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ABSTRACT

The research aims at achieving the following objectives. to determine factors affecting
Archival Records Management and to suggest ways of improving the management of records in
Kaduna and Kwara States Loca Government Headquarters.

There were variation in the management of records in the two States for instance some
records offices appeared to be well managed while others were not. The areas examined in the
records management are, management concept, records creation, present qualification of records
daff, adequate budget alocation to operate the offices, adequate records appraisal, planning
programme adequate records control, and adequate equipment for storing records.

The survey research method was adopted in the study, the instruments for collecting data
were the questionnaire and observation of records officers for a period of time. The study found
the following kinds of records created in the ten loca government headquarters. Records on
personnel management, finance, agriculture, education and women commission, housing, works,
sports and health. The mgjority of the staff are holders of diploma, athough not in records
management.

Opinions were divided on the adequacy of funding. On adequacy of planning the records
programme, the mgority of respondents were of the opinion that records planning programme
was adequate. Concerning records appraisal, the findings of the study reveded that records were
adequately appraised in the two States. Both states, revea that records were adequately
maintained in some local government headquarters.

Concerning records retention and disposal in the two states, the study found that in the
two States it was found to be adequate which is hedlthy situation in the management of records.

Concerning available equipment for handling records, the mgjority of the respondents were of the



opinion that (1) typewriters for handling records were adequate in Kwara but inadequate in
Kaduna State (2) shelves for storing records were found by the two stales to be adequate.
Opinions of respondents in Kaduna State were divided on the adequacy of filing cabinet, one half
stated adequate while one half stated inadequate.

Based on the findings obtained in the study, archival records management was being
carried out in accordance with the principles of records management in the two States. However,
they were hampered by files, boxes, daff, absence of planning of records management
programme and absence of adequate control, appraisal, retention and disposal of records and
equipment for storing records.

To achieve archival records management aims, there must be files, boxes, shelves, space,
qualified staff and fund allocation to the records office. Appraisal should be done to create space
for more records. The computer should be used to create more space and for quick retrieval of
records. Staff should be sent for further training in order to acquire forma qualification and be

kept abreast of current developments on records management.



4.

Acquisition:
This is the process for securing material for the organization whether by purchase. gift
or exchange.

Appraisal:

The evaluation of worth, that usually takes place when the retention schedule 15 made,

but can sometimes be made when the records are received for storage or at the time ot

final disposition,
Archives:

A building wtilized for storage of inactive records, manuscripts, papers, memorabilia
which are retained permanently for the benetit of the scholar; it is also used to refer to

records or historical documents kept in a recognized repository.

The destruction of records which have served their usefulness.

Equiptent:

These are devices used i the storage and retrieval  of records, for example Hlng
cabinet, shelve etc.

Funding:

The monetary or capital forms of the running of the organization or allocation set aside

for the organization to achieve the set objectives and goals.
Logcal government Secretariat:

An office or complex structure meant tor deliberating on matters affecting a Local

Government area. Records are also kept here.
Planning:

Setting goals and objectives for an individual or vrganization.
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Records

Written accounts of facts, events where public documents with accounts of events,
offictal acts are written down at the time they occurred, stored. preserved moweting as
automatic evidence in matters that are established

Registry:

Refers to a place where inactive records are stored, controlled and usually mamtamed
for operating or administrative purposes. It is also synonymously as records centre m
this study

Records Maintenance

All activities employed to ensure that records are created; they are properly filed tor
easy retrieval, properly stored during their active and inactive stages, ensure that proper
and adequate equipment and applies are used to bring about effectiveness and
economy

Retention

This is when a record is examined on the basis of their admumistrative, legal. research
or historical value, origin, physical class, function served and  orgamzational
relationship

Records Creation:

Records creation is the recording of information on paper, printed, forms punched
cards, cassettes, tapes or any information transmttting medium

Records Managements:

The application of systematic and scientific control to recorded intormation which s
required in the operation of an organization, institution or business in exercised control
over the creation, distribution, utilization, retention storage, retrieval, protection.
preservation and final disposition of all types of records with an organization

Stafling:

The personnel who managed records i a records oflice
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CHAPTER ONE
INTRODUCTION
HISTORICAL BACKGROUND

Schellenberg (1975:75) defined records as "All books, paper, Maps. Photograph or
other documentary materials, regardless of physical forms or charactenstics, made or recorded
by any public or private institution in pursuance of it's legal obligation or in connection with the
transaction of it proper business and preserved or appropnate for preservation by the mstitution
or its legitimate successor as evidence of its functions, policies, procedure, operations or other

activities or because of the informational value of the data contained there

Rao (1983:4-151) Views archives as collective resources of University  And illustrate
its importance by drawing a parallel line between it and what the last centunies records are o
moder day society. In addition to this importance he also asserted that archives help to reheve
busy oflice of inactive files. He made three general recommendation or suggestion that should
be included in the policy statement when ever a University decides to establish an archives
These are: Records of permanent value that are no longer active, that are to be transteriad to
the archives. When ever the oflicers-in-charge adjudge it as such Lastly the University archives
shall preserve the personal papers of Faculty, Administrative Officers and member ol the
governing body of the University. After making these suggestions in his article. he also went
ahead and highlighted the mode of operation of the archives in the areas of access to matenals
which he suggested should be specified by oflice of orgmn or individuals in case of personal
papers. He also comumented on the tmportance of service as he sound out that mtormation
service is the most important function of the archives after preserving matenals He also
suggested reference service 1o people outside the Umversity

Aguului (1995:55) Records contain infornmation and are the means of communication it
in order to enhance social interaction. It has been of long-standing interest to man over several
generations. It is through information that man can eflectively interact with one another as well
as interact with his environment for economic and pohtical survival  This information 15 a
potentially powerful instrument in all place of life not the least of which is its need tor teaching
and research. Information can also enhance the growth of knowledge and it is essential for the
progress of human civilization (1brahim (1989:4)  According to (Encyclopedia of Library and

1
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information services vol. 25:111) stated that, the National Archives and records service was set
up to fixed agency responsibility for compliance on record-keeping. The body advocated an
integrated records management system. The Federal government in United States gave records
managements its impetus. And a taw was also passed by United States Congress (bodyy which
amends the Federal records Act which provides a 1970 Bicentenrial version ot Records
Management and its states "Records Management means the planning, controlling, directing,
organizing, training {statling) promoting and other managerial activities involved with respect
to records creation, records maintenance, use and records disposition. The rtecords
management 18 also concerned with the "time capsule” or histonical accumulations necded for

Jong term bustness use.

The society of America Archivists (1977:301) views records managements as “an area
of general administrative management concemed with achieving economy and efficiency n the
creation, use, maintenance and disposition of records". Drake (1982:227) also stated that.
*Information Management not only deals with the need of individuals or organizations but it is
also deal with the problems of getting the right information to the right people at the oght time
and the right lorm.™ Aguolu (1983) cited by Daya (1991:56) stated that adequate intormation
can increase our awarene;;, revise our reason, it can help us educate our people, accelerate

progress and provide the source data required for the solution of our increasingly complex.

economic, scientific and social problems.

Maedke and Robeks (1974:20) stated that, the advent of World War Il increased the
need for more effective records management programmes because emergency agencies beyan
to proliferate and create voluminous tecords with no organized plan tor quality This was the
situation when the National Archives first entered the field of integrated records administration.
As the central agency with the major responsibility tor the weltare of government records the
National Archives took the initiative in encouraging and collaborating with other agenctes i
the establishment or records administration programimes. Other Federal government agencies

were given advice and assistance by the National Archives, and many of them statled their

records management tinits with personnel trained in National Archives.

Macdke and Robek (1975:20) noted that a commission was set up in 1947 popularty

referred (o as Floover Commission which entered into a contract with the National Revords



Management Council whereby the commission agieed to make a task force study of the
records management problem of the Federal Government. Emmet Leathy. the Executne
Director of National Records Management Council and former National Archives statt directed
the Work of the task force. The completed report of the task torce on paper work
management was submitted by Leathy to the commission on October 14, 1948 The Hoover

commission based on advice of its force made the following recommendations

. Records management Bureau be established in the office of council semice.
inception the existing National Archives establishment and having the additional
responsibilities  of  estabhishing and  operating general records - centres  and

developing and promoting government and economics in records management

rJ

A Federal Records Act be legislated to provide for the mote effective creation.

preservation, management and disposal of records of the U S government

3. An adequate programme for records management e required in each department,
ncluding controls of records making, records Keeping and selective records

preservation

These recommendation received attention by establishing the General Senvices
Admimstration of general service to make surveys of government records and of records
management and to promote, improved records management practices and controls. mcluding
the central storage or disposal of records not needed for current use It also transterred the
National Archives to the general services administration.  In September 5, 1950, the President
approved a second statute, which enlarged upon and suspended the National Archives Act of
1934, with respect to records management, and suspended the National Archives Act of 1934,
with the respect to records management, and spelled out in detail the general authonty granted
the administrator of general service by public law 152, It imposed on operating agencies
designated responsibilities in the field of records management. The law also defined records
management for the first time in Federal statute, using the broad terms recommended i the
task force report, which do not cover record retirement but records creation and mamntenance

as well. Administrator of General Service were charge with responsibilities tor



Improvement of standards, procedures and techniques with respect to the creation

of records.
Organization, maintenance and use of current records.

Disposition of records when no longer needed tor current operations Maedke and

Robek, (1974:21-22).

Encyclopeadia of Library and Information Service, (1975:114)  The Rmal

Commission on the organization of Government of Canada in 1960 recognized the continuous

process of records creation management, retrieval and disposal. Archivists of Canada today

operate a Records Management Archival Agency similar to that of the NARS in the United

States. Records also received attention even in Nigerta by Dr. Onwauka Dike, whe was the

then a lecturer in the Department ol Ehstory, University College Ibadan, as the supervisor of

public records. The Nigerian National archives is relatively a new institution. It started as a

public records office on he Ist of April, 1954. It was established by a adnunistrative order of

the Govern General. The archives of Nigena iwas enacted by the colorial government in

November, 1975 The establishment of the institution was due to the initiative and toresight ot

late Professor K. O. Dike. In 1953 he subnutted a Report in which Dike recommended among

other things that:

L

Temporary accommodation must be found immediately to house the acchives of

the Nation which were then accumulating at a rapid rate.

