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ABSTRACT E | : \

The purpose of this study was to analyse the filing

and record keepihg syétems at primary school level in

Mombasa District of Coast Province, Kenya. Due to

financial énd time constraints, only fourteen primary

schools were used fpr this study.

(1)

(2)

(3)

e A

Three instruments were used:

The guesticnnaire, which was personally administered

to the headteachers.

!

Orel interview, which was conducted by the researcher

to back the guestionnaire,

Observation, which was undertaken by the researcher
to confirm the responses made by the subjects in
connection with the guesticnnaires and oral
interviews,
The study revealed that:
/ |
( i ) the headteacher, is the only person in the

school empousred to aoth

ok

rize the filinp of

gocumentsa.

(i 1) procedures for indexing and codifying
documents in schools, vary from one school

to anothere

(iv)



) (11i1) files and record books in schools are
classified and arranged sub-alphabeticaelly,

numerically and chronologicallye.

(i v) vertical system of Filing is more popular
than horizontal system of filing in majority

of schools that were used in the study.

( v ) school records play a very important role
in school administration. There is not
even a single school that can exist without

schoaol records.

(v i) There 4is no consistency and uniformity in
filing and record keeping prgdtices in

primary schools in Mambasa District.

(vii) A lot of problems are incurred in filing and

record keeping practices in the schoolse.

In the light of these findings, the researcher

/
/

recommends that the inspectorate section of fhe Ministry
of Educatiaon, Science and Technoleogy should start super-

vising and ingpecting records management in schools

as they are highly invaluable.

(v)
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CHAPTER 1

1.0 INTRODUCTION TO THE RESEARCH PROBLEM

1.1 BACKGROUND INFORMATION
TO THE PROBLEM

Filing end record keeping systems are very important
organs of school sdministratione. Faf instance in the
manual for Heads of secondary schuﬁla in Kenya <1979:3)
it is stated that "An efficient filing system is an

.

important eid to good sdministration®.

The succegs of any institution depends on smong
other factors , how efficient and effective the filing
and record keeping systems are. It is in view of this
that it is stated in the manual for Heads of secondary
gchoole in Kenya (1979:16) that "A comprehensive and

- carefully maintained filing system is essentiasl in any

well run institutiaon®,.

Filing and record keeping practices are of crucial
importance in the running of the schools. In this respect

Mbiti (197&:6ﬁ) has ohbserved that:

One of the most important aspects
uf school administiration is the
keeping of records. School records
include all the books and files
containing information relating

to what goes on in thst school, who
is im the school, as well as what
types of property the school owns.



1.2 STATEMENT OF THE PROBLEM

The new trends in the Kenyan Education ays%em have
posed many challenges to school adginistrators' account-
ability for public funds and other resources. With the
launching of the 8s&4:4 Education system in particular,
headteachers cannot dodge the significance of effective
and efficient filing and record keeping prasctices iIn

their expanded schoolse
The survey, therefore, was directed to:-

() investigate the sctual filing and record
keeping pracdtices in primary schools in

Momhasa Districte.

(b) assess the role of filing and record keeping
systems in the overall effectiveness of

primary school administration.

163 - FURPOGE OF THE STU%Y

The purpose of this study was tn anelyse the filing
and record keeping systems a8t primary schogl level in

Mombasa District with a view to:

( 1) finding out how efficiently the filing and

record keeping systems are administered in



(i 1)

(i1i)

(i v)

Tek

Mombasa District;

5
~

primary schools in Mombasa District;

assessling the uniformity or lack of
uniformity in filing snd record keeping

practices at primary school level in

j

\identifying the problems associated with

the filing and record keeping practices
and how such problems affect the running

of the schools in Mombasa District; and,

suggesting possible solutions te the
problems identified in (iii) above with
a view to improving filing and record
keeping practices in priméfy schca%s.

RESEARCH [QUESTIUONS

The following questions were used to guide the

i
/

researcher in carrying out thig Btudy,

16612

A Tabhe2s )

hat types (or categories) of school
records are kept in primary schools in

Mambasa District?

~
!

Who is/are responsible for keeping the

schocl records?



1‘&.3:

ﬂ.b.&:

Tealiahis

1sbeB

1". l* .,7 H

1ob.B2

Telia8:

What are the prccedures for filing
documenis in primary schools in Mombass

District?
How efficient are the filing systems?

Who is/are entrusted with the duty of
checking the school records to ensure

that they are up-to-date?

To what extent is there consistency in
the filing and record keeping practices

in the fourteen selected primary schools?

Is there any relationship between the
filing and record keeping practices and

administration of primary schools in

. Mombasa District?

~

What problems gre incurred in school
filing and record keeping practices in

priméry schools in qubasa District?

What measures are being taken to curb saome

of these problems?

SIGNIFICANCE OF THE STUDY

This is an sducationel asdministration project which

aimed at glving asystematic anslyesis of the filing and



record keeping practices at primary school level in

Mombasa Districte

Apparently little research has been done in this

area of school administration.

/

Although this study was focussed an primary schools,

its findings are valuable even at secondary school level

and to other institutions of higher learninge

-

This study provides information on the current
filing and record keeping practices in primery schools

in Mombesa Districte

The findinpgs in this sﬁudy are vaiuable’to the

. policy makeés, heedteachers, inspectors of schools,
primary school edvisers and future researchers. In which
case the information from this study provides the hasis
for discussiéns on the steps that need to be taken to

improve upon these practices.

In short the significance of thisg study ist-

(1) to provide ifprmation on filing and record
keeping praciices in primesry schools in

Mombasa Districte.

(i 1) to serve as a8 model for investigating

filing and record keeping systems.



(iii) to éncnurage further research to be conducted
to gain more undgrstandiag about the varia-
tion in the school administrativé practices
and trends with respect to filing and record

~

keeping systems,

(i v) to be used as & reference by future research-
ers working on the oversll area of edu-
cational administration &t primary school

level. - ~

( v ) +to provide insight intc some of the other-
wise unknown constraints/problems that
impede administrative practices especially

in the filing and record keeping systems.

1.6 MAJOR ASSUMPTIONS UNDERLYING THE STUDY:

1«6.1¢ Most of the primary school headteaéhers are

“conversant with their pufies as headteacherse.

1.6.2: Mopst of th;-primary scheool headteachers
have no formal training in filing and record
keeping apart from what they hév& learned
~on the job, in seminars ana hints from

colleagues.



TeBols

|
Primary school headteachers are aware of

the fact that school records are an inte-

gral part of school administration.

Primary(achaul headteachers, school clerks
and most of the teachera in primary schools

are aware of all types of records which are

’

Kept in their schools., :

Primary schocl headteachers are sware of
the fact that to be competent in school
administration, they must develop good

filing and record keeping systems,.

Primary‘scﬁoul headteachers, clerks and
teachers are guware of the fadtrthat for
school records to be of value, they must
be always up-to~date; easily accessible

and dependable in indicating favourahle

~and unfavourable information concerning

matters in”the school.

School records provide accurate information
which help the headteachers to asssess the
functions and progress of activities in

the schoole.

_Primary achool headteschers have direct

responsibilities which are related to thelr



i,

role as filing and record keeping officers

of their schools. They are physically

involved snd they know that they cannot

afford to totally delegate these<duties
for sccountability purpuaes; In essence,
the headteachers are aware of the fact
that their role as clerks to their schools
is an important onee 3
Primary school headteachers have read and
cumpreﬁended the rélevaﬁé sections of
documents listed below that guide their
involvement in filing and record keepinge.
- 1968 Education Act

- 1966 Teachers Service Commission Acte

- Revised 1976 code of regulations for

teachers.

.= 1979 manual for Heads of secondary

schools in Kenya.

LIMITATIONS OF THE STUDY

The study was confined to Mombase District
where only fourteen schools (20% of all
the primary schools in Mombasa District)
were usede. This would therefore, not

allow for generalisations to be made from

-



the findings for the province let alone gll

primafy - schools’ in the countrye. R

1672t Time factor wss another limitation. Tinme
. allocated for this project of 8 weeks was

too short to allbu a detailed study.

1¢7.3¢ The amount of money allocated for this
project could not allow the researcher to

handle a large sample.

-

Te7eles ’Unly three approaches were adepted for data

collection purposes:-

-

( 1 ) ohservation
(1 1) orel interview
v
(11i) Questionnaire (for Headteachers).

!

1.8 - DEFINITIONS OF SIGNIFICANT TERMS

For the purpose of this study the following terms

gre used in the contexts listed below.

Aptive File: is a file that is in perpetual use.

It contains the records that are needed all

the time.

Centralised Filing System: 18 a syatem of keeping

the files of correspondence and other

information storage in & specielized central
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\ .
filing section in the Headteacher's/Deputy

Headtéacher‘s/clerk's pffice which serves
the rest of the school. Whenever any departe~
ment naéds any file, it\asks ihe central
ﬁiiing section for it. When actiun has been
taken on the file, it is once again returned

to the central filing sectidn, otherwise

known as registry in larger organisations.

N ) -
/

Classification: means assigning category aor label

to individusl items on the basis of simi-~

larity or common characteristics.

Dead Record: Is one that is completely valueless.

That is, it has no longer enough value

to Jjustify retsining it.

{

Dacentfaiised Filing System: Is a gystem of filing

which allows each department to keep its own

relevant files and folders of correspondence.

Documents: - refers to written papers, statements,

invoices; vouchers, correspondence, books of
i
accounts, minutes books, record books and any
, other records providing informaticn on school

activities and administrative endesvourse

Filing:-~ is a process of grouping, organising, and

storing recordse so that they can be easily
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‘retrieved when needed.

y

Filing System: 1é a way af storing documents in an

organised and standardised Fashion(an that
they can be retrieved by following some

logical procedure.

Headteascher: - the teacher with overall admini-.
strative responsibilities over the school-
nthermise“knmﬁns as "the headmaster" for male
headteacher and "tHe head: lstress" for female

headteacher.

Inactive Filet is the file kept nearby for reference.

It containe records which are needed to be

nearby for reference to the more recent items.

Index: is a guide to locating the whereabouts of
files and records in g school filing system

or crganisation. )
; )

Indexing: refers to the manner of classifying
/

documentas. It is applied in deciding where

te file particulsr dacuments.

~~

Master Index: is an index which shows where all

documents are stored and how they are indexed.



Method: a method is a detailed specification of how V¥
to accnmpliéh a singlg procedural step. It
is concerned with the sequence of motions
used in performing an operation and with the
specific equipment used in performing the sagid

operation.

Micro-filming: is a PTOCESS under which records
BTE phatugraphed at high speed on narrou
safety film, permits records to be reduced
in size so that they réquire little space
and to be retained indefinitely. If a copy
of the record is needed, a photbgraphic
device on the reader will permit a Cpr to

be made.

Ministry of Education, Science and Technoloay:
is the Ministry which deals with matters

- pertaining to educatlion in Kenya.

= J
Office: \ is & unit where relevant records for the

huruose of control, planning and efficient
management uf»achuol/nrganisatinn are prepared,
handed and preserved. O0Office provides
facilities for internal and external commu-
nication and c0¥ordinates activities of
different departments of the school or

organisation.



R+ Q.

