in case of disasters, and documented recoreisti@i schedule.
2.3 Synthesis

Empirical literature review indicates that diffeteresearchers have conducted
studies on the area of records management and oamwith different findings.
However, the studies still create a chance foh&rstudies in this area. This is due
to the fact that there is geographic and socio-ecnn difference between MMC and
the areas where these studies were conducted.diffésence exists in two levels.
The first one is inter-state difference. South édriand Zambia are socially and
economically better off compared to Tanzania. Tloeeg although Xolile (2012),
Pumulo (2012), Ngoako (2011) and Makhura (2005kaésd different challenges
associated with record management in their resgectuntries such challenges can

differ from those existing in Tanzania. The secdiiterence is intra-state difference.
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BRU and PSPF are located in Dar es Salaam. Daratmar8 is socially and
economically better than Musoma. Therefore, the bleras facing record

management between the two regions can also differ.

Moreover, the two studies were not conducted irallauthorities. This creates
another opportunity to conduct this study as thieineaof MMC which is the local
authority differs largely with other institutions terms of mission and the like. For
instance, PSPF deals with provision of pensionisesvto the retirees while MMC
deals with provision of social services to the pubks its primary goal. In addition
the focus of most of the studies did not considsués like investigating the record
management system used, and employees’ satisfacitionhe way their records are
kept. Therefore, the main focus of this study igxamine the challenges associated
with record management at MMC with its specific esftives which are to
investigate the system used in keeping employemsds at MMC, to determine the
effectiveness of the system used in keeping empbyecords at MMC, to determine
satisfaction of employees on the ways their recardskept at MMC, to find out the
gualities of employees’ records kept at MMC, anfind out challenges encountered

in managing employees records at MMC.
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2.4  Conceptual framework
Figure 2.1 Conceptual framework

Independent variable Dependent variable

Safety

Adequacy

Effectiveness
of record
management
system

Confidentiality Employee satisfaction

Easy access

Update

Source:Researcher (2015)
The conceptual framework indicated in the Figure guided the researcher to link
independent and dependent variables in relatiahdcstudy. Explanations of these

variables can be found below;
2.4.1 Dependent variables

I. Effectiveness of record management system
For any record management system to be considdfectiee there should have
some important features. These include safety, B confidentiality, easy access
and update. Therefore, it is a duty of any respeatirganisation to ensure that its
record management system consists of these feaflineseffectiveness of record
management system can consequently make the eraplegatisfied with the way

their records are kept. In this study the researchyeart from other things
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investigated the effectiveness of the system usekkeping employees records at
MMC.

ii. Satisfaction of employees
Once the system used in keeping employees recsreffeictive the employees can
be satisfied with the ways their records are kips the duty of an organisation to
look on whether its employees are satisfied withways there records are kept. In
this study satisfaction of employees on the waxsr ttecord are kept at MMC was

determined.
2.4.2 Independent variables

I. Safety
For the record management system to be effectieee tehould be a safe place for
keeping employees records. Records should be kepplace which will be difficult
for them to be destroyed, stolen or lost. Therefeadety of records kept should be
one among the important consideration when anynisgdon keeps employees’
records. In this study among other things the mebea investigated the safety of the
records kept at MMC.

ii. Adequacy
Employees records kept at any organisation shoelda® adequate as possible.
Adequacy means that the records kept should begéntu fulfill the objectives
being kept. Adequacy of record kept is one amomegfélctors which determine the
effectiveness of any record management systens the duty of the respective
organisation to ensure the adequacy of employessirds kept. In this study the

adequacy of the records kept at MMC was checked.

iii. Confidentiality
Confidentiality is one among the most importantuisgment of any effective record
management system. The employees records keptdsheuknown only between
management and the respective employee only. thesduty of the respective

organisation to ensure that the keeping of empByesords is as confidential as
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possible. Therefore, in this study among other ghionfidentiality in keeping

employees records at MMC was checked upon.

iv. Easy access
In an effective record management system it shbaldasy to get any kind of record
needed for a certain purpose. The records keptdh@uobtained within short time
without using much energy. It is a duty of the mxtjve organisation to develop a
record management system with easiness in accesscofds. In this study the
researcher looked at whether there is an easy saofesnployees’ records at MMC

record management system so that the effectiverigbe system can be determined

v. Update
For any record management system to be consideres &ffective the employees
records kept therein should be updated. This meahas the records should
incorporate any changes that occur. Examples aetlthanges are changes in age,
salaries level, designations and so forth. It esdiaty of the respective organisation
to ensure that employees’ records are up to datthid study the researcher looked

on the extent to which employees records are ugaatMMC.
2.5 Chapter summary

This chapter is a composition of theoretical litara review, conceptual framework
and model, empirical literature review, and synithebhe theories underpinning this
study are Big Bucket Theory and Records Managenibabry. According to this

chapter the independent variables include safedggqaacy, confidentiality, easy
access, and update while dependent variable arectigéness of records’

management system, and employees’ satisfaction.
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CHAPTER THREE
RESEARCH METHODOLOGY
3.0 Introduction

This chapter provides detailed explanation on mefeanethodologies that the
researcher used in the process of carrying oustilndy. These methodologies were
used in the process of collecting data, analysiata,dand presenting data. The
specific section in this chapter includes type bé tstudy, study area, study
population, sample size and sampling techniques, dalection methods, and data
analysis methods. The chapter also presents résesatedule which shows the

research activities and allocated time.
3.1 Research design

This study employed the case study design wherébystudy was limited to
Musoma Municipal council only though its findingsearansmittable even to other
Municipal Councils in the country. The case studgign enabled the researcher to
be flexible in using multiple data collection medlsowhereby questionnaires,
interview, observation and documentary review wesed. Also, the study employed

both qualitative and quantitative means of datdyaisa
3.2 Area of the study

Musoma Municipal Council (MMC) was the area of gtady. MMC was officially
inaugurated in 1963 as a Town Council under sectiaf the Local Government
Ordinance (The Local Government Instrument, 1962MC covers an area of
6300knt and is composed of plains with small - scatteréid. Ht lies between
latitude £30' south of equator and ©88' East of Greenwich. From the census
conducted in 2012 MMC is approximately to have 286, people. The map of
Musoma Municipality is attached in Appendix | andjanisation structure of MCC

as Appendix Il.
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Researcher decided to select MMC due to ReportootrGller General 0f2013/2014
which shows that some of LGAs do not efficientlydape employee’s information
either keep employee important records accordingiiong LGAs listed with this
problem MMC was one of them that’s why the researatecided to conduct an
investigation at MMC so as to determine what wdre thallenges facing the
municipal in managing employee records accordinglpd provide some

recommendations to improve the situation.
3.3Population of the study

The target population for this study was 123 indlidls who constituted both

managerial and non-managerial cadres.
3.4 Units of inquiry

The units of inquiry in this study included all ¢cad found in the Department of HR
and Administration at MMC. The distribution of pdation in these units of inquiry

is as shown in table 3.1 below.

Table 3.1 Units of inquiry

No. Cadre No. of Staff Percentage of the
Total
1 Administration officer 1 0.81
2 Human Resource Officers 4 3.25
3 Records Management Assistants 8 6.50
4 Office Assistant 1C 8.1¢
5 Personal Secretar 7 5.6¢
6 Ward Executive Officel 9 7.32
7 Millet Executive Officers 46 37.40
8 Security Guards 23 18.70
9 Drivers 11 8.94
10 Committee Clerk 2 1.63
11 Public Relation Officer 1 0.81
12 Information Technology Officer 1 0.81
Total 123 100

Source: Documentary review (2016)
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3.5 Sample size

The sample size was 45 respondents. This samplsisteth of employees from
different cadres within Administrative and HR ddpant. The reason for selecting
this size of the sample was the size of populatseif whereby Administration and
HR department consisted of 123 employees. Thisditlee sample was ideal due to
limitedness of financial resources and time onside of researcher. The sample was
representative as it included representatives fralingroups and sections of
employees within the chosen department. The sadiptabution was as shown in
Table 3.2 below.

Table 3.2 Sample distribution

No. Cadre No. of Staff Number selected Percentage of the
Total

1 Administration officer 1 1 2.2
2 Human Resource Officers 4 3 6.7
3 Records Manageme 8 8 17.¢

Assistants
4 Office Assistants 10 6 13.3
5 Personal Secretaries 7 5 11.1
6 Ward Executive Officel 9 5 11.1
7 Village Executive Officer 46 8 17.¢
8 Security Guards 23 3 6.7
9 Drivers 11 3 6.7
10 Committee Cler 2 1 2.2
11 Public Relation Office 1 1 2.2
12 Information Technology 1 1 2.2

Officer

Total 123 45 100

Source: Researcher (2016)
3.6  Sampling technique

The study used quota sampling, purposive samplimg sample random sampling

techniques to select the sample for the study plaieed below.
3.6.1 Quota sampling

Quota sampling was used to select 41 responderiis tocluded in the sample. In
this technique all employees of Administration dahdman Resources Department

were divided into their cadres. Thereafter, theaesher decided on the number of
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respondents to be taken from each cadre basingemsite and the nature of the
cadre. The importance of using quota sampling wasdrease the probability of the

sample to be more representative as the respondergstaken from each cadre.

Table 3.3 Quota sampling

No. Cadre No. of Staff Number selected Percentage of the
Total
1 Administration office 1 1 2.4
2 Human Resource Officers 4 2 4.9
3 Records Managemer 8 6 14.6
Assistants
4 Office Assistant 10 6 14.¢
5 Personal Secretaries 7 5 12.2
6 Ward Executive Officers 9 5 12.2
7 Village Executive Officers 46 8 19.5
8 Security Guarc 23 3 7.3
9 Drivers 11 3 7.3
10 Committee Clerk 2 1 2.4
11 Public Relation Officer 1 1 2.4
12 Information Technolog' 1 0 0
Officer
Total 123 41 100

Source: Researcher (2016)
3.6.2 Simple Random Sampling

Simple Random Sampling was used to select 41 relgpds as identified by quota
sampling. There researcher wrote the names ongll@/ees excluding those who
would be selected by purpose sampling in each dadseparate pieces of paper and
mixed them into a box. Thereafter, the researclueqd the pieces of paper one after
another until the required number of respondems frespective cadre was attained.
The process was repeated to all other cadres3mtiésspondents were obtained. The
researcher decided to use simple random sampliras $0 give an equal chance of
all members from each cadre to be included in #mepde and therefore the avoiding

bias.
3.6.3 Purposive sampling

Purposive sampling was used to select 4 respondewtsding 1 Head of

Administration and Human Resources Department,defsisor of Open Registry, 1
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Supervisor of Confidential Registry, and 1 Inforioat Technology Officer. The
researcher selected these 4 respondents purposberiguse they were more
concerned and knowledgeable on employees’ recomisagement and therefore,
able to provide more detailed information which Idonot be obtained from other

employees.

Table 3.4 Purposive sampling

No. Title of the respondent(s) No. Percentage
1. Head of Department 1 25
2. Supervisor of Open Registry 1 25
3. Supervisor of Confidential Regis 1 25
4, Information Technology Offict 1 25
TOTAL 4 100

Source: Researcher (2016)

3.7  Data collection methods

The study used both primary and secondary dataatmh methods.
3.7.1 Primary Data Collection methods

These were used to collect first-hand informatioreat from respondents. The
primary data collection methods that were used carestionnaire, interview and

observations.

i. Questionnaires
Questionnaires were administered to 35 employees fthe department of
Administration and HR at MMC. Questions were bofieio ended questions and
closed ended questions prepared in English andlataa in Swahili. The English
guestionnaires were for employees who were confilaten English and Swabhili
guestionnaires were for employees who were contilartan Swahili. For closed
ended questions respondents were required to clomesappropriate answer, and for
open ended questions they were provided with aiapsgace to fill their answers.
The questionnaire comprised of questions on theesysised in employees’ records
management, effectiveness of record managementrnsyaised, employees’

satisfaction with the way their records are kepgligies of employees’ records kept,
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and challenges encountered when keeping employessdrds in HR and

Administration Department at MMC.

Questionnaires were used due to their flexibiliggune which allows respondents to
fill them at any time when they are less busy. Atpeestionnaires have the nature of
anonymity which makes it easier for respondentgive out important information
without fear. Moreover, questionnaire saves timecas be administered to many
respondents at once. Not only that but also tha datained through questionnaire
can be easily analysed through special softwarkgoms like SPSS.

ii. Interview

The researcher interviewed 10 respondents selgbtedigh purposive sampling.
During the interview there were interview guide @hiconsisted of semi-structured
guestions so as to get more detailed informatiomiferent issues. Interview was
used to collect in-depth information on the systased in keeping employees’
records, effectiveness of employees’ record managénsystem, employees’
satisfaction with the way used in keeping theirords, qualities of employees’
records kept, and challenges encountered whenrigepiployee records in HR and

Administration Department at MMC.