The increasing accumulation of historical records consequent on the work of the
survey demands the immediate appointment of a full time archivist. The arctivist
first task would be the collection and treattment of the oldest records discovered by

the surveys, their orgamzation and conservation,

There is need to decide, alter consultation with the Regional Government whether

the permanent public record oftice should be central or regional Yusut, ([991-3)

Dike's recommendation on the establishment of public records oftice in Nigena was

granted without delay and he was appointed Government Supervisor of public Records The

public archives ordinance which would define and regulate archives  adnunistration was

enacted, This ordinance changed the name from public records office 1o National Achives of
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Nigena. University of Ibadan provided office for storage facilities, staff and document at
inception with two other offices at Enugu and Kaduna (Daya, 1991:8).
1.2 STATEMENT OF THE PROBLEM

Records are vital instrument in every society or organization or institution
especially in reference, decision making or adnunistrative, research, etc. as it was noted
by Cook, (1993:16) that the purpose of managing public records is to make the vecords
serve the purpose for which they were created as cheaply, effectively as possible and
make a proper disposition of them after they have served those purposes. He stressed
that, records are effectively managed if they can be found quickly without fuss or bother
when they are nceded. If they are kept at a minimum charge for space and maintenance
while they ar¢ needed tor current business and some could be kept longer than they are
needed for such purpose except they have a continuing value for research or other
purpaoses.

He also noted that, the objectives of efficient records management can be achieved
only if attention is paid to the handling of records from the time they are created until the
time when they arc released to an archive institution or disposed of. Records management
has o do with the whole "life span” of most records. The "birth control” in the field of
records was also advocated. [t also exercises a partial control over their current use and
determining which should be sent to "hell” or incubator of "Heaven" or archival
institution.

Aguolu (1995:55) pointed out that records contain informadtion and are means of
communicating it in order to enhance social interaction. It is through information that
man can effectively interact with one another as well as interact with his cnvironment for
economic and political survival, This information is a potentially powerful instrument in
ail places of life not the least of which is its need for teaching and research. [nformation
can also enhance the growth of knowledge and it is essential for.the progress of human
civilization. .

The views expressed by these authors informed me to conduct a preliminary
observation on the local government headquarters records offices in Kaduna and Kwara
States. Therc werc variations in the application ol records management in Kaduna and
Kwara States for instance some records offices appeared to be well. managed while others
were not, These vartations led the researcher to conduct a study on the management of
records in the local government records offices in Kaduna and Kwara States. To

determine if records are well
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managed in accordance with records management principles with.regard to Maedke an

Robek er al (1974:49) observed that, the major problem facing records management today
is to learn how to operate records management. The solution to these problems lies in
a carcfully planned, well organized and properly administered records management
programme. Planning i3 a key success (o the achicvement of any organizational goal

including local government headquarters .

RESEARCH QUESTIONS .

1. What kinds of records are created and held in the local government headquarters
under study? .

2. What kinds of staff man the records offices in the local government headquarters?

3. How adequatc is the [unding of records meeting the needs of local government
headquarters? - ',

4. How adequate is the planning of records programme? _ T

5. How are the records in these local government headquarters appraised?

6. How arc these records controlled? : _ .

7. How are these records maintained? o o

8. How are these records retained and disposed of? e

9. What kinds of cquipment are used in handling records in the local gove}nment
headquarters? ' C

OBJECTIVES OF THE STUDY _ o -

Thts research aims at achieving the following dbjectives: . o - S

1. To determine factors affecting adequate archival management of records in the
local government headquarters in Kaduna and Kwara States in terms of records
creation, staffing, funding, planning, control, appraisal, maintenance
retention/disposal and equipment for storing records.

2. To suggest ways of improving the management of records in the local government

hcadquarters in Kaduna and Kwara States.

»s
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SIGNIFICANCE OF THE STUDY

g This study is important in three ways. First by identifying the factors affecting
comparative archival records management in the local government headquarters in Kaduna and
Kwara States, the study would be able to recommend ways of improving the archival
management of records so as to bring about adequacy in the management of the local
government headquarters records. At present records management in the two States are being

hampered by a number of factors which need to be identified.

Secondly, the identification of the obstacles facing records management would enable

other local government headguarters in the country to adopt measures to remove them in order

to manage their records adequately. 1t is worth mentioning that the structure of the local

government headquarters throughout Nigeria is similar.

Thirdly, this study is significant in that it would be a useful contribution to the literature
on local government records management. 1t will serve as an important source of information
that future studies would rely upon particularly, research questions, methodology, review of

related literature and the findings obtained.

SCOPE AND LIMITATION

The research examines the following aspects of the Management of records in the local
government headquarters in Kaduna and Kwara States: records creation, staffing, funding,
planning, appraisal, control, retention/disposition, maintenance and equipment for storing

records.

The study is limited to the ten local government headquarters in Kaduna and Kwara
States. Although the findings of the study apply to the records of the ten local government
headquarters in the two States studied, the findings could be generalized to other local

government headquarters in the two states that were not covered by this study.
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CHAPTER TWO
REVIEW OF RELATED LITERATURE
INTRODUCTION

The purpose of this chapter is to review literature on concepts of records management,
planning, staffing, funding records creation, appraisal/acquisition, records scheduling records
control, records maintenance, records retention/disposal, filing, arrangement and equipment tor

storing records.
CONCEPTS OF RECORDS MANAGEMENT

Records are documents that contamn data on information of any kind and in anv torm
Maedke and Robek et al (1974: 45). This definition applies not only to documents generated
by an organization, but also to those received. Nost of the records transmitted in business and

government are completed forms, correspondence and reports

Maedke, Robek, et al (1971:5) noted that, records management 1s concerned with all
of the records required for the continuance of government and business operations at costs
consistent with the services involved.  They stressed that, such a program 1s a tunctional
approach that is designed to achieve organization - wide control so that an orderly and etlicient
flow of information is provided for management problem solving and decision making purpose
This concept of records management envisions a top management - direct program which
maintains surveillance over all of the organization's records and attempts to perform pertinent

services to ensure effective control,
RECORDS CREATION

Boyle, (1992 © 33) noted that, records must be properly created and orgamzed m order
to facilitate prompt retrieval of necessary mformation. I records are not properly created and
organized, then their value depreciate. Most deasions taken in any organization are basad on
accurate facts and figures coming from a well orgamzed body of records  The process of
creating and organizing records properly i1s the function of records management It 15 2
systematic and scientific control of recorded information over its creation, mamntenance.

protection and disposttion of records, etc.



Alegbeleye (1990 : 16), stressed that, organizational records like any other npe of
records constitute the memory of the establishment that create them  The executines or
admimstrative officer who direct and control orgamzation's operations need such records

among other things, for creating, stafling, planning and documenting activities transactions. et

The New Encyclopaedia Britannica, (1975:120) stated that, the ongin of zosemment
publications dated back to the antiquitics when Kind and emperors kept records ot then
activities or administrations on stones, papyrus, parchments metals, wax and later papers
Discussing the history of’ government publications under "diplomatic” the book descnbes pubhc
documents as "public deeds" which includes admmistrative, judicial, legislative and diplomate
documents emanating from public authorities such as laws, constitution ordinance and ntact
every kind of deeds necessary for the orderly government of civihized State ” It added that in
the early times all these were referred to under one general term “letter” (lteree)  The
importance of records creations in any organization cannot be over emphasized in view ot its

value to the past and future managers for reference and caution future decisions

Maedke, Robek et al (1974:24). noted that records are created i a vanety of tvpes ot
documentation and n a variety of media  They are then distributed to those for whom thev
were created.  Afler the recipients take appropnate action, the records are mamtamed
different types of equipment in varous orgamzations for varying penods of time He stressad
that, at cach stage of activity some kind of control is mandatory.  Such control requires that

appropriate standards be established and necessary polictes and procedures be tormulated

In a survey of the records in Sabon Gant Local Government Headguarters Revords
office, Aliyu (1996) identified two categories of records: open files and secret files  Some
documents in open files are: letters from any orgamzation that is marked confidential or secret
Heads of department mmutes of mectings, paper presented i senunars,  workshops,
conferences, ete ; units heads minutes of meeting, circular, chairmen's minutes of mectings

Secrete files comprises | letters from Governor's office, Councl minutes of mecting.
letter from the President’s oflice, promotion, recruttment and  dismissal letters,  \d-hoo
committee meetings, stall’ files, financial expenses. e g contract bill, salanes, Obas’. Four's,

Chief's nminutes of meetings, fees from levies or taxes, report of local government annual
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aclivities, sports’ activitics, reports and expenses, gitts from various organizations or individuals

to the local goverument headquarters.
RECORDS APPRAISAL/ACQUISITION

Macdke and Robek et al (1974: 48), He observed that the archivist like the records
manager does not want useless records. Tle 15 selective in choosing material for permanent
retention in the archives, and the materials he chooses must serve the purpose tor which the
archive was created. 'The archival value of a record depends on whether or not it has evidential

or informational value.

The Committee on Terminology of the society of American Archivist (1991:8) detined
record Appraisal/Acquisition as the process of detertmning the value and thus, the disposition
ol records based on their current adnunistrative, Legal and Fiscal use, their evidential and

information or research value. their arrangement and their relationship to other records.

Alolabr, (1991:10) defined apprasal as involving weeding of umits of record that are ne
longer useful. Such records in business organizations include routine, inguires, announcenwnt,
acknowledgments, and duplicates of letters, Care must however, be taken i remosing any
record from the collection. He stressed that, apart from appraising records tor rescarch.
informalion and administrative values, a somewhat form of appraising is the setting ot
monetary value to records, cspecially manuscripts. He noted that, the role of the munuscrpt
curstor is to identify manuscapts of mdividuals that could be ot potential rescarch value
Similarly, the role of records that can be of reference, research, administrative and histoncat
value for presentation and use. The process of determining the significance of records and
manuscripts is referred Lo as appraisal.