Office Management: 1is the organisation of an office

in order to achieve a specified purpose and
to make the pest use of the persocnnel by
Qsing £he Wost appropriate machines end
equipment, the best possible methods of work
and by prmv;ding the most sultable environ--

’

ment for the same worke

Outguides: are cards which bear notations concerning
dates of records withdrsw =nd the names of

persans who have the recordse.

Primery school: is a8 formal ipstitutiun of learning

with classes raenging from standard one to

\

standard eighte.

Proceduret 1is 8 specific work seqguence. It is s
series of operations pointed towards achieving

a particular objective.

Record: hgs the same meaning as documente.
‘ /

Records Management{ is the preserving and arranging

of documents in such & manner thal they
become readily available when needed by the
managemente In short record management

is the responsibility of filing records,
retrieving information, establishing reten-

tion and\gestroyingnschmdulee and microfilminge.
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School: means an institution in which not less than

ten pupils receive regalar instiruction,

School Administration: means all that is done at

school to try and satisfy pupil, a&burdinate
staff and teaching staff needs. This involves
planning, organising, decision-making, co-
ordinating,communicating, influencing,
evaluatingbuf school program, staff personnel,
pupil perssnnel, commity realtions, organi-
sation of physicsel facilities, financial and

business management.

System: 1is a planned approach to the activities

needed to attain desired objectives. Any

enterprise operates through a net work of

sYBLEMS,

%

Tickler File: is that file that contains outguides.

1.9 ORGANISATION OF THE DISSERTATION
- ]

- /
-

This dissertation is orpanised into chapters as

follousi-

Chapter 1t Introduction to the Research problem.

j This Chapter subsumes the statement aof the

problem and signficance cof the study under the

-

- following main topicse. Background information
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to the ﬁrnblem; statement of the problem;
~purpose of the study; Research Questions;
significance of the study; Majm$ assumptlions
underlying the study; Limitafions of the
study; Definitions of significant terms and

Urganisation of the dissertation.

Chapter 2; Review of Related Literature.
This Chapter contains literature in the
following areas: Filing and Record keeping
systems in general; Filing and record keeping
systems‘in schools with specific reference to

Kenyan schools; and types of school recordse.

Chapter 3: Research Design and‘Methodolngy°
This Chaptér describes the design of the study
and incorporates the methuddlmgy used, the
sample, theAinstrumentatiun and methodology of

treatment of data.
/

Chapter 4: Analysis and Interpretation of date.
This Chapter covers analyslis of deata ,
interpretetion of data, findings of the study,

and discussion of the findingse.
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Chapter 5:  Stummary of the research, canclusions,

Recommendations and suggestions for further

Researche

This is the final Chapter.
Summary of the research falls in this Chapter.
It also contains conclusions, recommendations

and suggestions for further researche.

The final section. of this dissertation is

‘dedicated to bibliography and appendices. s



CHAPTER 2

2.0% g REVIEW OF RELATED LITERATURE

2.1: INTRODUCTION.

There is alot of literature on filing and record
keeping systems in view of business 'admiﬁistratinn.
Apparently only a few studies have been conducted in
school systems in Kenya to indicate the actuél practices.
Neveftheleas, the Ministry of Education, Science and
Technology, Nairobhi City Education Department and Mbiti,
author of the book "Foundations of School Rdministratimn”
have recommended strongly the need for school filing

and record kaeping\practices in schools. They have further

indicated how filing and record keeping can be managed.

The Review of relsted literature presented in this

chapter is under two subheadings:-

(a) Filing and record keeping systems in general
‘and,
(b) Filing and record keepind systems in schools

with specific reference to Kenyan schools.

2.2: FILING AND RECORD KEEPING SYSTEMG IN GENERAL.

2.2 Introduction

Littlefield, Rachel and Caruth (1976) have

indicated that files and records form the memory of the
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/ufFice. John Cox (1969) on the other hand hes described
the office as the “brain" of management because here
information is kept in such 8 way that it is readily
available. Filing and record keeping systems should be

of iﬁterest to everyone within an organisation because
:

they are the users of stored infurmation\and they must
therefore know where and how to get stored inflormation
when needed. In this respect, Littlefield Rachel and

Caruth (1976:313) have stated that:=-

One of the beeset waye to appreciate the
contribution made by filing and records
storage progrem Lls to attempt to conceive
of a situstion where no such program would
exist. If no records were maintained of
sales, purchases, ..e, plans for products
and services or a multitude of other items,
the situation would be chaotic, considering
the 1limit of the human memorye.

These authors, however also caution that:-

Almost as bad is & poor filing program
folders bulging with mainly unused
material, free sccess by anvone ta the
files, no control over material out of
files, et cet-era. Under such cirgum-
stances, locating a necessary item comes
near to heing an aceident.

2.2.2: Types of Records

Organisations depend heavily on management
of files and records storage. Sahai (1980) hes listed

six categories of records. These include:-
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(a) Correspondence records
(b) Accounting records

(e) Legal records.

(d) Personal records

(e) Progress records

(f) Miscellaneous records

‘0
LLet us discuss eacﬂ one of these recordgt-

(a) Correspondence Records include letters,

circulars, notices, office orders, memoranda
and such like items either sent by the organi-

\

sation or received by it.

(bB) Accounting Records include records concerned

with financial aspects of the enterprise like
accounts relating to sales, purchases, profit,
péﬁd loss or sssets and lighilities. They
“include supporting Quuchers for various
aé;uunting transactions like invoices,cash

memos and 80 0N

K {e) Legsl Records include records of copies of

legal purposes or requirements of contract
mortgage deeds and statements required to
" be kept under laws, income tax, sales tax

~and so on.



(d)

(e)

(F)

Personal Records are records of employees

like their personal histories, leave account,

confidential reperts and so one

Progress Records are records about progress

of the organisation. These may be cnncerned}

with production, sseles, labour turnover,

accident date et cet-era.

Miscellaneous Records are records relating

to the activities of the enterprise which are
not covered by above categories. For example
records about advertising campaion, marketing

research and so one

2:20.3: Purposesof Records

The purposes of records as reported by

‘Sahai (1980:112-113) are: =-

(a)

To Know the state of affairs of the business.

s

The true position of any businéss, at any time,
can be known only through records. If there
ere faults or mistekes these will be reveeled
by records. Information supplied by recordé
will disclose the direction in which the
enterprise is going. .Corrective actions can -

therefore hé taken on the bases of results



~
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shown by recordse. ‘

'

(b) To keep an orderly sccount of progress. The

object nflfétaining information regarding
financial and other kinds of transactions is
to measure the progress of the business. The
history of the organisation is preserved in
its recurda&' Study bf past records. 4tudy
of past recofds of an enterprise will shouw

the direction in which it hés been movinge.

- (e) To feecilitate comparisons. Performance of one

period cen be compared with that of the other
only through records. If an enterprise haa
more than one unit of ming, comparison about
their working ecan only be made through records.

S We can know from comparison whether the
Susiness has increased or decreased, whether

" the eﬁterpriaé is having more sale in one
region or the dther. deparisun caen also be

made with uthér competitorse.

(d) FEgr detection of errors and wastes. Where the
deals are numergus, mlstakes and errors aré
bound to creep in. A record of financizl
transsctions in the form of book-keeping

system can help in the detection of errors
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gnd omissions. Records of costs help in

checking wastages.

(e) Aid to decision making. For taking managemént
| decisions there is the need for detailed and
up~tb-date information regarding the matter to
he dgcided.> Recordé pruvides this inFormatipn.
It is risky to base decisions on guesses

instead of proper facts and figures.

(f) Statutorv obligation.. Records have to he kept

for a certain period as ner the reqguirements
of various laws. Records regarding sales,
- income, company matters have compulsorily to

be kept for specified periode

Sugmarily, the purposes of record control are té
store, bresérve and prévida promptly the documents
actually needed by managemént and employees. GSpecifi-
cally, the b%sic pﬁrpuses of such a/program are those of
use (preseﬁt and Futurejyand protection (chiefly legal).
Both aré impaortant, but factors of use greatly outweigh
legal considerations for the great majority of records.
Legal protection @lone would probably Jjustify only an
extremely small portion of the records now maintained
in the typical firm. Records control program is very

impaortant in view of the maunting tide of paper work which
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confront management with serious challenges. 0One of the
most important challenges is the need for establishing
records retention program, which applies a timetable

to all documents. This ensures that records are retained
wheﬁ justified - and -~ destroyed when no longer worth

their cost in human effort and physical facilities. Of
pressing cancern is the factor éf costs. Other problems
are interference with rapid location of needed records
(clerks having to search through a lotjof inactive or

dead items to find those they ﬁeed). The heart aof an
effective records retention progrem is a suitable schedule,
teilored to the needs aof the Firm.‘ Such a schedule spe-d

cifies for each class of documents the following minimum

items of informationt-

(1) Its active life during which it should be

readily accessible in original form. "

(i.1) -Its inactive life, during which it should be
retained, bgt/prnbablyftransferred to less

costly spece and equipment or microfilmed.

(iii) Its destruction, when further retention is

not Jjustified by use or lawe.

Many routine items, should not be filed at all.
Many others should be retained only for véry short
periods, such as much of the supporting details for basic

records that will be retained. /
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PeZ ot s Retention Schedules.

The work of developing 8 retention schedule
gshould usually begin with & complete inventdry of reccrds.
Thén should come the development pf a8 schedule of sugges-
ted retention periuds/mhich specififies fur each class
of ﬁncuments the active life, ipactive life, microfilming
where desirable and time for destruction or culling of

dead records should then follow on the schedules

I

- Migcrofilming offers many advantages; these can
: o
be grouped into the categories of records storage and

information retrievsl.

(a) Space-saving: - This 18 the greatest single

advantage. Mic:afilming permits mmré than
99% saving in space. Documents may be
r;duced in size as much as 4O to 1. Such
savings in space mean direct cost reduction
oé subéfantial proportions and they free

space for more productive usee.

(b) Legal protection:- Filmed records are admig--

sible in most lsw courts as primary evidence.

(c) Records preservation and safety. The passage

o? time causes less deterioration of Tilm than

. would occur with original paper documentse.
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Copies of important records can be made and
stored in & small space away from the original

location to protect against fire, loss, theft
and bombing. OSome late model microfilming
equipment does double filming, making one

copy for active use and one for security,

Information retrieval is the area of most rapid

advancement in microfilming today, despite the sub-

stantial advantanges in records storage cited above. These

develaopments and other new uses heging found for micro-

filming promise & bright future for active use and one

for security. Thus microfilming sllows:=-

(a)

~
o
ot

(e)

Rapid "look up®: -'Large volume of\infnrmation

may be projected in & matter of seconds. Faor
example utilizing roll microfilm stored in
special cartridges, the film reader advances
or-rewinds microfilm at vgriable speeds as

high as 182.874 m or 600 feet per second.

Duplication: - Rapid exact printing can be

done from film with existing egquipment.

Communication: - Low cost rapid transnortation

of information in quantitye.
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2¢2e5: Designs of Filing Systems

The design of 8 particular filing system is
usually & joint effort of qualified personnel and repre-
Asentatives of firms which offer supplies and equipment.

- Chief elgments of the systems to be designed for specific

needs include:-

(a) the method or combinations of methods of in-

dexinge

(b) suitable equipment and supplies chosen from

the wide range of types savailable.