The reason on why the researcher decided to useview method was that
interview gives the participants an immediate cleatocclarify themselves directly to
the researcher. Also, it helps to overcome miswgtdading and misinterpretation of
words or questions. As a result, the answers giverclear. Moreover, it reduces the
chance of participant planning about lying in tiresponse. Not only that but also it
allows for the provision of more information, a®té is no limited space as in the

guestionnaire or observation schedule.

iii. Observation
On the method of observation the researcher usedpadicipatory observation
during data collection from the field. The data lecled through observation
supplemented the data collected through questiomniaiterview and documentary

review.
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The things that were observed are the securith@frdéom or place used in keeping
records, availability of record management offigiah the registry room during

working time, procedure followed when one needsadnitier records, adherence to
records management regulations like restrictiomarimal employees from entering
record keeping room in HR and Administration Depemt at MMC.

The reasons on why the researcher decided to usepauicipatory observation
method was that non-participatory observation Hees ability to provide accurate
data as the researcher witnesses what happessnatitral setting. Also, this method
can reveal the hidden information that the respotsdeere not ready to provide due

to different factors.
3.8  Secondary data collection method

Secondary data collection methods were used teatoihformation which already

existed. Documentary review was used as a secoddaycollection method.

i. Documentary review
Different documents like annual progress reportegtings minutes and others as
were directed by management of HR and Administnabepartment at MMC were
reviewed. The information that were collected tlgtowWlocumentary review were on
MMC structure, history of MMC, challenges encouaterin management of
employees’ records, and information on the systsedun managing employees’
records in HR and Administration Department at MMi@e researcher decided to
use documentary review so as to get access tomatwn that had already been

collected and stored and therefore avoiding timmesaming.
3.9 Measurement of variables
The dependent and independent variables were neshasifollows:

I. Effectiveness of record management system used in RH and
Administration Department at MMC
Effectiveness of employees’ record management syst@as measured by using

three items. These included safety, adequacy, demifiality, easy access and update.
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Respondents were asked questions on the five isamdsthereafter percentages of
response were calculated such that information en dffectiveness of record

management system in HR and Administration DepartraeMMC were obtained.

ii. Satisfaction of employees with the way there recosdare kept in HR and
Administration Department at MMC
Satisfaction of employees with the way there resoate kept in HR and
Administration Department at MMC was measured b¥irgs respondents on
whether they were satisfied or not satisfied with tvay there records were kept.

Thereafter, percentages of response were calculated

iii. Qualities of the employees’ records kept in HR andAdministration
Department at MMC
The qualities of employees’ records kept in HR &abininistration Department at
MMC were measured in four items. These included pramensiveness, accuracy,
unaltered, and completeness of the records kepHih and Administration
Department at MMC. The respondents were asked ignesbn four items and

thereafter percentages of response were calculated.

iv. Challenges encountered when managing employees’ ceds in HR and
Administration Department at MMC
Challenges encountered in keeping employees redord#R and Administration
Department at MMC were measured by asking eachonelgmt to mention five
challenges encountered when managing employeesediter frequencies and

percentages of response were calculated.
3.10 Data Analysis techniques

The study used both quantitative and qualitatiia daalysis techniques. This is due
to the fact that different data collection methaglere used and therefore data
collected through each of those methods necegsitdite use of data analysis

technique which is different from others given tfagure of such data.
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3.10.1 Primary data analysis techniques

Data collected through questionnaire were analysemigh quantitative method of
data analysis. Statistical Package for Social $eigifSPSS) was used to analyse the
guantitative data. In implementing this techniq@atadcollected from questionnaire
filled by respondents were edited then coding abdallowed then entered to a
spread sheet read for analysis Descriptive stdistvhich are frequencies, and

percentage, were established. The analysed dagapresented through tables.

Data collected through interview and observationrewanalysed by qualitative

method which was used to identify ideas or argumetout the problem under
investigation through formulating themes emergirapt transcript of interviews in

relation to research questions addressed by tliy.sfthe data were presented in
narrative form.

3.10.2 Secondary data analysis techniques

Data collected through documentary review weredigrgnalysed qualitatively and
partly quantitatively depending on their natureisTivas done through formulating

themes emerging from reviewed documents and presémnarrative form.
3.11 Chapter summary

This chapter is the composition of methodologiest ttine researcher used in the
process of collecting, analysing, and presenting.déhe study is the case study
design limited to HR and Administration DepartmanMMC. The population of the
study consisted of 123 employees of HR and Admatistin Department while the
sample size consisted of 45 respondents. The sagrteichniques used include quota
sampling, simple random sampling, and purposive piamm Data collection
methods used were questionnaire, interview, ob#enjaand documentary review.
The variables were measured by calculating fregasrand percentage of responses.
Data collected through questionnaire were analgsehtitatively through SPSS and

presented in tabular form while data collected ulgto interview, observation, and
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documentary review were analysed qualitatively drynfulating the emerged themes

and presented in narrative form.
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CHAPTER FOUR
FINDINGS AND DISCUSSION
4.0 Introduction

This chapter presents analysis and discussion effitidings of the study. The
constituent parts of this chapter are as followgmbDgraphic characteristics of
respondents the system used in keeping employeestds, effectiveness of the
system used in keeping employees records, emplogagésfaction with the way
their records are kept, qualities of employees'ords kept, and challenges

encountered in managing employees’ records

The response rate was that out of 41 respondents wete selected by simple

random sampling only 35 returned questionnairest fireans the response rate for
guestionnaire respondents was 85.4%. The reseastlteeeded to conduct the
interview with all 4 respondents selected purpdgiv&herefore, the response rate

for the interviewees was 100%. The total sample 4aespondents.

The detailed presentation and discussion of thdirfgs resulted from data collected
from the field is as follows:

4.1 Demographic characteristics of the respondents

Demographic characteristics of the respondentssiigeged include gender, age,

level of education, occupation, and length of smxvi

4.1.1 Respondents’ distribution by gender

Male was the dominant gender at 54.3% while femals 45.7%. This indicates that
there were more male respondents compared to femHliewever, such gender
difference was just low. The low gender differerinereased the probability of

getting data with were less gender biased.
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Table 4.1 Respondents distribution by gender

Gender category Frequency Percentage
Male 19 54.3
Female 16 45,7
Total 35 100

Source: Field Data (2016)

4.1.2 Respondents’ distribution by age

Majority of the respondents (65.7%) were at the afyg0-49 followed by those at
the age of 18-29 who were 28.6%. The last group thatsof the age of 50-59 who
were 5.7%. This indicates that majority of the mgpents were at the middle age.

Table 4.2 Respondents distribution by age

Age group Frequency Percentage
18-29 10 28.6

30-49 23 65.7

50-59 2 5.7

Total 35 100

Source: Field Data (2016)

4.1.3 Respondents’ distribution by level of education

Majority of the respondents (42.9%) had attaingdodina level of education, 22.9%
bachelor degree, 17.1% certificate, and the otffet%secondary education. This
indicates that majority of respondents had attaihigh level of education. This

increased the probability of getting accurate data.

Table 4.3 Respondents distribution by level of edation

Education level Frequency Percentage
Secondary education 6 17.1
Certificate 6 17.1
Diploma 15 42.9
Bachelor degree 8 22.9

Total 35 100.0

Source: Field Data (2016)
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4.1.4 Respondents’ distribution by occupation

The findings showed that 20% of employees were dPatsSecretaries, 14.3%
Records Management Assistants, 14.3% Village Exex@fficers, 11.4% Drivers,

11.4 Ward Executive Officers, 8.6% Public Relati@fficers, 5.7% Human

Resource Officers, 5.7% Committee Clerks, 2.9% Adstiation Officers, 2.9%
Office Assistants, and 2.9% Information Technold@fficers. This indicates that
Personal Secretaries constituted the largest gatheo respondents followed by
Records Management Assistants. Since the two cadeesnore responsible with
records management there large number increasertitmbility of acquiring

accurate and clear data.

Table 4.4 Respondents distribution by occupation

Occupation Frequency Percentage
Administration Office 1 2.¢
Human Resource Offic 2 5.7
Records Management Assistar 5 14.3
Office Assistants 1 2.9
Personal Secrete 7 20.C
Ward Executive Officer 4 11.4
Village Executive Officer 5 14.3
Driver 4 11.4
Committee Cler 2 5.7
Public Relation Officer 3 8.6
Information Technology Officer 1 2.9
Total 35 100

Source: Field Data (2016)

4.1.5 Length of service

Majority of the respondents (51.4%) were at the @fdg@5 years, 34.3% were at 6-10
years, 8.6% were at 21 years and above while #i€bré% were at 11-20 years. This
indicates that majority of respondents had low epee in their jobs followed by
those with middle experience. This means there waepeobability for majority of
respondents to lack enough information concerngapnds management in HR and

Administration Department at MMC.
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Table 4.5 Respondents distribution by length of seice

Length of service Frequency Percentage
0-5 18 51.4

6-10 12 34.3

11-20 2 57

21+ 2 8.6

Total 35 100

Source: Field Data (2016)

4.2 System used in keeping employees’ records

The first objective for this study was to investgahe system used in keeping
employees’ records in Human Resources and Admatisir Department at MMC.
Through questionnaire the respondents were askedhai is the system used in
keeping employees’ records in HR and Administrafb@partment at MMC. Out of
35 respondents majority (91.4%) responded that alafile system is used in
keeping employees’ records, 5.7% responded thalt lboanual and electronic

systems while only 2.9%mentioned electronic system.

Table 4.6 Respondents’ opinions on the system uséu keeping employees’

records

System Frequency of response Percentage of response
Manual file system 32 91.4

Both manual and electroni 2 5.7

System

Electronic ysten 1 2.8

Total 35 100

Source: Field Data (2016)

The findings from the interview support those fraquestionnaire above. The
interviewees revealed that only manual file sysiemised in keeping employees’
records in HR and Administration Department at MMGe Head of Department

had the following to say:

“...Up to this moment the only system used in keepmgloyees’ record not
only in this department but also at MMC in genermlmanual file system

whereby each employee has got both open and catifitile....”
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The findings from observation done by researchevige more support to the above
findings. The researcher observed the use of figem in keeping employees

records.

Generally, the findings indicate that only manudéé tystem is used in keeping

employees’ records in HR and Administration Departirat MMC.

The findings of this study relate with the studyhdocted by Xolile (2012) on The
Status of Records Management at the UniversityubdilZnd in South Africa. In that
study it was found that there were no a formal l@&ananagement system at the

university. Only paper based records managemetemaywas used.

4.3 Effectiveness of the system used in keeping empl@gé records in Human

Resources and Administration Department at MMC

The second objective for this study was to deteentive effectiveness of the system
used in keeping employees’ records in HR and Adstriaiion Department at MMC.
Data for this objective were collected through desnaire administered to
employees belonging to the department, interviethh wespondents selected through

purposive sampling, and observation done by rekeaat MMC premises.
4.3.1 Safety of employees records

Through questionnaire the respondents were askawbriument on the safety of
employees’ records kept in Human Resources and wdtration Department at
MMC. Out of 35 respondents majority (62.9%) comreenthat records are safe

while only 37.1% commented that they are not safe.

Table 4.7 Respondents’ comments on the safety of ployees’ records

Comment Frequency of response Percentage of response
They are sal 22 62.¢
They are not safe 13 37.1
Total 35 100

Source: Field Data (2016)
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The researcher asked the respondents who commtatethe records are safe to
mention the reasons for their response. Out ofeapandents 36.4% said that the
reason for safety of employees’ records is thay thee stored in s special room,
22.7% said that the files and records are keptgoad order, 18.2% said that there
are good records keeping facilities, 18.2% saitl tthere are qualified personnel, and

4.5% said there is adherence to rules and regnfatia records keeping.

Also, the researcher asked the respondents who eatechthat the records are not
safe to mention the reason for their comment. @dBarespondents 38.5% said that
files get lost easily, 38.5% said that files geindged easily, and 23.1% said the

shelves are open.

The comments from interviewees on the safety of leyees’ records were quit
contrary to those from questionnaire. The interées said that the records are not
safe due to the fact that they are only kept onuakfiles and therefore in case of
hazards like fire the files can easily get damaged the department will remain
without any records. Also, the interviewees saat the records are not safe due to

the fact that the cup boards are open and thergfereasy for anyone to access.
The Information Technology Officer had the followito say:

“....to be frank the employees’ records kept at oepaltment are not safe. This
is because only manual file system is used. Theréfiocase of fire all records

will be damaged...”
The Supervisor of Open Registry had also the faligwo say:

“....As you can see, the cup boards are open. Thisemaasier for anyone to

access the records kept....”

The findings from observation support those frontenview as the researcher

observed the shelves used in keeping files attrggffice were open.
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The findings indicate that the records kept in HorResources and Administration
Department at MMC are not safe. This is becausealieéses are open and therefore
making easier for anyone to access. Also, only rabfile system is used and

therefore making the records prone to completeraetsin through hazards like fire.

These findings are contrary to what is insistetheyRecords Management Theory as
explained by Buckland (1990). Apart from other tfgnthe theory insists on the
importance of keeping personnel records safelyvaitid privacy for the welfare of
both personnel and organisation as a whole. Thie dhaecords kept in HR and

Administration Department at MMC is contrary to wiestated by this theory.

This finding is in line with the findings of theusty by Makhura (2005) on the
Contribution of Records Management towards an Qsgéon’'s Competitive
Performance, a Case Study of South Africa NatidPalks (SANParks). In such
study it was found that the records kept at SANPar&re not safe due to absence of

disaster recovery plan.