Maecdke, Robek et al (1974:11) observed that records inventory provides the tacts
upon which an analysis of the organizations records is based. Duplications of records can be
detected, the length of the uscfilness of files can be assessed, and the legal implications to be

derived {rom the records can be appraised,
Alolabi, (1990:11) observed that, atter appratsing records, the next step s to acquire
thein. Threce common ways ol acquiring archival documents, records and manuscripts are

Legal deposit gilt and purchase. Archival documents are mainly acquired through tegal deposit
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while some are acquired through gift. A few are however, acquired through purchase
Manuscripts are commonly acquired through gifts and purchase  The importance of apprusal
and acquisition can not be over-emphasized on the part of the users, cost benefit on the part of

the organization, to create space for other new and value records and manuscripts in the future
Planning

Jatto, (1984.23) stressmg the importance of planning in archives stated that. storase s
very vital aspect of archival planning and that, if proper though and time are not viven it nehe
from the planming stage, it will become a serious problem later. [f adequate time 1s eiven to

storage in planning records management, this will increase the hife span of the records

Abdullabi (1991:20) Noted that, the mmportance of planning n achieves was also
stressed by him in lus study. The need to plan the procedure for creating. orgamzation
preserving, filing, disseminating, storing location records, find lost records and making
available information sources lor creating those records. He stressed that, information senvaces

10 be provided requires careful planning to ensure expected result of the orgamzational coals

Maedke Robek et al (1974:20) reported that overall planning and supervision were
almost lacking. The National Archives therefore encountered serious problems when it tried to
carry out its basic task of selecting, the records and reporting all others to congress tor
disposal. He observed that, the advertisement of World War 11 increased the need tor more
ellective records management progranunes because emergeney agencies began 1o prohtenre
and create voluminous records with no organized plan for disposition and  no restramt upon
quality. Hle stressed that, importance of organized and well planned records management
program was recogmized when president Truman issued Executive order 9784 i September
25, 19406, this action required all agencies of the executive branch of the Federal government to
conduct an archive continuing program for the effective management and disposition of
records.  The writings reviewed here clearly shows the mportance of planning in revords
management.

Fayola, (1991:5) cited by Daramola, stated that managing imvelves the activities of
forecasting, planning, organizing, directing, co-ordinating and controlling  In Favola views to
forecast and plan means to examine the future and draw up a plan of action  To orgamze

means building up the structure of the understanding To direct means maintaming activities
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among the personnel. To co-ordinate means binding together, unifving and harmomeame all
activities and efforts. To control means seeing that everything occurs in contormity with the

established plan. Planning is considered as a basic ingredient in managenial function

Maedke and Robek et al (1974:49) observed that, two major problems tacing
management today are to learn how to operate these tools and how to keep abreast ot all
changes. The solution to these problems lies in a carefully planned. well oreamzed and
properly administered records management programme.  Planning 1s a Key to the achievement
of any organizational goals. Local government headquarters is an orgamzational that plans tor
its activities including records managements.

Stafling

Emmanule, Dawha et al (1993:20) was of the view that much cannot be achieved
without qualified personnel due to the rapid expansion and growing importance of the work
registry, clerks, secretaries and other ancillary stafl such as messengers have also to be imvolved

before successful implementation can be achieved

Norton (1975.224) articulated the need for eflicient, eftective and econonucal
management of the organization's information resources.  This approach sought to tormahze
the treatment of information and deal with data as manageable and budgetable resources. in the

same way that organizations must deal with human, physical, financial and natural resources

Miachand (1989:224) cited by Musa state that, dentified information management in
two dimensions. management of data sources and management ol the mlormation processes
The latter has to do with the mteraction of the organzations with the data resources and
supporting technology for decision making Stafling in the Local Government headqguarters
plays a vital role of which the failure or achievement of the lay down objectives and voals

depend largely on them,

Abdullahi (1991:30) stated that effective information flow 1s vital to success and
efliciency ol any orgamzation.  He stressed that, the major task of a decision maker 15 o
identify what mformation s needed to serve as a basis tor decision because decision 1s made by
stall and even suggestion by the users which may equally become a decision The vital role ot

decision by the administrator/management in running of local government secretanats 1< an
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essential task that can increase efliciently in the discharge of duties based on mtormation

proceeding the decision.

According to Bahmar (1968:515) cited by Musa, stated that archives is an umbrella
term that has three components which are (1) the records of an mstitution public ot povare
preserved because of their value (i) an agency or admunistrative umt responsible for
identifying, arranging, describing and providimg materials and for approving and housing
archival matenials and providing office space for both archivist and users.  His emphasis was
mainly on the concept of archives. The reviewed work is relevant to the study because the
definition of archives is also applicable to local government secretanats function in keeping

records of day to day activities.

Norton, (1975:106) stated that, "the oflicial in charge of public records whether be the
head of agency in which the records originated or the archivists, is bound by law to protect the
integrity of the records in such a manner that their value to individual and government <hall not
be impared.” Proper supervision of local government secretanats in Kwara State wall enable
administrators to work with the records where needed betore accurate and nght decision at the

right time by the right person/worker.
FUNDING

Scott (1992:30), stated that, in most orgamzations, the greatest portion of the
existing information s generated  within the oreanization. Examples ot mtermally
generated information are production schedules, budget reports, pay rolls, accountng

statements, policy manuals and organizational directives

Maedke, Robek, et al (1974:17) stated that archival records are those that were
once considered current files but are now semi active or active, and are retained ftor legal.
fiscal, admunistrative, or historical reason  Documents included in an organization’s
archive for legal reason include copyrights, deeds, incorporation papers, patents and trade
marks. Accounting records, policies, pertaining to employee benefit payments, and pavioll

records have long range fiscal value

Ibrahim, (1993:32) stated that local government tinancial records deals with both

Revenue and Expenditure of the local government  He stated that Bagudoy 1 ocal
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Government has three sources of revenue. Revenue can thus be similarly detined monies
that a local government, reccives in its account. This type of money could be both trom
the external and internal sources. The three sources of local government revenue mncludes

the following;

1. Federal Statutory Allocation
2. State Government Grants ‘
3 Locally generated revenue

Ibrahim, (1993:39), further stated the following records are associated with

revenue collection:  cash books, daily abstract of revenue, revenue vote senvice ledgers,
revenuc collectors charts, tax assessment register at district level, monthly tevenue return
to revenue fiscal mobilization commission in Kano, monthly chart of checking of used,

unuscd and partly used revenue recetpts booklets as well as department cash books

He stated that, alter receiving the revenue from the various sources mentioned
above. The money will be distributed to the seven departments for providing the socal
services o the people. Each department will break up its share into Heads and sub-heads

for providing social services.

Ibrahim, (1993:39) noted that, revenue generated is associated with a lot of
problems, which have made it very difticult tor the local government to mauntan s
records properly at the same time realize its projected revenue yearly some of that

problem include:

1. Mode of collection

2. Manpower shortage

3. Lack of constant remittance to the bank

4, Lack of up to date records

5. Diversion of public {unds into the personal use

6. Refusal of local government staft to participate in revenue collection
7. Refusal of submit uncompleted receipts,

15
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8. Lacking to adhere to the audit quarters
9, Lack of eftective machinery of control
10.  Fluctuation of the revenue figures

Ibrahim, (1983:3) stated that in order to improve the local government records
keeping; there should be a competent treasurer who can supervise the Finance Department
effectively at the same time inspire his subordinates, in order to perform. ettectively
Equally important is the availability of qualified manpower for the treasury department in
order to handle the vital local government financial records effectively.  All records trom
the remaining departments should equally be cared for in order to achieve etfective

records management in the local government headquarters.

Ibrahim, A. (1982:5) suggested that local government tinancial records could be
improved by adherence to the store regulations by local government statt.  Allitems taken
in the store is properly recorded and every item received from the store has to be recorded
accordingly, In order to improve the financial records keeping of the local governmen
We should adhere stnctly to the provision of inancial memoranda and instructions Thas
is because both the financial memoranda and audit queries have been provided by the local

government slafl either individually or collectively.
RECORDS CONTROL

Records control was defined by Stewart et al (1981:117) as the procedure ftor
keeping track of records after they have been created or received and stored in the tiles
She observed that when a business doesn't have established procedures tor using records
in the files, they may be lost, kept for individual use, or never used, once stored  He noted
that control of file 18 accomplished by means of a charge system, an approach which
ensures that all records are accounted for whether they are in the files or muse  Records

control consists of the following procedures:

1. A requisition form to be completed by the individaal making the request tor

the record or file folder
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A replacement record for the record removed, usually an out card or

substitution sheet,
3. Afollow-up system to assure that the matenals are returned to the files

4. A method for obtaining materials which have not been returned and tor

locating materials which have become lost

Cook, (1986:44), noted that a basic management tool for the records manasement
programme and which has a long term value is the register for records classes winch
contains all the information necessary for controlling the retirement of non-curent
records, and the disposition of the class  The two functions suggest that the rewister
should usually be based upon a description of the records at two levels, a descniption of

the class and a finding aid which gives access to the individual documents formmg pant of

i.

Schellenberg (1963:44:49) noted that records production may be reduced by
simplifying:

| lFunction

2 The work processes and

3. The record procedures of the government agencies

Their production is altected by mfluences that range all the way from high level
decisions regarding organization and programme to the minor procedure prevalng in
routine operations.  He stressed that, their production s, therefore, of concern

I, To the top level admimstrators who are responsible for formulanne and

administering agency programimes,

2. To the public officials, who are specialist in the broad field ot oftice

management

3. To the more narrowly specialized records oflicers.

Dawha et at (1993:20) observed that from its status a divisional headguarters to
that of local government council in 1976, being one of the 300 local government counail

established under the military administration of Murtala and Obasamo, Bin mumapal
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council has expanded and created three other councils (Shani, Itawu-land and Kwava

Kusar).

Its activities over the veas, mostly involving local community service has resulted
in the generation and use of an increasing volume of recorded information  In the course
of discharging its function several types of records have been created. including torms

(e.g invoices, purchase orders, correspondences, payroll, reports, etc

Macdke, Robek et al, (1974:1) observed that, a comprehensive records
management progranume  exercises control over the creation, distribution. retennon.
utilization, storage, retrieval, protection, preservation and final disposition of all tvpes of
records within an organmization. He stressed that, the objectives of such a programme are

two fold:
I. 1o reduce cost in the handling of an organization's records and.

2. to develop eflicient systems and procedures for the storage and retrieval of

mformation.
FILING PROCEDURES

.’Stcwmt(l‘)ﬂl), cited by Adikwu (1993 11), viewed filing as an arrangement of
equipment and supplies to permit the sorting ol records according to a defined plan Tt
can either be alphabetical, subject filing and numerical filing systems  The registry sustem
was one of the traditional ways of filing records. In this system, the records ot an othice
are kept in one seres that consist of file umts i which both inward and outward
documents/records have been brought together, the register in the numerical order in
which they accumulate the indexes to the names of the writers and subjects ot documents
are made and keyed to the numbers of the file unmt.