(c) The basic procedure for filing and finding

materiale.

Much of the success of filing installastions depend
upon the care Qith which Bystema and equipment are fitted
to needs. Iﬁ fitting, the indexing scheme must be built
into the original design of the system, and then it is

applied in deciding where to file particular documentss

There are ifwo basic indexing methods, Alphabetical
aﬁd numerical. Alphepbetical filing is the most widely
used method. File drawers or other containers are
divided into alphabetical subdivisions, with guide cards
or markers ind;cating the proper location of any given

item to be filed or removed from the file. Numerical



filing in various forms is also very widely used. In its
"pure® form, numerical filing is most often{used for
materials, such as orders, inQuices and cheques, file
guides or markers are arranged by numerical groupings

and individual items are filed in sequence. The method

is also widely used in éséigning code numbers to customer
accounts, insurance pqlicies or otﬁer subjects; basic
filihgfis done according to these numbers and alphabetical
or another form of cross-referencing is maintained where

needed. ' \

Adaptations and combinations of alphabetic and

numeric methods are numerous and often ingenious.
/

The diversity of indexing methods and physical
disperai;n of files throughout an organisation point
strongly to the need for a master index. Suéh an index
shows where all documents are stored and houw ﬁhey.are
indexed. Thus it serves as an inventory dF all files
maintained and as a control medium helpful in producing
duplication of fiied material. 1%t is freguentlv expaﬁded
to include retention sSchedules for material.by having
an elaborate procedure for users to obtain and return

materials. Maintenance of & master index may be one of

the major responsibilities of - and justification for -

a records administrator within the ofbanisaticn structure.
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Of vital importance in effective filing and records
management are supplies and equipment. Filing supplies
inciude cards, folders, guiaes, labels and a large
variety of other items. Folders are justified when
original correspondence or uthér documents are to be
obtained either for future reference requirements or to
avoid the,step of summarising énd transferring to card
forms./ Guides are pf particular importance for guiding
the eye in finding and filing papers. They also facili-
tate nrderlinesg.nf‘Files. Labels are used’.in identifying

individual guides, folders, drawers and so an.

Equipment for filing include cabinets, ~“trays,
shelves, stools, stands, sorter equipment and other
items available in a wider range of types and sizes to

accmmudaté virtually every filing need.

2.2.6: Filing Procedures

“Littiefield et 8l (1976:321) have outlined

the basic filing procedures as follows:-

(a) Reed and record over quickly to determine

the proper filing classificationg

(b) Mark the record according to its classifi-
cation; this may be done using a coloured

~pencil and gncireling certain key words or



(c?

(d)

(e)

()
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\

numbers on the record or by stamping or writing
an appropriate notation on it. At tﬁis\point

a crose-reference sheet should be prepared if
considered necessary, also, if;the record will
require follow-up on a later date, a follow-

up slip should be made cut and filed hy a

tickler file;

Sort the records into various ckdssifications

to facilitate filing;.

File the records under the prnpef classifi-
cation - the newest addition to the file
should always bhe placed on top at thé frant

of other papers in a file;

Make a record of withdrawals from the file
by inserting in place of the withdrawal record

on "Out cerd" which bears a notation concerning

" N . \
the date of the withdrswal and the name of the

1
person who has the record;

The final step - that of recording withdrawals
and controlling materials out of files - may
justify special attention in some situations
dependent upon the need to know where parti-
cular material is and to ensure its prompt

return. Specific requisitioning, formal



charge out, follow up through use of a
tickler file or by a colour system for out-
guides and other steps may be Jjustified to

meet speciasl needs.

2.2.7: Qualities of a BGood Filing System.

There are two main types of Filing systenms,
centraliged and dacentraliséd filing systems. Every
affice therefore, has to adopt one filing system or the
other. In this respect Sshai (1980:116-117) has stated
that there is no filing system whiéh can ideally suit
all affices but he has cautioned that a good system

should possess the following qualities:;

-—

-~

(a) Adequacy:- It is essentisl that the filing
syatem should be adequate for the pﬁrpuse for
which it is to be uéed eeee An inadequate
filing system can defeat ?he very purpose of

filing and can-cause delays and loss of

business.

(b) Simplicityt= The system of filing should be

Y

simple to understand and easy to coperate. It
i _

does not, however, mean that if the needs of

the office demand a complex or an elaborate

type of filing system, it should, not be



adopted because it is not simple. An office
must adopt a system suitable for it but efforts
should be made to mske it simpler and less

abstracte.

i

(6) Accessibility:~ Records should, always be
within the reach of the users within reason-.

able time.

(d) Econamyi- The filing system should not be too
expensive to install df costly to operate.
The cost of installing and operating the
filing system should commensurate with bene-

fits accruing from it.

(e) Elasticity:- The syétem should be capable of

expanding and contracting with the needs of

the organisation.

(f) Ease of Location:- Records should be so located

that they can be traced without delay.

(g) Safety:- Records should be kept safe from
dust, insects, weather, theft, fraud and
mishandlinge.

(h) Facility of Cross-reference:- The filing

system should permit cross referencing.



oo B8 =

(i) Proper Classification: Systematic classifi-
) cation of records reduce chances of misfiling
and facilitates easy and quick location of
recdrds in case of need..

/

2.3: FILING AND RECORD-KEEPING- SYSTEMS IN SCHOOLS wWITH

SPECIFIC REFERENCE TO KENYAN SCHOOLS.

2:3:1% Introductione.

Studies fhat have been conducted in
school systems indicate the importance of efficient
school filing and record keeping practices in school
administration. In this respect Mbiti (l974:61) has
observed thati-

One of the mpst important aspects of school
administrgtion is the keeping of records.
School records include all the books and
files containing information relating to
what is in the school, who is in the school,

as well as what types of property the school
QwnNSse - A

related studies has pointed out that "to be competent
;he headtescher mﬁst develop a good filing system®.

The Ministry of Education, Science and Technology in its
manual for Heads of secondary schools in Kenya (1979:16)

on the other hand has indicated that "a comprehensive
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and éarefully maintained filing system is essential in
»
any well-run institution.

Ozigi '(1979) in discussing school administration
and management indicates that the Education Law demands |
that every Education institutiqn should keep certain
records. fhat there are other Eecnrds not required by
law but which are kept because they provide a useful
source of information not only for members of the schocl

community, but also for people outside ite.

\

Employers, for example may be interested in having
particular information about pupils they want to recruit
fqr an impmrtantljab; higher educa%ionai institutions
may seek information about scholarstic achievements;
parents may be interested in knowing how their children
behave and perform in the school; suditors may be
interested in checking on details of financial transac-
tions; inspectors may need to qgo thqnugh the record_nf
work of a particular teacher who is facing'disciplinary
gction; the headieacher too may need to collate some
information about a pupil or member of staff to back up
@ case he is putting to the school board.

}
Because of their usefulness, school records should

be easily accessible, but at the same time they should !«



= 3 . =

be safely kept where they cannct be easily destroyed.
The usefulness of school records depends on their being

accurate, complete and reliable.

2.3.2¢ Types of School Records

\

There is a wide range of school records. Mbiti
~(1974); Nairaﬂi City Education Department (1979); A
manhual for Heads of sécondary schools in Kenya (19793)
and Ozigi (1977) have listed and,déscribed the features
u?»smme of the‘most important school records kept and/

or expected to be kept in schools. These include:-

(a) Records showing what goes on in the school;
(b) Records showing attendance; and

(c) Records showing what property the‘schoul Ownee

2.3.1: Records Shuuing Yhat ogoes on in the School.

T These includes-

(a) The Lono Book /

This book provides a record of the main and

important events that take place when the school is in
session, such s ogpen day, sports day, visits by
‘officers fram. the Educatian Department, inservice

courses, Kenya Music Festival, and so on. An example

is shouwn belowe.



DATE

EVENTS REPORTED

12-1-79

16=1-75

The school opened today with 202

" pupils on roll.

L
Two members of staff were ashsent

‘Mr. Omuse has ﬁeen transferred to

Kwale primary schoole.

Inspector of schools, Mr. Ibuutu,
visited school to inspect Mrs.
M. Kanji.

* Source::

(b)

ses of distinguished people who cmme/tn visit the school.
The record is in fact a permannent fecord of the interest

taken in the school by outsiders.

in Kenya.

A handbook for primary school Headteachers

Nairaobi (1979:14).

The Visitors Booke. y

This book, is a record of the names and addres-

it at hand in his office and invites dist:inguished

visitors to sign it whenever they visit the school.

example is shown below.

By City Education Department

The headteacher keeps
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DATE NAME

"ADDRESS

REMARKS

23-7-79 |3.J. Wemae

28-8~7% |Mr. Langat

D.E.0. Kuale

Tsavo
Educatién
Centre, P.O
Box 21,

Voi.

Addressed parent-
teachers' asso-
cistion meeting

at the schaoole.

Visited schaool
to give talk on
wildlife con-
servation in

Benya,

&

Source: A handbook for primary school headteachers in

Kenya. By City Education Department, Nairobi

(1379:14),

(c) Punishment Records

The purpose of these records is to protect

the child from unreasonable punishment from teachers

and to safecguard the teacher from unjust criticism by

parents and otherg

_The occasiong when punishment is administered

is recorded.
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A sample of the record is shown belouw.

bt

DATE PUPIL'S NAME |[SEX |AGE |STD JOFFENCE PUNI- [BY 3
S5H-  [UHOM  QESS
MENT |GIVEN
2.3,79 Peter Umedi [Male 12 QI Stole caned {Mr. P |Mrs.
money hy Oloo Olals
from Head~ (Head-
3 ang- mag~ (mag-
ther. ter ter
child.
17.6.79 jJoyce Fe-} 12Vl [Repea- |to Mrs.
Masare male ted work |(Omon-
Inso- Jin di
lence sch- |class-
tea- opl tea-
- cber gar- jcher
' i | den

&

Sgurce: A handbook for primary school headteachers in

Kenya. By City Education Pept. (1973:12).
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(d) &Staff Diarye

38

R

This record is filled by any member of staff

every time he/she leaves the school during school hours

\

(with permission of the headteacher). A hard-covered

bnaklfar'this purpose could be kept in the staffroom.

4/
The staff Diary, along with the staff attendance

Registrar, indicate where each member of staff ia at

any-moment during the working hours.

are shown belowe.

Features of a sample page from the staff Diary

DATE

NAME PURPOSE
OF JOUR=~
NEY

TIME

ouT

SIGNA-

TURE

TIME

IN

SIGNA-

TURE

REMARKS

work,

(e) Record of Worke

kach subjeet teacher must keep 8 record of

showing the areas of the syllabus covered.

{
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It must be up-to-date, as it is an essential record when

a teacher is transferred or when his subject is taken

_ pver by another feacher

A specimen Record of work

is shown below:

/

DATE STD |SUBJECT |TORIC BOOKS USED REMARKS
E.T.Co,
6.9.79 V11 |Maths |Propor- |Kenya Primary |Children
tion Mathematics need maore
’ Revision practice.
- Lesson agn ques-
tion in-
Jolving
3:7 e.tece
7.9.79 YII |English | Indirect | Key English -
7 Reading | Speech /
7.9.79 YII | Science Air Priﬁary to continue
Science with expe-
riment

.
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A .
Spurce: A handbook for primary school headteachers in

Kenya. City Education Department (1979:13).