4.3.2 Confidentiality

Through questionnaire the respondents were askadether the people responsible
for keeping employees’ records in HR and Admintstra Department observe
confidentiality. Out of 35 respondents majority (B%) agreed that employees
responsible for keeping employees’ records obserméidentiality while only 14.3%

disagreed.

Table 4.8 Respondents’ opinions on whether peopleesponsible with records

keeping observe confidentiality

Opinion Frequency of response Percentage of response
Yes 30 85.7
No 5 14.3
Total 35 100

Source: Field Data (2016)

The respondents who disagreed that people respen&ib keeping employees
records observe confidentiality were asked to mteveasons for their disagreement.

Out of 5 respondents 3(60%) said that the peopporesible work by experience
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instead of professionalism, 1(20%) said the peogéponsible are paid low wages
and therefore are easy to bribed, and 1(20%) refgubthat they don’t know.

The finding from interview supports those from digmaire above. The
interviewees argued that to a great extent the Ipeogsponsible for keeping
employees records observe confidentiality. Howesemetimes some of them fail to
observe confidentiality due to different reasonre lworking as per experience
instead of observing rules and regulations.
The Head of Department had the following to say:
“....I can say that to a large percent the employeesponsible for records
management observe confidentiality. However, ttegeesome few cases when
some of them are reported to breach confidentialityhink the main reason for
this is that such employees work by experienceadsbf observing rules and
regulations on records keeping....”
The findings indicate that to a great extent thepperesponsible for records keeping
observe confidentiality. However, to a certain extsome employees fail to observe
confidentiality due to the fact that it come a timleen they work through experience

instead of adhering to required rules and reguiatio

These findings are in lines with what is statethim Records Management Theory by
Buckland (1990). Apart from other things the theoryists that the records should
be kept on the basis of policies and rules of ttgamisation essentially with high
degree of confidentiality and security. Therefotbe findings that the people
responsible for records keeping in HR and Admiaigtn Department at MMC

observe confidentiality are in line with what iated in this theory.

4.3.3 Completeness of records

Through questionnaire respondents were asked questh whether there is a
moment when they were asked that some of theirdscitnat formerly were never
ordered to collect for a certain purpose were mgsDut of 35 respondents majority
(65.7%) disagreed while only 34.3% agreed. This lisspthat the employees’
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records in HR and Administration Department at MMfe complete. The
respondents who agreed that there were a moment thiey were told that their
records that formerly were not ordered to collearevmissing were asked to
comment on the frequency of such tendency. Out2fespondents who agreed

100% responded that they were told rarely.

Table 4.9 Respondents’ opinion on whether they werasked that some of their

records were missing

Opinion Frequency of response Percentage of response
Yes 12 34.3
No 23 65.7
Total 35 100

Source: Field Data (2016)

The findings from the interview support those fraquestionnaire above. The
interviewees argued that they always keep compieterds so that they can be
useful for the purposes of their storage. The Hdddepartment had the following to
say:
“...Normally we ensure that the records kept at department are complete.
Completeness of records puts us in a good poditiaaccomplish different tasks

where some records will be useful effectively....”

The findings indicate that to a large extent theords kept in HR and Administration
Department at MMC are complete. There are few cagese employees’ records

seem to be incomplete.

4.3.4 Accessibility of employees’ records

Through questionnaire respondents were asked tonemtnon the accessibility of
employees records when needed for a certain purpOsé of 35 respondents
majority (80%) responded that they are easily aibkswhile 20% responded that
they are not easily accessible. This means thatthgloyees’ records in HR and
Administration Department at MMC are easily acdglssi The respondents who

responded that employees’ records were easily sibdesesponded to the question
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on the reasons for easy accessibility. Out of 29ardents 64.3% said it is because
of good arrangement of files, 14.3% said it is lseaof using both electronic and

manual file system, 10.7% said it is because oluteof file system, 7.1% said it is

because of good creation of records, and 3.6% isa&l because of the use of

electronic system. Those who responded that therdscare not easily accessible
also provided the reasons. Out of 7 responden@¢2aid the reason is the use of
poor system of keeping records, 28.6% said theore@s poor recording of file

movements, and 28.6% responded that they don’t kheweason.

Table 4.10 Respondents’ comments on accessibilityamployees’ records

Comment Frequency of response  Percentage of response
They are easily accessibl 28 80.0

They are not easil 7 20.0

accessible

Total 35 100

Source: Field Data (2016)

The findings from the interview support those frqoestionnaire as it was also held
that employees’ records are easily accessible. iMtexviewees argued that the
employees’ records are easily accessible as tbe dile arranged in a special order.
Also, the documents are filed in special order e Supervisor of Open Registry
had the following to say:
“....Generally, | can argue that employees’ recoats easily accessible when
needed. The most important factor for their easyeasibility is the presence of

special arrangement of files. Also, the documenfdés are arranged in special

Through observation the researcher observed thaegistry office the files are
arranged into shelves on the basis of cadre arhbdgical order. This made easy to

access any file when needed.

The findings indicate that employees’ records keptHR and Administration

Department at MMC are easily accessible. The re;adon easy accessibility of
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employees’ records are presence of special filindoouments into files and special
arrangement of files into shelves.

These findings support what is suggested in theBigket Theory that was firstly

proposed by NARA in 2003 as explained by Abrax®4.23. Apart from other things

the theory suggests that in local governments whbeze are many types of
documents stored, documents should be organisdd reference to the use and
arranged accordingly for easy accessibility. Thdifigs that the files kept in HR and
Administration Department at MMC are easily acdalssdue to presence of special
filing of documents into files and special arrangeinof files into files supports what

is suggested by this theory.

Generally, the findings indicate that's to a laméent the system used in keeping
employees’ records in HR and Administration Deparitrat MMC is effective. This
is because to a large extent there is observationrdidentiality and the records are
complete. Also, he records are easily accessilbdeveder, the records are not safe
due to the use of only manual record keeping sysiaiy. Therefore, in case of

hazards like fire the department can lose all @xor

The finding of this study is in line with the stutly Freda (2014) on Assessment of
Records Management Practice among the adminisrattaff of University of
Education, Winneba — Kumasi and Mampong campusesudh study it was found
that the records management practices among trdemia staff of the university
was to a great extent effective due to presenpeivdcy, security, back-up in case of

disasters, and documented records retention sahedul

4.4Employees satisfaction with the way their recordsra kept

The third objective for this study was to determaagisfaction of employees on the
ways their records are kept in HR and Administratidepartment at MMC. The

researcher wanted to determine such satisfactiomnie terms including the system
used in keeping employees 'records, safety of theepused in keeping employees’
records, the way employees’ records are createdwtly employees’ records are

preserved, disposition of employees records, aitikysof employees’ records,
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level of confidentiality in records management adfi the way records are being
retrieved when needed, and the way records aregybemintained. Data for this
objective was collected through questionnaire adstered to employees of HR and
Administration Department at MMC and interview caoted with the respondents
selected through purposive sampling. The findingd discussion resulting from

analysis of the data collected for this objectwvas follows:

4.4.1 Employees’ satisfaction with the system used in kpmg their records

Out of 35 questionnaire respondents majority (5).4%sponded that they are
dissatisfied, 31.4% responded that they are sadisB8.6% responded that they are
strongly satisfied, and the rest 8.6 respondedthi®t are strongly dissatisfied. This
means that employees in HR and Administration Depemt at MMC are
dissatisfied with the system used in keeping enmg®syrecords. This implies that the
employees’ face hardships resulting from the systeed in keeping their records.
This finding is in line with that of the study byollia (2006) on Effectiveness of
Pensions’ Records Management in the Public Serdoeployee’ Retirement
Benefits a Case Study of Public Service Pensiomsl FRSPF). In such study it was
found that the registry staffs are dissatisfiechwtiite system used in keeping records
at PSPF.

Table 4.11 Employees’ satisfaction with the systemsed in keeping their records

Employees’ satisfaction Frequency of response Percentage of response
Strongly satisfie 3 8.6

Satisfied 18 31.4

Dissatisfied 11 51.4

Strongly dissatisfie 3 8.6

Total 35 100.0

Source: Field Data (2016)

4.4.2 Employees’ satisfaction with the safety of the placused in keeping their

records

Out of 35 questionnaire respondents majority (48.68sponded that that they are
dissatisfied, 31.4% responded that they are sadisfil.4% responded that they are
strongly satisfied, 5.7% responded that they atdgrak and the rest 2.9% responded
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that they are strongly dissatisfied. This meanst temployees in HR and
Administration Department at MMC are dissatisfieittvthe safety of the place used
in keeping their records. This implies that thecplaised in keeping employees’

records is not safe.

Table 4.12 Employees’ satisfaction with the safetyf the place used in keeping

their records

Employees’ satisfaction Freguency of response Percentage of response
Strongly satisfied 4 11.4

Satisfiec 17 314

Neutral 2 5.7

Dissatisfied 11 48.6

Strongly dissatisfied 1 2.9

Total 35 100

Source: Field Data (2016)

4.4.3 Employees satisfaction with the way their recordsra created

Out of 35 questionnaire respondents majority (69.4#&sponded that they are
satisfied, 17.1% responded that they are neutrh¥% responded that they are
dissatisfied, and the rest 5.7% responded thatdhetrongly satisfied. This means
that employees in HR and Administration Departnaatsatisfied with the way their
records are created. This implies that there isigweation of employees’ records at

the department.

Table 4.13 Employees’ satisfaction with the way therecords are created

Employees’ satisfaction Frequency of response Percentage of response
Strongly satisfie 2 5.7

Satisfiec 23 65.7

Neutral 6 17.1

Dissatisfied 4 11.4

Total 35 100.0

Source: Field Data (2016)

4.4.4 Employees’ satisfaction with the way their recordsre preserved
Out of 35 questionnaire respondents majority (4§.6&sponded that they are
dissatisfied, 34.3% responded that they are sadisfi4.3% responded that they are

neutral, and the rest 2.9% responded that thegtewagly satisfied. This means that
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employees in HR and Administration Department assalisfied with the way their
records are preserved. This implies that thereosdgpreservation of employees’

records at the department.

Table 4.14 Employees’ satisfaction with the way tlierecords are preserved

Employees’ satisfaction Frequency of response Percentage of response
Strongly satisfied 1 2.9

Satisfied 17 34.3

Neutra 5 14.¢

Dissatisfiet 12 48.€

Total 35 100

Source: Field Data (2016)

4.4.5 Employees’ satisfaction with the disposition of thie records

Out of 35 questionnaire respondents majority (4§.6&sponded that they are
satisfied, 25.7% responded that they are dissadisf20.0% responded that they are
strongly dissatisfied, and the rest 5.7% resporttat they strongly satisfied. This
means that employees in HR and Administration Diepamt at MMC are satisfied
with the disposition of their records. This impligsat there is good disposition of

employees’ records at the department.

Table 4.15 Employees’ satisfaction with dispositioof their records

Frequency of response Percentage of response
Employees’ satisfaction
Strongly satisfied 2 5.7
Satisfiec 9 48.€
Dissatisfiet 17 25.7
Strongly dissatisfied 7 20.0
Total 35 100.0

Source: Field Data (2016)

4.4.6 Employees’ satisfaction with accessibility of theirecords when needed

Out of 35 questionnaire respondents majority (63.9¢sponded that they are

satisfied, 22.9% responded that they are dissadisfil.4% responded that they are
strongly satisfied, and the rest 2.9% respondetitizy are neutral. This means that

the employees in HR and Administration DepartmenM8C are satisfied with
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accessibility of their records when needed. Thiglies that the employees’ records

at the department are easily accessible when needed

Table 4.16 Employees’ satisfaction with accessilfi of their records when

needed

Employees’ satisfaction Frequency of response Percentage of response
Strongly satisfied 4 11.4

Satisfied 22 62.9

Neutra 1 2.9

Dissatisfiet 8 22.¢

Strongly dissatisfied 0 0

Total 35 100

Source: Field Data (2016)

4.4.7 Employees satisfaction with the level of confiderdlity in the records

management office

Out of 35 questionnaire respondents majority (63.9¢sponded that they are
satisfied, 17.1% responded that they are dissadisfi4.3% responded that they are
strongly satisfied, and the rest 5.7 respondedttiet are neutral. This means that
employees in HR and Administration Department at ®Mre satisfied with the
level of confidentiality in records management adfi This implies that to great
extent the employees responsible with records keept the department observe

confidentiality.

Table 4.17 Employees’ satisfaction with the levelfaonfidentiality in records

management office

Employees’ satisfaction Frequency of response Percentage of response
Strcngly satisfied 5 14.c

Satisfied 22 62.9

Neutral 2 5.7

Dissatisfiet 6 17.1

Strongly dissatisfie 0 0

Total 35 100

Source: Field Data (2016)
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4.4.8 Employees’ satisfaction with the way their recordsare retrieved when
needed

Out of 35 questionnaire respondents majority (4§.6&sponded that they are
satisfied, 34.3% responded that they are neutrbK% responded that they are
dissatisfied, and the rest 5.7% responded thanglysatisfied. This means that the
employees in HR and Administration Department at ®Mre satisfied with the
retrieval of their records when needed. This meilwas there is easy and good

retrieval speed of employees’ records when needed.