Maedke Robek et al (1974:142), defined filing as the process of arranging and
sorting records so that they may be retrieved rapidly when needed  Schellenberg (1930
and Stewart (1986:79), described three types of filing syvstem These are the geographic

filing system and subject filing system and numeric filing system
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28 FILE ROOM OPERATIONS

According to Maedke Robek (1975:153). ponted out the daily activities ot the tile
room consist of collections ol materials, screening, prepanng materals for filing, sornng

indexing, coding, cross-reference, charge - out matenals and follow up

I. That the file matenials should be collected from various departments ot the
organization from all departmental file boxes at least once dahy The
collective bag should be designed to Keep separate matenals trom cach

department. The distribution clerk will sort them into the file group

(]

Screening, before filing: records should be checked to be sure they are
oflicially released for filing action A release mark like signature, stamp s
used to indicate their release.  Cross-reference may be indicate by drawmge a
line beneath the name or subject, unless such matenial as working papers. extra
copies or informational materials which has served its purpose should be
screened to prevent over burdening the files

3. Sorting: is the process of arranging records in the order in which they will
eventually be filed. 1t 1s preparatory step to actual filing  There are three

methods of sorting records

(a) Alphabetic sorting procedure
(b) Numerical sorting procedure
(¢) Indexing

4. Coding or colour coding: after indexing, the file classification mark should be
indicated on the record by coloured pencil and this is called "coding or colour

coding."

5. Cross-referencing:  this 1s a method, whereby a record could be called tor
more than one name or classification, at the time of coding a cross reference
notations is made on the record. This is done by underling anv secondan

classification and placing X mark, betore the underlined item




6. Charge-out procedure or file movements. A fundamental control i records
management where a document is being loaned and the charge out 15 the

records of loan. The charge out is valuable in two ways:
(a) To keep track of the record while it is out

(b) To ensure its return. The record dentification and the date on a
cardboard form and file it in the contamer place of the record withdrawn

If the request is received by telephone or person the form is prepared by
the person taking the request in triplicate work the name and descoption ot
the records. If the record cannot be located, a "Not in field” notation. date
and initials of the searcher are written on the charge out torm and 1t s

returned to the sender

7. Follow-up procedures: in record centre some records are returned immediately
alter use while some are not returned until holder is remained to do so  The
remainder 15 usvally a letter or a form o which the suspense copy of the
charge-out is attached. 1t this method fail, telephone call or personal visit may
result in a return of the record. It the holder indicate that he will need the
record for an extended penod of time, the suspense of the charge-out torm
should be refilled and the charge-out form should be refilled and the chage-

out procedures should be repeated.

8 This 1s a matter of management decision on the policy to adopt record
manager may decide for himself on which step to take It could be telephone
request, which is valuable, particularly if there is distance involved because fast
service is good anything that will expedite information retrreval should be
used. Teletype or telephone facsimile transmission, as long as it s econonneal
It is similar to the study because the break-down i the file room operation will
also guide and aid the operation of records in Kaduna and Kwara State 1 ocal
Government secretariats for accessibility of records, storage, care and

facilitates adminmistrators in discharge of their daily responsibilities
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RECORDS MANAGEMENT PERSONNEL

Maedke and Robek et al (1975:49), stated that records management personnel

may be grouped into three levels:

I Records management programme directors and administrators

(%]

Line supervisors
3 Operating personnel

They stressed that, records management is concerned with all aspects of
information flow while records administrators should be educated in the methods selecting
personnel for record management.  Work and in the traiing of new emplovees. special
training, ability and interest are necessary qualification of a records admimistrators — He
stressed that, additional qualifications are those who possess knowledge of record
procedures and systems and the relationship between the management of records and the
management of an organization as a whole will be best qualified for the position of records
administrator. Line supervisors need to know how to prepare instructional materals. how
to write procedure, how (o write, how to plan and check work. how to budget. ete  with
skill in organizing work and in developing eflicient operating methods and procedures.,
how to delegate responsibilities and how to control results Operational personnel are to
communicate with others orally and in writing  He also handle and process records  He
also work with names, title of documents, numbers and operate some tvpe of oflice

machine

Mordde and Penn; et al (1989:234) cited by Akeknowhow postulated  that.
"successtul record manager should be those who can work independently often in 1solation
to achieve result.  He must be self-motivated and constantly seek out and work with all
users of information within the organization Although fairly well established in the
United States and Canada, records management 1s in some respects still in its intancy n
the UK. and most of other countries, and those who are establishing 1t within their
organization must be innovative. Records manager and the stafl’ should have abihiy to
consider new ideas, new possibilities, and new ways of domng things  The determination to

achieve results, reference using 1o be crippled by tradition or burcaucracy. they will
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every avenue until they are successful. He stressed that if they may be improperly placed

in the organizational structure, he should still be innovative as a records manager

Maedke and Robek et al, (1974:7). observed that "the success of a records
management programme will depend to a large degree on the quality of the personnel
employed. Many executives are not familiar with the objectives, functions and scope ot a
truly ingrate secretary or file, lerk can set one up and operate it. He stressed. the behet
that any one can eflectively organize and operate on information system is one of the great

misconceptions of our times." '

Saidu, (1987:20), stated that records manager is the individual within an
organization who is assigned the responsibilities of systematically and successtully
controlling the rendered information generated and retneved by the organization  The
concept Is similar to the study under investigation.

STAFF REQUIREMENTS AND TRAINING

Within any organization, there is need to have records and information created and
managed in an eflicient manner. To achieve this, an organization requires the comphments ot
competent, qualified, dedicated, experienced and highly motivated staft’

(a) Stall Requirement:

Accordig to Maedke and Robek et al (1987), the Assoctation ot reconds
Managers and  Administrators  (ARMA) International, has enunciated the  statt
requirements for records management activities, as illustrated in the summany of ttles,

responsibilities, personal attnibutes and quahfication of Table 1.
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Table 1

JOBTITLE

SUMMARY OF DUTIES, RESPONSIBILITIES, PERSONAL ATTRIBUTES AND
QUALIFICATIONS OF RECORDS MANAGEMENT PERSONNEL

DUTIES AND
RESPONSIBILITIES

PERSONAL
ATTRIBUTES

QUALIFICATIONS

Records
Manager

Responsible for
development and
implementation of all
company records
management policies and
practices, mamntains
records management
manual which detals the
policies and procedures of
the programme, directs
and coordinates personnel
and resources.

Must relate well to
people, successtul
supervisor and
consultant, etlective
m selling concepts of
records management,
thoroughly versed in
the profession off
records and
information
management

Records
Analyst

Surveys, analyses,
evaluates systems and
procedures for creating,
processing and storing
records, recommends
departmental filing and
procedures and equipment
for economic and efficient
utilization; reviews,
evaluates and
recommends changes of’
retention schedules,
conducts periodic
department inventories,
participates in Training
personnel

Must relate well to
people, etlective in
selling concepts of
records management,
thoroughly versed n
the profession of
records and
mformation
management

Mintmum of Bachelor
Degree of Intensive
Course work arcas in
Business Law
Account Data
Processing. Svstem
Analvsis, Personnel
Records

Management
Advance degrees
helptul Expenence - 3
vears Semor Records
Management
experience as
Supervisor or
Consultative

b — — - -

MMimmum ot Bachelo
Degree or intensive
courses work i areas
related to records
management
Expertence 2 vears
experience as Junior
Records Analyst or
Records Centre
Clerk
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JOB TITLE

DUTIES AND}
RESPONSIBILITIES

PERSONAL
ATTRIBUTES

QUALIFICATIONS

- Forms
Manager

Determines the need for
each form used by the
organization and makes
recommendations
concerning the
climination, duplication,
and overlapping of
subject matter. Plans
implements, coordimates
forms control
programme throughout

. conipany. provides

technical assistance
regarding design, use,
specification, cost,

- procurement of forms,

ensures standardization
in format.

High aptitude for
identifying problem,
connuunicates
effectively, knowledge
of hardware and sofY-
ware standards in the
records management
field, knowledge of
principles ol standard
office practice,
knowledge of forms
design.

College Graduate,
Experience - 5 vears
experience,
preferably in paper
work simphification

Form
Analyst

Investigates and analyzes
forms requirements,
designs, masters,
analyzes, revises and
consolidates existing
{orms

Relate well to people
and make suggesttons
without antagonizing,
thenr, ability to establish
priorities of work, broad
background in all types
of forms design, ofhice
equipment and printing
services.

Minimwm of 2 sews
of college
cducatwn.
Experience - S vears
experence
preferably i general
business fitncthion
and management
methods, graphic
arts, duplication and
other related Helds

Ay




Reports
Manager

Responsible for development
and implementation of all
company reports
management policies,
develop and implement
efficient techniques to assist
department in identifying,
reviewing and controlling
reports.

Has high aptitude for
identifving problem,
must relate well to
people, must be
flexible, aggressive
and deternuned,
should be self-
discipled and career
motivated

Reports
Analyst

Provides a company wide
basis most eflicient methods
of reports ereations
improvement and control
through review of reports,
procedures and systems
designs in order to obtain
maximum information
required at minimuni costs,
participates in training
personnel

College Graduate
Expertence - 3
years experience
preferably in paper
work management
and work
simphfication

Possess report writing
skills, relate well to
peaple and be able to
make suggestions
without antagonizing
them, creative and
self-motivated.

Minimum 2 vear
of college
education
Expenience - 3
VEars as report
writer preferably
in one of the
functional
department ot the
company

Records
Technician

Operate, control, maintain
technical files center of
reasonably complex nature;
organizes and maintains files
in conformance with system
and standards developed by
corporate records
management, oversees
disposal of UN-needed
reports at the proper time.

Analytical nund,
abty 1o grasp
diflicult question and
derive answers using
records at hand, good
decision maker, good
planner and

orgamzer

Higher Schooel
Diploma and
Advanced work m
office procedures
Experience 25
vears in lile
records n file
records expenence
in difficult record
areas

Records
Centre
Supervisor

Operates and maintains a
corporate records centre,
select and supervises records
centre clerks and support
stall} responsible for vital
records protection, storage
and disposal.

