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ABSTRACT \/

The purpose of this study was to analyse the filing
and record keeping systems at primary school level in
Mombasa District of Coast Province,;Kenya~ Due to
financial and time constraints, only fourteen primary
s cho o Ls were us.e d f p r t hi 8 8 tud If.

Three instruments were used:

(1) Tile questionnaire, which was p er-so na llv administered

to the headteachersc

(2)' Oral intervie~, which was conduct~d by ths researcher
to back the questionnaire.,

(3)· Observationp which was undertaken by the r~searcher
to confirm the responses made by the subjects in
connection with the questionnaires and oral
i n t e r v1 e w s e

The study revealed that:
J

( i) the headteacher, is the onl~ person in the
s c h Q ole mp 0 IIIe r P.rl t f:l aut h 0 r t ze the f i 1 :1.n 9 0 f

dn cume n t e .•

(1 i) procedures for indexing and codifying
documents in schoolss vary from one school
to another.

Civ)



(iii) files and record books in schools are
classified and arranged sub-alphabetically,
numerically And chronologicallyo

(1 v) vertical system of filing is mare popular
than horizontal system of filing in majority

~
of schools that were used in the study.

( v) school records play ~ very importAnt role
in school administrBtiono There is not
even a single school that can exist without
school records"

(v i) There is no consistency and uniformity in
filing and record keeping prgctices in
primary schools i~ Mombasa Districte

(vii) A lot of problems are incurred in filing and
record keeping practices in the schools.

In t h e light of these f'Lnd I n qs , the researcher
Irecommends that the inspectorate section of the Ministrv

of Education, Science and Technology should start super-
vising and inspecting records management in 8choo18

as they are highly invaluable.

(v)
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1.0 INTRODUCTION TO THE RESEARCH PROBLEM

1.1 BACKGROUND INFORMATION
TO THE PROBLEM

r

Filing ~nd record keeping systems are very important
organs of school administration. For instance in the
manual for Heads of secondary ~chools in Kenya (1979:3)
it is stated that "An efficient filing Bystem is an
important aid to good"administration".

The success of any institution depends on among
other fa6tors , how eff~cient and effective the filing
and record keeping systems Bre. It is in view of this
that it is stated in the manual for Heads of secondary
schools in Kenya (1979;16) that HA comprehensive and
carefully maintained filing system is essential in any
well run instltutionH.

Filing and record keeping practices are of crucial
\

importance in the running of the schools. In this respect
Mbiti (1974:61) has observed that:

One of the most important aspects
of school administration is the
keeping of records. School recorda
include all the books and files
containing information relating
to what goes on in that school, who
is in the school, as well as what
types of property the school owns.

!
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1.2 STATEMENT OF THE. PROBLEM
I

The new trends in the Kenyan Education system have
posed many challenges to school administrators' account-

\

ability for public funds Bnd other resources. With the
launching of the 8:4:4 Education system in particularp

head teachers cannot dodge the s1gnificano. of effective
and efficient filing and record keeping practices in
their expanded schools.

The survey, therefore, was dir~cted to:-

(a) investigate the actual filing and record
keeping praitlcss in primary schools in
MombaSB District.

(b) assess the role of filing and record keeping
systems in the overall effectiveness of
primary school edministration.

PURPOSE OF THE STUDY!
The purpose of this study was to analyse the filing

and record keeping systems at primary school level in
Mombasa District with a view to:

( i) finding out how efficiently the filing and
,

record keeping systems are administered in
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primary schools in Mombssa District;

assessing the uniformity or lack of
uniformity in filing and record keeping
practices at primary sChool level 1n
Mombasa District; /

identifying the pro~lems associated with
the filing and record keeping practices

.»

and how such problems affect the running
\)

of the schools in Mombasa District; and,

- (1 v) suggesting pne s Lb Le soLu td ona to the
problems identified in (iii) above ~ith
a view to improving filing and record
keeping practices in primary schools$

I

1.4 RESEARCH QUESTIONS

The fo!1owing questions were used to guide the
researcher in carrying out this study~

1:4~1~ What types (or categories) of school
records are kept in primary schools in
Mombaaa District?

\ 104.2: \ Who is/are responsible for keeping the
8 Cll001 records?
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!1.4.3: What are the procedures for filing
documents in primary schools in Mombasa
District?

:.4.4: How efficient are the filing systems?

184.5: Who is/are entrusted with the duty of
c~ecking the sch601 records to ensure
that they are up-to~date?

\

1~4.6: To what extent is there.consistency in
.:: , )

the filing and record keeping practices

in the fourteen selected primary sChools?
I1~4.7: Is there any relationship between the

filing and record keeping practices and
administration of primary schools in

,Mombasa District?
"1.4:B: What problems are incurred in school

filing and record keeping practices in
,

primary schools in Mo~basa District?

1.409: What measures are being taken to' curb some
of these problems?

1••5 SIGNIFICANCE OF THE STUDY

This is an educational administration project which
aimed at giving asystematic analysis of the filing and
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record keeping practices at primary school level in
Mombasa District.

Apparently little research has been done in this
area of school administration.

Although this study was focussed on pri~arv schools,
its findings are valuable even ~t sedbndary school level
and to other institutions of higher learning~

This study provides information on the current
f1ling and record keeping practices in prim~ry schools

in Mombasa District.

,
,

The findings in this study are valuable to the
polity makefs, headte~chers, inspectors of schools,
primary school advisers and future resesrchersoln which
case the information from thi~ study provides the basia

,

for discussions on the steps that naed to be taken to
improve upon these practices.

IIn short the significance of this study 1s:-

( i) to provide iformation on filing and record
keeping practices in primary schools in
Mombasa District.

(i 1) to serve as a model for investigating
filing and record keeping systems.
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(iii) to encourage further research to be conducted
to gain more understanding about the varia-
ticn in the school administrative practices
and trends with respect to filing and record
keeping systemso

(1 v) to be used as a reference by future research-
erB working on the overall area of edu-
cationsl administration at primary school
level.

( v) to provide insight into some of the other~
wise unknown constraints/problems that
impede administrative practices especially
in the filing and record keeping Bystems~

1.6 ~AJOR ASSUMPTIONS UNDERLYING THE STUDY:

1.6.1: Most of the primary school head teachers are
-/conve~9ant with their ~uties as headteachersc

i

106.2: Most of the primary school headteachers
have no formal training in filing and record
keeping apart from what they have learned
on the job, in seminars and hints from
colleagues.
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1.6.3: Primary school headteachers are aware of
the fact that school ~ecords are an inte-
gral part of school administration.

1.6.4: Primary( school headteachers, school clerks
and most of the teachers in primary schools
are aware of all types of records whi~h are
Kept lntheir schools.

1.6.5: Pri~ary Bchoal heaQteachers are aware of
the fact that to be competent in school
administration, they must develop goad
filing and record keeping Bystems.

1.606: Primary school headteachers, clerks and
~eachers are aware of the fact that for
school records to be of value, they must
be always up-to-date; easily accessible
and dependable in indicating favourable
and unfavourable infor,matlon concerning
matters 1n the school.

1.6.7: School records provide accurate information
which help the head teachers to assess the
functions and progress of activities in
the school.

1.6.8: Primary school headteachers have direct
responsibilities which are related to their
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role as filing and record keeping officers
of their schools. TheV are physically
involved and they know that they cannot
afford to totally delegate these duties
for accountability purposeso In essence,

,

the headteachers are aware of the fact
"

that their role as clerks to their schools

is an important one.

1.6.9: Primary school headteachers have read and
~ i )

comprehended the releva~~ sections of
documents listed below that guide their
involvement in filing and record keepingo

1968- Educatio-n Act
1966 Teachers S~rvice Commission Act.
Revised 1976 -code of regulati'ons for

teBchers.
1979 manual for Heads of secondary
schools in Kenya.

!
1.7. LIMITATIONS OF THE STUDY

1a7.1: The study was confined to MombasB District

wher.e only fourteen schools (20~ of all
the primary schools in MombBsa District)

were used. This would therefore, not
allow for generalisations to be made from
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the findings for the province let alone all
primaTy:schoOls' in"the "~ount~YG

1.7~2: Time factor was another limitation. Time
- I

allocated for this project of 8 weeks was
too short to allow s' detailed study.

1.703: The amount of mon~v allobated for this
project could not allow the researcher to
hendle a large sample~

1.7.4: J Only three approaches were adapted for data
collection purposes:-

( i) observation
(1 i) oral interview

./

(ili) Questionnaire (for Headteachers).

1.8 DEFINITIONS OF SIGNIFICANT TERMS

For th~ purpose of this study the following terms
Iare u~ed in the contexts listed below.

Active File; is 8 file that is in perpetual use.
It contains the records that BTE needed all
the time •.

)

Centralised Fili~9 S~stEm: is a system of keeping
the files of correspDndence and other
information storage in a specialized central
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filing section in the Headteacher's/Deputy
Headteacher's/clerk's office ~hiDh serves
the rest cif the school. Whene~e~ any depart-
ment needs any file, it asks the central

" \
filing section for it. When action has been

,
taken ant he f i 1e , 'itis Q nce a ga i,n re t urn ed

-to the central filing section, otherwise
known as registry in larger organisationso

,) ,

Classiflcation: means assigning category or label
"

to individual items on the basis of simi-
larity or common characteristicso

Dead Recor~: Is one that is completelyvaluelesso
That is, it has no longer enough value
to justify retaining it.

,
)De c en t r a 1 i sed F t.l i n 9 S_v8 t e!!.!.: I Bas y s t em 0 f f i 1 i ng

which allows each department to keep its awn
-. I

relevant files and folders of correspondenceo

Documents: - refers to written papers, statements,
invoices, vouchers~ correspondence, books of
accounts, minutes books, record books and any
other records providing information on school
activities and administrative endeavours •

.[11in9.:'-La a process of grouping, organising, and
storing records 80 that they can be ~asily
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retrieved when needed.

Filin~_Svstem: is a way of staring documents in an
organised and standardised fashion so that
they can be retrieved by fallowing same
logical proceduree

Headteacher: - the teacher with overall admini-_
etrative responsibilities over the school-
otherwise knowns as "the headmaster" for male

\

h ead t each er and "th'e-headr'istressll for female
headteacher.,

I n a..ct i v e F i 1e : i s the fi 1eke p t nee rb y for ref ere n c e I.

It contains records which are needed to be
nearby for reference to the more recent items.

Index: is a guide to locating th~ whereabouts of
files and records in B school filing system
or organisation .•

\
J

IndexinRi refers to the manner of classifying
I

documents. It is applied in deciding where
to file particular documentse

Master Inde~: is en index which shows where all
documents are stored and how they are indexed.
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Metho[: a method is 8 detailed specification of how
to accomplish a single procedur~l step. It
is concerned with the sequen~~ of motions

used in performing an operation and with the
specific equipment used in performing the said
operation.

is a process under which records
are photographed at high speed on narrow
safety film, permits -records to be reduced
in size so that they require little space
and to be retained indefinitely. If a copy
of the record is needed, a photographic
device on the reader will permit a copy to
be made.

\ ,t1inistr¥ o,f Educationp Science and Tectlnoloqy1..
is the Ministry which deals with mstters
pertaining to education in Kenya.

I
Office: \ is a unit __uh er e relevant records' for the

purpose of control, planning and efficient
management of achool/organisation, are prepared.
handed and preserved. Office provides
facilities for internal and external commu-
nication and co-ordinates activities of
different departments of the school or
organisationo
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Office Management: is the organisation of an office
in order to achieve a specified purpose and
to make the pest USB of the personnel by'
usin~ the most appropriate machines and
equipment, the best possible methods of work
and by providing the most suitable environ-'
ment for the same worke

.Q.utguides: are "c arda which bear notations concerning
dates of records withdraw 9nd the names of- -'

persons who have the records.

Primary school: is a formal irstitution at learning
with classes ranging from standard one to
standard eight.

Procp..dur..!!.:is B specific work sequence" It is a

series of operations pointed towards achieving
a particular objective.

Record: haS the same meaning as document.
I

Records Management: is the preserving and arrangi~g
of documents in such a manner that they

become readily available when needed by the
managemente In short record management
is the respansibili~y of filing records,
retrieving information, establishing reten-
tion and'destroying-schedules and microfilming.

\\.



14

.§.~hE..£!.: mea na ani ns tit uti 0 n in wh i ch not 1e8 8 tha n
ten pupils receive ragular insttuctione

School Administration: means all that is done at-
school to try and satisfy pupil, subordinate
staff and teaching staff needs. This involves
planning, organising, decision-making, co-
ordlnating,communicating, influencing,
evaluating of school program, staff personnel,
pupil"personnel, commity realtions, organi-
sation of physical facilities, financial and
business management.

System: 1s a planned approach to the activities
needed to attain desired objectives& Any
enierpria8 operates through a net work of
SYBtemS.,

Tickler File: is that file that contains outguides.,

ORGANISATION OF THE DISSE~TATION
I

This dissertation is organised into chipters 8S

follollts:-

C~aDter 1: "Introduction to the Research problem.

This Chapter subsumes the statement of the
problem and signfi~ancE of the study under the
following main topics. Background information
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to the problem; statement of the p~ob+em;
purpose of the study; R~search Questions;
significance of the study; Major assumptions

underlying the study; Limitations of the
study; Definitions bf significant terms and'
Organisation of the dissertationo

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 records.

I

Chapter ~: Research Design and MethodoloQYo
I

This Chapter describes the design of the study

/

a~d incorporates the methodology used, the
sample, the instrumentation and methodology of
treatment of data.

/

Chanter 4: Analys(s and Interpretation of data.
This Chapter covers ~nalYBia of data ,
interpretation of data, findings of the study,
and discussion of the findingse
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Chapter 5: 56mmary of the research, conclusions,
Recommendations and suggestions for further
Research ••

. (

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

The finalsection~, of this dissertation is
'dedicated to bibliography and appendices.

----I

/

\



CHAPTER 2

2.0~REVIEW OF RELATED LITERATURE

2.1: INTRODUCTION.