Table 4.18 Employees’ satisfaction with the way tlwe records are retrieved

when needed

Employees’ satisfaction Frequency of response Percentage of response
Strongly satisfied 2 5.7

Satisfied 17 48.6

Neutra 12 34.2

Dissatisfiet 4 11.4

Strongly dissatisfied 0 0.0

Total 35 100.0

Source: Field Data (2016)

4.4.9 Employees’ satisfaction with the way their recordsre maintained

Out of 35 questionnaire respondents majority (54.3%sponded that they are
satisfied, 28.6% responded that they are neutr&%8responded that they are
strongly satisfied, and the rest 8.6% respondetthieyy are dissatisfied. This means
that employees in HR and Administration Departn@n¥IMC are dissatisfied with

the way their records are maintained. This implieg employees’ records are well

maintained at the department.

Table 4.19 Employees’ satisfaction with the way thierecords are maintained

Employees satisfaction Frequency of response Percentage of response
Strongly satisfied 3 8.6

Satisfiec 19 54.2

Neutra 10 28.€

Dissatisfied 3 8.6

Strongly dissatisfied 0 0.0

Total 35 100.0

Source: Field Data (2016)
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The findings from the interview support those frdhe questionnaire presented
above. The interviewees said that to a certainngéxtiee employees in HR and
Administration Department at MMC are satisfied witle way their records are kept.
They further said that the reason for their argumerhat there are rare cases of
employees’ complaints on the ways their recordskeg. The Head of Department

had the following to say.

..... To my opinion, employees’ at my department saésfied with the ways
their records are kept. This is because there amg/ few cases of employees’

complaints in relation to this...”

However, the interviewees revealed some items wttief think tend to disguise the
employees. These include the manual system us&deping employees’ records,
and the place used to keep employees’ records.HHazal of Department had the

following to say:

“...The employees’ seem to be dissatisfied by theualdiile system used in
keeping records at our department. This is becaheg sometimes criticize it

and call for introduction of an electronic systemmeetings...”
Also, the Supervisor of Open Registry had the folig to say:

“...The employees are also not happy with the plasmdun keeping employees

records. This is because the room is too smallsiredves are open...”

Generally, the findings indicate that to a certaktent the employees in HR and
Administration Department at MMC are satisfied witte ways their records are
kept particularly in terms of creation, preservatand disposition and maintenance.
This implies there is good keeping of employeesbrds in these terms. However,
the employees are dissatisfied the system usedepiig records which is manual
file system. Also, the employees are not satisiét preservation and safety of the
place used in keeping their records. This is bexdhe place is too small, and

shelves are open.
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4.5Qualities of employees’ records kept in Human Resooes and
Administration Department at MMC

The fourth objective for this study was to find ¢l qualities of employees’ records
in Human Resources and Administration DepartmentMMC. The qualities
observed include comprehensiveness , accuracycofds, unaltered, completeness,
authenticity, clarity of records, compliance withles and regulations, safety,
systematic disposal, understandability, accuraegt,adequacy of records kept. Data
for this objective were collected through questainm administered to employees of
Human Resources and Administration Department atQyilmterview conducted
with the respondents selected by purposive sampéind observation done by the
researcher at MMC premises. The findings and dsocogesulted from analysis of

the data collected for this objective is as follows

4.5.1 Comprehensiveness

Through questionnaire respondents were asked othesihere are some employees
records that were worth keeping but are not keptheir department. Out of 35
respondents majority (91.4%) disagreed while onB#Bagreed. This means that the
records kept at HR and Administration Departmen¥i&tC cover almost each and
every transaction and event occurring at the demart and therefore
comprehensive. The respondents who agreed wera daskenention the records
which are not kept. Out of 3 respondents 1 menton®tor vehicles services
records, 1 mentioned files of personnel retiredjlbme ago and the last 1 mentioned

employees claims letters or forms.

Table 4.20 Respondents opinions on the records thate worth keeping but not

kept

Opinion Frequency of response Percentage of respas
Yes 3 8.6

No 32 91.4

Total 35 100

Source: Field Data (2016)
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The findings from the interview support those frgoestionnaire. The interviewees

said that the records kept are comprehensive gsctheer all important transactions

and events at the department. The Head of Departmagithe following to say:
“...We record all important transactions and everds our department.

Therefore, | can say that our records are comprehen..”

The findings indicate that employees’ records keptHR and Administration
Department at MMC are comprehensive as all impott@msactions and events are
recorded. This implies that the management of tBpadment is aware of all

important records to be kept for future use.

4.5.2 Unaltered

Through questionnaire the respondents were askedhether there is any moment
when they realized that their records were diffefeom the original ones. All 35
respondents (100%) disagreed. This means that gegsb records in HR and

Administration Department are not altered.

Table 4.21 Respondents response on whether therealsy moment they realized

that there records are different from original ones

Response Frequency of response Percentage of response
Yes 0 0

No 35 10C

Total 35 10C

Source: Field Data (2016)

The findings from the interview support those frgoestionnaire. The interviewees
argued that employees’ records at the departmennat altered as the rules and
regulations require them to be kept at their oagstate so that they can be useful

for targeted purpose. The Head of Department hadoifowing to say:

“...The employees’ records are unaltered. This is abee the rule and
regulations regarding record keeping requires thenbe kept at their original

nature so that they can be useful for the purpdskeir storage...”
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The findings indicate that employees’ records in &Rl Administration Department
are not altered. This is because the rules andatgus guiding records keeping
require them to be kept at original nature so tiney can be useful for the purpose of

their storage.

4.5.3 Completeness

The respondents were asked on whether there isnanyent when they were asked
or realized that their records are incomplete dmetefore needed to be completed.
Out of 35 respondents majority (80%) disagreed evbilly 20% agreed. This means
that employees’ records in HR and Administrationp&#ment at MMC are
complete. The respondents who agreed where asketheorfrequency of the
moments when they were asked or realized that theords are incomplete. Out of
7 respondents 4(57.1%) responded that it is randlife 3(42.9%) said it is not
frequently. Also, All 7 respondents (100%) revealbdt personal particulars were

incomplete.

Table 4.22 Respondents’ response on whether there any moment when they

were asked or realized that their records are incoiplete

Response Frequency of Response Percentage of Response
Yes 7 20.C

No 28 80.C

Total 35 100.0

Source: Field Data (2016)

The findings from the interview support those frgmestionnaire above as it was
held that the employees’ records at the depart@entomplete as it is required by
the rules and regulations guiding record keepingetep the complete records so as
to be useful for the purpose of their storage. $hpervisor of Confidential Registry

had the following to say:

“...We don't keep half records. This is because itragquired by rules and
regulations to keep the complete records such ey can be useful for their

purpose...”
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The findings indicate that the records kept inke and Administration Department
are complete. This is because it is required byrthes and regulations guiding
records keeping to keep the records at a complate such that can be useful for

their purpose.

4.5.4 Authenticity

Through questionnaire the respondents asked theandeer to comment on the
authenticity of employees’ records kept at theipatement. Out of 35 respondents
majority (91.4%) responded that they are authefti¢% responded that they are
very authentic, and 2.9% responded that they amenately authentic. This means
that employees’ records in HR and Administrationp&¢ment at MMC are

authentic.

Table 4.23 Respondents comments on authenticity employees’ records

Comment Frequency of response Percentage of response
Very authentic 2 5.7

Authentic 32 91.4

Moderately authentic 1 2.9

Total 35 100.0

Source: Field Data (2016)

The findings from the interview support those fraquestionnaire above. The
interviewees said that the employees’ records képhe department are authentic.
They said that the reason for authenticity is thatrecords are checked carefully so
as to ensure that they are correct before beingy Kée Head of Department had the
following to say:
“...The employees’ records kept here are authenfite authenticity of the
records results from the fact that we make thorocligéck up to ensure that the

records are correct before keeping them...”

The findings indicate that the records kept in H® &dministration Department at
MMC are authentic. Such authenticity is attributsdthe fact that the records are

checked up to ensure that they are correct befepikg them.
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4.5.5 Clarity

Through questionnaire the respondents were askednwnent on the clarity of the
employees’ records at their department. Out of &pondents majority (82.9%)
responded that they are clear, 8.6% respondedhbgptare very clear, and the other
8.6% responded that they are moderately clear. Tgans that the employees’

records kept in Human Resources and Administrdiepartment are clear.

Table 4.24 Respondents’ comments on the clarity einployees’ records

Comment Frequency of response Percentage of response
Very clea 3 8.6

Clea 29 82.¢

Moderately clear 3 8.6

Total 35 100.0

Source: Field Data (2016)

The findings from the interview support those frgoestionnaire. The interviewees
said that the employees’ records kept at are clégaay further said that the clarity of
records results from the fact that they are writte&nglish or Kiswahili which are
well understood. Also, they are arranged in specaler within files. The

Information Technology Officer had the following say:

“...To my opinion the records kept at our departmarg clear. This is because
they are written inn either English or Kiswahili igh are understandable to

majority of the users of such records...”

Also, the Supervisor of Open Registry had the folig to say:
“... The records are clear as they are arranged énia number basing on the

date of their receipt...”

The findings indicate that the employees’ recordsHR and Administration
Department are clear. The factors which attribotsuch clarity are the use of the
language which are understandable to users (Engigh Kiswahili) and good

arrangement of records within files.
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4.5.6 Compliance with rules and regulations

Through questionnaire respondents were asked othehthe records kept at their
department comply with rules and regulation requiats. Out of 35 respondents
majority (94.3%) agreed that the records kept air thepartment comply with rules
and regulations while only 5.7% disagreed. This meseeecords kept in HR and

Administration Department comply with rules andukedions requirements.

Table 4.25 Respondents’ opinions on whether recordeept comply with rules

and regulations

Opinion Frequency of response Percentage of response
Yes 33 94.3

No 2 5.7

Total 35 100

Source: Field Data (2016)

The findings from interview are more or less thmedike those from questionnaire.
The interviewees said that to large extent recapt kat their department comply
with rules and regulations. However, they said thate are some few cases whereby
the employees violate some rules and regulationifierent ways like entering into

registry room without permission.

The Supervisor of Open Registry had the followingay:
“...In case of compliance with rules and regulationahcsay that to a large
extent record keeping at our department complieth wiles and regulation.
However, there are some cases whereby some employdate such rules and
regulations. For instances, some employees enterrdgistry room without

permission...”

In observation done at registry office the researcbbserved few cases of the
employees who are not responsible with records gemant entering the registry

room without permission for storytelling.

The findings indicate that to a large extent resdeeping in HR and Administration

Department at MMC complies with rules and regulaioHowever, there are few
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cases where employees violate some rules and tegulike those entering the

registry room without permission.

The findings that to a large extent the recordpk®gin HR and Administration at
MMC complies with rules and regulations confirmsawlfs insisted in the Records
Management Theory explained by Buckland (1990). rAf@m other things the
theory insists keeping of records on the basisoti€ies and rules of the organisation

essentially with high degree of confidentiality aseturity.

4.5.7 Speed of retrieval of information kept

Through questionnaire the respondents were askezbriament on the speed of
retrieval of information kept at their departme@®ut of 35 respondents majority
(77.1%) responded that it is normal speed, 14.3%arded that it is not speedy, and

the rest 8.6% responded that it is very speed.

Table 4.26 Respondents’ comments on the speed @frieval of information

kept

Comment Frequency of response Percentage of response
Very speed 3 8.6

Normal spee 27 77.1

Not speed 5 14.¢

Total 35 100.0

Source: Field Data (2016)

The findings from the interview support those frgoestionnaire. The interviewees
said that the speed of retrieval of information tkap their department is normal.
They said that the reason for normal speed isthiggt use only manual file system.
They further said that if there were electronicoréickeeping system the retrieval
would be very speed. The Supervisor of ConfiderRiegistry had the following to
say:

“...The speed of retrieval of information kept istjmormal. This is because we

just use manual file system which makes even theva to be manual. There

could be a difference if there were electronic esyst.”
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The findings indicate that the speed of retrievhlirdormation kept in HR and
Administration Department is normal due to the filett the system used is manual
file system. This implies that if there were eleaic system the retrieval would be

very speed.

4.5.8 Safely storage of records

Through questionnaire respondents were asked déardpinions on safely storage of
records on their department. Out of 35 respondeisrity (74.3%) responded that
it is not safe, 14.3% responded that it is safd,the remaining 11.4% said it is very

safe.

Table 4.27 Respondents’ opinions on safely storagérecords

Opinion Frequency of response Percentage of response
Very safe 4 11.4

Safe 26 14.3

Not safe 5 74.3

Total 35 100.0

Source: Field Data (20160

The findings from the interview support those fraquestionnaire above. The
interviewees argued that the storage of recordlseat department is not safe. They
said that the reason for their argument is thaty anhnual file system is used.
Electronic system is not present at all. Therefamecase of hazards like fire the
department can probably lose all the records. Alsey argued that the shelves at
registry room are open and therefore there islkaaigecords to be easily accessed
by anyone. The Head of Department had the follovungay:

“...Generally, | can say that the storage of recoad®ur department is not safe.

This is because we have only manual file systemreldre in case of hazards

like fire we are likely to lose all records...”

The Supervisor of Open Registry had the followingay:
“...The records are not safe. As you can see thivati@re open and therefore

anyone can easily access the records in our absefice
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The findings indicate that records storage in HR Administration Department is
not safe. This is because only manual file systemsed. Therefore, in case of any
hazard the department can lose all records. Atsoshelves are open and therefore it

is easy for any person to access them unlawfully.