Work eflectively with
all levels of personnel,
able to supervise
effectively, able to
co-ordinate resources
avanlable tor an
eftective programme,
eood orgamzer and
dectsion maker, has
an analytical mand

Il R

Minimum ot 2
vears ol college
education or
vocattonal tramimge
in business or
related arcas
Expenience 23
vears in records
centre operations

as



Records Assists in accessing, Relate well to people, | High school where
Centre reference, retrieval and mechanical aptitude, some trammng in
Clerk disposal activities of the ability to analyze data | records
centre, assists with vital for answers to management and
records searches, sorts and questions, handle oflice procedures
files records as requested by | contidential requests Is received
users. with discretion,
analvtical mind
Records Sorts, indexes files and Relate well to people, | High school where
Clerk (File | retrieves all types of records, | mechanical aptitude. some training in
Clerk) may enter dates on records, ability to analyze data | records
may search and imvestigate for answer to management. filing
imlormation in files, matenals | questions, handling and oftice
and records; transters confidential requests procedure 1s
records and disposes ol with discretion, received
records according to analytical mind
retention schedule.
Micro- Operates a central Good mechanical High school plus
Graphics micrographics programme, aptitude to mamtain additional traminge
Services works closely with records equipment, ability to m micrographics
Supervisor | analysts and other corporate translate Expenence - 3
members in development of mictographics VRIS experience
micrographics applications, systems specifications | as micrographics
trains micrographics into work procedures | technician (may
technicians. to prepare filim substitute
requires, good vocational tramme
orgamzer and for experience)
planner. decision
maker, analytical
mind
Micro- Operate various types off Good mechancal High school. phus
graphics cameras, operate file aptitude. handle techmcal traming

Technician

processor, tests, develops
film for overall quality.
operates microform
preparation equipment,
conforms to production
standards.

confidential data with
utmost discretion,
make sound

Judgements, ability to

analyze problems,
ability 1o plan and
organize work

Source:
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Glencoe Pub, 1987, . 26,

in microtilmime
Experience -
previous records
of experience help
but not necessary
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Tramning

Mere numerical strength of stafl’ 1s not enough to ensure that the records of
organization will be managed properly,  neither does the employment of the most
competent stall, without regular training and retraining ensure efficient management ot
records. Regular training and retraining of personnel particularly in the l'ucc.nt' changes
brought about in records management are necessary. The study of Gustin (1992) on
traming of records personnel showed that the employment of competent workers and the
traming of the "not too good" ones resulted in increased efficiency. productivity. protit
and better customer/business relationship. According to him, the work of a records
manager 15 mcomplete until be has tramed s employees on records management
principles. This view was confirmed by Penny (1990). Whose study showed that traiming
18 a major component of motivation.  According to him when employees are tramned to Jdo
their work well and quickly they are motivated because the saustaction they dernve
doing their job well is rewarding and bring a sense of self realization and actuahzaton He
warned records manager on the danger of not tramimg their statt as tollow "Don't embak
on a sca of records management with an inexpenienced navigator and don't over look the

training that is needed to keep with advancement in the field "

The method used for the tramming and retraming of personnel is important it the
desired objectives are to be achieved. The studies of Barbarah (1992). Tra and Gral
(1992) and Scott (1992), dwelt extensively in the best common traming method 15 job
Instruction traming,” which s the type given to employees durning their first weeks ot
employment.  Her study showed that most organizations use such method 10 acquant
newly recounted records personnel on the mstitutions policies, specitic jobs 1o be done

and how to do it

When a Local Government decides to tramn ats stafl, the question of medum ot
communication poses a problem.  The study of Scott showed that the more tradiional
methods like vsing handouts, seminars, memos, are becoming increasingly madequate
His study revealed that the use of video tapes, 1s becommg more attractive and thenr use s

on the increase in preference to the use of semmars and handouts

a7



2.11

RECORDS MAINTENANCE

Ropher, (1992) cited by Akinfemiwa (1975:14) the end result of improperh
maintained records will be that trivial records are erammed together with important ones
He observed rightly that: "More records with order would be almost as bad as no

records.”  Weeks (1990) identified the following as major components of records

mantenance
(1) Filing
(i1) Retention/Disposal
(111) Protection; etc

The most important aspect of records mamntenance 1s filing  Alegbeleve (92190)
defined a filing system as the preparation and placement of documents into approprate
places so that they can be reached and used at the approprniate time  Patricia (1991)
described it as the total of the procedures, tools and equipment which the oreamzation's
stafll” use to access s records.  She cautioned however, that estabhishing a good and
workable filing system does not come necessartly through the purchase of expensive
equipment conversion to microform, or mmplementation of computer system, rtather o
comes from a proper collection of time and expertise to the design and co-ordination of
logical system which meet establishment requirement.  She concluded that tiling and
retrieval of establishment files is critical to the estabhishment’s success at anvtime and

therefore, the sooner the establishment plans its files system, the more etficient it will be

Collinsion (1990) in a related survey observed as follows "Why do we as record
managers contribute to use poorly designed filing system that 90 years old” Charles
(1991), indicated that the decentralization method abandoned it tor the decentrahized
method as the organization's increased in size and complexity. The survey showed that
the decentralized method worked better because some records were better tield mn the

department where they originated and were referenced more frequently

e survey also showed that where the decentralized method was adopted the
following condition existed. (1) When one orgamzational that 1s concerned with the

records. (2) When the centralized filing unit is located too far for adequate service (3)



When information from the files is constantly referenced by only one orgamzation unit
They recommended the decentralized method, particularly as the size of the tirm

increased.

Brandit, (1983} stated that, paper artificial housed in various collection detenorate
unless they are kept out of light altogether. The principal cause of their detenorations 1s
acid-catalyzed hydrolysis.  Hydrolysis is encouraged by high temperatures, high relative
humidity, acid within the paper, acid coming from without and high light levels with a high
VU component. If we can lower the temperature, lower the nft and control acid.
information as well as lght levels, we will have taken a giant step toward halting
hydrolysis and radiant nucro organisms (mould and bactenia and invisible ultraviolet
radiation) are under control must also be kept.  Paper materal in acid free storage
containers.

Stewart (1961) stressed that, our sure way of causing chaos in the office s tor
administrators to have matenals which should be put in file lying around because ne one
knows how to maintain and got them into the system. Musa (1991:25) stressed that the
success of record manager in any organization is vital because of the fact that, there 15 an
increasingly by organization on quick and reliable information. however, this can be
achieved if records are adequately managed.  He stressed that records mamtenance also
occupied an important position circle. It 1s similar because a good administrator has to
maintain local government secretariats records for information research. and reterence

purpose.

Afolabi, (1984 . 9), stated that the secunty of the holdings of archives 1s the
responsibility of the archivist and his stafl.  The archives collections need to be protected
from the Nuctuations in temperature and humidity from exposure to dust, isects, fire,
leaking pipes and from theft to ensure adequate security, the archivist most be prepared to
spend some money particularly if an electronic security device is 10 be nstalled in the
archivist. He went further to state that, it is important that the archivist must be over-
vigilant to preserve the records and collection of their institutions for future generation

Basic information must be obtained from users of the archives by requiring that, they must
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be allowed to take brief cases, handbags and other containers into the archives the secunty
of records.

Schellenberg (1975:161) stressed that records will not be submerged in the tlood
of modern public records. Quality of this matenals 1s a matter of real concern  The
modern archivist must consider two factors that aflect the preservation of the matenals in

his custody. These are "external” and "internal™ agents of deterntoration

The external agents are those introduced by conditions of storage and use The
internal are those within the materials themselves. The archivist must seek to protect his
materials from both these destructive agencies. He must provide storage facihty that will
remove or reduce the effects of the external agencies. He must employ methods that will

preserve their original or other form, the matenials that are inherently perishable

LEmmanuel Dawha et al (1993:20) stressed that, all departments in B Muomcpal
Council use cupboards and steel filing cabinets for the storage of their active records He
noted that, Education and Finance Departments use one wooden shelves, and a fiee proot
sale respectively. The majority of departments keep their unportant records under Tock
and key. At the Council records are protected by vanous secunity systems such as 24
hours general service, use of security lights location of fire extinguisher at strategic ponts

Regular dusting of the records 1s done as a protective measure awanst
deterioration. Fire alarms and detectors are however not available.  Documents in some
are departments, carelessly dumped on cupboard tops. He noted that the establishment of
a records centre with storage facilities such as cupboard, steel filing tacilities, steel tilmg
cabinets and if possible computer creation of alternative records centre m case the man
centre is aflected by unexpected disaster, such as fire, theft and other torms of destruction

and Insurance Scheme against thell, fire and other forms of disaster

According to World Encyclopaedia of Library and Information Science (1974 111)
disaster, planning is an organized program of preparedness against man-made. natural or
accidental disasters. To ensure against losses, organizations obtain Insurance on hife and

property.  As with the retention of records, protection presents a serious challenue as 1t
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regards the continuation of computer operations, (or a considerable amount of information

is now recorded on this medum,

More and more of the cumulative knowledge of government and business today is
being reduced to machme sensible devices. The loss of a single magnetic tape could mean
the loss of a complete collection of personnel records, receivable. The records program
must include a system to protect the tapes and their related documentation. One of the
mast successful approaches 1o the protection of tapes has been the "protective cycle”

approach.
RECORDS RETENTION

Records retention according 10 Stewart et al (1961:126) noted that retention is the ;
decision to keep records depending on their usefulness, legal requirements and other facts
which may be determined by the business organization. He noted that, the length of time
that these records must or will be kept in archives, inactive or transfer liles before they are
destroyed ins the retention period. He suggested that records that arc classified as vital
should not be destroyed. They are usually not 1o be destroyed or a safe for protection
from fire, theft and other disaster. Records that are classified as tmportant may be kept
for about six ta seven years. Records classified as useful may be kept for perhaps one to

three years.

Cook (1986:63) observed that, some records series have to be retained in the
records centre tor lang or indeftwte pertods, but are not scheduled {or eventual transfer to
archive. These may include personnel records (which must be retatned in some form up to
and beyond the period of service of the persons concerned. For instance, up to sixty years
and case tiles which may have an indefinite closure data depending on some external event
not brought 1o the notice of the records management stafl. 1t was also observed that, the
existence of these may aftect the records centre and will certainly affect the calculations

involved in predicting the amount of tecord starage needed in the planning period ahead.

Ira Penn (1985:123) identified records retention and disposition control as the
third tier of a comprehensive records management programme.  Iler study showed that
there is a stgnificant relationship between the use of a good retention and disposal

programme and the ability of an organization to retain and dispose its records in an orderly
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manner. The study of Pierre (1990) Kay (1990)and Schellenberg (1992 indicated that the
use of a records retention and disposal problems, as the programme could tacihtate

appropriate and timely decisions on what records to destroy

The study of Akeknowhow (1991) on the same 1ssue confinned this and observed
that many countries particularly in Europe and the United States of Amenca now have
regulations which govern the type of records to be retained and also guidelines on
retention and disposal process generally. Some of such guidelines include (1) destrov
when replaceable matenials exist. (2) retam af records are unique matenals either by
structure or content. The studies of Motion (1990) and Litchard (1991) indicated that
these regulations have been adhered to and that they have helped to solve most retention

and disposal problems.