There is alot of literature on filing and record
keeping systems in view of business administration.
Apparently only a few studies have been conducted in
school systems in Kenya to indicate the actual practices.
Nevertheless, the Ministry of Education, Science and
Technology, Nairobi Cit~ Education Department and Mbiti,
Buthor of the book "Foundations of School Administration"
have recommended strongly the need for .s cno oI filing
and record keeping practices in schools. They have further
indicated how filing and record keeping can be managed.

The Review of related 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 SYSTEMS IN GENERAL5

2.2$1: Introduction

Littlefield, Rachel and Caruth (1976) have
indicated that files and records form the memory of the

.')
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office. John Cox (1969) on the other hand has described
the office as the "brain" of management because here
information is kept in such a.way that it is readily
available. Filing and record keeping syatems should be
of interest to everyone within an organisation because

. I

they are the users of stored in!ormation and they must
therefore know where and how to get stored infiormation
when needed. In this respect, 'Littlefield Rachel and
Caruth (1976:313) have stated thai:-

One of the best ways to appreciate the
contribution made by filing and recorda
storage program is to attempt to conceive
of a situation where no such program would
exist. If no records were maintained of
sales, purchases, eo., plans for products
and services or a multitude of other items~
the situation would be chaoticp considering
the limit of the human memory.

These author~, however also caution that:-
,

Almost as bad is a poor filing program
foldefs bulging with mainly unused
material, free access by anyo~e to the
files, no control over materl~l out of
files, et cet-era ..,.Under such circum-
stances, locating a necessary item comes
n8ar to beinQ sn accident.

2•.2.2: Tvnes of Records
d

Organisations depend heavily on management
of files and records storage. 'Sahal (1980) has listed
six categories of records.. These include:-
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(a) Correspondence records
(b) Accounting records
(c) Legal records,
(d) Personal records
(e) Progress records
( f ) Mis cell a ne a u 8 r ecor de

I

Let 'us discuss eac~ one 'of these records:-

( (a) Correspondence Records include letters,
circulars, notices, office orders, memoranda
and such like items either sent by the organi-
sation or received by it~

(b) AccRunting Records include records concerned
with financial aspects of the enterprise like
accounts relating to sales, purchases, profit,

,and loss or assets and liabilities. They
'incl~de supporting vouchers for various

accounting transactions like invaices,cash
memos and so on.

~ (c) Legal Records include records of copies of
legal purposes or requirements of contract
mortgage deeds and statements required to
be kept und2r laws~ income tax, sales tax
and so on.
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(d) Personal Records are records of employees
like their personal histories,. leave account,
confidential reports and so'one

(e) Progress Record! are records about progress

of the organisation_" These may be concerned l
with productioni 98les, labour turnover,
accident data et cet-era.

(f) Miscel~aneous Records are records relating
to the activities of the enterprise ~hich are
not covered by above categories. For example
records about advertising campaign, marketing
research and so on.

The purposes of records as reported by
Sahai (1980:112-113) are: -

(8)
ITo Know the state of affairs of the busln~.

The tr-ue position of any business, at any time,
can be known only through records. If there
are faults or mistakes these will be revealed
by records. Information supplied by records
will disclose the direction in which the
enterprise is going. ,Corrective actions can-
therefore be taken on the bases of results
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shown by recordso

(b) Tq keep an orderly Bccoun~ of pragresBQ The
object of retaining information regarding
financial and ather kinds of tr8~8actions 1s
to measure the progress of the bU8ines9~ The
history of the organisation 1a preserved in
its records& Study of past records. Study
of Past records of an enterprise will show
the direction in which it h~s,

\ .'
been moving.

(c) l~facilitate comparisons. Performance of one
,period can be compared with that of the other
only through records8 If an enterprise has
more than one unit or wing, comparison about
their working csn only be made through recordsG

We can know from comparison whether the
business has increased or decreased, whether
the enterprise is having more sale in one
region or the dther. Co~parison can also be
made with other competitors.

Cd) for ~~tection of errors and wastes. Where the
deals are numerous, mistakes and errors are
bound to creep in. A record of financi2.1
transactions in the form of book-keeping
system can help in the detection of errors
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and omission8~ Records of costs help in
checking wastages.

(e) Aid to decision making. For-taking management,
decisions there is the need for detailed and
up-to-date information regarding the matter to
be decidedc Records provides this information.
It is risky to base decisions on guesses
instead of proper facts and figureso

.)

(f) StatutDr'l.obli..9.~3tion$J Records have to be kept
for a certain period BS per the requirements
of various lawso Records regarding salesp

income, company matters have compulsorily to
/

be kept for specified period.

Summarily, the purposEs of record control are to
/

storep preserve and provide promptly the documents
actually needed by management and employees.Specifi-
cally, the basic purposes of such a/program are thos~ of

in the typical firme Records control program is very

Iuse (present and future) and protection (chiefly legal).
80th are important~ but factors of use greatly outweigh
legal considerations for the great majority of recordso

~egBl protection alone would probably justify only an
extremely small portion of the records now maintained

important in view of the mounting tide of paper work which



23

confront management with serious challenges. One of the
most important challenges is the need for establishing
records r~tention program, which applies a timetable 1, .

to all documentse This ensures that records are retained

when justified - and - destroyed when no longer worth

their cost in human effort and phy~ical facilities. Of
pressing concern is the factor of casts. Other problems
are interference with ~apid location of needed records
(clerks having to search through a lot.of inactive or., u

I

dead items to find those they need). The heart of an
effective records retention program is a suitable schedule,
tailored to the needs of the firm. Such a schedule spe-
cifies for esch class of documents the following minimum
items of information:-

( i) Its active life during which it should be
readily accessible in original form.

Its inactive life, during which it should be- (

" /retained, b~t probably transferred to less
costly spsce and equipment or microfilmed.

(iil) Its destruction, when further retention is
not justified by use or law.

Many routine items, should not be filed at all •
.'

Many others should be retained only for very short
periods, such as much of the supporting details for basic
records that will be retained. I



2.2.4. Retention Schedules~

The work of developing a retention schedule
.•...should usually begin with a complete inventory of recc~ds.

Then should come the development of a schedule of Bugges-
ted retention periods which specififies for each class

I

of documents the active life, inactive life, microfilming
where desirable and time for destruction or culling of
dead records should t~en follow on the schedule.

Microfilming offers many advantages; these can
t-be' grouped into the categories of records storage and

information retrieval.

(8) Space-saving: - This is the greatest single
advantage. Microfilming permits more than
99% saving in space. Documents may be
red u cedin s i ze as .mu chas 40 to 1.. 5 uch
savings in.:space mean direct cost reduction
of substantial proportions and they free
apace for more productive use.

(b) Legal orotecti0...!2:-Filmed records are adm i s-i-

sible in most law' courts as primary evidence.

(c) Records preservation and safety. The passage
of time causes less deterioration of film than
would occur with original paper documents.
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Copies of important records can be made and
stored in B small space away from the original
location to protect against fire, 1058, theft
and bombing. Some late model microfilming
equipment does doub~e filming, making one
copy for active use and one for security.

Information retrieval is the area of mast rapid
advancement in microfilming today, despite the sub-
stantial advantages in records storage cited aboveo These
developments and-6ther new uses, b~ing found for micro-
filming promise 8 bright future for active use and one
for securityc Thus microfilming Bllow8:-

(a} [apid "look upu: -'Large volume of information,
may be projected in B matter of secondso For
example utilizing roll microfilm stored in
special cartridges, the film reader advances
or-rewinds microfilm at variable speeds as

- I

high as 182.874,m or 600 feet per secondo

(0) DUElicatio~: - RaDid exact printing can be
dona from film with existing equipment.

(c) Communication: - Low cost rapid transportation
of information in quantity.

\
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2.~.5:Designs of Filing Systems

The design of a particular filing system is
usually a joint effort of qualified personnel and repre-
sentatives of firms which offer supplies and equipment.
Chief elements of the systems to be designed for specific
needs include:-

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

(b) suitable equipment and supplies chosen from
the wide range of types available.

(c) The basic procedure for filing and finding
material.

Much of the suc BBS of filing installations depend
upon the care with which systems and equipment are fitted
to needs. In fitting, the indexing scheme must be built
into the original design of the system, and then it is

Japplied in .deciding where to file particular documentso

There are two basic indexing methods, Alphabetical
and numericale Alphabetical filing is the most widely
used method. File drawers or other containers are
divided into alphabetical subdivisions, with guide cards
or markers indicating 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"fp~m, numerical filln~ is most ofte~used for
materials, such as orders, invoices 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 assigning code numbers to customer
accounts, insurance policies o~ other subjects; basic

/fllihg~is done according to these numbers and alphabetical
or another form of cross-referen~ing is maintained where
needed.

Adaptations and combinations of alphabetic and
numeric methods are numerous and often ingenious.
I

The diversity of indexing methods and physical
disperaion of files throughout an organisation point
strongly to ~he need for a master index. Such an index
shows where all documents are stored and how they are
indexed. Thus it serv,es as an inveqtory of all files
maintained and as a control medium helpful in producing
duplication of filed material. It is frequently expanded
to include retention schedules for m~terial by having
an elaborate procedure for users to obtain and return

..materials. Maintenance of 8. master index may be one of
the major responsibilities of - and justification for -
a records administrator within the organisation structure.
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Of vital importance in effective filing and records
management are supplies and equipment. Filing supplies
include card~, folders, guides, labels and a large
variety of other items. Folders are justified when
original correspondence or other documents are to be
obtained either for future reference requirem~nts or to

.avoid the,step of summarising and transferring to card
form9~1 Guides are of particular importance for guiding
the eye 1n finding and filing papers. They also facili-
tate urderlines~.of·fileso Labels are used'in identifying
individual guides, folders, drawers and so on.

Equipment for filing' include cap i ne t s , -'trays,
shelves, stools, stands, Borter equipment and other
items available in a wider range of types and sizes to
accomodate virtually every filing neede

2.2.6: Fi~ing Procedures

Littlefield et el (1976:321)_have outlined
the basic filing procedures as follows:-

(s) Read and record over quickly to determine
the proper filing claSSification;

(b) Mark the record according to its classifi-
cation; this may be done using a co loured
pancil.and ~ncirclin~ certain key words or
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numbers on the record or by stamping or writing
an appropriate natation on it. At this'point
a cross-reference ~heet 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 out and filed by a
tickler filE;

(c) Sort the records into various cb4ssifications
to facilitate f11ing;_ v.

\ ..

(d) File the records under the proper classifi-

cation - the new~8t add~tion to the file
should always be placed on top at the front
of other papers in a file;

(e) Make 8 record of withdrawals from the file
by inserting in place of the withdrawal record

-on "Out card" which bears a notation concerning
\the date of the withdrawal and the name of the
Iperson who has the record;

(f) The final step - that of recording withdrawals
arid 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
~eturn. Specific requisitioning~ formal
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charge out, follo~ up through use of a
tickler file OT by a colour system for out-
guides and other steps may_be justified to
meet special needs.

2.2.7: qualities of a Good Fi~ing Syste~.
\.

There are two main types of filing ~ystems,
centralised and decentralised filing systems. Every
qffice therefore, has to adopt on~ filing system or the
other. In this respect Sahai. (1980:116-117) has stated
that there is no filing,system which can ideally suit
all offices but he has cautioned that a goad system
should possess the following qualities:-

(8) .8deguacy:-
J

It is essenti~l that the filing
system should be adequate for the purpose for
which it is to be used •••• An inadequate
fi~ing system can defeat the very purpose of

/
filing and can-cause delays and lass of
business.

(b) 5imEli~it~:- The system of filing should be
\

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

(c) Access!.b i 1it~: - Records ahnu Ld , al ways be
within the reach of the users within reason-.
able time ••

(d) Econo~:- The filing system should not be too
expensive to install or costly to operate.
The cost of installing and operating the
filing system should commensurate with bene-
fits accruing from it.

(e) Elasticity:- The system 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 ~ithout delay_

, '. '

,'-

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

(h) Facility of Cross-reference:- The filing
system should permit cross referencing.
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(i) Proper Classification: Systematic c1assifi-
cation of records reduce chances of misfiling
and facilitates easy and quick location of
rectirds in 9ase of need •.

I

2.3: FILING AND RECORD-KEEPING- SYSTEMS IN SCHOOLS WITH
SPECIFIC REFERENCE TO KENY.AN SCHOOLS.

2.3.1: lntroduction.

Studies that have been conducted in
school systems indicate the importance of efficient
school filing and record keeping practices in school
administration. In this respect Mbiti (1974:61) has
observed that:-

One of_ the most important aspects of school
administration is the keeping of recordso
School records include all the books and
files containing information relating to
what i~_in the school, who is in the school,
as well as what types of prop~rty the school
owns.

The City Education Department, Nairobi (1979:9) in
relat~d studies has pointed out that ~to be competent
the headteacher must develop a goad filing system".
The Ministry of Education, Science and Technology in its
manual for Heads of ~econdary schools in Kenya (1979:16)

--on the ot~er hand has indicated that "a comprehensive
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d \ 1 1 'in_an carefu ly maintained fi ing system is essential
l'any well-run institution.

Ozigi \(1979) in discussing school administration
and management indicates 'that the Education Law demands l

that every Education institution should keep certain
records. That there are other records not required by
law but which are kept because they provide a useful
sour~e of information not only-for members of the schoal
community, but also,for people outside it.-,

Employers, for example may be inteTested in having
particular infor.mation about pupils they want to recruit
for an important job; higher educational institutions
may seek information about scholarstic achievements;
parents may be interested in knowing how their children
behave and p~rform in the school; auditors may be
interested in checking on details of financial transac-
tions; inspe~tors m~y need to go th~ough the record of

,
--work of a particular teacher who is facing disciplinary

action; the headteacher too may ~eed to collate some
information about a pupil or member of staff to back up
a case he is putting to the school boardo

"~

I
Because of their usefulness, school records should

be easily accessible, but at the same time they should: '..
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be safely kept where they cannot be easily destroyed.
The usefulness of school records depends on their being
Bccurat~, complete and reliable.