(f) Terminal, Report Forms.

\

The terminal report forms are the record of
pupilse' scholarstic performance and conduct for each
term or session.b Most report forms show the performance
of the pupil in each subject area, . his position in
the class, and his academic progress. ‘fhére is space
gllowed for comments by the subject teacher, class
teacher, housemaster an& the school headteacher. Tuwo
copies are filled in. One copy is given to the pupil,

and the aother one is kept in the institution.

(g) GCumulative Record.

Téis is a continuous record or combination
of records which contain comprehensive informstion
about each pu;ilﬁ and wh;Ph provide a summary of the
pupil!s career in the instituition; it includes such
items gs the date of admissicn, school mafks achieved,
attendance record, family bakcgraund,‘health record,
social activities and interests. Cumulative record

cards, thus show full perticulars of the progress of

each pupile.
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(h) GScheme of lWork.

This is a book showing the plan of work to
be»cavered by each class during the term or year. The
work envisaged for the year is usually contained in a
prescribed syllabus, but!it is the responsibility of the
subjecﬁ teacher to\break douwn the‘syllabus for each class

outlining the topics to be covered each uweeke.

(i) Announcement Booke.

2

This book is a permanent record of all impor-
tant announcements and notices originating from the
headteacher's office. It serves as a historical record

for the schoole.

(j) Health Record Booke.

J

A health record book shows the names of all
~pupils who fall sick and for how long. It also shous
thq nature of their illnesses and tﬁéatment given to

them. This may be kept by the teacher in charge of

pupils' health.

(k) The Staff Record Booke.

This hook is & permanent record of all teach-
ers, with details of their gualifications, teaching
experience, date of Jjoining the school, main interests,

date of léaving and reasong for leaving. These facts
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gbout individual members of staff are very useful and

make it e8sier for headteachers to fulfil their admini-

strative obligatiaon.

~

(1) Pupils Persanal Files.

A pupil's personsl file contains all corres-
pondence and documents about a;particular pupil. Some
of the documents kept in these files include cunulative
records, pupils' report forms, and names and signatures
of persons who have collected thé pupils' testimonials

and certificates.

(m) Confidentisl Staff Report Forms

These are forms provided by the Teachers

_Service Commission to their staff (headteachers in

particular) and have inétructinns about the time for

their submission, usuglly monthly or annually,

N

(n) Duty Master and Duty Prefect Report Book

This contains the observations of each day's

activities as reported by Duty Master and Duty prefect.

(o) Staff Meeting Minutes Book

This is & permanent record of minutes of
staff meetings, and is kept by the headteacher or Deputy

Headteacher.
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(q) Parent-Teachers' Association (P.T.A.)

+

Minutes Booke

This is a permanent record of the minutes of

PeTeAe meetingse.

2¢3.2.2: Records Showing Attendance in The School

These include:-

(a) Pupils' Admissions Repistere.

This is the register of admissions into
the school. The regiater shows the list of all the
pupils enrolled each year, their age, dates of enrolment,
their admission numbers, previous schools and hame

'addrgsses. It also shows the dates of leéving, reasons

for leaving and school leaving certificate number.

(b) Class Attendance Repgister.

fh;g is the register of class attendanée each
dave It contains the names of all tge pupils in the
class and provide a record of attendance for the whole
year, week by maak, and term by term. The class roll is
‘usually taken by the class teacher who keeps and marks
the register. Pupils are marked either nresent or absent
at the beginning of morning session and afternoon session

of each week except week-ends.
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(c) Puypils' Attepgance Record

Thig is the record extracted from the class
attendance register daily. It shows the total number
of pupils in the school each school day of the week.

’

An example is shown below.

CLASS | NUMBER TOTAL] PRESENT TOTAL}] ABSENT TOTAL
ENROLLED
BOYS|GIRLG BOYS [GIRLS BOYS [GIRLS
IV A 26 20 Le 25 18 L3 1 2 3
Iv B 23 20 43 | 21 20 L1 2 0 2
Iv C 16 23 35 15 23 38 1 1) 1
V A 12 32 Lk 12 32 Li 0 g . 0
vV.B 22 12 34 22 11 33 0 1 1
toTAL{ 99 [107 206 | 95 how 199 | & | 3 7
Spurce: A handbook for primary school headteachers in

Kenya. By City Educeticon Department Nairobi

(1979:75)
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(d) Staff Attendance Registere.

This is a record of Attendance of the members
of teaching staff. It must be signgd by all staff
memhers including the headteacher himself. The deputy
headteacher can be assignéd the duty of checking the
staff attendance as soon after the morning session heginal

and at the beginning of the afternnon sesgsion,

A format of such a register is shown belouw.

DATE ’ . MORNING AF TERNOON

DESIGNATION| NAME | SIGNATURE| TIME|SIGNATURE |[TIME | REMARKS
IN IN
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2.3.2.3: Records Ghowing What Property the School Owns

These include:-

(a) Permanent Stores Ledoer.

This is a record of items whose usefulness
exceeds two years, such as furniture, typewriters,

gsewing machines, Radios and so on.

(b) Caonsumahle Stores Ledger .

This is a record of it=ms which are in
constant use and which need frequent replacement, for
example chalk, pencils, exercise books, handicraft

materials et cet-era.

(c) Expendahle Stores Ledger

This is a record of items which wear
out or are broken through normal use, for example,

gardening tools, textbooks, blackboard compasses, paper-

74

punches and so on.

e

(d) Inventoriese.

An inventory is a record book showinag
all the permanent or consumable equipment that has been

issued to & clags teachere.



ment no longer useful or lost.

(e) write#cff Farm.

Write~-off form is a record of books and eguip-

An example is shouwn

belowe.
; } I
NO} DATE DESCRIP-  RUAN- JWHEN . - b | ORI | &ED&. INS=-
:TION TITY |PURCHASED| GINAL GER TRUGC-
PRICE TION
11 18/12/79| Around 13 |16/2/76 5h.9.75|ES/ |[Dama-
and About 11/ ged
Africa 96 beyond
Geo. Std. \ repaifh
L pupils' / Lost
| Book by
2 110/12/79 | Start,Fin-| g 23/3/75 |Sh.10.501E5/7 pupils
| ‘ding Out- B N Money
pupils! . / to be
book for reco-~
stde & vered.

Source: A handbook for primary school headteachers in

Kenya. By City Education Department, Nairobi

(1979:

18).
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(f) Handing over/Taking Over Certificates.

These are records that show the school
property handed over by the teacher on transfer to the
teacher who replaces him/her. An example is shauwn

belows

NO | DATE OFFICER HANDING | OFFICER TAKING |DISCRE-

OVER OVER ‘ PANCIES

1 20/8/79 Mr. John Kipa- | Mr. John | 2 copies
kosgei Wachira of New
Peak Re-
ader 3
to be
collec-
ted from
. - : class/
,Q. have not
been
handed
OvVer.

2 p9/8/79 Mrs. Juma Miss Muthoni

Waithaka None
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%

Source: A handbook for primary school headteachers in
Kenya. By City Education Department.
Nairobi (1979:18).

(g) Financial Records.

These include receipt books, paying in
books, cash books, payment vouchers, petty cash account,
building fund account, P.T.A. accouﬁt, Domestic Science

account, Harambee, fund/donations account.

™

2¢3.3¢ The Filing System.

The filling system recommended for Kenyan schools
by the Ministry of Education, Science and Technology
is putlined in the manual for Heads of secondary schools

in Henya\(1979). It is noted in the manual that:

(a) A comprehensive and carefully maintained filing

system is essential in school administration.
/

(b) All correspondence must be filed' promptly and each
letter Tiled should be given a consecutive number.
If correspondence put on & file concerns particular
teachers, they should be showﬁ the file énd should

initial it on attending to the matter before return-

ing the file to the school office.



(c)

(d)

(e)

(F)

Ao
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Files should be started when required.

index should be amended when a8 new file

The file

is started.

Confidential files should always be kept in a

locked cabinet and should be in the care of the

Headteacher. S5taff who handle conficential files

must be aware of the need for discretione.

A personal confidential file should be
each member of staff. This file should
under Registered cover to the receiving

when a teacher is transferred.

There should be three subject files for

subject in the curriculum, containing:-

( 1) Syllabuses and schemes of worke.
(i 1) Subject circulars.

(ii1) Examinations: pest papers.

kept for
L

be forwarded

institution

BVETY

Samples of the Filiﬁg systems @are listed below.

A/1/1 Admissions : Form one selection

A/1/2 Admissions : Form 2,3 and &
A/2/1 Accounts : Instructions

A/2/2 Accounts : Bank Statements.

A/3/1 Agriculture: Syllabuses and Schemes.



B. B/ Bnérding "+ General
B/2/1 Board of Governors: General

B/2/2 Board of Governors: Minutes

C. ‘ C/7/2 Circulars: Financial.
[ b

D D/1 Debates

D/2  Discipline
) N

[
Source: A Manual For Heads of Secondary Schools in
Kenya - Ministry of Education, Nairobi

(18979:16-18).

X;

The filling system outlined gbove may be expanded
as required, and may be modified to suit the needs of

an individual inétitutian.

2olie SUMMARY AND IMPLICATIONS OF THE

o RELATED LITERATURE

2elials Summéry of the related Literature

In the review of the related literature on
filing and record keeping systemsx the following findings

were found to be relevant to this studye.

-

(1) Files and records form the memory of the
office and\the office is the brain aof

management,



(1 1)

Cilsd

(i wv)

C v)

(v 1)

(vii)

(viii)

Cix )

e BB s

Retention schedule is very impurtaqt in any

organisation or enterprise.

If no records are maintained in any insti-
tution orynrganisatinn, its administration

can collapse.

The usefulness oF_recbrds lie in their

being accurate complete and reliable.

The purpnséﬁuf records control are to store,
preserve and pravide progptly the documents
actually needed by the management and

employees, ‘ -

Records are prone to déstruction by bad

weather, dust, Fire, theft and pests.

Centralised filing system is adopted in

_ small enterprises.

Master index is essential in filing and

record keeping systems.

/

Lists of school records are almost inex-
haustive; but functionally thev can be
classified into three broad categories.
Viz. Records showing who is in the school;
Records showing what goes on in the school;

and Records showing the rescurces owned by

the schoole.



- 53 -

(x 1) Filing and record keeping is aone of the
most important aspects of school admini-

gtration.

2.4.2: Implications of the Related Literature

Implications of the literature review for this

study may be enumerated as follows:

( 1) Filing and record kéaping in schools and
other enterprises is invaluable and

N

indispensable.

(i i) A poor filing system in a.school and in

any other enterprise is just as bad as not’

having the records at all.

(i1i) Human memory is limited and therefore,
administrators cannot run their institu-
tions ar enterprises effectively and

efficientlywmithout récords. Hence
filing and récord keeping systems are
very important orgens of school administra-

tione.