Cover (1992) observed that, it is difficult to provide answers to some gquestions
which can apply equally to all organizations from which individual orgamzations could
select and as it apphes to their retention is agreed upon there is need to carry out an in-
depth analysis and appraisal o organization records. The studies ot Kish (1990) contiemed
the need for a critical analysis of the records series and values before decision on retention

can be made.
RECORDS DISPOSAL

There are a number of ways in which records are disposed. According to Stewart
et al.. (1981:132) state that while some records are destroyed by beme fed through
specilically designed shredding machine winch cuts them into narrow shps  Other disposal
methods are burning the records, selling them for scrap or simply throwing them away He
noted that, the confidential nature and the quality of papers usually determines the manner
of disposal. On the issue of disposal, Cook (1986.60) remarked that records management
should set up a system for reviewing and for implementing the tindings of the review He
suggested that the reviewing should be done by records management stafl, who should
forward their recommendations on retention or disposal to the semor management ot the
originating department.  Cook (1986:01) pomted that proposed a review wheh s

Hustrated in figure | below.
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Figure 1- A Review Report Recommendations for disposal.
RECORDS CENTRE
T0 DEPARTMENT OF ORIGIN
DISPOSAL OF RECORDS

The records listed below have now been received in accordance with the official
retention Schedules.  This class has been issued on request time since transfer. It is

recommended that:
(a) they should be transferred to the Archives and retained permanently,
(b) they should be retained for a further period and reviewed again after .
years
(<) they should now be destroyed.
(Strike out if inappropriate).

If you agree with these recommendations, you need take no action if we do not
receive any comment by the end of next month, the achieve proposed will be carried out

routinely

Date Signature

Reference | Description | Dates Location

Schellenberg (1965:28) noted that, records officer and other agency-officials are
mainly responsible for judging the pnimary values of records.  Agency officials keep
records for their current use-administrative, Legal and Fiscal are therefore prone to judge
their value only in retention to such user. They must preserve records until their value to
the government has been exhausted, or nearly exhausted when that value has been

exhausted, they must dispose of the records lost. They get under foot and hamper the
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conduct of current business. If an archival institution is available, agency oflicials should
not keep records for Secondary uses within their agency, unless they are specifically
charged, under law with this responsibility commenting on the qualification of records

manager
Oliver Wendel cited by Schellenberg (1965:30) observed as follows:

‘I think .. that most records officers are not, by education and experience
equipped to make these broader value determinations. They cannot be expected to
have imagimation as to the potential values of records to scholars of the future
unless thev have themselves taken courses that deal with research method or that
outline typical areas of research, unless they have some experience in research
themselves. "

They are for the most part, not of or in the "academic life they are presumably
action men" and they are pressures, their approach is pragmatic which may be good in
considenng the condition to determine whether records should be transferred to archives
are (1) the value of the document records must clearly have Secondary values that warrant
thewr permanent retention (2) the currency of the records. Records must be non-current, as
well as valuable, to be suntable for transfer to an archival institution "Currency” relates to
the use of records in carrying on the government functions in connection with which they
were accumulated. 1118 to be distinguished from the activity resulting from other uses, for
example, the use of records by public or by other agencies (3) the physical condition of
the records. The bodies of records transferred to an archival institutions should complete
and logical units accompanied by any pertinent indexes. They should be in good order and
should be devoid of valueless items that may have been interfiled with them (4) the
condition of access to the records. He noted that, the word "record" i1s further defined in
the Records Disposal Act to include materials that should be preserved" because of the
mformational value of data contained therein. "This informatton value is of archival

matenals called resecarch value "

In the Act of 1934, which created the National Archives, Congress made the
Archivist of the United States responsible for appraising record reported for disposal by
Federal Agencies In this Act, Congress retained for itself authority to authorize disposal,
for this was a prerogative it had guarded jealously for over half century, but it made the

Archivist responsible for recommending the disposal of Federal Records.
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Maedke, Robek et al (1974:81) defined transfer method as distinguishing between
an active and mactive records  Active records are kept while records disposal is a critical
stage m records management 1t s the end of the records life cycle.  Daramola (1990)
described disposal as a concept that shows in clear terms what finally happens to a record
or group of records It 1s the systematic destruction of records that no longer have any
sienificant value both for the orgamzation and for research purpose.  Kay (1992) is
however, of the opinion that no method i1s the best or the worst and advised that each
establishment should adopt the method that best suits its uniqueness. What is important,
he concluded 1s that the method adopted should be capable of allowing the organization to

destroy its unwanted records effectively and timely
RECORDS SCHEDULING

;-\CC(‘ll‘dillg to World Encyclopaedia of Library and Information Science (1974:111)
Observed that if an orgamzation has been successful in developing a record system that
limts the needed amount of forms, reports, and the hke the needed for operating purpose,
them we must set guidelines tor the period of time they must be kept. This element within

records management 1s perhaps the one that 1s umformly accepted as a needed control.

Records accumulated are easily identified while crowded files hamper daily
archives. The question asked regarding records gathering is how long do you keep them”
the most effective gutdelmes are record retention schedule. He stressed that the schedule
18 also a guide 1o the file user and specilying how long the records is to require an "active”
source of information before it can be transferred to inactive area”.

Maedke, Robek and others 1974:75) stressed that, the records schedule,
authonization form as a summary card which contains the data gathered in the inventory,
as well as data to assist in estimating the length of the retention period/data taken from the
records inventory, work sheet include title, department, function and description.
ARRANGEMENT OF RECORDS

Adikwu (1984:19), designed an arrangement scheme for the Ahmadu Bello
University archival matenals.  During the course of the work she discovered that though

archival matenials abound in the Ahmadu Bello University campuses, no concerted effort

35



2l

was made to bring them together to provide the necessary archival services. The same is
the case of four other universities she surveyed as Maedke, Robek (1974:350) observed
that, an arclive exists to be used.  Cilicient utilization of an archive requires that the
records be arranged according to the principle of provenance and original order. In
addition, storage, techniques, locating systems, and linding aids must be developed so that
the records can be easily retrieved when needed. She provided a detailed arrangement
scheme based on the university's administrative structure.  This view is similar to local
government secretariats in the two States being studied in that arrangement of records is
an aspect of the present siudy. Morton (1975) advocated the principle of arrangement
based on the concepts of provenance of "le respect povr les fonds" that is documents
should be kept according to their sources of origin and sub-arranged according to series,
which she referred to as a group of allied documents as an administrative entity by

department,

Finch (1964) observed that any archives would consider two fundamental
questions in arranging the materials. How and how to assume bibliographic control over
the materials and the camvenience of the archivist,  The major points he stressed are
provenance and chronology which are vital in orderly grouping of things and retrieval
which are all vital to the study of records management in local govermnent secretartats in

the discharge of adnumistrative,

Zabrosky (1981) observed that views organizing archival records and manuscripts
in accordance with the accepted archival principle particularly provenance. Arrangement
is a pracess of grouping unit in an inherent and meaningful relationship to one another.
By sorting and categorizing the records, an archivist brings order and relationship with the
and result being to reveal the essential meaning and the formational content of record. He
therefore advocated the principle of provenience for archives. 1t is related to the study of

local government secretariats because arrangement of their records will be examined.
EQUIPMENT

Maedke, Robek et al (1974:300) observed that, a thorough understanding of
shelving and other equipment used in the records centre is essential to proper design.

Records centres are dessgned and equipment requirements may vary. However, the most
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common types ol equipment used in the records centre are the open shell and cardboard
container.

They stressed that, shelf carton method has been extensively used by the vast
majority of private and commercial records centers. It is considered efficient and
economical because it is relatively inexpensive, affords excellent space utihizatjon, does not
ordimarily require the unpacking of records upon accessing, and simphties disposal  The

system works well when the following conditions prevail

I the standard records centre carton can be used for most of the records,
2 the shelving 1s standardized,

3 the retrieval rate is low,

4. the records series is complete upon accessioning, and

5 inter-filing is minimal

Maedke, Robek et al (1984:303) stated that, the shelving, which is normally steal.
is constructed so that it will accommodate the standard records center carton with
economy and fully utiize the available floor space. The shelves of a umit normally
measures 30 inches in depth and 42 inches in length, and they will accommodate six
standard-sized cartons, stacked m a single layer.  Many organizations stock cartons two

layers, and some three layers, to a shelve to conserve shelving matenals

He, however, noted that material must be weighed against the additional time and
motion required for retrieval, accessions, and disposal. The 30 by 42 inches shelve s a
standard manufactured size and 1s satisfactory.  Although, a 32 by 42 inch size 15 usually
better because two standard cartons with caplids measure approximately 32 inches when
placed end to end. The use of this equipment enable the local government headquarters
records oflice to achieve economy in space.

Maedke Robek and others, (1992:16) observed that many small orgamzations hnt
their records management activities (o the storage and retrieval functions, the tormally
established and integrated records management programs of large organizations usually

encompass many ol the following elements
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1. A records management administrator

2. Forms management and control.
3 Reports management and control
4, Correspondence management and control s
3, Records management procedures manual \
;
6. Active files management and control {records centre)
7. Vital records management and control
8. Records inventory and appraisal
9. Records retention and disposition schedule
10, Micrographics management and control
11.  Copy reproduction control
12. Directives management
13, Mail management
14, Archives management and control

Jenkinson (1966) points out that archives whether good or bad, must have to be
arranged. The major principles advocated by the writer are provenance and chronology.
The procedure among adiministrative set up of the investigations concerned. The history
of the organization will lead to the division of the archives. He stated that the archives can
be understood without the knowledge of the adiministration which produced them tor the
history and development ol the nstitute and so there 1s the need to establish the original
arrangement in order to comprehend the collection. Although his emphasis was on
arrangement, this is found to be relevant to the study in that records arrangement s an

aspect examined by this study.