\

203.2: Types of School Records
,

There is a wide range ~f school records. Mbitl
\

~(l974); Nairobi City Education Department (1979); A
..

mahua1 fo~ Heads of secondary schools in Kenya (1979)
and Ozi~i (1977) have listed and_described the features
of some of the most important school records kept and/
or expected to be kept in schools. These include:-

(8) Records showing what goes on in the Bchool;
(b) Records showing attendance; and
(c) Records showing what property the ~chool owns.

2.3.1: !lecords Silowing What goes an in the School.

These include:- )

(a) The Log Book !,
This book provides a record of the main and

important events that take place when the schoal is in

session, such 69 open day, sports day, visits by
officers from. the Education Department, inservice
courses, Kenya Music Festival, and so on. An example
is shown below.

;'
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DATE EVENTS REPORTED

12-1-79

16··1-79

The school opened today with 202

pupils on roll.
~Two members of staff were absent

/'Mr. Omuse has been transferred to
Kwale primary school.

Inspector of s cho o La , \~1r. Ibuutu,
visited school to inspect Mrso
M. Kanji.

•••Saurce,~,: A handbook for primary school Headteachers
in Kenya. By City Education Departmeht
Nairobi (1979:14).

( b), T.tie Vis ita rs B ank ,

'This book, is a record of the names and addres-
ses of distin~uished people who cornelto. visit the school.
The record is in fact a permannent record of the interest
taken in the school by outsiders. The headteacher keeps
it at hand in his office and invitesdist::'inguished
visitors to sign it whenever they visit the school. An
example is shown below.
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DATE NAr~E ADDRESS R Ef"1ARKS

23-7-79 J.J. Wempe D.E.D. Kwale Arldressed parent-

teachers' 88S0-
, ciation meeting

at the school.
'.

28-8-79 Mr. Langat Tsavo
)

.- ,}
Educatl,on Visited school

,
Centre, P.D to give talk on
Box 21, wildlife con-
Voi. servation in

Kenva •
. .

It<

Sour_c~: A handbook for primary school head teachers in
Kenva. BV City Education Department, Nairobi
(1979:14).

I

ec) Punishment Records

The purpose of these records is to protect
the child from unreasonable punishment from teachers
and to safeguard the teacher from unjust criticism bV
parents and other~

The occasions when punishment is administered
is recorded.
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A sample of the record is shown below.

,

DATE PUPIL'S NAME SEX AGE STD OFFENC£ PUNJ;- BY ! .• tIT-
,

pH- WHOM ~ESS
MENT GIVEN

f

2.3.79 Peter Omedi t"'aIe 12 VI Stole caned Mr. P Mrs.
money by 0100 Dlale.

)

from. Head- Head- ,

. \ )

- \ ano- mas- mas-
ther ter ter
child.

17.6.79 Joyce Fe- 12 VI Repea- to Mrs.
J

Maaare : malE! ted work ()mon- .
Inso- in di

" lence sch- class-
tea- opl tea-

- cher gar- cher
l <,, -- den

. c

•Source: A handbook for primary school headteachers in
Kenya. By City Education Dept. (1979:12).

(
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Cd) Staff Dia~~. ,

) This record is filled by ~ny member of staff
every time he/she leaves the school during school hours

(with permission of the headteacher). A ha r.d- co v ere d-<

book for this purpose could be kept in the staffroom.
)

The staff Diary, along with th~ staff attendance
Registrar, indicate where each member of staff is at

i

any_moment during the working hours.

Features of a sample page from the staff Diary
are shown beLuu •

.. - .
DAiE NAt"'E PURPOSE Tn-lE SIGNA- TIME SIGNA- REMARI-1S

OF JOUR- OUT TURE IN TURE
NEV

-
"

,

~. /
.-

I
\

(e) Record of Wor~.

Each subject teacher must keep a record of
r

work, showing the aress 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
over by another teacher

A spe~imen Record of work is shown below:

DATE lrD SUBJECT TOPIC 800KS USED REMARI'lS

E ..T.C.

'II I
( ) Chi,ldre n6.9.79 Maths Propor- Kenva Primary

tion Mathematics need more
/

Revision p r a c tLc a.:

Lesson on ques-~

tion in-
I

.- volving
.

3:7 e.t.c.
-,

7.9.79 VIr English Indirect Key English -
- ,

Reading Speech
J

VII
.-

7.9.79 Science Air- Primary to continUE

Science with expe-

riment

\

-
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•Source: A handbook for primary school headteachers in
Kenya. City Education Department (1979:13).

(f) Terminal, Reoort Forms.
,

The terminal report forms are the record of
pupils' scholarstic performance" and conduct for each
term or session. Most !eport forms show the performance
of the pupil in each subject area, !:_ hi~ position ~n
the class, and his academic progr~ss. \+h~re is space
allowed for riomments by the subj~ct teacher, class
teacher, housemaster and the school headteacher. Two
copies are filled in. One copy is given to' the pupil,

"snd the other one is kept in the institution.

(9) Cumulative Record6

This is a continuous record or combination
of records which dontain comprehensive information
about each pupi1~ and which provide ~ summary of the

I

pupl1!s career in the institultion; i~ includes such
items as the date of admission, school marks achieved,
attendance record, family bakcground, health record,
Bocia1 activities and interests. Cumulative record
cards, thuB show full particulars of the orogress of
each pupil.
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(h) Scheme of Work.

This is e book showing the plan of work to
I'-

be covered 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
subject teacher to,break down the syllabus for each class
outlining the topics to be covered each week.

(1) Announcement Book.

This book is a ~er~anent record of all impor-
tent announcements and notices originating from the
headteacher's office. It serves as a historical record
for the school.

(j) Health Record Book.

A· health record book shows the names of all
-pupils who. fall sick and fo~ how long. It also shows

the nature of their illnesses and treatment given to
• I /

them. This may be kept by the teacher in Charge of
pupils' health",

(k) 1Me Staff Record Book.

This book is a permanent record of all teach-
ers, with details of their qualifications, teaching
experience, date of joining the achool, main interests,
date of leaving and reasons for leaving. These facts

/



\

42

\ about individual m~mbers of staff are very useful and
make it ea~le~ for headteachers to fulfil their admini-
strative obligation.

(1) Pupils Personal Files.

A pupil's personal file contains all corres-
pondence and documents about a particular pupil. Some
of the documents kept in these files include cumulative
records, pupils' report farms, and names and signatures
of persons who have collected the pupils' testimonials
and certificates.

(m) Confidential Staff Report Farms

These are forms provided by the Teachers
\

,Service Commission to their staff (headteachers in
particular) and have instructions about the time for
their submission, usually monthly or annually.

1

(n) DDt~ Master and Duty Pref~ct Report Book

l

This contalns the observations of each daV's
activities as reported bV DutV Master and Duty prefect.

(0) Staff Meeting Minutes Book

This is a permanent record of minutes of
staff meetings, and is kept by the haadteacher or Deputv
Headteacher. '

I
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(q) Parent-Teachers' Association (P.T.A.).,~.
Hinutes 80015...

This is a permanent record of the minutes of
f

P.T.A. meetings.

2.302.2: Records Showing Attendance in The School

Theae include:-

(a) .PUl]l.ls' Admissions Register ••
,)

This is the register of admissions into
the school. The register shows the list of all the
pupils enrolled each year, their age, dates of enrolment,
their admission numbers, previous schools and home
addresses.. It also show,s the dates of leaving, reasons
for leaving and school leaving certificate number.

(b) Class Attendance=B.egister.

This is ~he register of class attendance each
/day. It contains the names of all the pupils in the

class and provide a record of attendance for the whole
year, week by week, and term by term. The class roll is
usually taken by the class teacher who keeps and marks
the register. Pupils are marked either present or absent

at the beginning of morning sesaion and afternoon session
of each week except week-ends ••
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I

This is the record extracted from the class

(c) Pupils' Attendance Record
/ ,

Btt§ndance register daily. It shows the total number
of pupils' in the school each school day of the week.
An example 1s shown below.

:

/

CLASS NUf"18ER rOTAL PRESENT TOTAL ABSENT TOTAL
• ENROLLED -,

.- \ )

BOYS GIRLS BOYS GIRLS BOYS GIRLS
r

IV A 26 20 46 25 18 43 1 2 3
IV 8 23 20 43 I 21 20 41 2 a 2
IV C 16 23 39 15 23 38 1 0 1

.V A 12 32 44 12 32 , 44 0 0 I 0
1i,8 22 12 34 22 11 33 0 1 1

TOTAL 99 107 206 95 104 199 4 3 7
.-

~

\.

'§. ONUr ce ; A hand ba a k for pr i rn a r y s ch 0 a I h ea d tea cher sin
Kenyae By City Educrtion Department Nairobi
(1979:75)

-,
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(d) Staff Attendance Register.

This is a record of Attendance of the members'
of teaching staff. It must be signed by all staff,
mamba rs i ncludi ng the headteac her .hLms elf e. Th e depu ty
head teacher can be assigned the duty of checking the
staff attendance as soon after the morning session ~egins
and at the beginning of the afternoon session.

A format of such a register is shown below.

.
DATE " ,

,MORNING AFTERNOON
DESIGNATION r~AME SIGNATURE TIME SIGNATURE TH1E RU·1ARKS

IN IN

/

,
-.. -

J,
.-

.. -
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2.3.2.3: Recp~ds ~howing What Property the School Owns
These include:-

(a) Permanent Stores Ledger.
-This is a ~ecord of items whose usefulness

exceeds two years, such as furniture, typewrit~rst
sewing machines, Radios and so nn.

(b) Consumable 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) Exp~n~able 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-
punches and 90 on. /

(d) Inventories. !

An inventory is B record book showing
all the permanent or consumable equipment that has been
issued to a class teacher.
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(e) Write-off Form •.-

)

I
NC DATE DESCR IP ... QUAN- WHEN ORI lEDeL INS-

~TION -. TITV PURCHASED GINAL ER TRUG-

PR ICE. r ro«
-

-
1 10/12/79 Around 13 16/2/76 Sh .•9.75 ES/ Dama-
,

and About 1/ ged
Africa 96 beyond
Geo. Std. repair.

\

/
)

4 pupils' Lost
Book by

2 10/12/79 Start,Fin- 6 23/3/75 Sh.10.S0
j
ES/7 pupils

. 4ding .Dut- ~1oney
/pupils' , to be-

r

book for reco-

Write-off form is a record of books and equip-
ment no longer useful or lost. An example is shown
below.

(1979: 18).

Source: A handbook for primary school headteachers in
Kenya. By City Education Department, Nairobi
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(f) Handing over/Taking OveT Certificates.

These are reco~ds th~t show the school
property handed over by the teacher on transfer to the

,
teacher who replaces him/her. An example' 1s ~hown
below.

NO DATE OFFICER HANDING OFFICER TAKING DI5CRE-
J

OVER OVER PANCIES-

1 20/8/79 Mr. John Kipo- ·Mr. John 2 copies
kosgei Wachira of New

-
, Peak Re-

ader 3

to be
-,

.. collec-
ted from

/ class/-
i !

.- s have not
been
handed
over .•

2 ~9/8/79 Mrs. Juma Miss Muthoni
Waithaka None
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•Source: A handbook for primary school headteachers in
/Kenya~ By City Ed~ca~ion DepartIDent.

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. account, Domestic Science
account, Harambee, fund/donationa account., \

2.3.3: The Filing Syptem.

The filling system recommended for Kenyan schools
,

by the Ministry of Education, Science and Technology
is outlined in the manual for Heads of secondary schools
in Kenya (1979). It is noted in the manual that:

, (a) A comprehensive and carefully maintained filing
system is essenti~l in school edministration.

j
;

(b) All correspondence must be filed' promptly and each
letter filed should be given a consecutive number~
If correspondence put on a file concerns particular
teachers, they should be shown the file and should
initial it on attending to the matter before return-
ing the file to the school office.
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(c) Files should be started when required. The file
index should be amended when a new file is started.

(d) Confidential files should always be kept in a
locked cabinet and should be in the care of the
Headteacher. Staff who handle conficential files
must be aware of the need for discretion.

(e) A personal confidential file should be kept for
•

each member of staff. This file should be forwarded
under Registered cover to the receiving institution
when a teacher is transferred.

(f) 'There should be three subject files for every
subject in the curriculum, containing:-

( i) Syllabuses and schemes of work.
(i i) Subject circulars.
(iii) Examinations: past papers.

Samples-of the filing systems are list~d belo~e
!

A. A/1/1 Admissions Form one selection
A/1/2 Admissions Form 2,3 and 4

A/2/1 Accounts Instructions
A/2/2 Accounts Bank Statements.
A/3/1 AgriCUlture: Syllabuses and Schemes.
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,/

B. :
t:1/1 Boarding General
8/2/1 Board of Governors: General
B/2/2 Board of Governors: Minutes

C. C/7/2 Circulars: f.inancial.
I

D. D/1 Debates
D/2 Discipiine

• Source: A Manual For Heads of Secondary Schools in

(1979:16-18).

IKenya - Ministry of Education, N~irobi

The filling system outlined ~bove may be expanded
as required, and may be modified to suit the needs of
an individual institution.

RELATED LITERATURE
'2.4. SUMMARY AND IMPLICATIONS OF THE

office and,the office is the brain of

2.4.1: Summary of the related Literature

In the review of the related literature on
\filing and record keeping systems, the following findings

were found to be relevant to this study.

( i) Files and records form the memory of the

management.
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Retention schedule ~s very important in any
I

organisation or enterprise.

(iii) If no records arc maintained in any insti-
tution or organisation, its administration
can collapse.

(1 v) The wsefulness of records lie in their
being accurate complete and reliable.

( v) The purpose~of records control are to store,
preserve and provide prOi.:·ptlythe documents
actually needed by the management and
employees, -

(v i) Records are prone to destruction by bad
weather, dust, Fire, theft~nd pests.

(vii) Centralised filing system is adopted in
_ small enterprises~

(viii) Master index is essential in filing and

!
( r x )

record keeping systems.
!

Lists of school records are almost inex-
haustivB; but functionally they 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 resources owned by
the school.