(i v) Records are kept for use (present and future)
and légal (protection) purposes. Both are

important, but factors of the use greatly
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outweigh legal considerations for the great
majority of records. Legal protection alone
would probably Jjustify only & small portion

* of the records now maintained in any typical
/

enterprise or instituion. ’

( v ) For the records to be of value they must be
easilyvaccessible and dependable in showing

favourable and unfavourable information

concerning matters in an institution or & firm.

(v i) For filing and record keeping perscnnel to
be effective and efficient in records manage-
ment, they must be well trained and qualified

in filing and record keeping.

(vii) For headteachers of schools to be effective
-and efficient in school administration, they
must develop good filing systems in their

schogolse

/

From the above listed implications, we can extra-
polate the significant contributions that the findings

of a study such as this can make to efficient administra-

tion of school records and filing procedures.



~\.

" The research quéS-tions probe\'intu these areass with
such precision that it is hoped will encourage the
respundents to provide useful informatiun regarding this
very important aspect of school administration{ parti-

cularly at the primary school level,



CHARPTER 3
3.0 RESEARGH DESIGN AND METHODOLOGY

361 " DESIGN OF THE STUDY

This study Qas conducteq using a survéy design.
Specificelly, it was a simple survey of pfimary school
filing ahd record keeping systems in Mombass District
of Coast Province, Kenya. The information was collected
from & representative sample of all primaery schools in

Mombasa Districte. ' S
The school offices were the focus of the study and

g8 description of the following factors was used to eva-

luate the filing and record keeping systems:-

1« Procedures used in a comprehensive filing

system. For example,

(1) A/1/1 Admissions. Standard I Selectian.
(1 i) B/1  Boarding: general

(i1i) C/& Caution money
. /

2. Procedures amd/;acilities used in storing the
records, for instance filing éabinets, filing
racks, cupboardse. | |

3. Formats adopted for different types of record,
a8 indicated in the literature.

L. Who does the actual day - to - day filing ¢
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. 5. Who keeps the school records?

! }
E 6 How often schoq} records are checked?

7. Headteachers' concepts of filing systems

and record keepinge

3.2 SAMPLING PROCEDURE:

A sample of 1k of the total 70 primary schools in
the District was used for the study. Of these, fourteen
™

schools, seven were government maintained; Four were

government assisted; and three were private schools.

In choosing schools to be visited, their accessi-

bility in terms of distance was taken into account to
" enable the researcher to épend minimal time in travell;ng.
In this respect, schools that were located in "“clusters",
that is, tmu\or more schools in proximity were preferred
since the‘reéearcher cudﬁd have tﬁé chance to visit at
least two of them in a daye. The headteachers (Deputy
) ) /

headteachers and school clerks, where necessary), were

involved in the studye.

363 INSTRUMENTATION

Three instruments were used to gather informatione.

These included:



= BB =

The Questionnaire.
The Interview Schedule; and

Observatione.

3.3.1: The Questionnaire

Thirty questions covering relevant aspects of
the research were constructed in relation to the research
‘questiuns. Some of the guestions werexétructured while
the others were unstructured (open-ended) reguiring thé

subject to make individual explanatiaonse.

Piloting was done to evaluate the appropriateness
of the guestionnaire. The necessary changes were made
ih the Questionnaire to suit its purpose. All the
questions which the subjects found to be vague and ambi-
gnous were cerrected accordingly. The pilnt'testing
was conducted in Kakamega District og»western Province,

Kenya. - /

7

The schools used in the pilot study were not

included in the actual study sample.

3e3e2: The Interview Schedule

The subjects were interviewed at the time of
collecting the completed questionnaires. The interview

schedule was not an alternative te the questionnaire,



but was employed for the purpose of establishing rapport
with the subjects in order to gauge 'the relishility of

the fespnnses they had made in the questicnnaires. The
interview also gave an opportunity for soii;iting slightly\
more detslls than the guestionnaire gave. Basically the
interviews covered the same aspgcts that the guestionnaire
covered, but allowance Qas made fu; the subjects to

respond in detail through open-ended asnd probing guestionse.

363.3: Ubservations:

The researcher physically inspected‘the file
indices, filing titles, Filing cabinets, filing racks and
other filing equipment and also physically observed mail
handling. The observations were carried out in theﬁ
headteacharé' and clerks'! offices with express perhisainn
from the headteachers. The researcher made thgse
physical cbservations to confiré or disapprove the relatio-

ship between the responses made in | the Questionnaires

and the actual practices..

quluther nurpose af observation was to find out
those aspects of filing and record keeping that were not
well covered in the Questionnaires and interview sche-

dules. For instance:
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(1) Formats adopted for different types of

records as indicated. in the literature revieu.

(2) Procedures used in a comprehensive filing

system as shown in 3.1 above.

-

B DATA COLLECTION METHODOLOGY

The researcher made an application to the office

of the president (Republic of HKenya) through the
Ministry of Education, Science and Technology for per-

L - ’

mission to collect data from primary schools in Mombasa

1

Districte.

The research. permit was obtained on the O9th June,

1986,

) The researcher also reported to the District
Commissioner and Municipal Education Officer, Mombasa

'District for-further permission to collect data from the
/

schools in the Districte- /

The questionnaires were distributed by the s
researcher and the appointments were made when the
questionnaires would be collected by the researcher in

PETSON.



Schedules for the interviews and for observations
of filing and record keeping systems in the schools were

established on the second visits to the schoolse.
N

Actual collection of data started on the 4Lth of
July, 1986 and was conducted by the researcher. The
gathering of data was carried out within two weeks

(see Appendix A).

In all cases, the guestionnaires were personally
administered to the subjects and to ensure full response,
the researcher again personally collected the completed

questionnaires from the headteachers.

Headteachers were. informed on the guestionnaires
of the purpose of the study they mere'pariicipating ing

in order to enlist their co-operation.

A ‘During“the interviews, the researcher had a chancé
Ato present the subjects in slightly more detail witg

these purposés. They were alsg informed that the
,informatian provided was to be used only for statistical
analyses and not evaluating or assessing them individuellye
Théy were therefore, not required to give their names on

the guestionnaiees ss these were not relevant to the

gstudy and also as an assurance of confidentialitye
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3.5 TREATMENT._OF DATA AND

INTERPRETATION OF RESULTS.

Each item in the questionnaire belaﬁged to one of
the areas under research, the responses to it were
totalled up and grouped according to the type of res-
panses made. The response types were expressed as
percentages of the survey sample and tabulgted where
applicable. But response types that did not require
tabulation were simply stated and analysed as findings

under appropriate sub-headingse.



CHAPTER &

t

4.0 ANALYSIS AND INTERPRETATION OF DATA

The @anaglysis and interpretation of data are con-

sidered in this chapter under the following headings: .

( £ ) Introduction
(i 1) Tyhes of school récmrds kept at primary

school level in Mombasa District.

(3ii) Filing and Record keepinp. systems in primary

schools in Mombasa Districte.

/

(i v) Records management in primary schools in

Mombasa Districte.

( v ) Purposes of Filing and Record keeping in

primary schools in Mombasa District.

(v i)vuThe role of filing and record keeping prac-
tices in school administration at primary school

_level in Maombasa Distr%ct.

Lo1: INTRODUCTION

The study revealed that effective and efficient
school filing and record keeping nractices are very

important in school administration. Thus school records
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Sy

are invaluable and indispensable in schools. The school
records show accurately who is in the schonl, what goes

on in the school and what property the school owns.

(

The Ministry of Education, SGienée and Technoloagy
demands that every education 1ﬁstituti0n keeps certain
basic records. There are, however, other records not
required by the Ministry of Education, Science and
Technolugy, but are kept because they provide a gseful
sgurce of information not only for members of the school
community, but also for people ocutside it. Parents
for example, are more often than not interested in
knowing how their children bghave and perform in the
school; auditors are interested in bhecking on the
details of financial transaction; %rimary school ins-

. pectors need to go through thé recdord of work of ak

particular teacher who is facing disciplinary action
| -

R

and S0 0One L

decause of their usefulness, files are atarted
when required, made easily accessible and are kept safely
where they cannot pe easily destroyed. The usefulness
of school records depends on their being asccurate,

complete and reliable.



b 2 ~ TYPES OF SCHOOL RECORDS KEPT AT
. PRIMARY SCHOOL LEVEL IN MOMBASA
DISTRIGT.

]

The findings in this section pertain to research

gquestion number 1.4.1,

/

There is = QidE»range of school records kept at
primary school level in Mombass District. A sum tuta%
of sixty-~two different types of échool records were
found kept and maintained in the fourteen primary schools

used in the studye.

Twenty-s8ix out of the total of‘sixty-two school
: i
records were kept by each of the fourteen primary schools.

~

These included:- -~

»

(1) Records showing Attendance in the School.
viz. 'Pupils Admission Register

\ /
Pupils Class Attendance Register

(2) Records showing what goes on in the school.
viz. Log Book; Pupil's progress records
Visitors book; Delivery notes file
Mark books; Teachers record of work
subjects Files (Examinations); Schemes of work

_Subjects Files (Circulars); Delivery book
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Staff meetings minutes book
cu;rep£ nf#icial correspondence File
Inspection report files
Subordinate staff files
Municipal Education Officer's Files
Pupils/Teachers returns Files.
Standard I t6 VIil Applicaﬁion
forms/letters.
Games/Sports files.

Coast primary schools Association

Activities Files.

(3) Records showing what‘property the school

OuwnBe vize.

&
permanent stores Ledger .

perpanent and expendable

®
- storesl Ledger. 4

- &
Consumable stores Ledger.

‘Inventory books.

Handing/Taking over certificatee.

NeBe/ * means in one school these records were

present but not in operstione.

Twenty-five out of the total of sixty-two school

records were found kept by most of the fourteen schools

used in the studye.

belowe

This can be seen in table 1 shown
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TABLE 1

Types of School Records kept

by most of thes fourteen

- - -primary schosols. -

.

Types of Schools serial Percentage
School Records numbhers of schools
Gogvernment Goﬁernment Prive- keeping
Maintained |Assisted te
» ' -{each type
5 S ”
chools Gchools EScha B N
als
§ (%)
112|314 5_6v7 319 140! 11 12113114
Testimonials
and Bertifi-
cates File Y VLY Y v v 92,9
Punishment %
hook ' Viviviv vy v iv]iv] v V\/\/ g2.9
School Rules - , ;
and Regula- J :
tions vivivl (VIVIY IV vy (v v | v 52:9
Ieachers
bervice :
Commission :
rile Aviviviviviv] [viv] v v v | v 02.9
Sub jects
Panels File vivivivi|viviv jv|viv] v \/‘ 85.7
Hank Accounts
Records Books vivivl |V viviv]v viv|v 85.7
School Broad- j
casts File Avivlivivivi v ivivl | v v B5.7




12

13

Milk Scheme
Supplies
Records

Local Purch=_.

ase Urder
Books

Scouting File

Red Cross
File

TeBalw
feachers
Gasualty
Returns
Recards

Payment
Vouchers

Teaching
practice File

Teachers Per-
sonal Confi-
dential Files

Petty Cash
Records

Teachers
Personal
Open Files

Paying in Books

School Committee

Minutes Book

School Education

Board File

Vivi i

(g

78.6

78.6

78.6

78.6

78.6

78.6

T 8+b

71.4

714

Bl

(e8]

5741




foccoper

Parents Asso-
‘cietion
Minutes Book vl v viviv]v , v 50.0

Staff Attends..
ance Reqgis-
ter(marked
by. Deptuy
head head- ‘
teachers) vi’ vViivivl v v 50.0

Kenya School
equipment
supplies
Record Books

Kﬂ'
<#
b3

(\'}?
ﬂ-ﬁ
ﬁ*
'(\'R'

58.0
Invoice Files 50.0

Harambee funds e
Records viv Vv vy v’ ( . 50.0

]

;
key: (i )V(Means records exist and are in full operation.