4.5.9 Systematic disposal

Through questionnaire respondents were asked tonemtnon systematic disposal of
employees’ records in their department. Out of 85pondents majority (60.0%)
responded that its good, 31.4 responded thaiawesage, and the rest 8.6 responded
that it is very good.

Table 4.28 Respondents comments on systematic displ of employees’ records

Comment Frequency of response Percentage of response
Very good 3 8.6

Gooc 21 60.C

Average 11 31.4

Total 35 100.0

Source: Field Data (2016)

The findings from the interview support those frgoestionnaire. The interviewees
argued that the systematic disposal of employeesords at their department is
good. They argued that once the employee quit dhelbyy retirement, death or
turnover his/her file is closed and stored in acegdeoom in five up to seven years.
The Head of Department had the following to say:
“...Generally, the systematic disposal of employeesbrds at our department
is good. Once the employee quits the job his/keidficlosed and then stored in a

special room in five to seven years before dispasal

4.5.10 Accuracy of records

Through questionnaire respondents were asked &otheir opinions on the accuracy
of records kept at their department. Out of 35 oesents majority (82.9%)
responded that they are moderate accurate, 14.3ponded that they are very

accurate and the rest 2.9% responded that it is rawcurate.
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Table 4.29 Respondents’ opinions on accuracy of@meps’ records

Opinion Frequency of response Percentage of response
Very accurate 5 14.3

Moderate accurate 29 82.9

Not accurat 1 2.9

Total 35 100

Source: Field Data (2016)

The findings from the interview support those frgoestionnaire. The interviewees
said that the employees records kept at their tiepat are moderately accurate.
This is because some of the employees submit fafsemation on their personal
particulars. They further argued that managementais active in updating the
employees records in case of events like retiremgansfer or and death of
employees. The Head of Department had the followorsay:

“...I can say that our records are moderately acadaralhe reason for being

moderate is that some of employees submit wroogniaition concerning their

personal particulars like age, place of domiciledahe like...”

The Supervisor of Open Registry had the followingay:
“...Slow update of employees’ records is anothetdiaweakening accuracy of
employees’ records. The management is not activepdating employees’
records in case of changes or events like deatimster, retirement and so
forth...”

The findings indicate that the employees’ recordptkn HR and Administration
Department are moderately accurate. This is becanise employees submit false

information on their personal particulars.

4.5.11 Adequacy of records

Through questionnaire respondents were asked ®thgair opinions concerning the
adequacy of the records kept at their department.dD 35 respondents majority
(91.4%) responded that they are adequate, 5.7%ondsepg that they are not
adequate, and the rest 2.9% responded that thexgradequate.
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Table 4.30 Respondents’ opinions on adequacy of @ds

Opinion Frequency of response  Percentage of response
Very adequate 1 2.9

Adequate 32 91.4

Not adequate 2 5.7

Total 35 100.0

Source: Field Data (2016)

The findings from the interview support those frgoestionnaire. The interviewees
said that the records are adequate. This is bethegensure that all the records that
are important for each purpose are available inleyeps’ personal and confidential
files. The Head of Department had the following#y:
“... The records kept here are adequate. This isabse we ensure that all
important records needed for accomplishment of rtagetask are available in

employees’ files...”

The findings indicate that the employees’ recordptkn HR and Administration
Department at MMC are adequate for the purposéeif storage. This is because
the management tends to ensure that all imporeards needed for each purpose

are available.

Generally, to a large extent the findings indictitat the records kept in HR and
Administration Department have important qualitreseded. However, the records
lack safe storage as the shelves used in keepowd® are open and therefore
allowing easy accessibility of records by peoplevaine not concerned with records
keeping. Also, only manual file system is used.sT¢en make the department lose
all records once the hazards like fire occurs. Ald® records are moderately
accurate. This means the records are not whollyrate. This is due to failure to

update information timely, and submission of falsgormation particularly

information on personal particulars by employees.
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4.6 Challenges encountered in managing employees’ reas

The fifth objective for this study was to find otlte challenges encountered in
managing employees’ records in Human ResourcesAdninistration Department
at MMC. Data for this objective were collected tigb questionnaire administered
to employees of Human Resources and Administrailmpartment, interview
conducted with the sample selected purposively, ahservation done by the
researcher at MMC premises. The presentation andilett discussion of the

findings resulting from the data collected for tbigective is as follows:

4.6.1 Challenges

Through questionnaire the researcher asked themdspts to give their opinions on
whether each of the following challenges in thistis® are encountered in managing

employees’ records in Human Resources and Admatigir Department at MMC.

i. Loss of management information
Out of 35 respondents majority (54.3%) disagreed there is the challenge of loss
of management information while 40.0% agreed aedréist 5.7% responded that it

is sometimes.

Table 4.31 Respondents opinions on the presence tbe challenge of loss of

management information

Opinion Frequency of response Percentage of response
Yes 14 40.0

No 19 54.3

Sometime 2 5.7

Total 35 100.0

Source: Field Data (2016)

ii. Loss of ability to supply ministerial information
Out of 35 respondents majority (62.9%) disagreed there is a challenge of loss of
ability to supply ministerial information while 28% agreed and the rest 11.4%

responded that it is sometimes.
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Table 4.32 Respondents’ opinions on the presence thie challenge of loss of

ability to supply ministerial information

Opinion Frequency of response  Percentage of response
Yes 9 25.7

No 22 62.¢

Sometimes 4 11.4

Total 35 100.0

Source: Field Data (2016)

iii. Loss of ability to fulfill legal or contractual statutory responsibilities
Out of 35 respondents majority (60.0%) disagreedhenpresence of the challenge
of loss of ability to fulfill legal or contractuatatutory responsibilities while 20.0%

agreed. The rest 20.0% said sometimes.

Table 4.33 Respondents’ opinions on the presence thie challenge of loss of

ability to fulfill legal responsibilities

Opinion Frequency of response Percentage of response
Yes 7 20.0

No 21 60.C

Sometime 7 20.C

Total 35 100.0

Source: Field Data (2016)

iv. Loss of ability to provide general records to the pblic
Out of 35 respondents majority (60.0%) disagreed tihere is a challenge of loss of
ability to provide general records to the publicilei7.1% agreed. The rest 22.9%

said it is sometimes.

Table 4.34 Respondents’ opinions on the presence thie challenge of loss of

ability to provide general records to the public

Opinion Frequency of response  Percentage of response
Yes 6 17.1

No 21 60.C

Sometime 8 22.C

Total 35 100.0

Source: Field Data (2016)
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v. Loss of ability to follow normal procedures
Out of 35 respondents majority (51.4%) disagreedhenpresence of the challenge
of loss of ability to follow normal procedures whi20.0% agreed. The rest 28.6%

responded that it is sometimes.

Table 4.35 Respondents opinions on the presence tbe challenge of loss of

ability to follow normal procedures

Opinion Frequency of response  Percentage of response
Yes 7 20.0

No 18 51.4

Sometimes 10 28.6

Total 35 100.0

Source: Field Data (2016)

vi. Unauthorized disclosure of classified information
Out of 35 respondents majority (62.9%) disagreeat tihere is a challenge of
unauthorized disclosure of classified informatiomiles 31.4% agreed. The rest 5.7%

responded it is sometimes.

Table 4.36 Respondents’ response on the presence tfe challenge of

unauthorized disclosure of classified information

Opinion Frequency of response Percentage of response
Yes 11 314

No 22 62.9

Sometimes 2 5.7

Total 35 100

Source: Field Data (2016)

vii. Breach of confidentiality
Out of 35 respondents majority (48.6%) disagreedhenpresence of the challenge
of breach of confidentiality while 45.7% agreed.eTiest 5.7% responded that it is

sometimes.

68



Table 4.37 Respondents’ opinions on the presencetbe challenge of breach of

confidentiality

Opinion Frequency of response Percentage of response
Yes 16 45.7

No 17 48.6

Sometimes 2 5.7

Total 35 100.0

Source: Field Data (2016)
viii. ~ Complaints from the customers and other stakeholder

Out of 35 respondents majority (48.6%) agreed enpitesence of the challenge of
complaints from customers and other stakeholdelevé#7.1% disagreed. The rest

14.3 responded that it is sometimes.

Table 4.38 Respondents opinions on the presencetioé challenge of complaints

from customers and other stakeholders

Opinion Frequency of response Percentage of response
Yes 17 48.6

No 13 37.1

Sometime 5 14.¢

Total 35 100.0

Source: Field Data (2016)

iX. Loss of records
Out of 35 respondents majority (40.0%) disagreedhenpresence of the challenge
of loss of records while 37.1% agreed. The res9®2responded that it is

sometimes.

Table 4.39 Respondents opinions on the presence tok challenge of loss of

records

Opinion Frequency of response  Percentage of response
Yes 13 37.1

No 14 40.0

Sometimes 8 22.9

Total 35 100.0

Source: Field Data (2016)
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X. Misplacement of vital records pertaining to local @vernment
transactions
Out of 35 respondents majority (51.4%) disagreedhenpresence of the challenge
of misplacement of vital records pertaining to logavernment transactions while
34.3% agreed. The rest 14.3% responded thatdniesmes.

Table 4.40 Respondents’ opinions on the presence dhe challenge of

misplacement of vital records pertaining to local gvernment transactions

Opinion Frequency of response Percentage of response
Yes 12 34.3

No 18 51.4

Sometime 5 14.:

Total 35 100.0

Source: Field Data (2016)

xi. Delay in decision making due to availability of regired information
Out of 35 respondents majority (45.7%) disagreedhenpresence of the challenge
of delay in decision making due to availabilityrefjuired information while 34.3%

agreed. The rest 20.0% responded that it is sorastim

Table 4.41 Respondents opinions on the presencetbé challenge of delay in

decision making due to availability of required inbrmation

Opinion Frequency of response Percentage of response
Yes 12 34.3

No 16 45.7

Sometime 7 20.C

Total 35 100.0

Source: Field Data (2016)

xii. Delay in pecuniary rights (Terminal benefits of emjpoyment due to the
loss of personal particulars of employees)
Out of 35 respondents majority (51.4%) disagreedhenpresence of the challenge
of delay in provision of pecuniary rights while 8% agreed. The rest 20.0%

responded that it is sometimes.
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Table 4.42 Respondents’ opinions on the presence e challenge of delay in

pecuniary rights

Opinion Frequency of response Percentage of response
Yes 10 28.€

No 18 51.4

Sometimes 7 20.0

Total 35 100.0

Source: Field Data (2016)

In the interview the interviewees provided the tades encountered in managing

employees records. These include the following:

The first one is absence of electronic record kegsystem. The interviewees
argued that only manual file system is used. TRposes the records to the threat of
being completely lost in case of hazards like i®ee Record Management Assistant

had the following to say:

“...Up to the moment we don’t have electronic reckegping system. Only
manual file system is used. This poses a threabmoplete loss of employees’

records in case of hazards like fire...”

This challenge is consistent with that revealethim study by Xolile (2012) on the
Status of Records Management at the UniversityutdlZnd in South Africa. In such
study it was found that there were no any formattbnic records management used

at the University.

The second challenge is the presence of poor tfasilused in keeping employees’
records. The interviewees revealed that the rooemiall and therefore not enough
for keeping employees’ files. Also, the shelves@en and therefore making easier
for anyone to access the files. The Head of Opeagisig had the following to say:

“...Generally, the facilities used in keeping empks/aecords are poor. For
instance, the registry room is too small to kedpeaiployees records. Also,

the shelves are open such that anyone can accoesseth ..”
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This challenge is consistent with that revealedhi@ study by Pumulo (2012) on
Assessment of Records Management at the Courtsawfih Zambia the Case of
Court Registries. In such study it was found thag @among the challenges facing
records keeping is poor infrastructure and faesitivhich affect both electronic and

paper records keeping.

The third challenge is shortage of employees resiptanfor records keeping. The
interviewees argued that the number of employeesdards’ keeping cadre is very
small such that it decreases efficiency in recémkping. They argued that they have
only eight personnel while the demand is twelvee Head of Open Registry said the

following:

“...Really we are very few in number with a lot o§pensibilities pertaining
records keeping. Up to this moment we have onlgtggrsonnel while the

demand is fourteen. This leads to ineffectiveness...”

This challenge is consistent with the one revealdtie study by Ngoako (2011) on
Records Management in Support of Service DelivaryPublic Health Sector in
Limpopo province (South Africa) whereby shortagestiff was seen as one among

the challenges facing records management.

The fourth challenge is lack of trained personii@k interviewees argued that some
of the few employees have no any training pertgimecords management. They
argued that such employees are transferred frorar athdres like office assistant
cadres without any capacity building activitiesliworkshops or training. The Head

of Open Registry had the following to say:

“...Despite being few in number still some of us acd trained in record
management. They are transferred from other cadrestly Office Assistants
Cadre without even any capacity building activitiéike training or

workshop...”

This challenge is consistent with the one revedaietthe study by Xolile (2012) on
the Status of Records Management at the Univeo$iBululand in South Africa. In
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such study it was revealed that there were no fipdlirecords management
practitioners at the University of Zululand.