)
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(x i) - Filing and record keeping 1s one of the
most important aspects of school admini-
stration.

2.4.2: Implications of the Related literature

Implications of the literature r~view for this
,

study may be enumerated as follows:

( i) Filing and record keeping in schools and
other enterprises is invaluable and

\
indispensableo

(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.

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

jeffiCiently_without records. Hence
filing and record keeping systems are
very important organs of school administra-
tion.

(1 v) Records are kept for use (present and future)
and legal (protection) purposes. Both are

5mpo~tant, but factors of the use greatly

/
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outweigh legal considerations for the great
majority of records. L!;gal. protection alone
wou~d probably justify only a small portion

~ of the records now maintained" in any typical.
enterprise or instituion.

( v ) For the records to "be of value they must be
easily accessible and dependable in showing
favourable and unfavourable information
conc~rning matters in an institution or ~:firm.

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

~
in filing and record keeping.

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

!
From the above list~d implications, WE can extra-

palate the significant contributions that the findings
"-of a study such as this can make to efficient administra-

tion of school records and"filing procedures.
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I.The research questions probe into these areas with
such precision that it is hoped will encourage the

respondents to provide useful information regarding this
very important aspect of school administration~ part i-
cularly at the primary school level.

f



CHAPTER );

3.0 RESEARCH DESIGN AND METHODOLOGY

3.1 DESIGN OF THE STUDY

This study ¥8S conducted using a survey design.
. i

Specifically, it was 8 simple survey of primary school
filing and record keeping systems in Mombasa District
of Coast Province, Kenya~ The information was collected~

from B. representative sample of all primary schools in
MombasB District.

<, \()

T~e school offices were the focus of the study and
\a description of the following factors was used to eva-

luate the filing and record keeping systems:-

1. Procedures used in a comprehensive filing
systemo For example,

( i.) A/1/1

(i i) 8/1

(iii) C/4

Admissionsc Standard I Selection.
Boarding: general
Caution money

/

2. Procedures smd facilities used in storing the
recordst for instance filing cabinets, filing
racks, cupboards.

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

4. Who does -the actual day - to - day filing ?
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5. Who keeps the school records?
I

6. How often L. "; school records are checked?--
7. Headteachers' co nce p ts of filing systems

and record keeping.

3.2 SAI"1PLING PROCEDURE:

A sample of 1~ 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 spend minimal time in travelling.
In this re~pectt schools that were located in "clusters",
that is, two or more schools in·proximity were preferred

'\

since the'researcher could have the chance to visit at
least two of them in a day. The headteachers (Deputy

/
headteachers and school clerks, where necessary), were
involved in the study.

3.3 INSTRUMENTATION

Three instruments were used to gather information.
These included:

,.
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The Questionnaire.
The Interview Schedule; and
Observation.

3.3.1: The Questionnaire

Thirty questions covering relevant aspects of
the research were ~n8tructed in relation to the research
questions. Some of the questions were-~tructured while
the others were unstructDred (ope~-ended) requiring the

Piloting was done to evaluate the appropriateness

subject to make individual explanations.

of the questionnaire. T~e necessary changes were made
in the Questionnaire to suit its purposee All the

Kenya.
/
I

q~estions which the subjects found to be vague and ambl-
gnous were corrected accordingly_ The pilot testing

Lwas conducted in Kakamega District of Western Province,

The schools used in the pilot study were not
included in the actual studysamplE~

3.3.2: The Interview Schedule

The subjects were interviewed at the time of
collecting the completed questionnaires. The interview
schedule was not an alt~rnative to the questionnaire,
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but was employed for the purpose of establishing rapport
.-

with the subjects in order to 'gauge 'the -reliabTllty of
the responses they had made in the questionnaires. The -,
interview also gave an opportunity for soliciting slightly
more details than the questionnaire gave. Basically the
interviews covered the same aspects that the questionnaire

/

covered, but allowance was made for the subjects to
respond in detail thro~gh open-ended and probing questions.

3.3.3: Observations:

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 the
headteachers' and clerks' offices with express permission
from the headteachers. The researcher made these

/physical observations to confirm or disapprove the relatio-
ship between ~he re~pons~s made in jthe Ques~ionnaires
and the actual practices •.

The other purpose of observation was to find out
I ; ..

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 indicata.d,in the ,liter~ture review.

(2) Procedures used in a comprehensive filing
system as shown in 3.1 above. -

I
r

3.4 DATA COLLECTION METHODOLOGY

The researcher made an application to the office

of the president (Republic of Kenya) through the
/'

Ministry of Education, Science and Technology for per-
-~mission to collect data from primary schools in Mombasa

District.

The research_permit was obtafned on the 9th June,
1986.

The researcher also reported to the District
Commissioner and Municipai Education Officer, Mombasa
District for-further permissi6n to collect data from the

/
!schools in the District~-

'The questionnai~es were distributed by the
researcher and the appointments were made when the
questionnaires would be collected by the researcher in
person.
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Schedules for the interviews and for observations
of filing and record keeping systems in the schools were
established on the second visits to the schools.,

Actual collection of data started an the 4th of
July, 1986 and was conducted by the researcher. The

Jgathering of data was carried out within two weeks
(see Appendix A).

In all cases, the questionnai~es were personally
administered to the subjects and to ensure fuil response,
the researcher a~ain personally collected the completed
questionnaires from the head teachers.

Headteachers were. informed on the questionnaires
of the purpose of the study they were· participating in,
in order to enlist their co-operation.

During the interviews, the researcher had a chance
to present the subjects in slightly more detail with
these purposes. They were also infdrmed that the

.information provided was to be used only for statistical
analyses and not evaluating or assessing them individu811y~
They were therefore, not required to give their names an
the questionnaires as these were not relevant to the
st.udy and also as an assurance of confidentiality~

\
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3.5 TREATMENT~OF DATA AND
INTERPRETATION OF RESULTS.

Each item in the q'uestionnaire belonged to one of

the areas under research, the respgnses to it were
totalled up and grouped according to the type of res-
ponses made.

-,
The response types were expressed as

percentages of the survey sample and tabulated where
applicable. But response types that did not require
tabulation were simply stated and analysed as findings

under appropriate sub-headingse

I

\

I
I
i

I
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CHAPTER 4

, .

ANALYSIS AND INTERPRETATION OF DATA )

"

The analysis and interpretation of data are con-
sidered in this chapter under the following headings: '

( i) Introduction,
(i 1) Tvpes of school records kept at primary

school level in Mombasa District.
\.

·(iii) Filing and Record, ke.E{pinr)svstems in primary
schools in Mo~basa District.

/

(1 v) Records management iR primary schools in
Mombasa Di8t~ict.

( v) Purposes of Filing and Record keeping in
primary schools in Mombasa District.

(v i) '.The role of filing and record keeping p ra c-
tices in school administration at primary ~chool

-1~velinMomba8a District.
I
i

4.1: IIIJTRODUCTION

The study revealed that effective and efficient
school filing and record keeping oractices are very
important in school administration~ Thus school records

I
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are invaluable and'indispensable in schools. The school
records show accurately who ~s in the school, what goes
on in the school and what property the s~hool owns.

I

Jhe"Ministry of Education, Science and Technology
demands that every education institution keeps certain

! basic records. There are, however, other records not
required by the Ministry of Education, Science and

,
Technology, but are kept because they provide a useful

(

source of information not only for members of the school

community, but also for people outside it. Parents
for example, are mor~ often than not interested in
knowing how their children behave and perform in the
school; auditors are interested in checking on the
details of financial transaction; primary school 1ns-

, I '

pectors need to go through the redord of work of a

and 50 on.
is facing disciplinary action

!
particular teacher who

Because of their usefulness, files are started
when required, made easily accessible and are ke~t safely
where they cannot be easily destroyed. The usefulness
of school records depends on their being accurate,
complete and reliable.
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4.2 TYPES OF SCHOOL RECORDS KEPT AT
PRIMARY SCHOOL LEVEL IN MOMBASA

'D1ST R I C: T ~

The findings in this section pertain to research
r

question number 1.4.1.

There is a wide range of school records kept at
primary school level in Mombasa District. A sum total

\

of sixty-two different types of school records.were
found kept and maintained in the fourteen primary schools

used in the study.

Twenty-six out of the total of sixty-two school
J

records were kept by each of the fourteen primary schools.
These included:-

(1) Records showing Attendance 1n the Schoole
viz. Pupils Admission Register

Pupils .Class Attendance Jegister
"-(2) ~ecords showing what goes on in ~he school.

v1z. Log Book; pupills progress records

Visitors book; Delivery notes file
Mark books; Teachers record of work
subjects Files (Examinations); SChemes of work
Subjects Files (Circulars); Deliveryboo~

, /



,j. .66

Steff'meetings minutes book
current official correspondence File, \

Inspection' .report files
Subordinate staff files

Municipal Education Officei's Files
Pupi~s/Teachers returns Files.

\

,.
, Standard I to VIII Application

I

forms/letters.
Games/Sports files.
Coast primary schools Association

/ Activities Files.

(3) Records showing what property the school
owns.

III

viz. permanent stores Ledger
per~anent and expendable

$storesI'Ledger. I

••Consumabl~ stores Ledger.
Inventory books.
Handing/Taking qver certificates.

N.B./ • means in one school these records were
present but not in oper6tion~

Twenty-five out of the total of.slxty-two school
records were found kept by most of the, fourteen schools
used in t~ study. This can be seen in table 1 shown
below.
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TABLE 1

Types of School Records kept
:by:tllos,t'of,i;he~'fourteen

.',:'primary ~schtlols•.··

!

Types of Schools serial Percentage
\ ,- of schools I

School Records numbers
" .' keeping .Government Government Priva-

- t"1aintai ned Assisted te each type1

Schools pchools Scho- of Record
015

5 617'
I (%).

1 2 ,3 4 3' 9'.10 11 12 13 14
,
i \

)
;
;

Testimonials
and Certifi- !

cates File v V' v V v -,/ \/ V v V' v v V 92.9
" ,

:Junishment I (
\

book vV' v- ! 92.9V' v v ......- v v v v :v v

School Rules -..

and Regula- .',

tions '", v v: v v V' v v V V ;v v v 92.9
I t

Teachers

I
I I~ervice 1

Gommission
,
:- ile v- I 92e9v v V v v V v v" V IV V V.

SUbjects 1Panels File v v It" V v V v v v v v v 85.7. \

Bank Accounts ,

~ecords Books v v v ./ v V v v v ;v v V 85.7
.- !

School Broad- I

icasts File v v v v v V V v v v V V 85.7
.- . I

.-
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, .
12 3 4 5 6 ~7' 8 cq 10 11 12 13 14

= -
'Milk Scheme

Supplies -

Records v vv' v v' v' V v v V v 7B.6

Local Purch~_
Else Order
Books v: V -> v v. V V v v I,/' v 78.6

Scouting File v' vv v- I,/' v V V V V v 78.6

Red Cross
File , V' Vv v V V v v v V v 78.6

T.S.C.
~eacherB
'asualty I -

Returns
Records v' ,r' v v v ./ V V v v v 78.6

Payment
Vouchers v v v v v v v v V V v 78.6

,

leaching
practice File v v v V v v v v v v v '78.6

Teachers Per.-
sonal Confi-
dential Files V V' v v v v 'v v v v 71.4

Petty Cash -"Records v v ,•.... v v vi v v v v 71.4
i

,-

Teachers
Personal
Ope-n Files

Baoks r v vlV v c> v
vlV IVI I 64.3

Paving in v v v v v 'v v 57.1

School Commtttee
I'llnutes Book _Iv y v v v v v 50 •.0

School Education
Board File I v v v v •.•...... v v-- 50.0

-
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1 2 3 4
'

5 6 7 8 9 10 11 12 13 14
,

Parents Asso-
'ciat1on
Minutes Book v v v V V V V 50.0

,

Staff Attend~
Regis- •ance

terCmarked
by~ Deptuy
head head- (

teachers) V
, v IV' y' v' V I 50.0v

Kenya School .- <.'t
equipment
supplies V •• V '" Ii< 1* ~ J,. - ., ~f " ::::: .,
Record Books v v v v' y"" 50.0,

!
,

Files v v v v v V vInvoice 50.0
-Ha r amb e e funds ,

..

Records v v v v V !v V- , 5000
<

i, : !
i , , , ; !

; I

"

~: C. i )V't-ieans records exist and are· n full operation.
(1 i)~Means the Records were present but not in

operation.
-.. \

/
·(1il) Blank spaces- means such records do not exist.

Eleven out of the total of sixty-two school
records were found kept by only 8 few of the
fourteen schools used 1n the study. (see
table 2 below)
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TABLE 2
,

Types of School records kept by
~, :--a f.e w o f ,t he~-p rim a r y '.::'

/

/

~.
ITypes of School aerial Percentage.., of schoolsSchool Records numbers keeping .

each type
Government Gove.rnment Private of Record
Maintained Assisted Schools (%)
Schools Schools I

1 2 3 4 5 6 7 8 9 10 11 12 13 14

Ttme ':out ,
Forms v" v' c> v v V 42.9

Staff Atten-
dance Register
(signed; by "

individual
teachers) c> v V V V

"- v" 42.9
/

Write-off ~-.-.

Forms v v v v v v I \ i.2.9
"Staff Diary v v v 21.4

lndent Iv v V' 21.4
Parents
Files : V V v 21;4
Staff Ref-
erence Books
Records. v 7.1
Dally Dccu- .

IrrenC8S
Record Book V 7.1

I

.
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I J
1 2 3 4 :) 6 ~ 8 ~ 10 11 12 13 14

Pupils Class
Files. v 7.1

Order Books v 7.1
/
Duty Teach-
ers report
Book. V 7.1

I

Key:
( i )

/

Blank spaces means no existence of such records •
•- ." ".- i

Means records exist and are in full operation.
\

From the tables '1 and 2 above, it is clear that there
is no uniformity in the types of records kept in primary
schools in Mombasa District. Each school using its own
discretion keeps and maintaina the types of records that
are essential to it. This further implies that there is
no clear policy regarding .t he keeping and maintaining of

- I
the types of records \isJ;ed i 11 tables 1 and 2.