(1 1)¥Means the Records were present but not in

operation. - ’
' /

(1ii) Blank spaces means aucﬁ records do not existe.
Eleven dut of the total of sixty-two school
records were found kept by only a few of the
fourteen schools used in the study. (see

table 2 below)



TABLE

2

'Typee of Schoaol records kepf by

o et e s
ridei 5 35 Rl

/

"a few of the primary. -

schools.

b

) ”
Types of School serial Percentaqge
of schools
School Records numbers keeping
each type
Government {Gavernment| Private |of Record
Maintained |Assisted Schools (%)
Schools Schools '
314{516171819 N0 N1 N2113 |14
Time out :
Forms v v iviv | v L2.9
Staff Atten-
dance Register
(signed. by
individusl
teachers) viv| v ViV N v 42,9
Write-off ~ , -
Farms vivivivivivi / \ 42.9
Staff Diary v v | v 21k
Ihdent v v 21.4
Parents , .
Files Vv v 21.4
5taff Ref-
erence Books
Recards. v 71
Daily Occu- /
rrences
Record Book 7.1
{




Pupils Class
Files., v 751

Order Books viio 764

/

Duty Teach=-

jers report .
Booke v R 7.1

Key: - : .
( i) Blank spaces means no exi;tence'of such records.
(i i) V/ Meéhé feééfdé egiét éhd af; in full operation.
.

From the tables 1 and 2 above, it is élear that there
is no uniformity in the types of records kept in primary
schools in Mombasa District. Each school using its oun
discretion keeps and maintains the types of records that
are essential to it. This further implies that there is
no clear poliPy regarding the keeping and maintaining of

: /
the typés of records l}sjed in tables 1 and 2.

Le3 FILING AND RECORD KEEPING
SYSTEMS IN PRIMARY SCHOOLS

IN MOMBASA DISTRICT.

The findings in this section pertain to research

questions numbers 1.4.2, 1.4.3, 1.4.4. and 1.L4.6.
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The filing system adopted by all schools studied
was that of centralisedlfiling syetem.rsT%us all the
filing is done in the headteachers' offices by either
the headteachers themselvea/and/ur school~clerks. The
records are'houever, not kept in one place. Records
. are kept in places according to needs. Those pertsining
to headteachers'are kept in the headteachers offices,
those pertaining to the staff, like skaff circulars are
kept in the staffroom and so on.; Inaé%ive records are
kept in the school stores in some schools, but not in
others. Documents are bound together by strings and
gtuffed into bulky cartons crudely marked and placed
into the stores. Documents that are treated this way are
those which are visualised by headteachers as having no
future need for certain information and/or same infer-
mation they\aré carrying is available elsewhere. But
because they are always in doubt, they play safe and
keep them. As a métter of fact all/headteachers inter-
viewed were of the apiniéh that there is nothing like
dead recorde, because they believe that someday they will

need one or more of these records which of course have

no future velue to-date strictly speakinge



h.3.1 Procedures for Filing Documents.

Establishment of procedures for Filing'is necessary

to avoid misfiling and misplacement of files.

Virtually, all headteachers were of the opinion
that for maintaining the efficiency of ?he Filing system,
it is necessary that filing routine should be strictly
followed. Pt

The filing procedure in the schools studied gene-

rally éomprised of four stepse.

Step 1:- Authority to File Documents in Files- After

the documents have been utilized, seen by
relevant persons or necessary actions have

been taken on the documents, authority to file
is issued by the headteachers. The headteachers
write ”File" on the documents to be filed and
put on their siénatures with date.

F

42T mem
L lTS

Step 2:~ Fiiing Documents in Proper

After filing orders, the headteachers sent the
documents to the school clerk's offices or
desks. The clerks decide in which particular

files the documents should be filed or placed.



Step 3:- Indexing and Coding.

-

After classification has,beenndune, the code
numbers and/or titles of the files in which
the documents are té be filed are put on the
) documents. This is done by the clerks. In
.case of any doubt; the clerks consult the
heédteacherg or mester indices for classifi-
~catione.

All the schools used in the study use tra-

2
’

ditional method of manuslly indexing. A
Sample of indices; titles and code numbers
that were written on documents is shown

belouwe.

-

(1) GNP/E/1: - Mpombasa Island

t . Centralised Examinations

{
!

This meanss- <

Guru Nanak primary school Mombasa Island
Centralised Exsminaéinns file number
cne. All Mombssa Island Centraslised
Examinations Circulars and samples cof

' /

past paper Question papers filed in

this file.



(2) MPS/59:~ Ppstings of teachers and transfers.

This /meangs-

Mombasa primary school file code number:
59. All letters of pastiﬁgs of teachers
to this school are filed in this file

and also letters of transfers of teachers

ta and from this schools

(3) M.E.O.
This meansi=-
Municipal Education office. This is the
title of the File‘intn which all letters

and cirulars. to and from the Munigipal

Education Office are filed.

(4) File Nog. 21 MV/21/2 - Syllabuses and Guidelines
tg syllabuses.
Thig meansi-
- - Mvita primary school.

File 6ode number 21 and its reference

is MU/21/2 1985/86. Thid file

153

contains syllsbuses and guidelines
to syllabuses for years 1985 and

1986.



(5) EHe 39/58/001. II School Committee Minutes
This meang:-

Changamwe primary school file number
39 Volume II. This is the file in~
which school committee minutes are

filed.

(6) L.P.5/5/Vpl. 2. School milk 1982 - 85,

7

This means:-
Likoni primary school file
number 5 Vpolume 2. This file con-
4, ~tains all the records for school-

milk supplies from 1982 up to 1985,

Step 4:- Putting Documents in files

After orders have been given on the documents
énd‘éhey have been classified and codified they
arepput in the gpprnpriate/Files aor folders.:
The documents in the file are placed one over
the other in chronological order with the
result that the oldest document lies at the
bottom and is given folio number "1" and the
latest at the top and éiven latest folio

number e.ge. 80, if it is the 80th document in

the filee.

ba



The equipment for filing documents consist of:-
Folders, Cabinets, Box files, Spring files, Clip files
and Master index is used in inéaxing;mf documents and

files.

be3s2 ‘ Master Index

ﬁaster index shows all documents stored in the
school and how they are indexed. NingEuF the fourteen
schools used in'the study were found to have the master
index a&s shown in table 3 below. Master index is very
important in that, it serves as anbinvantory af all
files maintained and a3 a control medium helpful in
duplication of filed materialf Filing of documents
and retrieval of records cannot be accomplished effec-~
tively and efficiently in absence of master index. X
Maintenance of master index is infact aone of the majuf
resﬁmnsiblities or obligations of the headteachers

/
within the schoolse ‘
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TABLE 3

Schools wiph and without

Master Indices

Schﬁnls serial Percentage
numbers = af schools
Bave:nment Government] Private with master
: ﬁg}?taéged Assigted Schools e
‘ Sehools. School
112. 31415 6.7 819 10111} 12 113 &
Master
vl v v V] v v v '
Index v’ v 64,29

Key: \// Schools with Master Indices

Blank space means schools without master

Indicese

{

/

4

’ i
From table 3 above, it is clear that the decision to

have or not toc have a master index in a school for its

records rests with the school sdministratorse.

-3

that i1t 'is

This implies

not compulscry that every primary school

in Mombasa District must have a mgster index for its

recordse
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Le3.3 Classification and Arrannement

of Files and Record Books in

Filing Equipment.

Ve

Files in the schools used for the study were
classified and arranged Sub-Alphabetically, numerically

and Chronologicallye

boe3.3.1. Sub-Alphabeticalilv

- Under this method, theﬂfiles are classified
“and arranged on the basis of subjects and alphabatical
order. For instance files relating to different sub-
jects like school committee minutes, staff meetings
minutes, school accounts are kept together, but arranged
in alphabetical order. They are filed Qnder letter ®85%,
Thus the system is a combination of subject and alphabe-

tical classification and arrangement. This was the most

commonly used method.

o j
Advantanes of this Method

-~

(1) This mefhod is simplé to undérstand and easy to

operate.

{

(2 Required files can be easily found if their

subject is knowne



(3) It is flexible, new files can be added and
old files destroyed without disturbing

existing arrangement.
(4) It permits unlimited expansion.

(5) The need for maintaining en index of files
does not arise. Infact schools that had
adopted this method did not have master

indices (see table 3)

Limitation of this method

\

If there is a large number of files, especially
on the same subject; an index to files will have to be
prepargd and it will have to be referred to every time
a file is to be traced, Thus it tékes time to be traced

oute.

bo3.3.2: NumericaiLy

.:/ )

Under this sgstem, each file or the folder
is given a code number (Reference number) and the filee
are placed strictly in that serial order, this is knoun
as "consecutive filing". Sometimes a subject is given
one numbher and different files of that subject are given

additional numbers preceded by strokes, This is called

~"Terminal digit filing". For instance, the digit "1".



in one of the schools stood for Finance and

1/1 stood for Accounts.
1/2 stood for Fees-budget.

1/3 stood for Buildinge.

~

"
It is essential to have a master index of files which

show serial numbers uFVparticuiar files. Infact schools
using this system had masterAindiceé (see table 3).
If there are more thanxune file of any correspondent
the number is alloted in volumes. For example, if there
are, four files relating to Accounts, and the code number

of accounts is "1/1", the four files will be numbered

agi=
1/1 Vol. 1
1/1 Vol. 2
1/1 Vol. 3

/1 Vol. &

The main aﬁvantage of "Termiéal digit filing" is
that even if mény files become dead, there will not be
gaps in serial, serial numbers will not unnecessarily
increase, and no need to reallocate serial number will

be felte.



(1)
(2)

(3)

(L)

(D

(2)

- ‘82 -

Advantages of this system

Under this system greatsr accuracy is ensured.
It permits unlimited expansion as the numbers
sdded gre preceded by strokes and alloted in

-

volumes,

There is ease in giving reference numbers to
uupgning lettersnand circulars.
This method is simple to operate and easy to

installe. v

/

Limitations of this method

For lucating any particular file, the index must

N

be referred to evéry time.

/

Slight mistake in putting the number of the file
can cause nuch inconvenience and legd té'miﬁfiling,
Much difficulyy can be experienced in locating

the file if the uutgidé party éommits a histake

in eiting the re?ereﬁce number af the letter sgnt

to hime

Some files become dead after sometimes, but their
gserial numbers continue to exist in the liste.
With addition of new files the serial numbers

keep on swelling with the result that lists of

A
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current and dead files become too voluminous to

be quickly located.

be3.3.3 Chronologically

Under this system files relating to different
years or periods are %rranged_datemise. This method is
generally used in combination Qith other methods. For
example, files for Delivery notes from different supp-
liers are arranged firstly in chronologicel order and
then in alphabetical order with the result that there
are different files for the same aupplier\Fmr stores,

namely permanent, Expednable and consumasble stores

supplied to the school in different years.