Alolabt (1993:3) asserted that archives must possess conservation facilities such as
reprographic facilitics so that, old records can be photocopied. He asserted that an
environment temperature of 67" to 70" fahren height and S0% relative humidity must be

maintained. e also stated that, vermin and fungi can be eliminated through the use ot
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fumigation. Papers that show evidence ol mildew dampness and mould spores should be
tested with thymel vapour and dust can be wiped out through the use of vacuum cleaners
The archivist can also conduct simple repair from time to time. The article is relevant 1o

this study mn that mantenance of records is an 1ssue examined n this study

SUMMARY

Management concepts which basically embrace planning, records  creanon,
staffing, records retention/disposal, appraisal/acquisition, records schedule. directing and
controlling are all essential tools required by records manager's for achievement ot goals
and objectives for orgamzations such as local government secretanats. The nature of local
government records gives an insight as the orgamzation's activities and 1 assists
researchers and administrators to know what each divisional/department created in terms
of records. The records are also useful in the process of problem solving and decision
making. In this are records proliferation, era, custodians of records in local government
secretaniats are required to be adequately trained and dynamic, aggressive (positivelv) to
achieve a degree of ability and responsibility which befits thewr requirements such as

proper management principles and techniques

The proper placement of records management ensutes a centralized ottice 1o
provide the required administrative services  Records management should transact
department line. Records management functions, if properly cartied out will enhance cost,
benefits and cost eflectiveness in the local government secretanats in Kwara State  File
room operations provides quick storage, retrieval of records, and location of lost records
which have wvital roles to play n the hfe of any record created for research. and
administrative purposes. Maintenance of records increases the life span of records which
invariably, preseive records for future use in terms of reference, admimstratne and
decision making.  Arrangement ol records enhances orderhiness, neatness and importantiy.
it saves time and encrgy required in sorting for a record and reduces hand on records that

are not needed which may also lead to damage by touching it quite ofien
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CHAPTER THREFE

METHODOLOGY

INTRODUCTION

The purpose of this chapter is to describe the method adopted for conducting the

research. It specifically describes the methods 1o be used. the population, samples,

instruments, the procedure for data collection and procedure for analyzing data.

organized according to the aforementioned headings.

12 RESEARCH METHOD ADOPTED

It is

The survey research method was adopted for conduction the study. It is the most

suitable research method for the study. All records created in the various departments

namely.

Health and Social Services Agriculture and Natural Resources, Personnel

management, Finance. Education, Works and Housing departiments. The survey rescarch

method adopted for this study involves gathering data from ten Local government

headquarters in Kaduna and Kwara States.

33 POPULATION
The population of the study comprises all local government headquarters records
offices in Kaduna and Kwara States. There are 18 local government headquacters in
Kaduna State while there are 14 local government headquarters in Kwara State.  The
details of the local government and its headquarters are provided in Table 3.1 (Kaduna
State and 3.2 (Kwara State) below.
TABLE 3.1 - KADUNA STATE TABLE 3.2 - KWARA STATE
L.G.A. [..G;. HEADQUARTERS L.G.A. [..G;. HEADQUARTERS
Soba Maigana Asa Afon
Sabon-Gari Sabon Gari Baruten Kosubosu
Kaduna North Doka Edu Lafiagi .
Kaduna South Makera Ekiti Araromi Opin




Igabi Turunku Ifelodun Share

| Giwa Giwa lorin East Oke-Oyi
Zana Zaria City lorin West [orin
Makarfi Makarfi llorn South Fufu
Ikara Ikara Irepodun Omu-Aran
Jama'a Kafanchan Kaiama Kaiama
Chikun Chikun Moro Bode Saadu
Kaura Manchok Offa Offa
Kajuru Kajuru Oyun llemona
Jaba Kwoi Oloru Oloru
Zangon Kataf Zonkwa
Kachia Kaachia ﬂ
Kubau Anchoau
Lere Saminaka

34 SAMPLE

Six Local Government headquarters from Kaduna State and four from Kwara
State were sampled for the study using convenient sampling method. These were Giwa,
Zana, Kaduna North, Kaduna Fast, Kachia, and Jama'a in Kaduna State and lHorin East,
llorin West, Offa and Ovun local government headquarters in Kwara State. Their choice
was based on the recommendation by Borg and Gall (1979) who stated that a minimum of
20 per cent of population can be used as sample size. In this study, the six local
government headquarters used as sample in Kaduna State represents 33.3 percent in
Kaduna State, while the four local government headquarters used as sample in Kwara
represents 29 percent. These two percentages are well above the minimum percentage of

20 percent recommended by Borg and Gall.
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3.6

-
~J

The six from Kaduna and four from Kwara local government headquarters were
considered good representation for generalization to the uncovered local government
headquarters in the two states under study. Since they practice virtually the same. All the six
respondence from Kaduna State and four from Kwara State completed the questionnaire in two
States with cach respondent representing one local government headquarters records office.

INSTRUMENT FOR COLLECTING DATA

The researcher used questionnaire as instrument for collecting data for the study. The
questionnaire was carefully designed by the researcher after consulting books and resource
persons on records management. The questionnaire was used to collect data in each Local
Government headquarters in Kaduna and Kwara States. The questionnaire which is the main
instrument for collecting data sought information on the following areas:

Section A: Basic information on the local government headquarters records office and records
officer.

Section B: Records Management which comprises records ereation. statfing, funding, planning,
records appraisal/acquisition, records disposal/retention. equipment, and:

Section C: General opinion

VALIDITY OF QUESTIONNAIRE

The content validity of the questionnaire was ensured by basing the items in the
questionnaire on the research questions and objectives.  The supervisor then went lI{ruugh the
draft questionnaire to establish its appropriateness. The researcher then made the necessary
modifications before producing the final draft of the questionnaire.

RELIABILITY OF THE QUESTIONNAIRE

The reliability of the questionnaire was determined through a pilot study that was
conducted in the records office, Sabon Gari Local Government and Asa lLocal Government.

The responses to the questionnaire showed that the records officers understood the items

¥7



3.9

in the questionnaire as they were able to respond satistactorily to all the items in the
questionnaire.

PROCEDURE FOR COLLECTING DATA

One copy of the questionnaire was taken to cach local government headquarters covered
by this study for completion by the respective records officer.  The questionnaire contains
eighty-three items and organized into (A-1) groups.

All copies of the questionnaire were delivered by hand and a letter of introduction.
introducing the title and the purpose of the study was also attached to cach copy of the
questionnaire to the records officers. Ten copies of the questionnaire were taken to the ten local
government headquarters under study. All were completed and returned to the researcher within
few days.

PROCEDURE FOR DATA ANALYSIS

The procedure involves the analysis of data collected from the instruments used in the
study which is questionnaire. The analysis of data was based on the use of the following
statistical methods -

a) Scoring questionnaire respondent using frequency counts
b) Conversion of figures to equivalent percentage which is more convenient and can casily

show the difference in the opinions of the respondents chosen for the study.
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CHAPTER FOUR
ANALYSIS OF DATA AND INTERPRETATION OF FINDINGS

4.1 INTRODUCTION

The purpose of this chapter is to analyze the data gathered through questionnaire

and interpret the findings obtained. from the analysis.

The results of these findings

formed the bases for discussion. It is organized according to the following sub-headings:

presentation of data and answering research questions.

4.2 PRESENTATION OF DATA

The data gathered for this study are presented in this section. They represent data

gathered from records ol stall in six (6) Local Government Headquarters in Kaduna State

and four (4) Local Government Headquarters in Kwara State.

4.2.1 Basic Information

The basic information gathered on the ten local government headquarters covered

by this study is reported in this section.

DISTRIBUTION OF DEPARTMENTS IN THE TEN LOCAL GOVERNMENT
HEADQUARTERS IN KADUNA AND KWARA STATES

TABLE 4.1

LOCAL GOVERNMENT HEADQUARTERS

DEPTS

GIWA

KACHIA

KAD

NORTH

KAD

SOUTH

JAMA'A

ZARIA

ILORIN

EANI

HLORIN

WIS

OFFA

OYLUN

Education

Works

Agriculture

Personnel

Management

Women

Commiission

Housing and

Land

Health

Social

Wellare




Table | above shows the departments in cach of the ten local government headguarters
studied. It reveals that all the ten have the following departments. Education. Works
Agriculture, finance, Personnel Management, Women commission, Housing and Land. Health and
Social Welfare. Records are generated in each of these departments. These records are kept in
the Registry or Records Oflice where the appropriate records management principles and
practices are applied on them.

TABLE 4.2: AVAILABILITY OF RECORDS OFFICE IN THE LOCAL GOVERNMENT
HEADQUARTERS IN KADUNA AND KWARA STATES.

Laocal Government Headquarters Availability of Records Oftice

Yes _ | No

A. Kaduna State

| Giwa /

2 Kachia /

3 Kaduna North /

4. Kaduna South /

5. Jama'a

!

4, Zaria \ /
R S R
I3. Kwara State E /

I Horin East : /

|

2. lorin West ; /

f
3. Offa | /
4. Oyun i /

R ———— - S——— S - i

Table 2 above reveals the availability of records office in the local government
headquarters in Kaduna and Kwara States. The table shows that records oflice 1s found in the ten

local government headquarters. This study is based on the records office (Registry) in the six

Sy



local government headquarters in Kaduna and four local government headquarters in Kwara
States.

TABLE 4.3:  AVAILABILITY OF RECORDS OFFICERS IN THE TEN LOCAL GOVERNMENT
HEADQUARTERS IN KAPUNA STATE.

_F Local Government Headquarters _ Availability of Records Office
| Yes __". _NO 3
A Kaduna State
1. Giwa /
2, Kachia /
3. Kaduna North /
4, Kaduna South / |
5. Jama'a
6. Zaria . /
B. Kwara State {
1. lorin East /
2, lorin West f
3. Ofta
4. Oyun

Table 3 above shows the availability of records ofticers in the local government
headquarters in Kaduna and Kwara States. It shows that records officer is found in the ten local
government headquarters. This study is based on the reports, views of the records ofticers in the

local government headquarters in Kaduna and Kwara States.
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TABLE 4.4: DISTRIBUTION OF HIGHEST QUALIFICATION OF RECORDS OFFICERS IN THE
LOCAL GOVERNMENT HEADQUARTERS IN KADUNA AND KWARA STATES

LOCAL GOVERNMENT HEADQUARTERS
Dept. | UGiwa | Kachia | Kad | Kad | Jamaa | Zana [ lonn [ Torm | Ona | Oyun [N
North | South East Wesl
Primary 0
' Level 0
Diploma | / / / / / / / / 8
Degree / / 2
Total I I 1 ] I ! I 1 I ] 10

The distribution of the qualification of records officers in the local government
headquarters in Kaduna and Kwara States studied are reported in table 4 above. The table clearly
reveals that 8 or 80% of records officers are holders of Diploma certificates although not in

records management. They were followed by degree holders with 2 or 20% of records officers.

It can be inferred from the table that the majority of the records officers were holders of
diploma certificate. The two local government headquarters that employed degree holders,
namely, Kaduna South and Offa attach high value 10 records management.