4.3 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 1.4.6.

\ -
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The filing system adopted by all schools studied
>,' I

was that of centralised filing system. Thus ~ll the
filing is done in the headteachers' offices by either
the headteachers themselves and/or school clerk~. The
r~cords are however, not kept in one placeG Records
are kept in places according to needs. Those pertaining
to headteachers are kept in the headteachers offices,
those pertaining to the staff, like staff circulirs are

i,
( ,kept in the staffroom and so on. Inactive records are

kept in the school stores in some schools, but not in
others. Documents are bound together by strings and
stuffed 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> infor-
mation they are carrying is available elsewhere. But
because they are always in doubt, they play safe and
keep them. As a matter of fact allJheadteachers inter-
viewed were of the opiniori that there is nothing like
dead records, because they believE that someday they will
need one or more of these records which of course have
no future value to-date strictly speaking.
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4.3.1 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 the filing system,
it is necessary the t fi ling r nu tine should be str i ctl y

followed.

,
The filing procedure in the schools studied gene-

rally comprised of four steps.

Step 1:- Authority to file Documents in Files- After
the documents have been utiliz~d, seen by
relevant persons Dr necessary actions have
been taken on th~ documents, authority to file
is issued by the' headteachers. The headteachers
write "File" on the documents to be filed and
pu~ontheir signatures w~th d§te~

,?tep 2:- Filino Do.cumetlts.:i.•n Proper Fi12B

After filing orders, the headteachers sent the
documents to the school clerk's offices or
deskB~ The clerks decide in which particular
files the documents should be filed or placed.
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Step 3:- Indexing and COding.
~

After classification has been done, the code
numbers and/or titles of the files in which
the documents are tp b~ filed ~r~ put on the
documents. This is done by the clerks. In

:~case of any doubt, the clerks consult the
headteacher~ or master indices for c1assifi-

-cation.
All the schools used in the study use tra-
ditional method of manually indexing. A
Sample of indices; titles and code numbers
that were written on documents is shown
below.

(1) GNP/E/1: - Mombasa Island
Central1sed Examinations,

This means:-
Guru Nanak primary school Mombasa Island

I
i

\... Centrali~ed Examinations file number
one. All Mamb8s8 Island CantraliGed
Examinations Circulars and samples of
past paper Question papers filed in
this file.

/
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(2) MPS/59:- Postings of teachers and transfers.
Thisfmeans:-

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

- and also letters of transfers of teachers

to and from this school.

('3) t-1.E.0.

This means:-
Municipal Education office. This is the
title of the file into which all letters
and clrularsi to and from the Municipal
Education Office are filed.

(4) File No. 21 MV/21/2 - Syllabuses and Guidelines
1tosvllabuses.

This means:-

~'vita pri~arV/school.
, I

I I File-code number 21 and its reference
is MV!21!2 1985/86. Tn~cl f'~'o

• , ••••• '-' 1 •••• J.. '-

contains syllabuses and guidelines
to syllabuses for vears 1985 and
1986.

\
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(5) CH9 39/SC/Vol. II School Committee Minutes

This means:-

Changamwe'primary school file number
'39 Vol um e II • This i8 the f i 1e i n--'-
which school committee minutes are

filed.

(6) L.P.S/5/Vol. 2. School milk 1982 - 85.

This rneans:-
Likoni primary school. file

number 5 Volume 2. This file con-
.tains all the records for school
milk supplies from 1982 up to 1985.

Step 4:- Putting Documents in file~

Aft~r orders Have been given on the documents
\ and_they have been classified and codified they

/
are put in the appropriate' files or folders.. ~ .

The documents in the file are placed one over
the other in Chronological order with the
result that the oldest document lie8 at the
bottom and is given folio number "1" and the
latest at the top and given latest folio
number e.g. 80, if it is the 80th document in
the file.

/



??

The equipment for filing documents consist of:-
Folders, Cabinets, Box files, Spring files, Clip files

r

and Master index is used in indexing .of dn cume n t s and
files.

Master Index
\

Master index shows all documents stored in the
school and how they are indexed. Nin~ of the fourteen0)

schools used in the study were found to have the master
index 8S shown in table 3 below. Master index is very
important in that, it serves as an inventory of all

\

files maintained and as a control medium helpful in
duplication of filed material. Filing of documents
and retrieval of records cannot be accomplished effec-
'tively and efficiently in absence of master index.
Maintenance of mB~ter index is infact one of the major
responsiblities or obligatidns of the headteachers

Iwithin the schools.
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TABLE 3

Schools with and without
v

Master Indices

,

-
Schools serial Percentage

numbers - of' schools
Government Government Private with Master
Mai~ta~ned Assisted Schools Indices.--' ;,.,...... ,_ IA .-

Schools, School
1 2. 3 4 5 6 .7 8 9 10 11 12 13 n4

Master
.> v' v IvIv .v v V VIndex 64.29

~: ~ Schools with Master Indices
Blank space means schools without master
Indices.

I J /
From table l abover it is clear that the decision to

have or not to have a master index in a schoal for its
records rests with the school administrators. This implies

J

that it :is , not compulsory that every primary school
in Mombasa District must'have a master index for its
records.



I

79 \

4.3.3 Classification and Arrangement
of Files and Record Books in

Filin~ Equipment.

"
Files in the 8choo~s used for the study were

classified and 8Tranged Sub-Alphabetically, numerically
and Chronologically.

4 •3 •3. 1• 5ub-A 18.h.abet i calI y

Under this method, the files are classified
I

and arranged on the basis of subjects and alphabetical
order. For instance files relating to different sub-
jects like. schun I committee minutes, staff meetings
minutes, s~hool accounts are kept to~ether, but arranged
in alphabetical order. They are filed under leiter "5"e

Thus the system is a combination of subject and alphabe-
tic~l classification and arrangement. This was the most
commonly used methodo

/
Advantages of this Method

(1) This method is simple to understand and easy to
operate.
\

(2) Required files can be easily found if their
subject is known.

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

(4) It permits,unlimited expans~on.

(5) The need for maintaining an index of files
does not arise. Infact schools that had
adopted this method did not have master
indices (see table 3)

,/

Limitatidn of this method

If there is a latge number of files, especially
on the same subject, an index to files will have to be
prepared and it will have to be referred to every time
a file is to be traced, Thus it takes time to be traced
out.

4.3.3.2: Numericall¥
!

Under this system, each file or the folder
is given a code number (Reference number) and the files
are placed strictly in that serial order, this is known
as "consecutive filing". Sometimes a subject is given
one number and different files of that subject are given
additional numbers preceded by strokes. This is called
u Term i na I "di91t fi 1i n9 II • For ins tan ce, the dig i t II 1II -

)
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in one of the schools stood for Finance and

1/1 stood for Accounts.
1/2 stood for Fees-budget.
1/3 stood for Buir"ding.

""
. "

It is 8ssential to have a master ,index of files which
show serial numbers of particular files. Infact schools
using this system had rnasterindices (see table 3)e

r

If there are more than one 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
a8:-

1/1 Vol. 1
1/1 Vol. 2

1/1 Vol. 3

1/1 Vol. 4

JThe main advantage of "Termi~al digit filing" 1s

that even if many 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 felt.
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Advantages of this syste~

(1) Under this system greater accuracy is ensurede

(2) It permits unlimited expansion as the ·numbeEB
added are preceded by strokes and alloted in
volumes ••

(3) There is·ease in giving reference numbers to
outgoing letters arid circulars ••)-

(4) This method is simple to operate(~nd easy to
Lns t aLl ,

~i

L,imitcq~ions ..of this inetho.9..

(1) For locating any p a r t LcuLa r file~the index must
'\

be referred to every time~

(2) Slight mistake in putting the number of the file
can cause much inconvenience and lead tb:mf~fitiRg ••

in citing the reference number of the l~tter sent

Much difficulty can be experienced in locating
s ,

the file if the outside party ~ommits a mistake

to him.,

(3) Some files become dead after sometimes, but their
serial numbers continue to exist in the list.
With addition of new files the serial numbers
keep on swelling with the result that lists of
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current and dead files become too voluminous to
be quickly located.

H.3.3.3 Chronologically"

Under this system, files relating to different
years or periods are arranged datewiseo This method is
generally used in combination with ather methods. For
example, files for Delivery nates from different 8Upp-
liers are arranged firstly in chronological, order and
then in alphabetical order witH the result that there
are different files for the same supplier for stores,
namely permanent, Expednable and consumable stores
supplied to the school in different years.

\

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

I '

4.3.4 /~tllods 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) Verti~al Fi~ing
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4•.3.4 •.1 Horizontal Filing Method

Under this method the Files,'Folders and
"Record bonks are kept in ~he filing equipment (namely
Filing cabinets, drawers, cupboards, Filing racks,
Filing shelves and Desk drawers) one over the other
Bot hat t h,ey 1 i e par a11 eb tot he h0 ri Z 0 n , T his is
also called "Flat filing methodn, because Files are
placed flat on the s~elves or in_drciwers. The files
are placed one ove~~ the other in chronological order,
or Alphabetical order or Numerical order depending on
how they are classified with the result that the oldest
file, folder or record book lies at the bottom and the
latest at the top.

Horizontal System of Filing
offers the following advantage9

(1) It is s-imple. It does no t :requ ir e costly filing
,'-equipment. Any office clerk can understand its '.

opp.ration easily.
I(2) It affords quick referencing of current documents~

files, record books and folders. As the documents,
files, record books and folders are arranged either
in chronol~gical order, or alphabetical order or
numerical order it is easy to locate the current
documents, files, folders and record books which

are at the top.
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(3) As the files remain stored over the other, more
files can be stared in limited spaceo

- (4)
~ (

There is less chances of their loss or misplace-
mente Important files can be kept under lock and
key.

Limitations of this method

(5) As the files are arranged in a classified manner
according to the requirements of the school, it

I 'becomes easy to locate theme

(1) It is difficult to locate files when they Bre
1-lying in a heap_ To find a relevant file, all

other files lying over the required file must
be seen and removed.

(2) It is difficult- 'cd remove filesT- record books ,
folders lying between others for removing those
files, folders or record bookr in the middle all

;

their order •.
others over them ma~t be removed ~hich may disturb

/required file' or record book or folder takes Blot

(3) The whole operation of locating and removing 6_

of time.
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(4) Much inconvenience is experienced with every'
,;

I i~crease in filing requirements. The whole
arrangement might be disturbed and require

/ reorganisation in case of expanding schools.

114.3.4.2 Ve~tical Filing Method
Under this system of filing, Files; Record

books; Folders and other documents are arranged in
vertital upright position, according to different
methods of classification. On the top of each folder
or file there is B projected tap ~n which the code

or file are mentionedo Guides are also placed in
number or an indication of the contents of the folder

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 be. _ The files are put in the filing

equipment in either chr~~ological, ~r Alphabetical or
Nu~erical order depending on the classification and
arrangement method adopted by the school. The latest

files are put infront.
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Advantages of Vertical Filing Method

(1) It facilitates quick referencing, because the files
lie.vertically exposing projected edges which bear
the titles and code numbers of the files. It
becomes easy to find the wanted file by just

(

having a look at the drawer, filing rack or
whatever storage type the school operates. There
is no necd to shuffle bundles of files.

(2) Under vertical filing method, more files can be
stored in less space. A drawer can store more
files with greater safety. No doubt the initial-'. l
cost of the filing equipment is more, but due to

--its long life and economy in apsce, it ultimately
w~rks out to be cheaper than other storage f8cili-

ties"
(3) Flexibility:- If need arises this system can be

\ easily expanded. More files, folders et cet-era
/can be accomodated.ln the sam~ drawers. -If need be,

mDre cabinets can be ordered. This method is very
suitable for expanding schools.

(4) 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 belocked,there is no chance of theft of imp or-

tant or confidential files.
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(5) Adaptability - The folders, files can be arranged
and rearra~ged on the basis of'any classification.

(6) Wide applicability - This system is suitable for
storing any kind of papers like orders, invoices,
tenders, quotations, letters and many more such
records.

Limitations_of Vertic~1-~iling Method.

(1) There is danger of files s~gging under'other
files with the result that they may riot become
readily traceableo

(2) Some of the equipment required for this system
(vlz.cabinets, folders) is quite costly hence only
finanCially able schools afford it (see table 4).

(3) As the documents in the folders are left loose,
there is danger of their falling out or their order
being disturbed.

/
!

Vertical system of filing, because of its
convenience WBB. the most popular method of filing in the
majority of schools visited. It has greater advantages
over the horizontal system of filing.
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4.3.5: Filing Equipment and Supplies

Filing equipement and supplies used in the schools
•that were used in the study included:-

Spring Files and
/

Lockable and unlockable cupboards
"

Wooden File shelves
.Wooden File racks

Lockable wooden desk drawers
Lockable steel cabi~ets
Tables
Box files
Spring files
clip files
Folders ••

\
All the fourteen schools used in the study had the

following filing equipment and supplies:-

-..

Lockable wooden cupboards. /
I

Lockable wooden Desk drawers.
Wooden File Shelves
Box FIles

Clip Files.
As for the ather types of filing and record keeping

_.-

equipment and supplies some school had, but some did not
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have.BS shown in the table below.

T{\BLE 4

Filing Equipment and Suppli~s
I

kept by only a few pf
'.the fourteen

"'s chuoI s-

,j .. .
S'chools serial numbers

Filing - ,.
c. Percentage,. ', }

Equipment of Schools
and ,owning each
Supplies type "of, '-,
, .~. ~ Government Government Private Filing

maintained assisted schools Equipment- and Supp-
1 2 3 4 5 6 7 8 9 10 11 12 13 14

lies ' ,
" - .-

- "

Lockable
Steel

"

Filing
Cahinets - .,/ v .,; V V V V v" 57.1
'" .. , " /\

D nl o ck ab La

Wooden J

,-

Cup- I

boards V v,v'V" I
V v I 42.9 I

/\ Iv'vlv I ITables v v v 42.9 I.
I

Folders IV v V 21.4

Wooden
Filing !V

7.1
racks

I
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V mea n8 school had fIlIng equi pm en ta nd·'sup ply.
\

Blank space means such Filing equipment and'S~pp~y
did not exist.