The fifth challenge is violation of some of theasiland regulations related with
records keeping. The interviewees argued that semployees enter the registry
office for storytelling and other official and nafficial reasons opposite to the rules
and regulations guiding records keeping which negonly the people responsible
with records keeping to access registry room. Haisas a threat to the safety of
records kept. The Head of Department had the fatigwo say:

“...Sometimes, the employees who are not responsiile keeping of
employees’ records enter the registry either fofic@l or non-official
reasons like storytelling and gossiping. This aaéhreat to the safety of the
records kept therein...”

This challenge is consistent with the one revealdtie study by Pumulo (2012) on
Assessment of Records Management at the Courtsawfih Zambia the Case of
Court Registries. In such study it was found tihare was failure to comply with
regulations on records management stipulated inNb&onal Achieves Act of

Zambia.

4.6.2 Other challenges

Questionnaire respondents were asked to menticer atallenges encountered in
managing employees’ records apart from those a@dlin questionnaire. Out of 35
respondents 31.4% mentioned shortage of facilitiés1% absence of electronic
system, 8.6% failure to observe rules and reguiati®.6% loss of some records,
5.7% shortage of personnel, 5.7% complaints frostaroers, 2.9% lack of trained
personnel, and the other 2.9% lack of capacitydingl activities to personnel. 17.1%
responded that they don’t know.
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Table 4.43 Other challenges encountered in managir@nployees’ records

Challenge Frequency of response Percentage of response
Shortage of facilities 11 31.4

Absence of electronic system 6 17.1

Failure to observe rules a 3 8.6

regulations

Loss of some records 3 8.6
Shortage of personnel 2 5.7
Complaints from custome 2 5.7
Lack of trained personr 1 2.8
Lack of capacity building 1 2.9
activities to personnel

Shortage of personr 6 17.1
Total 35 100.0

Source: Field Data (2016)

Generally, the challenges facing HR and AdminigiratDepartment at MMC in
keeping employees records are absence of electrenard keeping system, poor
facilities used in records keeping, shortage of leyges responsible with records
keeping, shortage of trained personnel for reckegping, lack of capacity building
activities to personnel and low compliance witheruland regulations regarding
records keeping as revealed by both questionnesfgondents and interviewees.
The findings for this objectives relates with thedy by Xolile (2012) on the Status
of Records Management at the University of Zululan8outh Africa. In such study
it was revealed that the records management afineersity of Zululand was faced
by the challenge of absence of electronic recordeagement system, absence of
gualified records management practitioners, andk la€ trainings to records
management practitioners. The study does alsoereléh the study by Pumulo
(2012) on Assessment of Records Management at €ofittaw in Zambia. In such
study it was revealed that the records managemesudurts of Zambia was faced by

the challenge of poor facilities.

4.6.3 Efforts done by MMC to get rid of the challenges ecountered in

managing employees’ records

Through questionnaire respondents were asked ttioneany efforts done by MMC
to get rid of the challenges facing managementropleyees’ records in Human

Resources and Administration Department. Out afeé3pondents 40.0% mentioned
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the purchase of electronic devices for records ikgefd4.3% mentioned setting of
annual budget for records keeping facilities, ltdntioned employment of new
personnel, 11.4% mentioned improvement of curreadilifies, 5.7 mentioned
training of personnel, 5.7% mentioned holding ofisudtative meeting with people
responsible for record keeping, 5.7% mentionedecfofiow-up of record keeping

activities, and the rest 5.7% mentioned settinggfar improvement.

Table 4.44 Efforts made by MMC to get rid of the chllenges encountered in

managing employees’ records

Effort Freguency of response Percentage of response
Purchase of electronic devi 14 40
Setting budget for record 5 14.3
keeping facilities

Employment of new personnel 4 11.4
Improvement of currer 4 11.4
facilities

Training of personnel 2 5.7
Holding of consultative 2 5.7
meetings

Close follow-up 2 5.7
Setting plans for improvement 2 5.7
Total 35 100.0

Source; Field Data (2016)

In the interview with the respondents selected psigely they also mentioned the
efforts done by MMC to get rid of the challengesifig keeping of employees
records in Human Resources and Administrative Oapant These efforts include

the following:-

Firstly, the interviewees argued that the manageémérMMC makes efforts to
increase the number of personnel responsible faords keeping for more

effectiveness. The Head of Department had theviatig to say:

“... The management of our council strives to make $hbat they increase
the number of personnel responsible for keepingrdsc For instance in the
year 2014/2015 the council employed two Records agement

Assistants...”
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Also, the interviewees argued that the managemeMMC tries to improve the

current record keeping facilities in different way¥xamples of the ways mentioned
by the interviewees are changing of old files, atgb it prepares the large registry
room so as to replace the current one which isstoall. The Head of Department

had the following to say:

“...Also, the council works hard to improve the ant facilities. For
instance, the management prepares the new large that will replace the

current one which is smaller...”
Also, the Head of Open registry had the followingéay:

“... Each year the management buys new files whicbngnother things are

used to replace the old ones...”

Another effort revealed by the interviewees is riraj of its personnel. The
interviewees argued that some personnel get thacehto attend training under
sponsorship of the council. The interviewees reagdhat currently (in the year
2015/16) two personnel pursue training in Diplomarécords keeping in Public

Service College (Tabora). The Head of Departmeditha following to say:

“...Some of the personnel from record managementecget the chance for
further training. Currently, we have two personrmirsuing diploma in

records management at Public Service College, Takkampus...”

Moreover, the interviewees argued that managenfedtMC has the plan to move
to electronic records keeping by the year 2020y Theher argued that in order to
make this movement successful the management mekeasus efforts like
purchasing computers each year. The Informationhii@ogy Officer had the
following to say:
“...There are plans to move to electronic recordspkeg by the year 2020.
Different efforts are done in the course of thisvermaent. As for instance,

each year the council buys several computers...”
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Generally, the efforts made by HR and Administratiepartment and MMC in
general to get rid of the challenges facing recéebping at HR and Administration
Department are employment of new personnel, impneve of current records
keeping facilities, improvement of current facdsi training of personnel responsible
for records keeping, setting plans to move to sd@dt records management, setting
of budget for records keeping, purchase of eleatrmtord keeping devices, holding
of consultative meeting with employees responsiwith records keeping, and

making follow-up on the performance of record mamagnt office.

4.6.4 Ways that can be used to improve management of engylees’ records

management

Through questionnaire respondents were asked éthair recommendations on the
ways that can be used to improve employees’ recordeagement in HR and
Administration Department and MMC in general. Oudt 35 respondents 34.3
recommended the introduction of electronic recoréegding system, 20.0%
recommended training of personnel responsible wihords keeping, 14.3%
recommended to make record management an indepgexépartment, 14.3%

recommended setting of enough budget for recordepikg vyearly, 8.6%

recommended participation of personnel in problestvisg, 2.6% recommended
employment of enough staff responsible with reckedping, 2.9% recommended
provision of incentives to employees responsiblthwecords keeping and the rest

2.9% didn’t recommend any thing.
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Table 4.45 Respondents’ recommendations on ways improve employees’

records management

Recommendation Frequency of response Percentage of response
Introduction ofelectronic recorc 12 34.:
keeping system

Training of personnel 7 20
Making records keeping ¢ 5 14.¢
independent department

Setting enough budget 5 14.3
Participation of personnel i 3 8.6
problem solving

Employment of enoug 1 2.¢
personnel

Provision of incentives 1 2.9
No recommendatic 1 2.8
Total 35 100

Source: Field Data (2016)

In the interview with respondents selected purpggivthe interviewees provided

their recommendations on the ways to improve engasyrecords management.

Firstly, the interviewees recommended that the deypnt should move to electronic
records management system so as to work togettarthe present manual file

system. The Supervisor of Confidential Registry thefollowing to say:

“...I think most of the challenges can be eliminatette our department
moves to electronic records management system pposu the current

manual file system...”

Also, the interviewees recommended that the deartishould employ all required
personnel in accordance with the needs of recordeagement cadre so as to

increase efficiency. The Supervisor of Open Regisad the following to say.

“...As we revealed earlier that the number of empbsyen records
management cadre is not enough. Therefore, therttepat should employ

all employees in accordance with the demand ofcadre...”

Another recommendation provided by the interviewiedlat there should be regular
capacity building activities like short coursesidaerm trainings, and workshops so

as to impart records management skills to ungedlifiersonnel and update the skills
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of personnel responsible with records keeping. [Afiemation Technology Officer

had the following to say:

“...Another suggestion is that there should be reguapacity building
activities like long term training, short coursemd workshops. These will
help to introduce the records management skilisnigualified personnel and

update the skills of qualified personnel...”

Moreover, the interviewees recommended that theagement should improve the
current facilities used in keeping employees resor@hey argued that the
management of their department and MMC in gendralilsl prepare large room for
records keeping with better shelves so as to ingefficiency in records keeping.

The Head of Open Registry had the following to say:

“...Management should make sure that it preparesrgdaroom for registry
office. Such room should be well furnished withtdreshelves so as to

improve records management activity at our depantme

Lastly, the interviewees recommended that all eyg#s in the department should
be educated on the rules and regulations guidiogrds management so as to avoid
violation like entering the registry room withoutermission. The Head of

Department had the following to say:

“...I'think it is the time now whereby we have toeate all of our employees
on the rules and regulations guiding records mamaget. This can reduce

violation like that of those who enter the regigtbpm without permission...”

Generally, the recommendations provided by employae the ways to improve
records management in HR and Administration Depamtrand MMC in general are
introduction of electronic records management systemployment of enough
personnel, regular capacity building activitieslilong term training, short courses,
and workshops, improvement of current facilitidee liregistry room and shelves,

making records keeping cadre an independent depattiparticipation of personnel
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in problem solving, provision of incentives to pmreel, and education of all

employees on rules and regulations guiding recor@sagement.
4.7 Chapter summary

The chapter is the composition of the findings @amdgraphic characteristics of
respondents and the findings and discussion wihewt to research objectives and
research questions. The findings indicated thay amhnual file system is used in
keeping employees records in HR and Administrab@partment at MMC. Also,
the findings indicated that to a large extent th&tean used in keeping employees’
records in HR and Administration Department at MM@ffective. Another finding
indicated that to a certain extent the employeesHiR and Administration
Department at MMC are satisfied with the ways thegords are kept particularly in
terms of creation, preservation, disposition anéhteaance. Moreover, the findings
indicated that the records kept in HR and Admiaisdn Department at MMC have
all important qualities needed. Lastly, the findinmdicated that the challenges
facing HR and Administration Department at MMC ieeping employees’ records
are absence of electronic record keeping systerar faxilities used in records
keeping, shortage of employees responsible witbrdsckeeping, shortage of trained
personnel for records keeping, lack of capacityding activities to personnel, and

low compliance with rules and regulations regardexprds keeping.
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CHAPTER FIVE
SUMMARY, CONCLUSION AND POLICY IMPLICATIONS

5.0 Introduction

This chapter is composed of summary, conclusionpmenendation, and policy
implications which different stakeholders concerséduld put into consideration to

improve records management at MMC and LGAs in ganer

5.1 Summary

The study intended to understand the challengescia$sd with management of
employees’ records in HR and Administration Deparitnat MMC. The specific

objectives of the study were to determine the systsed in keeping employees’
records in HR and Administration Department at MM, determine the

effectiveness of the system used in keeping empKlyeecords in HR and

Administration Department at MMC, to determine Satttion of employees on the
ways their records are kept in HR and Administratizepartment at MMC, to find

out the qualities of employees’ records kept in &t Administration Department at
MMC, and to find out challenges encountered in ngargaemployees records in HR
and Administration Department at MMC. The study adlved 45 respondents
whereby 41 were selected through simple random kagn@and 4 through purposive
sampling. However, only 35 (85.4%) respondents afuél respondents selected
through simple random sampling returned questigeraiThe study employed both
primary and secondary data collection methods.primeary data collection methods
used were questionnaire, interview and observatighile the secondary data
collection method used was documentary review. Sthdy used statistical and non-

statistical data analysis methods on the basiseohature of data.

The findings of the study indicate that manual figstem is used in keeping
employees’ records in HR and Administration Deparitrat MMC. Also, to a large
extent the system used in keeping employees’ recatrdn HR and Administration

Department at MMC is effective. Additionally, tocartain extent the employees’ in

81



HR and Administration Department at MMC are satidfivith the ways their records
are kept. Moreover, to a large extent the findimgscate that the records kept in HR
and Administration Department at MMC have importgoglities needed. Lastly,
there are many challenges facing the keeping oflemps’ records in HR and

Administration Department at MMC.

5.2 Conclusion

Conclusions have been drawn with reference to ¢search finding in each of the

specific objective as shown below:-

5.2.1System used in keeping employees’ records in HR amfldministration
Department at MMC,

This was the first objective of the study. With eefnce to the findings of this

objective it is concluded that manual file systesnused in keeping employees’

records in Human Resources and Administration Depant at MMC. Electronic

record keeping system is not used at all.

5.2.2Effectiveness of the system used in keeping emplegerecords in HR and
Administration Department at MMC

This was the second objective of the study. Witlerence to the findings of this

objective it is concluded that to a large extertdlistem used in keeping employees’

records in HR and Administration Department is @ffee. However, the records

kept are not safe due to the fact that there ibability for a department to lose all

records in case of hazards like fire. This is beeaonly manual file system is used.