~

It is useful when time element is important as
in the case of recovery of outstanding dues, but this
method can be of very little use when practised in its

totalitye

/
be3a.b Methods of Storing Files, Folders and Record

books in the Filing Equipment.

The methods of storing (filing) files, folders,

record books adopted in the schools were:-

(1) Horizontal Filing

(2) Verticéal Filing
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be3elbo1 -~ Horizontasl Filing Method

~

Under this method the Files, Folders and
‘Record books are képt in the filing equipment (namely
Filing cabinets, drawers, cupboards, Filing racks,
Filing shelves and Desk drawepg) one over the other
80 that they lie pafalleﬁ to the horizon. This is
also called "Flat Filiﬁg method", becauée Files are
placed flat on the shelves or in drawers. The files
are placed one over: the other in chronological corder,
or Alphabetical order or Numerical order depending an
how they are classified with the result that the opldest

file, folder or record book lies at the bottom and the

latest at the tope

Horizontal System of Filing

offers the following advantages

(1) It is simple. It does not require costly filing
equipment. Any office clerk can understand its

cperation easily.

(2) It affords quick referencing of current documenfa,
files, record books and folders. As the documents,
files, record books and folders are arranged elther

in chronological order, or aslphabetical order ar

numerical order it is easy to locate the current

documents, files, folders and record books which

are at the tope.
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Rs the files remain stored over the other, more

files can be stored in limited space.

There is less chances of their loss or misplace~
ment. Important files can be kept under lock and

kev.

Ags the files are arranged in a classified manner
according to tﬁenrequirements of the school, it

becomes easy to locate them.

Limitations of this method

It is difficult to locate files when they are
. _

lying in a heap. To find a relevant file, all

other files lying over the required file must

be seen and removed.

It ie difficult- td remove files, record books,
folders lying between others for removing those
files, folders or record books in the middle all
others over them must be remuvéd,which may disturb

their order,

The whole operation of locating and removing &.
b~

required file or record book or folder takes @ lué

of timee.
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(4) Much inconvenience is experienced with every -
increase in filing requirements. The whole
arrangement might be disturbed and require

/7 reorganisation in case of expanding schools,

'h.3.4.2  Vertigal Fil1ha"Method
Under this system of Filiﬁg, Files; Record

bdoks; Folders and other documents are arrenged in
vertical upright position, accurﬁing to different
methods of classification.. On the top of each folder
or file there is a projected tap dh which the code
number or an indication qF the contents of the folder

or file are mentioned. Guides are also placed in
between the files, folders et cet-era to demarcate one
class of correspondence from the other. Guides help
eyes in finding the relevant file, folder and record
book as the case may bee . The files are put in the filing
equipment in either chronological, ér Alphabetical or
Numerical order depending.on the classgification and
arrangement method adopted by the school. The latest

files are put infront.
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Advantanges of Vertical Filing Method

o i)

It facilitates guick referencing, because the files
lie.vertically expésing projected edges which bear
the titles and code numbers of the fileé. It
becomes easy to find the uanteﬁ;File ?y Just

having a look at the draﬁer, filihg; rack or
whatever étoragg type the school operatese. There

is no need to shuffle bundles of files.

‘Undar vertical filing wmethod, more files can be

stored in less space. R drawer can store more

files with greater safety. Nb doubt the initial;
cost of the filing equipment is more, but due tu/
its lung life and economy in ayacé, it ultimately
works out to be cheaper than other storage facili-
ties,

Flexibility:~- If need arises this system can’be

easily expanded. More files, folders et cet-era
- j :

can be accomodated in the same drawers. " If need be,
more cabinets can be ordered. This method is very

guitable for expanding schoolse.

i

Safety -~ The files are kept in lockable steel
cabinets, hence the files remain safe against dust,
bad weather and pests. As the drawers of cabinets
can be locked,there is no chance of theft of Iimpor-

tant or confidential filese.
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Adaptability - The folders, files can be arranged

and rearrahged on the basis df’any classification.

Wide applicability - This system is suitahle for
storing any kind of papers like orders, invoices,
tenders, guotations, letters and many more such

TECOTOS,e

Limitations of Vertical Filing Method.

There is danger of files sagging under other
files with the result that they &ay not become
readily traceable.
Same of the equiphent required for this system
(viz. cabinets, folders) is quite costly henqe only

financially able schools afford it (see table &4).

As the documents in the folders are left loose,
there is danger of their falling out or their order

being disturbed.

7

Vertical sysfém of filiﬁg, because of its

ne most popular method of Filing in the

majority of schools visited. It has greater advantages

over the horizontal system af filing.



be3.5: Filing Eguipment and Supplies

Filing equipement and supplies used in the schoaols

»

thét were used in the study included:-

Lockable and unlockable cupboards
Wooden File shelves

Wooden File racks.

Lockgble wooden desk drawers
Lockable steel cabinets

Tables

Box files

Spring files

cl?p files

Folderse.

S ¥
All the fourteen schools used in the study had the

following filing equipment and supplies:-

Lockable wooden cupboards. /

Lockable wooden Dégk drawers.

Wooden File Shelves

Bax Files

Spring Files and

Clip Filese.

Rs for the other types of filing and record keeping

equipment"and“supplies some school had, but some did not
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have.as shown in the tahble belowe.

TABLE &

Filing Equipment and Supplies
kept by only a feuw of |
the fourteen

~schoolg:

Schools serial numbers
Filing ' P Percentage
gg;lpmeﬁﬁ of Schools
Seennl i pe owning each
Dp.‘ type -of .
‘ . Government{Government Private Filing
maintained{assisted gschools [Equipment
2
1 bz bislelrlelsliof11 [1z f3fau [20d SurP-
; lies
Lockable
Steel
Filing . _
Cabinets ; \ v vivivli v ivivi v 571
Unlockable
Wooden /
Cup" : /
boards IV 0% v 1 B A A ot 42.9
Tables v iivivivt 1Y iV 42.9
Folders V] v v 21. 4
Woaoden
Filing Y4
racks v




Key |
v/ means school had Filing equipment and-supply.
\ \

Blank space means such Filing equipment and supply

did not existe

Private and government Assited schools had hetter
filing equipment and suppliés fhan goverment maintained
schools both in quanﬁity and guality. This may be attri-
buted to the fact.that in private and government assisted
§chcols, headteachers play a higéer role in prioritising
" and determiﬁing all items bought in the school. But in
government maintained schools, theAheadteachers only
propose what shouid be bought for the school to the
Municipal Councile It is the Municipal Council which
determines the items to be bought %mr the government
maintained schools.

I

boli: | RECORDS MANAGEMENT IN PRIMARY R

SGHOOLS IN MUMBASAvbISTRICT.

"The resesrch fin

ingsin this sectian pertain teo

i
CL

research guestions numbers 1.4¢5, 146, 1.4.8 and 1.L.9.

bolie1: Filino and Record Keeping Personnel

Rectords management in the schools is the respon-

sibility of the headteacher. Now that schools are much



larger than they used to be the headteachers unavoidably
delegate records management duties, sccompanied by a
considerable degree of freedom, to their deputies ,
seniqr teachers, secretaries, Assistant secretaries,
Accounts clerks and clerks, much aware that they are

accountable for the mistakes they make,

The headteachers generally speaking file and keep
only very important private and confldentlal records in
their offices (sese table 5 bhelow). These 1mpurtant recaords

that they keep include:-
(1) Records showing whao is in the schnul;'namely:-

Staff Attendance Register
Pupils/Teachers refurns file
Subordinmate staff files
f Teachers personal confidential files
'Teachgra persanal open files
Puﬁils admissidn register,
Pupils class ;ktendance gegister
T.5.C - Teschers appointment and casuality

returns recordse.
(2) Records showing what goes on in the school, namely:-

Log books, visitors books,
Staff Diary, Mark books,

Ihspection records, Pupils' Progress records,
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Delivery books, Delivery notes,
Local Purchase orders, Indent,
punishment books, staff meetings
minutes books , Testimonials énd
certificatas, order books, school

cﬂmmittee minutes books,

(3) © Records showing what resources the school ouns,

namelyt- ‘

Permanent stores ledgers,

permanent and Expendable stores ledgers.
consumahble stores ledgers

inventory books

Handing/Taking over Ceriificates

Urite - off fo;mse

. /
The deputy headteachers file and keep the following
recorde in their offices and in the school storest-

/
Duty teacher report books.

Stores ledgers
KRenya school equipment supplies

- record books. (see table 5 below)

The senior teachers/teachers file and keep the

'Fnllowing records in the staffroom and/gr school stores:-



Milk-supplies records
Newsletter files
School Broadcast documents
' Staff circulars | N ;o :

- 5taff reference hooks - records.

(see table S5 below).-

1 \

The ‘Accounts clerks file and keep finance records
in their offices and/or in the headte.ichers' offices as
required. (Table 5). .

School clerks also file and keep in their offices
end headteachers' offices as required .. the following

recogrdsgi- ~

Teachers records of worke.
Schemes of work,

School Education Board files.
School rules and regulations,
Goerrespaondence files
Municipal Education Dﬁfice Files
Teachers Service Commission Files
Rpplicaetion letters files
Scouting files
Red Cross files

Games/Sports files



Staff circulars
Daily occurrences record books.
Staff reference books records

(Table 5)

Secretaries and Assistant secretaries file and

keep records as those mentioned above under school cerkse

‘Summarily, all records and files started in the
schools are kept there permanently except Teachers
personal confidential files and Teachers personal open
files which are forwarded to the receiving institutiaons
>whep individual teachers are transferred. The filing
and record keeping personnel are responsible for méin—
tenance of records in order and cbnditian. This is duone

on the weekly and monthly bases, or when need arises.
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TABLE 5

Filing and Record Keeping persannel

in the fourteen primary schools

used in the study

Schools Filing and Record keeping pérsonnel
Serial : :
numbers H/T‘ D/HT |S.C|A.C|S |A.8 | 5.T/T
1 v |V |V
2 vV v ijYs \/
3 by v |V v’
A Vi v’ ¥ N (v
s s vl vef
s % AR v
7 < A ¥
8 N vg*_ v’ v’ P3
9 ik |V u\d v
10 vkk  |¥ e 5
v
11 I :
12 wx |F S g
13 V&% |X v VY OF
14 ik |V v v | #
Bey  H/T - Headteacher
D/HT - Deputy headteacher
5.0 - &School clerk
R.C. - Acﬁounta clerk

S5 -~ OSecretary




" R.S5 - Assistant secretary

S.T/T - Senior teacher/Teacher

1-7 - Guve:nment maintained schools
=1 P assisted échouls

\ 12 - 14~ B private schools.
~f - File and kéep recafds entrusted

to then as réquired
-J* - File and keep confidential records
\/'* - leep impmrta%t and confidential
* records.
* - Does not participate in filing, but
.keeps temporérily c;rtain:documents
entrusted to_ him/her, for example

class attendance registere

Blank space - Dgoes not exist in the school.