Private and government Assited schools had better
filing equipment and supplies than goverment maintained
schools both in quantitif Bnd quality. This may be attri-.,

government maintained schoolsp the headteachers only

buted tp the fact,that in private and government assisted
schools, head teachers playa bigger role in prioritising
~
and determining all items bought in the schoolo But in

propose what Should be bought for the school to the
Municipal Councilo It is the Municipal Council which

4.4: RECORDS MANAGEMENT IN PRIMARY
SCHOOLS IN MOMBASA hrSTRICT.

\

d~termines the items to be bought for the government
maintained schoolso

The resEarch findingsin this section pertain to
research questions numbers 1.4.5, 1.4.6, 1.4.8 and 1.4.9.

404.1: Filing Bnd Record Keeoing Personnel

Re~ords ~Bnage~ent in the schools is the respon-
sibility of the heBdteacher. Now that schools Bre much
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larger t~8n they used to be the head teachers unavoida~ly
delega~e recorda management duties, accompanied by a
considerable degree of freedom, to their deputies,. ,

Ben~~r teachers, secretaries, Assistant sebretaries,
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 confidential records in
their offices (see table 5 below). These important r8cords
that they keep include:-'

(1) Records showing who is in the school; namely:-

Staff Attendance Register
Pupils/Teachers returns file
Subordina te staff files
Teachers personal confidential files
Teachers personal open files
Pupils admission register/
Pupils class attendance register
T.SeC - Teachers appointment and casuality
returns records.

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

Log books, visitors books,
Staff Diary, Mark books,
Inspection records, Pupils' Progress records,
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Delivery books, Delivery notes,
Local Purchase orders, Indent,
punishment books, staff meetings

namely:- .
I

i. )

minutes books • Testimonials and
certificates, order books, schaoJ
co~ittee minutes books.

(3) Records showing what resources the school ownsp

Permanent stores ledgers,
permanent and Expendable stores ledgers.

/ consumable stores ledgers
inventory books
Handing/Taking over Certificates
Write - off formse

I

. I
The deputy head teachers file and keep the following

r~cords in their offices and in the school stores:-

Duty teacher report book~.
Stores ledgers
KenVB school equipment supplies
record books. (see table 5 below)

The senior teachers/teachers file and keep the

fallowing records in the staffroom and/br-school stores:-

\ .
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Milk-supplies records
Newsletter files
Schaol Broadcast documents

/

Staff circulars
Staff reference books - records.
(see table 5 below)e-

The 'Accounts clerks file and keep finance records
, ,

in their offices a~d/oi in the headteJchers' offices as
requiredo (Table 5).

School clerks also file and keep in their offices
, .

and headteachers' offices 8srequired ~:, the following
records:-

Teachers records of work.
Schemes of work .•
School Education Board filese
SBhool rules and regulations,
Ccrrespondenc~ files !

Municipal Education Office Files
'.

TEa c her sSe r v'L c e Com mi s s ion F i 1 e s

Application letters files
Scouting files
Red Cross files
Gamea/Sports files

/:
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Staff circulars
.Daily occurrences r~cord books.

Staff reference books records
(Table 5)

Secretaries and Assistant secretaries file and
keep records BS those mentioned above under. school cerks.

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 institutions
when individual teachers are transferredo The filing
and record keeping personnel are responsible for main-
tenance 'of.records in order and condition. This is done
on the weekly and monthly bases, or when need arisese

I
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TABLE 5

"

\SCiloo1s Filing and Record keeping personnel
r:

Serial , .'

numbers HIT D/HT S.C A.G 5 A.S 5.T/T
t

1 V'if:' V 'V V -
2 v# v v

V
:3 V~ c> c>

V
4 V", V c>

V.
5 ~ V'" V V

-

~
v' c>

- 6 V
c> V /7 ~

"- ~* v v'
';}f-8

, V V
""*,\ V '. V'9

10 >4~ ~ c> ~

.> V
11 ~~

.>

V v 1f
12 ~,f #; V

~* It V' v" V *13 -,
--.

f14 1.1-~ .> .- V V .#
. - ... -

Filing and Record Keeping personnel
in the fourteen primary schools

used in the study.

Ke}L HIT Headteacher
D/HT Deputy head teacher
SeG School clerk
A ..C. Accounts clerR:

S Secretnry



File and keep records entrusted
to them as required
File and keep confidential records
Keep important and confidential
recordso
Does ~ot participate in filing, bu~
keeps temporarily certain_ documents
entrusted to_him/her, for example
class attendance regist~r.

-Blank space - Does not exist in the schaolo

,/

\.

A.5
5 •.T/T -
1 - 7 -

8 - 11-

12 - -14-

-1

•
\
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Assistant secretary
Senior teaCher/Teacher
Government maintained schools

" assisted schools
private schools.If

/

From table 5 above, it is clear that headteachers
in maintained schools perform a slightly different role
in filing and record keeping from that of he ad teachers in
Bssisted and private schoolso ihusp whereas headteachers
in maintained schools file and keep confidential records:
their counterparts in some assisted and private schools
just keep important and confidential records and do not
participate in filing~
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4 •4 e 2 : Pro b 1ems 1ncJLrred i I). A e cord sMa nag em e ntin
'i

Prima~y Schools in Mombasa District.

-/

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

( i) ~ck of stores. Quite a number of schools
do not have stores-~pecifically for school
records stoI'pge. Hence school records are
kept together with games and 8port~ equip-
mentp Domestic science equipment and tools
for cleaning the school premises and
compound like jembes, rak~s, panges,
slashers, brooms, buckets, and so ono
Those schools with stores for school
records are very few and the stores

-- U 8Ua 11y v e r V small.

(1 i) L~.~k..of Filing and Record Keeping Eg,uJ.p.1!!.ent
~nd Supglies •.

Most schools, particicularly government
,
maintained -schools, lack adequate filing
and record keeping equipment and supplies
(see table 4) Thia is a serious problem
in that, some of the records like circulars,
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letters and so forth are not filed at all,
they are simply kept in cattons. This makes
it difficulttfor one to locate some recurds

,
when needed.

(lii) Lack of Prompt Filing

In most schools letters and xirculars are
not filed promptly. This results into
misfiling and sometimes lass of same of
these documents.

(1 v) Lack of Professionally Qualified Filing and
Record KeeJ;!1.ngPersonnel"

This is a serious problem because" it
usually results into misfiling and file
misplacement.

( v )' Poor Security.-, Many schools have limited
filing equipment that are lockable. Hence
Bome records are lost ~hrough theft.

i

(v i) Inadequate F~ling Personnel.
Large schools 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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(vii) Pestso Silver fish, cockroaches and rats
damage school records in mast 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.

(viii) ~Q.ust and roof .leak~

These damage tecorqs by rendering them
illegible.

/

4.4.3: Solutions to the oroblemst

Solutions to the prob Lem sc atinva are being
sought by the headteachers. Some of the

\ solutions alreadY,'oeing provided for these
problems are:

, ( i) Filing and Record keeping Eguigment and
Supplies. /

i

.Headteachers an~ school boards are trying
to purchase filing cabinets, cupboards,
files et cet-era to meet the demandk Each
school is badly in need of these equipment.
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(1 i) Inservice Trainin~

The filing and record keeping personnel,
particularly headteachers, attend seminars

. I

on filing and record keeping organised by
Kenya Education Staff Institute to acquire
relevant skills.

(iil) §.?curitv

Watchmen are employed to··~uard 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 documents are kept in

<;

steel cabinets or cupboards under Lock
and key.

(1 v) Qualified Filing and Record Keeping Personnel
J

Some school-s, particularly private schools
are trying to employ nrofessionally qusli-
fiEa secretaries with good knowledge on

Ifiling and record keeping.

( v) Pests: School compounds are treated for
pests like termitese Insect repellent
chemicals' like moth balls are placed in
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filing. cabinets, cupboards a~ddesk drawers
to keep off pests like cockroaches and so
forth. School records and filing equipment

are thoroughly insepcted and dusted regu-
larly, on fortnight basis or as need arises.

4.4.4: Responsibility and Accountability for School
Records.

Essentially, the head teachers Bre accountable
for school records, but to some degree the other
personnel mentioned above are also accountable.

Officers from-the Municipal Education Office
are also accountable for the school records when they are
delivered to them for one reason or andthero These
officers like the Municipal Education Officer ond the
deputy Municipal Education Officer see to it that after
using the school r eco rda :delivered to them, they are

/
promptly returned to schools.

PURPOSES OF FILING AND RECORD
KEEPING AT PRIMARV SCHOOL LEVEL

The findings in this section pertain to research
question number 1.~.?8

.r
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There are three basic purposes of filing and record
keeping in schools.

,
(1) StatuJory Obligation:- The state requires that

( certain essential records must be kept in schools.
Such compulsory school racords include: - Finance
records, pupi~s Admissions Re~isterB, Teachers
Personal Confidential files and school equipment
records.

,,

\

/

(2) Facilitation of deciriion M8kinq:~

For taking school management decisions there is
great need for detailed, and up-to-date information
regarding the matter to be decided$ For instance,
admission of pupils in standards I to VIII or
interdiction of a teacher. Records provide this
information. It is risky to base decisions on
~uesses and person~l opinions instead of proper

. /
facts and figures~-

(3) 10 KQoul St~e g! Affairs of the School:-

Th~ true position of any Bchool, at any time, can
be known only through recordso 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 school. Thus if there are
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.r m i s tak es, the sew i11 b ere veale d b Y r ecDr ds • The
(

infQrmation supplied by records disclose the direc-
tion in which the school is going/moving. Correc-
tive measures can therefore, be taken on the bases
of results shown by records.

4.6: THE,ROLE OF FILING AND RECORD
KEEPING SYSTEMS IN SCHOOL
ADMINISTRATION AT FRIMARY

SCHOOL LEVEL.

The findings in this section pertain to research
question number 1.4&7.

Administration of any given school embodies all
that is done at school to try and satisfy and/or
satisfice pupils' subordinate staff's and teachers'
ne eds , Such needs generally includ'e:- good teaching;
good conditions.of work, study,learning , sports, games
and athletics; opportunities for co-curricular activities
particular.ly those that provide psychic income or satis-
faction such as dancing, both traditional and foreign;
music; contacts with the surrounding community in terms

. \of servlce as dee~ed desirable (for example during youth
week) and supervised contacts with ~thgr pupils from ather
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schools; Recognition by the headt~acher for good workp

discipline and the less obvious e'motional and human needs.

Put simply, school administration impli~s processes-
through which approptiate human and material resources
are made available and made effective for accomplishment
of the purposes of the school;

School records Farm. th e nucleus of school admi n1-
strati on.

,)

4.6.2: The Role of Sg.!l99J Filing and Record KeerLL!l9.

S Y s tem 8 inS c~la0 1...;.. ad m i niB t rat i 0 '1."

Effective and efficient school filing and record

keepin~'syst~ms in schools play a major role in school
administration. As implied in the definition of s~hool
administration 8~ove, the headteacher is required to
perform six tasks as a 8chool administrator. Thus he has
the followi~g obligations of:-

!
(1) Constructing school programmeo
(2) dealing with staff personnel.
(3) dealing with pupil personnel.
(4) promoting health community r eLa t t o ns o ,
(5) providing and maintaining physical facilities and

I

(6) maQaging school finanCE.
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With the introduction of the 8:4:4 Education System
and now that schools are much larger than they used to be,
the head teachers cannot possibly perform effectively and

efficiently any of the above tasks of school administration /
in the absence of school records.

The accomplishment of these six tasks of school
administration involves the seven processes of admini-
stration. viz. planning, organi8~ng, Decision-making,
co-ordinating, communicating, influencing and evaluatingo
None of these processes can be performed effectively and
efficiently without school records. School records axe
the gist of school administration because they show who
is in the school, what goes on in the school and what
property the school ownso

School records help the headteacher to administer
the following essential services in the schoolso

(1) School Proqram~ ••
I;,

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
advice of the inspectors of schools and
s~hool-adviBer8o Curriculum and syllabus are

determined by the Ministry pf Education,
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Science and Technology and the Kenya
~ National Examinations Council respectively.

The records used in the construction of
school programme include:- 'subjects
circulars, subjects panels records, Log
books, Examinations time tables, ins~~ction
reports, pupils,admission register and
Finance records.

(2) Staffing, Admis~!Ens and Grants

The headteachers deal squarely with matters. .

affecting schools such as, staffing, admi-
ssion of pu~ils, reporting on staff
(confidential reports), receipt of money
grants for the schoblo The school records
the headteachers use in dealing with these
matters include:-' tog booke, T.SoC posting

_ records, T.S.C. Appointment and casuality
Ireturns, reachers 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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(3) 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 for government maintained
schools proposals for expenditure or esti-
mates and""notes thereon, for the coming
school year for discussion. The school boards
ahd committees study, the estimates carefully
item by item and ask questions for clarifi-
cation, and finally approve the estimates
with modificatibns~

Primary schools in Mombasa District have
different sources of income:-

Government maintained schools do not get
capitation grants in money form, but in
~~terial form calculated on the basis of
thirty shillin~s per pupil~ The other sources
are Harambee funds and personal donationsG

Government assisted schools get their
capitation money from parents associationsp

sponsors and personal donations.
rrivate schools get their income from

scbool feee and the school owners.
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It is the duty of the head teacher to ensure
that he/she gets these fundse The heactteacher
further controls the expenditure and makes sure

'that school accounts are audited and reported
by registered auditors. Even if thp. school

/

hBS § ~ood and comp~tentaccounts clerk, or
\ .

bursar, the responsibility for the admini-..s trat ion of :f. u .0ds., res ts sqU B r e 1y I -on ; the
shoulders of the headteachjre

\
\

For the purposes of school finance manage-
ment, the headteacher us~s the following recor-
ds:- Trial balances, Balance sheets, paying in
'receipts books, Bank account books, petty
cash records, payment vouchers and invoices,
and financial reportse

I

(4) Q.iscipliQ].