Electronic record keeping system is non-existeailat

5.2.3Satisfaction of employees on the ways their recordsre kept in HR and
Administration Department at MMC

This was the third objective of the study. Withereince to the findings of this
objective it was concluded that to a certain extdr®@ employees in HR and
Administration Department at MMC are satisfied witte ways their records are

kept particularly in terms of creation, dispositioraccessibility, level of
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confidentiality, retrieval, and maintenance. Howevke employees are not satisfied
with the system used in keeping employees recottishais manual file system.

Also, the employees are not satisfied with pres@maand the safety of the place
used in keeping employees records. This is becthesereservation is through

manual file system and therefore the records caityeget lost in case of hazard like
fire. Also, the room used in keeping employeesbrds is too small and shelves are
open. This make easier for anyone even those wdmair concerned with records

keeping to access records.

5.2.4Qualities of employees’ records kept in HR and Admmistration
Department at MMC
This was the fourth objective of the study. Witlierence to the findings of this
objective it is concluded that to a large exteeteimployees’ records kept in HR and
Administration Department have important qualitieseeded in terms of
comprehensiveness, unaltered, completeness, aigttyentlarity, compliance with
rules and regulations, retrieval speed, good daposnderstandability, and
adequacy. However, the records lack the qualitgadéty due to the fact that the
shelves used are open and therefore anyone casssatioe records. Also, only
manual file record keeping system is used and fibker¢here is a threat of loss of all
records in case of hazards like fire. Also, theords are moderately accurate. The
accuracy of records is weakened by failure of mameamt to update information
kept in records timely and submission of false iinfation particularly information

on personal particulars by employees.

5.2.5 Challenges encountered in managing employeescords in HR and

Administration Department at MMC

This was the fifth objective of the study. With eefnce to the findings of this
objective it is concluded that there are many emglés encountered in managing of
employees’ records in HR and Administration Departimat MMC. These include
absence of electronic records keeping system, pacitities used in keeping
employees’ records, shortage of employees resdensilith records keeping,

shortage of trained personnel for records keepauds, of capacity building activities
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for personnel, and low compliance with rules andutations guiding records
keeping. Different efforts are done by HR and Adstnation Department and MMC
to get rid of the challenges encountered. Theséudec employment of new
personnel, improvement of current records keepauglifies, training of personnel
responsible for records keeping, setting of plamsmibve to electronic records
management, setting of budget for records keemung;hase of electronic records
keeping devices, holding of consultative meetingh wmployees responsible with
records keeping, and making follow-up on the penfamce of records management
office. In order to improve records management iR lnd Administration
Department and MMC in general the employees recamdea introduction of
electronic records management system, employmernotigh personnel, regular
capacity building activities like long term traiginshort courses, and workshops,
improvement of current facilities like registry moand shelves, making records
keeping cadre an independent department, participaif personnel in problem
solving, provision of incentives to personnel, &addication of all employees on rules

and regulations guiding records management.

5.3 Recommendations

The researcher has provided recommendations obatie of the findings revealed
by this study. Such recommendations would help i and Administration

Department and MMC in general to get rid of thellemges revealed to face records
management and improve records management. Thenneeodations provided are

as follows:-

Firstly, the HR and Administration Department tdgatwith management of MMC
should make efforts to move to electronic recordmagement system. This system

will ensure safety of records even if any hazakd fire occurs.

Also, the HR and Administration Department togethéth management of MMC
should improve the current manual file system. Théans that although there would
be an electronic record keeping system as recomedeatiove, still the current

manual file system should not be eliminated bukeiad it should be improved so that
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it can work effectively with electronic one. Amomgher things this improvement
should be done by preparing a large room for rggisftfice instead of the current
one which is too small. Also, the room should bdl Wwenished with better closed
shelves which will prevent easy accessibility ofamls by people who are not

concerned with records keeping.

Moreover, the HR and Administration Department $tioensure availability of
enough qualified personnel in records’ keeping easlv as to serve the current

shortage. This will increase effectiveness in rdsdeeping.

Furthermore, the HR and Administration Departmdmiutd ensure availability of
regular capacity building activities in form of itmangs and workshops not only to the
employees responsible with records keeping but @lsother employees. Through
this the employees who are responsible with recdeksping will get the new
knowledge and skills and also update the previmegs oAlso, the employees who are
not responsible with records keeping will get knedge on the rules and regulations

guiding records keeping and therefore reducingatiohs.

Lastly, there should be regular monitoring and eaabn so as to realize in advance
any diversion from the rules and regulations guwdiemployees’ records
management and therefore being in position to firer solution. This will help to
solve the challenges of slow updating of informatilmw accuracy of records and so
forth.

5.4 An area for further research

With reference to the results of this study thesethie need for more scientific
findings on different aspects regarding employaesords management. One of
those aspects is whether the change of employeesrds management cadre in
LGAs to an independent department as recommendesbing respondents would

help to solve the current problems facing recordaagement.

5.5 Policy implications
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The policy implications resulting from the findings this study is that the policy
makers should redesign records management policli hat electronic records
management system should be compulsory for all LASRT so as to promote
efficiency and effectiveness in records keepingatTih because currently, the policy
does not state such a system to be compulsoryremndftre making most of LGAs

like MMC to stick on the manual file system alone.
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APPENDIX II
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APPENDIX 11l

QUESTIONNAIRE FOR ALL EMPLOYEES IN THE ADMINISTRATI ON
AND HUMAN RESOURCES DEPARTMENT OF MUSOMA MUNICIPAL
COUNCIL

| am a student at Mzumbe University Main campus r@ddoro) pursuing MSc.
Human Resource Management. | am doing a studymuogee record management
in the Human Resources and Administration DepartnanMusoma Municipal
Council, as a compulsory part of my programme. dine of the research is to assess
challenges associated with management of empl@ae@eds at MMC. To make this
study a success, | kindly request you to resporti¢oquestions below, | would be
very grateful if you would spare some few minutedilt in this questionnaire. The
information that you give will be treated confid@htand your identity will not be
exposed.

Instructions:
Please putV where appropriate and to the blank space write ageixt
A: Demographic characteristics of respondent

1. Gender

1. Male 2. Female

2. Age (In Years)

1. 18-29 2.30-49 3. 50-59 4. 60 and above
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3. Level of Education

1. | Primary education

2. | Secondary education

3. | Certificate

4. | Diploma

5. | Bachelor Degree

6. | Master Degree

7. | Other (specify)

4. Occupation

1 Administration officer

2 Human Resource Officers

3 Records Management
Assistants

4 Office Assistants

5 Personal Secretaries

6 Ward Executive Officers

7 Millet Executive Officers

8 Security Guards

9 Drivers
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10 Committee Clerk
11 Public Relation Officer
12 Information Technology
Officer
5. Length of service (Number of years worked)

1. 0-5 2. 6-10 3. 11-20 4. 21 and above

B: The system used in keeping employees records Human Resources and

Administration Department

Wri

te a letter of the correct answer and to a blankspace write a text.

6. What among the following is the system used in kegpmployees records at

7.

C.

human resources and administration department?
(a) Manual files system (b) Electronic System (c) Bathnual and electronic
system

If there is an electronic record management systegour department, mention

If your answer in question six (6) is ‘both manwmhd electronic record
management system’, which one is used more thathenim day to day record
keeping?

(a) Manual file system (b) Electronic system (c) Thésexk of their use is almost

the same (d) | don't know

Effectiveness of the system used in keeping emapées’ records at Human

Resources and Administration Department
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Write a letter of the correct answer and to a blankspace write a text
9. What can you comment on the safety of employeesbros kept at your
department basing on the environment in which treykept?

(a) They are safe (b) The are not safe

10.Give a reason for your response in question nine

11.Do the people responsible with keeping employeesbrds at your department
observe confidentiality?
(a) Yes (b) No

12.1f the answer in question eleven is ‘no’ what makhem fail to observe

confidentiality?

13.Is there any moment when you were asked that soimgowr records that
formerly you were never ordered to collect for gai@ purpose were missing?
(a) Yes (b) No

14.1f your answer in question thirteen (13) is ‘ydsw often?
(a) Frequently (b) Rarely

15.What can you comment on the accessibility of emgdsyrecords when needed
for a certain purpose?
(a) They are easily accessible (b) they are not easitgssible

16.If your answer in question fifteen (15) is ‘theearasily accessible’. What makes

employees’ records to be easily accessible?
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17.1f your answer in question fifteen is ‘they are matsily accessible’, what makes

hard for accessibility of employees records whezded?

D. Employees’ satisfaction with the way their recads are kept

Statement Strongly | satisfied | neutral | dissatisfied| Strongly

satisfied dissatisfied

| am satisfied with
the system used in

record keeping

| am satisfied with
the safety of the
place used in
keeping employees

records

| am satisfied with

the way employe¢

A1

records are created

| am satisfied with

1%

the way employe¢

records are preserved

| am satisfied with
the disposition of

employee records

| am satisfied with

accessibility of

employees’ records
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when needed

| am satisfied with
the level of
confidentiality in the
records management

office

| am satisfied with

the way records ar

[¢)

being retrieved when

needed

| am satisfied with

the way records ar

[¢)

being maintained at

my department

E. QUALITIES OF RECORDS KEPT

18.Do you think there are some employees’ recordswvilea¢ worth keeping but are
not kept at your department?
(a) Yes (b) No

19.If your answer in question 18 is ‘yes’ mention suebords.

20.1s there any time when you were told or realizeat #ome of your records were
not accurate and therefore needed rectification?
(a) Yes (b) No
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21.1f your answer in question 20 is ‘yes’, how often
(a) Frequently (b) rarely (c) Not frequently

Explain how

22.1s there any moment when you realized that yousrdscwere different from the
original ones?
(a) Yes (b) No

23.1f your answer in question 22 is ‘yes’ how often?
(a) Frequently (b) rarely (c) Not frequently

Explain how

24.1s there any moment when you were asked or realikat your records are
incomplete and therefore needed to be completed?
(@) Yes (b) No.

25.1f your answer in question 24 is ‘yes’, how often?
(a) Frequently (b) rarely (c) Not frequently

Explain how

What is your comment on the authenticity of empésy/eecords kept at your

department? They are.......
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(a)Very authentic (b) Authentic (c) moderately autihed) Not authentic

Explain how

26.What can you comment on the clarity of the emplsyeecords at your
department? They are.......

(a) Very clear (b) Clear (c) Moderately clear (d) Ntaar

27.To your opinion, do the records kept at your deparit comply with rules and
regulations requirements?
(@) Yes (b) No

28.1f your answer in question 28 is ‘no’ give the reagor you answer

29.1n your opinion what can you comment on the spdegtoieval of information
kept at your department

(a) Very speed (b) Normal speed (c) Not speed

30.What can you concerning the safely storage of tcior your department
(a) Very safely (b) Safely (c) Not safely
31.What is your comment concerning systematic dispadakecords in your
department? Is it
(a) Very good (b) good (c) Normal (d) Bad
32.What can you say concerning understandability afomds kept in your
department? They are
(@) Very understandable (b) Normal understandable (cprmsl
understandable
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33.What can you say concerning the accuracy of reckegs at your department?
They are
(a) Very accurate (b) Moderate accuracy (c) Not acgurac
34.1n your opinion what can you say concerning theqadey of the records kept at
your department? They are
(a) Very adequate (b) Adequate (c) Not adequate

F. Challenges encountered in managing employees’aards

Challenges YES NO SOME
TIMES

Loss of management information

Loss of ability to supply ministerial information

Loss of ability to fulfil legal / contractual statuy
responsibilities

Loss of ability to provide general records to the
public

Loss of the ability to follow normal procedures (
staff under occupied)

Unauthorized disclosure of classified informatio

>

Breach of confidentiality

Complaints from the customers and stakeholders

Loss of records

Misplacement of vital records pertaining to lo
government transactions

Delay in decision making due to availability
required information

Delay of proving pecuniary rights i.e. termi
benefits of employment due to loss of persagnal
particulars of employees
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35.Do you experience the following problems in recordsmixanagement?

36.What do you think are other challenges facing egygsarecords’ management at

your department?

37.What are the efforts which have been done by MM@ebrid of the challenges

mentioned above? (Mention not more than five pdints

38.What do you think are the ways can be used to ingremployee records
management at Human Resources and Administratigraeent and MMC in

general?
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APPENDIX IV

DODOSO KWA AJILI YAWAFANYAKAZI WOTE WA IDARA YA
RASILIMALI WATU NA UTAWALA KATIKA HALMASHAURI YA
MANISPAA YA MUSOMA

Mimi ni mwanafunzi katika chuo kikuu cha Mzumbe tder Morogogo, nachukua
shahanda ya Uzamili katika Usimamizi wa Rasilim@fatu. Ninafanya utafiti
kuhusu utunzaji wa kukumbuku za watumishi katikarédya rasilimali watu na
utawala katika halmashauri ya manispaa ya Musonemgd la utafiti huu ni
kutathmini changamoto zitokanazo na utunzaji wa kbwkambu za watumishi katika
idara hiyo na halmashauri ya manispaa ya Musoma Wwanla. Ili kufanya huu
utafiti uwe wa mafanikio, tafadhali nakuomba ujimaswali yafuatayo hapo chini,
nitashukuru sana iwapo utatoa muda wako kidogo Zeujdodoso hili. Taarifa

utakazotoa zitakuwa ni siri nautambulisho wako aaakwa wazi.