From table S_abmve, it is clear that headtegchers
in magintained schools pefform a slightly different role
iﬁ filing aﬁd récnrd keébing from éhat cof headteachers in
assisted and priv;te schools. Thus, whereass headiteechers
in maintained schools file and keep confidential records,
theirbcnunferparts in some assigﬁed and private schools
Just keep important and confidential records and do not

paerticipate in filinge.
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Lobho22 Prnblems'incurred in Records Management in

¥ )
Primary Schools in Mombasa Districte.

The researcher found out that quite a number of
problems are incurred in records management in primary
~schools in Mombasa District. Some of the major problems

encountered included:

( i) Lack of stores.e Quite a number of schools

do not have stnres:épecifically for school
records stor;qe. Hence school records are
Kept tngéther with games and sports equip-
ment,; Domestic science equipment and tools
for cleaning the school premises and
compound like jembes, rakes, pangas,
slashers, brooms, buckets, and so ane.
Those schools with stores for school

records are very few and the stores

“usually verQ smalle

e

(i 1) Leck of Filina and Record Keeping Equipment

and Supplies.

Mpost schools, particicularly government
haintained:schocls, lack adeguate filing
and record keeping equipment and supplies
(see table &) This is a serious problem

in that, some of the records like circulars,
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letters and so farth are not filed at all,
they are simply kept in cartons. This makes
it difficult for one toc locate some records

when ﬁeaded.
3 J
(1i1i) Lack of Prompt Filing

b

In most schools letters and tirculars are
not filed promptly. This results into
misfiling and sometimes loss of some of

these documentse

(i v) Lack of Professionally Qualified Filing and

Record Keeping Persannele.

This is & serious problem because it
usuaily results into‘misfiling and file

misplacement.

( v ) Poor Securitye Many schools have limited

filing equipment that are lockable. Hence

‘some records are lost fhrough theft.

(v i) Inadeguate Filing,Personnel.
’ Large schocls and very old schools have too
many files for the limited filing personnel
to handle with the result that many docu-

ments are misfiled and misplaced.
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(viii)
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Pests. Silver fish, cockroaches and rats
damage school records in most schools
particularly those schools that do not have
lockable filing and record keeping equipment.
The outstanding pest is silver fish. Silver

fish damage documents by burrowing- into them.

v
Dust and roof leazkage

These damage records by rendering them

illegible.

Splutions to the problems!

Splutions to the problems above are being
sought by the headteachers. Some of the
solutions already ‘being provided for these

problems are:

Filing and Record keeping Equipment‘and

Suppliese. /

,Headteacheré'andfschuol bopards are trying

to purchasge filing cabinets, cuphoards,
files et cet-era to meet the demand. Each

school is badly in need of these eguipment.
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(1 1) Inservice Training

The filing and record keeﬁing personnel,

particularly headteachers, attend seminars
on filing and record keeping.;rganised by
Kenya Education Gtaff Institute to acguire

relevant skillse.

(iii) Segurity | \
Watchmen are employed to 'gquard school
property and premises when the school is

not in session. Inactive files and record
books are tied up in cartons with strings
and kept in the stores. Very important

and confidential documengg are kept in

steel cabinets or cupboards under Lock

and keyo

(i v) Qualified Filing and Record Keeping Personnel

: /
Some schools, particularly private schools

are trving to employ professionally qusli-
fied secretaries with good knowledge on

filing and record keeping.

( v ) Pests: School compounds are treated for

pests like termites. Insect repellent

chemicals like moth balls are placed in
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filing cabinets, cupboards apd'desk drawers
to keep off pests like cockroaches and so
forthe OSchoocl records and Filing‘equipment
are thbfoughly insepcted and dusted requ-

lerly, on fortnight basis or as need arises.

Lebobe Responsibility and Accountahility for School

Records.

Essentially, the headteachers are accountable
for school records, but to some degree the other

personnel mentioned above are also accountable.

Officers from the Municipai Education Office
are alsoc accountable for the school records when they ere
delivered to +them for one reason or another. These
officers like the Municipal Education Officer and the
deputy Municipal Education Officer see ta it that after
using the school records'delivered to them, they are

. /
promptly returned to schools. :

be5: PURPOSES OF FILING AND RECCRD

KEEPING AT PRIMARY SCHOOL LEVEL

The findings in this section pertain to research

guestion number 1.4.7.
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There are three basic purposes of filing and record

keeping in schools.

1

(2)

(3

Statutory Ubligatinn:- The state requires that

certain essential records must be kept in schoolse.
Such compulsofy school records include:\- Finance
recorde, pupils Admissions Registers, Teachers
Personal Cohfidéntial files and school equipment
records. ’ \ " o

/7

Facilitation of decision - Making:-

For taking school management decisions there is
great need for detailed and up-to-date information
regarding the matter to be decided. For instance,
aémissinn of pupils }n standérds I to VIII dr
interdiction of a teacher. Records provide this
information. It is risky to base decisions on
guesses and'personal opinions instead of proper

/
facts and figures. ‘

To Know State of Affairs of the School:-

The true positicn of any school, at any time, can

be known only through records. The school records
showing who is in the school, what goes on in the
school and what property the school owns determine

the status of the schoole Thus if there are
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mistakes, these will be revealed by recd;ds. The
information supplied by records disclese the direc-
tipn in which the school is going/moving. Correc-
tive measures can therefore, be taken on the bases

- of results shown by records.

beft THE (ROLE OF FILING AND REGDRD
' KEEPING SYSTEMS IN SCHDOL
ADMINISTRATION AT PRIMARY

SCHOOL LEVEL.

The findings in this section pertain to research

guestion number 1.4.7.

LeGe1: Introduction

A

Administration of ény given school embodies all
lthat is done at school to try and satisfy and/or
satisfice pupils' subordinate staff's and teachers'
needs. Sucﬁ>needsigenerélly include:- good teaching;
good conditicons. of work;Estudy,learniﬁg s sports, games
and athletics; npmartunitips for co-curricular activities
particularly those that provide psychic income of satis~
faction such as dancing, both traditional and foreign;
music,; cantacts with the surrounding community in terms

- of service as deeméd desirable (for example during youth

week) and supervised contacts with other pupils from other
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schools; Recognition by the haadtgachar for good work,

discipline and the less obvious emotional and human needs.

Put simply, school administration implies processes -
through which appropriate human and material resources

are made available and made effective for accomplishment

of the purposes of the school.

School records form the nucleus of school admini-

gstratione

Lebo2: The Rople of School Filing and Record Keeping

Systems in School. administratione

~

Effective and efficient school filing and record
keeping systems in schools play a major role in school |
~administration. As implied in the definitinn,nf school
administratian'éguva, fhe'headteacher is required to
perform six tasks 8s a school admiristrator. Thus he has

the following obligations ofi-
/

(D) Constructing school programmes
(2) dealing with staff personnel.

(3) dealing with pupil personnel.
(4) promoting health community relations:,
(5) providing and maintaining physical facilities and

(6) mamaging school financee.
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N
With the introduction of the B:L4:4 Education System
gnd now that schools are much larger than they used to be,
the headteachers cannot possibly perform effectively and

efficiently any of the above tasks of school administration o

in the absence of school recordse.

The sccomplishment of these six tasks of school
administration invplves the seven processes of admini-
5tratiun. viz. planning, organising, Decision-making,
cm-urdinating, communicating, influencing and evaluating.
None of these processes can be performed effectively and
efficiently without school records. GSchool records are
the gist of school adminisiration becsuse they show whao
is in the school, what goes on in ﬁhe séhool and what

praoperty the school owns.

School records help the headteacher to administer

the following essential services in the schools,

- /

i

(1) School Prporamme.

The headteachers arrange the academic curri-
culum and syllabus of the school, having due
to the general instructions of the Ministry
of Education, Science and Technology and
sdvice of the inspectors of schools and »
sthool advisers. Curriculum and syllabus are

determined by the Ministry gf Edqcation,
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Science and Technology and thé Kenya

& National Examinations Council respectively.
The records used in the construction of
school programme includet- -subjects
circularse, subjects panels records, Laog
pooks, Examinatians time tables, inspaction
reports, pupils,admission»register and

Finance recordse. )

(2) Staffing, Admissions and Grants

' The headteachers deal squsrely with matters
affecting schools such as, staffing, admi-
ssion of pupils, reporting on staff
(confidentiel fepurts), receipt of maney
grants for the school. The school records

the headteachers use in dealing with these
matters include!- tog books, T.5.C pastiﬁg
recofdz, T el olin Appcintmeﬁt and casuality
returns, Teachers and pupils returns,
Admission register, Application forms/letters
for admissions, inspection reports, Teachers
confidential files, subordinate staff files,
staff attendance register, pupils attendance

registers and Finance records.
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School Finance

Before the end of each school year, the head-

teacher is required to lay before the school

board for assisted and private schools and

school committee qu government maintained
schools proposals for expenditure or esti-
mates and notes thereon, for the coming

school year for discussion. The school boards
and committees study. the estimates carefully
item by item and ask questions for clarifi-
catinn,vand finally anprove the estimates

with modifications.

Primary schools in Mombasa District have

different sources of income:- !

Government maintained schools do not get
cepitaiion grants in money form, but in

material form calculated on the basis of

~thirty shillings per pupil. The other sources

are Harambee funds and personal denationse

Government assisted schools get their
capitation money from parents associations,
sponsors and personal donationse

— Private schools get their income from

schiool ?eea and the school ownerse.
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It is the duty of the headteacher to ensure
that he/she gets these funds. The headteacher
further controls the expenditure and makes sure
that school gccounts are audited and reported
by registered auditors. Even if the schosol
Qaahg go;d and competent accounts clerk, or
bursar, the responsibility for the admini-
stration of funds.rests squarely 0N the

ghoulders of the heédteach)r.
N

For the purposes of schoogl finance manage-
ment, the headteacher uses the following recor-
degt- Trial balances, Balance éheets, paying in
'receipts'huaks, Bank account books, pettv
cash records, payment‘vouchers and invoices,

and financial reports.

(&) Discipline

— It is the fespunsibi%ity of the headteachers
to ensure discipline in schools. Headteachers

: Pl
determing or evaluate the: level of discipline

m0n

in their schools using staff attendance
registers, bupils attendance registers, punishe
ment bngks, Log books, staff Diary, pupils
cumulative records, Teachers' records of work,

schemes of work and other related records.
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o
Then they take appropriate measures depehding

an the level of discipline.

(5) Supervision

" In schools the task of supervieion of
teachers, sub-ordinate staff and pupils is
assligned tm the headteacher. In practice,
however, hea&teachers supervise teachers
and subordinate staFé'while teachers supervise
pupilalan 505001 premises, including periods
of recfeaticna Tu‘be.eFFective and efficient
in supervision, headiteachers and teachers use
the following records:- pupils attendance
registers, étaff attendance registers, staff
Diary, cumulative recnrds, teachers records,
Teachers fecmrds of work, schemes of work,

Admission registers and Finance recordse

— - 2 4

(6) Inspection ' ‘

3

Headtezchersant: &

@
1]
fi

inspectors in their
schoonls. Thus they do whet is known as

"partial inspection®. This is undertaken to
discipline & teacher who neglects his class-
room duties or the purpose may be to obtain

impartisl professional assessment of &
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teacher's performance, useful in recommending
for his/her promotion, terminatin<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>