It is the responsibility of the headteachers
!

to ensure diicipline in schools. Headteachers
determine or evaluate the level of discipline
in their schools using staff attendance

registers, pupils attendance registers, pun1sh-
ment books, Log books, staff Diary, pupils
cumulative records, leachers' records of work,
schemes of work and other related recordsp
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Then they take appropriate measures depending
on the level of discipline.

In schools the t~B~ of supervision'of
teachers, sub-ordinate staff and pupils is
assigned to the headteacher. In practice,
however, headteachers s~~ervise teachers
and subordinate stafF while teachers supervise

./

pupils on school premises, including periods
of recreation. To be effective and efficient
in supervision, headteachers and teachers use

\
the following records:- pupils attendance
registers, staff attendance registers, staff
Diarv, cumulative records~ teachers records,
-Teachers records of work, schemes of work,
Admission registers and Finance records •

(6) Inspection

Head t e acns rs a c t. as inap E c t ora in th E i r

schools. Thus they do what is known as
"partial inspection". This is undertaken to
discipline a teacher who neglects his c18s6-
room duties or the purpose may be to obtain
impartial professional assessment of a



111

j

, I

teacher's performance, useful in recommending
for his/her promotion, terminating his/her
service or keeping him ,as requested by the
Teachers Service Commrssione

/ To do-this the- headteacher consults the
following records:- staff Diary, Teacher's
confidential file, Teachers attendance regis-
ter, Teachers record-of w~;k, Teacher'S records,
schemes of work, pupils progress records,
mark books, Lesson plans, Lesson notes, Log
books and other related recordso

(7) Ins~ran~

Occurrences of burglary and robbery of
school funds Bnd property common nowadays have
caused most schools, private schools in
partiCUlar to take inBu~ance policies like

,

burglary and'-'Fire. To recommend to the school
board or school owners to insure school pro-
perty the headteachers consult the following
records:- Finance records, Daily occurenC28
record books, stores ledgers, and the Log bookse
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4.7: DISCUSSION OF THE RESEARCH FINDINGS

Findings in t h Ls s t ud v imply-~, that in this decad e

and perhaps decades to came one ~f the biggest challen-
/ges to the school administration is filing and record

keeping. This is particularl\} so because with-the
introduction of the 8:4:4 Education s\}stem the school
settings are becoming mare and more complex than ever.
Nore complex in the, sense that enrolments are rising,
teachers: are increasing in numbers, sdhoal curricula:
are ~hanging and the methods of evaluation are drasti-
cally changing. Al~ these changes are causing changes
in filing and recordfng keeping s\}stems with the conse~
quences that they are Bl~o becoming more and more complex
as the tide of paper is rising and more highly varied
stores are being ac~uirede All these stores have to be
accounted for',and they cannot be accounted for without
school records.

!
In essence, school·records play B key role in school

can operate without school record8~ which of course,
show who is in the school, what §oes an in the school and
what resources the school owns.
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The responsibility for the administration of school
records rests squarely on the shoulders of the head teachers.
The headteachers playa supervisory role in filing and

Irecord keepibg. Those who do the actual day-to-day filing
and record keeping are clerks, secretaries and'as1istant
secretaries depending on the type of~school (see table_S).
Nevertheless, headteachers, deputy headteachers ind tea-
I ..

chers also file and keep certain records which in the
opinion of headteachers should ~~t be handled by the
clerks, secretaries or assistant secretaries, for instance
Log books, visitors books, stores ledgers and the likee

There ~s· crisis in most primary schools' filing
and record keeping systems. When one examines the
pe~formance by the filing and record keeping personnel
in most schools, one is struck by inadequacy of perform-
ance in filing and record keeping. The performance is
inadequate not only inqu~ntitative sense of there b~ing

/
insufficient numbers of -suitably qualified filing personnel
to fill existing posts~ but also in qualitative sense of
existing personnel being unable to perform sufficiently
well in those postsa

One is also struck by the fact that more often than
not filing and record keeping personnel are ineffective

- -in the sense that they have f~w useful results to show
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for their labours. Some of the ineffectiveness i~ a
direct conuequance~ of the personnel's quantitative
inadequacy and some stems from the circumstancBe in which
the personnel are obliged to function. Those circumstan-
CBS like inadequacy of filing and record keeping equip-
ment and s~pplies, often prevent effective action by
even the most tompetent filing and record keeping personrielo

Theyituationin some schools is such that filing
and record keeping personnel provide much le88 reason for
optimism. Some of the records cannot be retrieved witthout
B day's notice. In some schools one finds· well developed

master indices, but so far thEY are not utilized at all.
\

Master indiceQ are meant for high degree effecitivenes5
and efficiency in filing and record keeping systems.

Trainin~ of filing personnel, particularly head~
teachers is very important. Thus the training liberates
them from the uncertainties and v§~aries of filing and
record keeping. They know very well where to file,
keep and retrSp,ve records 8S need ari~es.,

The school filing and record keeping practices in
schools, by and large, fall short of consistency and
uniformity_ With seminars organised by Kenya Education
Staff Institute on filing and record keeping coupled with

,long experience of some of the filing personnel in schools,

one would expect congistency and uniformity in filing and
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record keeping practices. One probable reason for this
inconsistency would be lack of Bup~rvision and in~peation
by school advisers and.8chool inspectors-o Nevertheless,
in private schools and some government assisted schools,

~there 18 consistency in filing and'record keeping.
practices.

Security of documents in school offices and stores
- \")

poses a big challenge to school administ~8tors, parti-
cularly headteachers. Nothing can be more disastrous
for B school, whatever the size, than the 10s8 of school
records ranging from admission registers to financial
records through fire and/or theft. To ensure that ~~ry
important and highly confidential documents are kept

)\

safely, headteachers are now purchasing lobkable s~fe
steel cabinetse This was observed in private schools.
Safe steel cabinets ensure exceptional protection against
fire and a wide range,of sophisticated and unsophisticated
weapons available to a modern criminal. The design in
which they are constructed ensures not only maximum
res i stance: to mechanical forces attacks, so prevalent
in Kenya, but also to more sophisticated attacks using
oxyacetylene, oxy-arc, explosives or drilling. Infect,
of all the filing and record keeping equipment in
schools, steel cabinets are probably the single most
powerful deter~ent a criminal can be confronted witho
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{
As for disposable confidential documents, total

d~struction by a responsible person is the only secure
way or achieving confidentiality.

Virtually all teachers in a school fully and
isincerely partici~ate in school filing and record keeping.

Administration of school records in schools can COllapse,
if teachers, however, small'the number may be, do not
participate fullyo Nevertheless, a teacher who does not
mark class attendance register, fill mark books et cet-era
cannot claim to be contributing to school filfng and
record keeping of a school.

J

/
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CHAPTER 5

5.0: SUMMARY OF THE RESEARCH, CONCLUSIONS,
RECOMMENDATIONS AND SUGGESTIONS FOR
I

FURTHER RESEARCH

5.1: Introduction

This chapter comprises o~ the following subheadings:
summary of the research; conclusions, reco~mendat~on8
and suggestions for further research.

SUMMARY OF THE RES8ARCH

The primary concern of thls study was to analyse
the filing and record keeping systems ~n primary schools

I1n Mombasa District of Coast Province, Ken~ao Three
instruments were used in the s t ud v , These l,f1cluded the
questionnaire, oral interview and observationo

This study was limited by three factors:- Firstly
it was carr~ed out in one District, Mombasa District;

JSecondly the time allocated for it' was only 8 weeks;
Iand thirdly, the amount of money for this project was

too litt12 to allow the researcher to use a large sample;
only a total of 14 primary schools were used for this
study. The respondents included mainly the headteachers.

The Literature related to this study was reviewed
under two subheadings': Filing and record keeping systems
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in general; and Filing and record keeping systems in
schools ~ith specific reference to Kenvan schools.

This study provides information on the current
filing and record keeping practices in primary schools
in Mombasa District. This information is very important
to policy makers, headteachers, the inspectorate and
future researchers in the field of educational admini-
stration"

The report of the research is compiled into five
chapterso

The major findings of the research were as follows:

(i)
/ /There is a wide range of school records ~ept at

primary 8chool level in Mombas8 Districte A sum
total of 62 different types of school records
were found kept and maintained in the fourteen
primary schools that were used in the study_

"- /

(U_)
--The headteacher, is the only person in the school

Headteachers are responsible and accountable for
all school records in their schools.

'(iil) Procedures for indexing and codifying documents
in schools vary from one school to another.
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(iv) Files and record books in schools were clossified
and arranged 8ubl""AlphabeticallYl numerically and
chronologically.

(v) Horizontal filing and vertical filing were,the two
methods used in storing folde~s, files, and record
books in the "filing equipment. Vertical system of
filing, however1 was mbre popular than horizontal
system of filing in the majority of the schools

'that were visited.

(vi) The fiiing equipment and supplies used in the schools
that were used for the study included: Lockable
s tee '1 cab i net s; L 0 ck ab lea ndun 10 ck ab 1e woo den cup -
boards; Desk drawers; wooden fil~ng racks; wooden
f i 1e she Lv'es; Tab 1es; 8 0x fi1eS; 8Pr in g fi 1es; clip
files; and folders.

(vii) The ,filing and record keeping personnel in schools
included: -Headteachers; Depu/y headteachers; /

Tea cher B; C 1erk9 ; '-8 ecreta r ie 9 and copy t Ypi 9 t 8.

(viii)The major problems encountered in filing and record
keeping practices included:-
Lack of qualified filing and record keeping personnel
Lack of adequate filing equipment and supp4ies;
poor security; pests; roof leakage; and dusto The
solutions fa these problems are being provided by

headteachers in conjunction with school boards

and committees.
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(ix) Filing and record keeping systems in schools are
very important organs of school admin~stration.

-There is not even a single school that can exist
without school records.

(x) The Ministry of E~ucation Science and Technologl
demands that certain basic recorda be keot in
schools for use and legal purposes.

(xi) There is no consistency and uniformity in filing
an~ record keeping practices in primary schools in
Mombasa District.

5.3: CONCLUSIONS

The following conclusions ~an be extrapolated
(or inferred) from the research findings.

(1) ·Filing and record k~eping systems in primary schools
in Mombasa District are very important organs of
school administratione Thus!school records form
the memory.of the school office; and without them
ochool administration can be in chaos as human
memory is limitede Nevertheless, the usefulness
of school records depends on their being accurate
complete and reliableG



!

121

(11) In this deFade and perhaps decades to come one of
the biggest challpnges to the school administration
is filing and record keeping~ This is particularly
so because with the introdu6tion of the 8:4:4
Education system the school settings are becoming
more and more complex than evere More complex in
the sense that enrolments are rising, teachers are
increasing in numbers, there are changes in curri-
cula and methods of evaluation and there are more
highly varied and expensive school equipment. All
these have to be apcounted for, and they cannot

f
-be accounte~ for without school recordse

(iii') Apart from Lack of training and e xp e r t i e e , the
most important specific cause of ineffectiveness
among school filing personnel is the inadequacy of
material r escur ces , Often the r e rneme re t t o n of
school filing and rec6rd keeping personnel (school
clerks in particular) in qo ver-nmen t maintained and

assisted schools falls far short of the threshold
at which they cease to eng8ge in side activities
aimed at supplementing their incomso Thus, unlike

\

their counter parts in private schools they are not
,

totally committed to their worko
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(Iv) Yraining and expertise are necessary conditions,
(

but not sufficient conditions for filing ~nd record
keeping personn~l tO'perform their duties effec-
tively and efficiently. This stems from the fact
that a number of head teachers could explain how
documents are supposed to be filed, but physical
check up revealed that there was a big difference
between what ihey know and what t~~y practiceo

(v) Virtually all teachers ~n a school contribute to
school filing and record keepingo Thus, when
a teacher finishes the teacher training and goes
to school to start teaching, the headteacher at
once involves 111m/oer in the mana1gement of school
records. He does not give 81m an office or a desk
in his own office, but he gives him/her a wide range
of records management dutieso Besides teaching in
the classroom wher~ performance is expected to be

, I
1'of high standard~_he may be assigned duties of

a store master, Games Master, ClaBB Master and
the lik~~ If he is in Charge of school store i~

is obligntory that he files and keeps delivery.
notes, delivery books, stores ledgers and

!

inventory bOGks.
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5.4: RECOMMENDATIONS

From the findings of the study the fallowing .i

recommendations W041d be useful in improving and streng-
thening the effectiveneasand efficiency of filing and
record keeping systems in schoolso

(1) School administrato~B should up-date the
filing and record keeping practices in their
schools. This can be done by starting essen-
tial records which they have nat been having
like Duty teacher and Duty prefect report
books, staff record books and the likee

(il) Headteachers should develop retention schedules
for each ~lass of docu~entse The retention,
~chedule'specifieB for each class of documents
the active 11f80 inactive life and time for
the destruction or culling dead rBcords •

. j
Such B schedule ensures'that only valuable
documents are kept. As dead records are
destroyed, room is created for the incoming
valuable records.

(iii) The filing and record keeping personnel in
schools, particularly headteachers, should be
attending seminars organised bV Kenya Education.
&taff Institute on filing and record keeping.
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(iv) Headteachers should attach due importance to
filing and record keeping practices in their
Bchoolse They should not just delegate such
duties to school clerks, secretaries ~nd

\
members of teaching staff, but should also
supervise it.. The, most important, a n d
confidential records should be kept in safe
steel cabinets under lock and key.

(V), The inspectorate section of the Ministry of
Education, Science Bnd Technology should
start supervising and 'inspecting school
records as they are important organs of
school administratione

5.5 . SUGGESTIONS FOR FURTHER RESEARCH

Since very 'little, re sear ch has been conducted in
. /

filing a~d record keeping systems in Kenvan Institutions
of learningf the researcher recommends further research
in t he follol.ting areas;'
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(1) Filing and record keeping systems in primary
schools in rural areas.

(2) Filing and record keeping svs terns in rural and
urban secon~ry schools. \

( 3) Filing and record keepl.ng systems in
Teacher Training Colleges -.