Maelekezo:

Tafadhali weka alama ya vemay panapostahili na andika neno/maelezo katika

nafasi wazi
A: Taafifa binafsi za watumishi

1. Jinsia
1. Mme 2. Mke
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. Umri ( Kwa miaka)

1. 18-29 2.30-49

3. 50-59

4.60 na kuendelea

. Kiwango cha elimu

1. | Elimu ya msingi

2. | Elimu ya sekondari

3. | Cheti / Astashahada

4. | Stashahada

5. | Shahada ya kwanza

6. | Shahada ya pili

7. | Nyingine (taja)

. Cheo/Kazi

Afisa utawala

Afisa Utumishi

Mtunza kumbukumbu

Mhudumu

Katibu Mahsusi

Mtendaji kata

Mtendaji wa kijiji

Mlinzi
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Dereva

10 Karani wa kamati
11 Afisa uhusiano wa jamii
12 Afisa Teknolojia ya
mawasiliano
13. Kingine (taja)
5. Mda uliofanya kazi (miaka)

1. 0-5 2. 6-10 3. 11-20 4. 21 na
Zaidi

B:

Uwepo wa mfumo rasmi wa utunzaji wa kumbukumbu latika idara ya

rasilimali watu na utawala

Andika herufi ya jibu sahihi na katika nafasi wazi andika neno au maelezo

6.

Upi kati ya ifuatayo ni mfumo unaotumika kutunza mwkumbu za
wafanyakazi katika idara yenu?
(b) Mfumo usio wa kielektroniki wa majalada (b) Mfumaavkielectroniki (c)

Yote, mfumo wa kielectroniki na usio wa kielectrkinva majalada

Kama kuna mfumo wa utunzaji wa kumbukumbu wa kieetakki, utaje.
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8. Kama jibu lako katika swali la sita (6) ni ‘yote’famo wa kielektroniki na usio
wa kielektroniki wa majalada’, upi kati ya hiyo uamika zaidi kuliko mwingine
katika shughuli za kila siku za utunzaji wa kumbruw?

(b) Mfumo usio wa kielektroniki wa majalada (b) Mfumaavkielektroniki (c)

Kiasi cha matumizi yake kinakaribia kuwa sawa
C. Ufanisi wa mfumo unaotumika katika utunzaji wa kumbukumbbu
Andika herufi ya jibu sahihi na kwa nafasi wazi andka neno au maelezo

9. Yapi ni maoni yako kuhusiana na usalama wa kumbikuma wafanyakazi
kulingana na mazingira zinapotunzwa?

(b) Zipo salama (b) Hazipo salama

10.Toa sababu ya jibu lako kwa swali la tisa (9).

11.Je watu wanaohusika na utunzaji wa kumbukumbu Zanyakazi wanazingatia
suala la usiri?
(b) Ndiyo(b) Hapana

12.Kama jibu lako kwa swali la kumi na moja (11) naffana, kipi kinawafanya

washindwe kuzingatia suala la usiri?

13.Je, ushawahi kuambiwa kwamba kumbukumbu zako ambazkuwahi
kuambiwa kama zinahitajika hapo kabla kwa lengariukinakosekana?

(b) Ndiyo (b) Hapana

14.Kama jibu lako kwa swali la kumi na tatu (13) ndipo’, mara ngapi?
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(a) Mara kwa mara (b) Mara chache

15.Unaweza kusema ini kuhusiana na upatikanaji wa kikenimbu za wafanyakazi
pale zinapohitajika

(a) Zinapatikaa kiurahisi (b) Hazipatikani kiurahisi

16.Kama jibu lako kwa swali la kumi na tano (15) ninapatikana kiurahisi’, Kipi

kinafanya kumbukumbu zipatikane kiurahisi pale potatajika?

17.Kama jibu lako katika swali la kumi na tano (15)mazipatikani kiurahisi’, kipi

kinafanya kumbukumbu zisipatikane kiurahisi paleapiohitajika?

D. Kuridhishwa na namna kumbukumbu za wafanyakazi mavyotunzwa.

Kauli Naridhishw | Naridhishw | Sina | Siridhishw | Siridhishw
a sana a wazo | i i kabisa
lolot
e

Ninaridhishwa na
mfumo
unaotumika katika
utunzaji wa
kumbukumbu  za

watumishi

Ninaridhishwa na
usalama wa

sehemu

inayotumika
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katika utunzaji wa
kumbukumbu za

watumishi

Ninaridhishwa na
namna
kumbukumbu za
watumishi
zinavyotengenezWw

a

Ninaridhishwa na
namna
kumbukumbu za
watumishi

zinavyotunzwa

Ninaridhishwa na
namna
kumbukumbu za
watumishi

zinavyofanywa

baada ya kuisha

muda wake

Ninaridhishwa na
upatikanaji wa
kumbukumbu za
watumishi pale

zinapohitajika

Ninaridhishwa na
usiri uliopo katika|

ofisi ya utunzaji
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wa kumbukumbu

Ninaridhishwa na
namna
kumbukumbu za
watumishi
zinavyorejeshwa
pale

zinapohitajika

Ninaridhishwa na
namna
kumbukumbu za
watumishi

zinavyodumishwa

katika idara yangu
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Andika herufi ya jibu sahihi na kwa nafasi wazi andka neno au maelezo

E. Sifa za kumbukumbu za wafanyakazi zilizotunwa

Andika herufi ya jibu sahihi na kwa nafasi wazi andka neno au maelezo

. QUALITIES OF RECORDS KEPT

18.Unadhani kuna kumbukumbu za watumishi ambazo aflistkutunzwa lakini
hazitunzwi katika idara yenu?
(a) Ndiyo (b) Hapana

19.Kama jibu lako kwa swali la 18 ni ‘ndiyo’, taja kiomkumbu hizo

20.Je, umewahi kuambiwa au kugundua kwamba baadhiupabtkumbu zako
zinazotunwa zina makosa na hivyo kuhitaji marekweds?s
(a) Ndiyo (b) Hapana

21.Kama jibu lako kwa swali la 20 ni ‘ndiyo’, mara nma
(a)Mara kwa mara (b) Mara chache (c) Sio mara kwa mara

Elezea, kwa namna gani

22.Umeshawahi kugundua kwamba kumbukumbu zako zigutoha zilivyokuwa
mwanzo?
(a) Ndiyo (b) Hapana

23.Kama jibu lako ni kwa swali la 22 ni ‘ndiyo’, mangapi?
(a) Mara kwa mara (b) Mara chache (c) Sio mara kwa mara

Eleza, kwa namna gani
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24.Je, ushawahi kuambiwa au kugundua kuwa kumbukunake zinazotunwa
hazijakamilika na hivyo kuhitaji kukamilishwa?
(a) Ndiyo (b) Hapana.

25.Kama jibu lako kwa swali la 24 ni ‘ndiyo’, mara nma
(a) Mara kwa mara (b) Mara chache (c) Sio mara kwa mara

Eleza, ni kwa namna gani

api ni maoni yako kuhusiana na ukweli wa taarifeaikatika kumbukumbu za
watumishi zinazotunzwa katika idara yenu? Taarifzan....

(a)Kweli sana (b) Kweli (c) Kweli sana (d) Si za kweli

26.Yapi ni maoni yako kuhusiana na kueleweka kwa kuknimbu za watumishi
zinazotunzwa katika idara yenu? Kumbukumbu....
(a) Zinaeleweka sana (b) Zinaeleweka (c) Zinaelewe&asi Kd) Hazieleweki

Eleza, ni kwa namna gani

27.Kwa maoni yako, utunzaji wa kumbukumbu katika idga&o unafuata sheria na
taratibu?
(b) Ndiyo (b) Hapana

28. Kama jibu lakokatika swali la 28 ni ‘hapana’to ahb

Kwa maoni yako unaweza kusema nini kuhusiana na yaskurejeshwa kwa

kumbukumbu zinazotunzwa katika idara yenu? Urejegihm....

(a) Wa kasi kubwa (b) Wa kasi ya kawaida (c) Siokasi
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29.Unaweza kutoa maoni gani kuhusiana na usalama wmblkkumbu
zinazotunzwa katika idara yenu?
(a) Zipo salama sana (b) Zipo salama (c) Hazipo salama

30. Yapi ni maoni yako kuhusiana na utaratibu wa kuaah@a kumbukumbu baada
ya kuisha muda wake wa kutumika?
(a) Ni mzuri sana (b) Ni mzuri (c) Wa kawaida (d) Ni ayla

31.Unaweza kusema nini kuhusiana na kueleweka kwa Wkorbbu zinazotunzwa
katika idara yenu?
(a) Zinaeleweka sana (b) Zinaeleweka kawaida (c) hewieki

32.Unaweza kusema nini kuhusiana na usahihi wa kunthbkuzinazotunzwa
katika idara yako?
(a) Ziko sahihi sana (b) Ziko sahihi kawaida (c) Hazgdehihi

33.Kwa maoni yako unaweza kusema nini kuhusiana neoskeleza kwa
kumbukumbu zinazotunwa katika idara yenu?

(a) Zinatosheleza sana (b) Zinatosheleza (c) bistzitiezi
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F. Changamoto zinazohusiana na utunzaji wa kumbukurou za watumishi

Andika neno au maelezo katika nafasi wazi

34.Eleza kama matatizo yafuatayo yapo katika utunzajiwa kumbukumbu za

watumishi katika idara yenu

Changamoto

Ndiyo

Hapana

Muda
Fulani

Kupotea kwa taarifa za muhimu kwa uongozi

Kupoteza uwezo wa kutoa taarifa kwa wizara

Kupoteza uwezo wa kutekeleza majukumu
kisheria au kimkataba

ya

Kupoteza uwezo wa kutoa kumbukumbu za uju
kwa jamii

mla

Kupoteza uwezo wa kufuata taratibu (K
watumishi)

wva

Kusambaza taarifa ambazo hujaruhusiwa

Kukiuka usiri

Malalamiko kutoka kwa wateja na wadau

Kupoteza kwa kumbukumbu

Kutoonekana kwa  kumbukumbu  muhin
kuhusiana na shughul za serikali za mitaa

nu

Kuchelewa kwa maamuzi kuhusiana
kutopatikana kwa taarifa zinazohitajika

na

Kucheleweshwa kwa haki za msingi za watum
kama mafao kutokana kupotea kwa taarifa bin|
za watumishi

shi
afsi
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35.Unafikiri zipi ni changamoto zingine zinazokumbaun#aji wa kumbukumbu

katika idara yenu?

i jitihada zipi zinafanywa na uongozi wa halmash@ukuondokana na changamoto

ulizotaja hapo juu? (Taja tano)

36.Kwa maoni yako, nini kifanyike ili kuboresha utufizaa kumbukumbu katika

idara ya rasilimali watu na utawala na halmashiawe ujumla? (Taja tano).
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APPENDIX V

INTERVIEW QUESTIONS FOR RESPONDENTS SELECTED
PURPOSIVELY

1. Explain the system used in keeping employees’ o=cdn the human

resources and administration department

2. What can you explain on the effectiveness of th&tesy used in keeping
employees’ records at your department basing ofotteving hints:-
(a) Safety
(b) Confidentiality
(c) Adequacy
(d) Accessibility
3. Are employees satisfied with the ways their recads kept? Explain your

answer.

4. Explain on whether employees’ records kept at ydepartment possess the
following qualities
(a) Comprehensiveness
(b) Unaltered
(c) Accuracy
(d) Completeness
5. What are the challenges encountered when keepirgogees’ records at

your department?

6. .What are the efforts that have been done by MMCgéo rid of the

challenges mentioned above?

7. What do you think are the ways that can be usedmjprove record

management at your department and MMC in general?
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APPENDIX VI

MASWALI YA MAHOJIANO KWA AJILI YA WATU
WALIOCHAGULIWA KWA SABABU MAALUM

1. Toa maelezo kuhusu mfumo unaotumika katika utunvzajkumbukumbu katika
idara ya utawala.

2. Unaweza kueleza vipi kuhusiana na ufanisi wa mfwiopo wa utunzaji wa
kumbukumbu katika idara yenu kwa nyanja zifuatazo?
(a) Usalama wa kumbukumbu
(b) Utunzaji wa siri
(c) Kutosheleza kwa kumbukubu
(d) Upatikanaji wa kumbukumbu zinapohitajika

3. Je, watumishi wanaridhishwa na namna kumbukumbu zaavyotunzwa?
Elezea jibu lako.

4. Ni changamoto zipi mnazokumbana nazo katika kutuk@zenbukumbu za
watumishi katika idara yenu?

5. Zipi ni juhudi ambazo zimekuwa zikifanywa na uongem halimashauri ili
kuondokana na changamoto ulizotaja katika swahna (5)?

6. Unafikiri nini kifanyike ili kuboresha utunzaji waumbukumbu za watumishi

katika idara yenu na halimashauri ya manispaa ysovha kwa ujumla?
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APPENDIX VII
LIST OF THINGS TO BE OBSERVED
1. Security of the room or place used in keeping @sor

2. Availability of record management officials in thegistry room during

working time
3. Procedure followed when one needs his or her record

4. Adherence to records management regulations lilsgriceon of normal

employees from entering record keeping room
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