/

(4) Filing and record kee_ping systems in
Kenyan Universities.

",--- ..,

;

I
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APPENDIX A.
I

TIME LINE FOR THE STUDY

PHASE ACTIVITY MorUH
,. ...DATE _

I 1. Instrumentation
( a ) Donstruction r"1a y 5 - 25

(b) Pilot testing, -June 23 - 27
Revision and Ffnal June

(c) Tvp Ln q >. June 28 - 30

2. Data Collection

- Administration of
Questionnaires and July 3 - 17

Ln t e r v Le ua to Head--,

teachers •
.•.

\

II I-1. Statistical Analysis ,,- July 19 - 2£.
- ..

/2. Writing Report July 25 - 30;
.-,

3. Checking Report
t .

b\l Suoervisor
J • August 3 - 10

1. Binding Reoort August •. 21 - 25

12-20

III

and Final typing
4. Revision of Report

to Supervisor August I 28 - 30

2. Handing Report

~.--=- ...:!.. - ---:!':....-_. -- -- -
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I, APPr~NDIX 8

ESTIMATED EXPENDITURE.

AUTHOR: Enose Makokha Simatwa
DURATION OF PRQPOSED SURYEV: 2% months.
YJSTITUTION: Kenyatta University.
BEGINI'HNG: 1st July, 1986.
END !f\JG: 30th August, 19860

\

r-------~-------------------------------~--------~----__
CATEGORV COSTi-----.-..-----------,--------+-------- -,---~

KSH." CTS

1. Secretary:
(8) Typing proposal
(b) Typing Report,

2. Stationery:
""

(a) Foolscap papers
Cb) Stencils
( c)

Cd)
_Typing papers A4

Biro pens," pencils and!
Erasers ~ \

I

Runninq Stneicls

4. Travelling:
(a) To administer questionnaires
(b) To collect questionnaires
(e) To meet supervisor
Cd) Pilot Testing

TOTAL

400 00
800 00

\

It 00
200
200

40
'!:nn
IUU

00
00
00

00
nn
UI.J

00
00
00
00

00

00

/

Binding report (6-copies @ 80/-
each)

Subsistence for 2~ months @
~-- - ~4~0~/--~a-d~a~ivL-__ ----_+~3~O~0~0~_+~0~~

300
300
600
300

480

7,120
./
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l\PPENl.JIX C

/

\ '1'h8 aim of thl s re search is to find out the C1..llTeJ.1.t

fil:Ln; and record keeping practices in primary schools in

HornbCisa Distt"ict. Your c o+op era t.Lori ··-,nd oporine ss in rcs-

th .r, • • b ~ .. 1 bponding to -.12 ques~lons glven 'eLOW wll e greatly

appreci~ted. All your responses and informatiori obtained

will be treated with utmost confidentiality and will be

used for the purposes of the study only.

Please tick or fill in as appropriate.

PAwr I

I i
; J

.-.
GENEJ~AL INFOP.!.'lATION

(a)
\

of tl-:9

(b} Zone --------------.-------- ._---_ ..-------

-_ .._------------
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Nl\I HE.

2. YOU17 o--""l t.: "-< (a) Hale I

(b) Female

3. YOU): age yecu~s .-----

4 . Your bighest. pco f e s s i on a L qu a Ld f i.c a t i.on

5 • Your
:

i
G • IFor

I

teaching experien~e --------- ye a x s •

how long have you been a headteacher?

(a) in this school ye a r s ,

{bl in other schools years.
, ,

7. 'I'ot.a L number of t.e ache r s in t.ho sd1001 {Lnc Lud i n[T

he adt.e ache r )

·s. .T'ot.aL number of: pupils Ln t.he school

o
"" . How many. teachers e r e e+

I
", ;

(a) FemaHi-.

(b} Hale

10. Eo'.} many 'ceaCh(;rs2.r~;-

(a) Untr~ined C.P.E.

(b ) " }CJ.S.E,

(c) II x . C. E.

(d) " K.ILe.E.

(c) p4s
,.
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(f) p3s
(~r ) p28
(h) p}.S

(f) 'C'....·15

PART 11

SPECIFIC·INFO:::·:t'iNI'rON ON FILIlJG l\NO HECOnD J~EF?ING SY~~TU'~S.

, .!

11. Pleclse place a t:ic]: aga.inst e.s many of the following
,

records as you think are kept in your schbol.
\

(a) Records showing what goes on in the school:-
Log Book.
Terminal Report forms files )

I

'I'c ac b e r s I I~ecorc3. of wo r'k

. ..,- I'

$chool committee minutes book
Staff meet.Lnrj s iui.nu t c s book

P~lpi 1-:; cumu1.:1t~i vc r ecc r d s

!;nnouncCLl.:ont b col;

I

Pu p i Is lio a 1tb records
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Tns't~l~O~l'~l~ ~r'~ CL~)-~i{4C~~E'~._ ,-'_ _ _,_ ", 'J" c; c» <\', .A • _ '" ~_ " •• 1. c.. '-, 'j'

Inspection Records

Milk scheme supplies records

Sch'ool rules and r e qu La ti.ons (

{Teachers persoDal open files

Teachers persona], confidential files
, \

Official correspondence
,

files
Subor~inate staff files
P.T.A. Minutes book

(b) Records showing attendance in the school:-

Pupils admissions register (

Pupils class registers
Pupils admission curds ./

Staff attendance reg~stQr

I
/(c) R~c0rds showing what property the school owns:-

l
I - Permanent ~to~es led~er

Consumable stores ledger

(

{

Expendable stores ledge~
I

Inventories

t.r . ud i no ove r z t '>~"1 "0ud 1 .. ,:" '.. ,L",- --".J over cert!flc~tu~

Ivrit:e .- off: (

Paying in book:>

Ha rarnb ee f un d s records (

\
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Po.yment vouchers

na.n}~ account r ec o r-d book

Pc~ty cash record
Local purchase orders

"
KenYfl school equipment scheme

\
supp Li.e s record

Any o the r s (~--pee if Y ) _

. . _· w,, __ .,~ __ · • •. _

-----,.._._-_._---_ .._-_ •.._--

./12. !Diicfly describe the filing system adopted in your
school.

\.

----_._._-----------

-_.
I

f ro:n '1'.S.C. I the other from ICP~ &, '1'.and t.h c ot hcr

wou Ld you index and_ f i Le t.he m?

------------- ------ ------'-_._---------------------
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~(b) Please specify the non-teaching staff (if any)

responsible for filing and record keeping in
the school.

pC:':.:Sj~c;.!1<:t.!.ion~
FiJ.inG/Hecord ,____ ._1_.' • __

k<:?e)2i~l£_·O:J~.!ieel'.

Types oJ F:Lles'____ . ~.__ ..:::!..L.

Re co rds kep_.!:_

(i) ----.---------

(ii)

~7. Please indicate the types of files/recaY'ds
stored/kept in the following places:-
( a) Stai:frooll1

J i(b) Headteachgr's office .

---_._----------------_.

-.------ ----

(c) Deputy II/Tis O'I f i.c.o

____ • • __ • d_ ••• •

--- ---------------

--.---- --------- ._-----'.- .__ .._- - ---------
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(d) School store

--------------------------
---, ------------

(e) Library

--------,

~---,- ---

(f) Any others (specify)

-----------------~,----- ._---

18. Please list some of the major problems
associated with the use of the places you
have indicated above for the storage of s('.hool

records/files.
Place oi'storage---------.~- Pr ob l cms

(a) Staffroom I

-------------- ---

(b) Headteacher1s olfice

---~-..-----
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(c) Deputy HjTts Office

(d) School [;;tore

_._ .._-_ .._---

(e) Library
. )

---_._-

(£) Others

--_ ..._-----_.----_ .._._---

I·

----- --------------------------
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::9. \"Ihj.ch of the f oLl.ow i.rig members of staff are
accountable for school records and fjles?

He ad t e acu e r ( )

Deputy headteacher ()
A member of staff (please specify)

20. Which of the following members of non-teaching
staff are accountable for school records

and files?
A.P.S.I. ( )

C'l c r k ( )
I

Copy typist ( )/ _I

others

----------

--..-.--'~--.-. ~~-.-------..---.---.----

------_ ..------_._---.-._------_._----
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21 (a) Please indicate the types of f:Ues and r c cor-d s

checked withjn the school on the following

bases:-

Daily .-----~-----------

-- -----_._---

Weeld y

._------_._-----_._--

Monthly

Annua Uy

A11Y other (specify) _-L _

----------_ .._------------------

(b) Please indicaLe the tyves of files and r~cords
checked by outsiders, for instance A.P.S,J.
on t.he following bases.
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Frequency
------------ ------------------------'--_·_------·----1

Dai 131

Weekly

Annually

Destgnat:i.onof f.n sue ctor
( c.11 e ck8r)

Tvpes of Recordsjlrlles

---------+------------------ . -,

---_._------ ..---------_._----- --------

Any other
(spc;cify)

22. (a) For what reasons are the files and records

checked w it.h Ln the school.

------------- -----_._--

/ :
----------

----.-- ..•~~---.-.-.------.-~---.-.,-.-.--~-.-.- ..-.-~--.---:--:-:-.--.. -------- ---

------..~--..-------------------- ..-~----"---~------

---------------. --------
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..
___ .::':"-~ ,-~~-u.~"'::'>:-:'-jZl-we .•.....:..·~.~~~•..;.·~ ..:'~:-",.:"-"' ••.~- .•-- ••-__ ~~ .l._..~....._ .....,..•.....•~:.r_" •..••...•.•_;,r. •.l~_~~_. _

.-..-~"--~----'-'-------<--------------------_._---- - ---- _-_.
-<----_.__.-._--

(b) < For~hnt reasons
./

are the files and records
checked by external persons /bodies ..

----_.__ ._--------_._-------_._--

-----------

----------------------------_.

--' ------~

23. Please state some of the important rcmilrks external

k~eping practices in your school.

_ .._:- -_'1 .

I.

-------_._-

_._. ._4 - ••. - _

..---_.------

------- ..--.-.--~--.------------------•.-----------.-- ..•..-----'-

----~-.----.---.•.--.----------.- ...-.- .:.-.-..--_.--._--_._-, .... - -_ ...._ ..--------
- .

..,.."".,-,~-,---...,----,..----~----.P -~---..-..----------.__~ ._.:. .. .. ._ ---

\
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24. (~3_) Indicate the number of ti.mcs each year

,_.__ ..._--.._-------._---_._---._----_. __._--------------------.

I Year Types of Files/Records Numbers of
times.

-.-- -------------_._-- ------- _ -._.---_. __ _--

--------_ ...._-_ •..._ .._------_._---- ---.-- ...-- .._---------_.-

the school has lost some files/records.

J.984

----- ------ _.__._._._--_._-----

198[)

(b) Pleuse deGcribe the procedures you normally
take when files/records get lost.

-..--.-.----.---.-.--- ..~--

-------- .•.--------

(CJ What me a.sures do you J t ake to ensure that
!

ii.les/records do not ~et lost?

in :[0 vm :-:t i.0n ?

..".-.---.-~- ..~,-.~--~-~+----.---~-----.--....---.-----.----------.--.---

-------.----- ...---.--~--.•...-.-----.--~-------
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. Li.st tile pr obl.ctns that c:U:(~ Lncu r r c d in .r:~chooI--
\

an d r ocor d kocpI ng p)'Dcl: ices in tho s c hoo L.

-~----------..---.

- ----~----.,;.,......--- ..-------.------~----------.---~--~----.¥
,

---_._- •._-----.-----_._---------_._-------------

_.,._. __ •.._----------_._-_._--

-----_._---

2~. What measures are taken to curb some of these pro-
)

-------_._---_._-

/ "_._#__w • ••• ~~--_ ••• -~_--'n,..----.-· ~.__ _.._~_.----.----_.

---------- ..~.~------.-,.--------.•...--.---.-.--------.--....-------~------.-- .

.l.ng ~

~' ..•.c:~c ..)

No
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(b j J f yes do e c ri be 1:1'1et.ype of Lr a i.n.i nr, t.hey

undergo .

•-------.------~--- ...- ...---.---.- ....------.------ •.-- __ .__ ~·_k

..~......-..~----- .....~--------~--------------. - ....-...------~ __ _. ... .. ._. .4._.

._------------
\

-------- - ....•_----,------._--------_. __ .,---..------------

7.<::.. Tn your opinion s t.a t.e wni ch ones of' the school r cco r ds

named in (11) above are important to you as a

---_._---------
-<>--_ ..__ .._-------_._----

----~.-------------.--.--.--------- ..---------------.----_._-_.

~- ..--- .•~-.•.--...-----
j,
,i.'

29 • wh a t: rcc ornmen da t. Loris wou Id you as a head tc ac hc r ma k (~

' .. :'1dli.U rccurJ

kC2pi~g syste~~ In prlDary schools in Kenya?

------_._----._---_.-_.- .._--_ .._--...,.

---------------------_._---_._---_ .._----

----_ ....._-_._----------,-_ .._---- -~-.-----
-----------_.

-..-_---_.~_ ...- -.....•.•...----- .•..-•..--.-----.-~-.--.•.---.-- ..•....-------- .•.----~..---,.....•...---- ..---- ...--~---..•.. - •...

__ . ._ .. ,, '"., __ .._._~-~ .. __ .._ ..... ... ..... _. ._ ._ .. <0>--- .. -._-

~--~ -=:......-- ----- -.- -- -
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30. Tr
.!_ .,c you have any other add.i t.Loria 1 comments about
your school filil1g and rec or-d keeping sys t.ems please

write them below.

\

-,,-----_ .._._---

_ l. ~.,_"" . . .,_~ ~ _

-~----.--.---

-----_._-_.
-_._-- .._---- ,---'----.------

---------------_. __ ._----------

._------_._-------,--
._------------------------_._----_.-

!
.-- ,

J .I

'i'h2~ri}- ~TO,-l V(211"IT.ueh f o r your t.Lme arid co+opc r att on .

Yours.fa.i..thfulYI

1"'1•. 11\ Jr l"'\r.,..""