TABLE 4.5: DISTRIBUTION OF STAFF ACCORDING TO YEARS OF EXPERIENCE IN RECORDS
OFFICE.

LOCAL GOVERNMENT HEADQUARTERS )
Number of | Giwa Kachia | Kad Kad Jama'a | Zana Horm Iorin Offa Oyun
Years North South East West
[-5 / / / /
6 =10 / / / / /
Ul and above |/

The distribution of staff according to years of experience in records office in Kaduna and

Kwara States are reported in Table 4.5, The table reveals that four offices fall within the range
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1-5 years, five (5) fall within the range of 6-10 years while one (1) falls within the range
of (11) years and above.

422 Records Management

The data collected on records management on the ten local government headquarters are
reproted in this section.

TABLE 4.6 RECORDS CREATION IN KADUNA STATE

FUNCTIONS Strongly  Agrec | Agree Strongly Disagree | Disagree
Freq % Freq. " Freq. % I'req. %
All records created tn- 5 83.3 l 16.7 0 0 Q {]

coming out-going are
acquired by records staff.

All records created are 5 83.3 | 16.7 i .0 }] 0
provided file

Files are not adequate for 1 16.7 0 0 4 66.6 ] 16.7
all records created

Boxes are adequate to 1 16.7 2 333 0 0 3 50
accommodate records

created

Shelves are adequate to 2 333 0 0 0 0 4 66.6
accommodate records

created

Space lor accommodating 4..........6606 0 0 2 33.3 0 0

recotds not adedquate in the
recaords office.

~ Table 4.6 shows the distribution of responses on records creation. Tt reveals that
the Jrhajority of the respondents 6 (or 100%) agreed with the statement that all records
created are acquired by records staff. and all records created arc provided file. The
majotity of respondents 5 (or 83.3%) disagreed with the statement that files are not
adequate for all records created. This indicates that files are adequate for records creation.
The opinion of the respondents were divided on the statement that boxes were adequate
to accommodate records created as 3 (or 5(%) agreed with the statcment and 3 (or 50%)
disagreed with the statement. The majority of the respondents 4 (or 66.6%) disagreed
with the statement. The majority of the respondent 4 (or 66.6%) agreed with the
statement that space for accommodating records are not adcquate in the records office.
This finding implies that the local government headquarters faced accommodation

problems.

@.E.
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TABLE 4.7  STAFFING IN KADUNA STATE

~ FUNCTIONS Strongly _.“Gm:: Agree [ Strongly  Disagree] Disagree
I'req Yo Freg "o Frey %o Fry ;
The  records  centrie 1s| 2 333 -3 5011 167y 0O 0
adequately staffed
‘The records centre staff attend | 0 0 {2 33314 {331 0 0
workshops/in-scrvice  training
on records management |
L !
Some  records  staff  have | 3 50 2 333(0 0 1 lo 7
certificate records management
Some  records  staff have | 4 833 | 2 "333] 0 0 {0 0
diploma.
Some have degree or master's | O 0o i 16712 323 3 S0
in records management
IS SUSE— SN R S
There 1s a charge out and | 3 50 |2 333 10 0 ! lo 7
follow up  system used by
records staff ! [____,,__1_ ______ S
SR [ NS, [y

Table 4.7 shows the distribution of responses on staling It reveals that the majonty of the
respondents 5 (83.3%) agreed with the statement that records centre i1s adequately staftfed  The
majority of respondents 4 (60.6%) disagreed with the statement that records centre statl attend
workshops/in-service training on records management. This indicates that records centre statt do
not attend workshops/in-service. The majority 5 (83.3%) agreed that some records statl have
certificate in records management and 16.7 (1%) disagreed with the statement. 6 (100%0) agreed
with statement that some records stall’” have diploma, the majonty of respondents 3 (83 3)
disagreed with the statement that some have degree or masters in records management  The
majority 5 (88.3%) agreed with the statement that, there 15 a charge-out and follow-up svstem

used by records stafl. This findings mmphes that the local government headquarters faced charge

out and follow up problems, ¢ 463495




TABLE 4.8 FUNDING IN KADUNA STATE

FUNC NIONS Strengly Agrec Agn...— - F ."‘o-lml-'-t;lméi_;r-'_‘I.)-i.‘i{lgr'l.:i.' "Iiisugmc
Freq Y Freg. l % I'req. Y Preq. Ya
© The  records  officers s |1 16.7 ! 16,7{ 1 167 |3 50
adequately funded
There 15 no separate budget |2 333 |2 333 |1 16,7 11 16.7
allocation 10 the records office I _ .

The distribution of responses on funding is shown in Table 4.8, 1t reveals that the majority

of respondents 4 (66.6%) agreed with the stalement that the records office is adequately funded.

The majonty of the respondents 4 (66.6%) disagreed with the statement that there is a separate

budget allocation to the records efttce. This implies that the local government headquarters faced

separate allocation to records oftice.

TABLE 4.9 PLANNING IN KADUNA STATE

COFUNCTIONS | Swengly  Aprec] Agee ] Suongly Disagree] Disagree
Freq % Freq. Y I'req. % | PFreq %

*The local governiment plans forq 2 33| 3 50 0 011 16.7

the statfing requirement

The local government plans for | 2 3331 4 66.6 0 ! 0 0]

the equipment of the records

office - ~

The local goverunent plans al 2 333t 2 3331 0 01 2 333

records  programme  for  the
records office.

" The records office plans s } 5 333 11 1671 0O 0 0 G
own records programme

The distribution of responses on planning is shawn in Table 4,9, It reveals that the
majoriy of the respondents 3 (83.3%) agreed with the statement that the local government plans
tor the staifing requirement.  The majority 6 (100%) agreed with the statement that the local
eovernment plans for the equipment of the records office. The majority 5 (83.3%) disagreed with
the s1atement that the local government plans a records programme for the records office. The

majority 6 (100%) agreed with the statement that the records office plans its own records
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provramme This implies that the local government headquarters faced madequate equipment for
use m mamtenance of records. Generally records offices in local government headquarters in

Naduna State adequately plans records management programme.

TABLE 4.1 RECORDS APPRAISAL/ACQUISITION IN KADIUNA STATE

FUNNCTIONS Strongh Apree .f\-;:rcc Enmbﬂ: Disagree I)isai;rcu -

I'rey Y Freq. Ya Freg. Y Ireq. Yo

Records i cach department of | 3 50 13 50 0 0 0 0

the local govermment

headquarters are examined and

“valuated before  transfernng

to records office R i

Records  transter to records | 3 501 2 333 0 011 16,7

othee s done on a daily basis . _J -

* Transfer of records 1o records | 3 50 |2 333 |0 0 |1 16.7

office s amnated by each

department

Transfer of records to records |2 333 |4 833 0 0 0 0

otfice mmated by records staff t U (U SR SRR S S

Copies of records created by | 2 33313 50 I 16.7]1 0 0

cach department are

qutomatically  sent 1o the

records office - E

Records transferred to records |3 1.67 | 1 167 | 2 33310 0

othee are those  wuh

admmmstranve value ——— e f e [ _ap s g

The provision for transter of {4 833 |0 0 | | 16.7 | 1 [ 167

tecords s adequate. e

This Table 4.10 shows that the majority 6 (100%) respondents agreed with the statement
that records in each department of the local government headquarters are examined and evaluated
before transferring to records office.  The majority 5 (83.3%) respondent agreed with the
statement that records transfer to records office is done on a daily basis. Transfer of records to
tecords office is initiated by each department, the majority (83.3%) agreed with the statement
that copies of records created by each department are automatically sent to the records office
Generally, records officers agreed that records appraisal/acquisition in records oflices in Kaduna

State are adequately done



TABLE 4.11 RECORDS CONTROL IN KADUNA STATE

_m}_-;liNL":I‘ii')"NEm _gi'ti'{n;:h' Aglu. A_gz'&. hlr;mglv 'l)isugrcc ”I)i.-e':-igrcc-‘_ '
IFrey %a I'req. Y ] Freq. % ) Mreq, Yo
Records control is donc wsing a| 6 106 0 0 0 0 D 0
tepister
Access to record containing| 6 100 | O 0 0 0t 0 0
secret information is restricted
1o few persons
The register  deseribes  they § 833 1] 16,7 0 010 0
classes of  records e
cducation. health
Records control 1s done using | 3 8313 |1 16.7 0 ¢ 0 0
file mdex %
The  register  describes  the} 3 50 3 50 0 0 0 0
findmg aid which gives access
tw the individual  document
formmng part of i
A transfer list 18 used when | 3 50 13 5010 of 0 0
transterning records from cach
department to records office
T The  records  office  staffi 6 100 } O o1 0 0 0 0
prepare this list.
: : |
The creaung department staff | 1 167 {2 3331 0 0|2 33.3
prepares this list.
tandard ndeving roles are § 1 | 167 01 16.7] 4 ' 66.6] 0 0
used ; L -
Records are properly coded. 3 50 2 33311 16740 0
A
Adequate crossereferences arc {4 66.6 |2 3331 0 i 010 0
uscd ] : i

The above Table 4.11 shows the distnibution of responses on records control. It reveals

that the majority 6 (100%) agreed with the statement that records control is done using a register.

Access to records contaming secret information is restricted to few persons.

Some 3 (50%

respondents agreed with the statement that the creating department stafl prepares this list while 3

(30%) disagreed. Some § (83.1%) disagreed with the statement that standard indexing rules are
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used  This finding implies that there is no standard indexing rules in use.  Generally, records

control appears adequately done i the six records offices in Kaduna.

FABLE 4.12

RECORDS MAINTENANCE IN KADUNA STATE

FUNCTIONS Strongly Agree| Agree Strongly  Disugree | Disagree
Freg % Freq. % Ireq. % Freq. %
]
" Records office is regularly | S 833 |0 0 0 0 |1 16.7
cleared
Records office has eethng orf 6 | 100 0 ol o oo 0
table fan
Records  are adequately | O 0 0 0 {2 333 14 66.6
protected from suneeys (4 I T A
Records s air condinioned 2 R 6661 0 0 0 0
Records office s adequartely | 3 501 3 50 0 0 0 0
secured agamnst theft SR S |
" Records office s protected| 4 | 666] | 167] 0 0ol o 0
trom flooding
Wom-out records are | 2 3331 4 66.61 0 0 [0 0
photocopied o -
Records are protected agamst | 2 33304 6664 0 0 10 0
Jdampness R
Important records are provided | 6 100 0 010 010 0
enlra securnt S f
Records are  adequately | 4 666 | | 167 10 00 0
protected from fire attack N : e T
TRecords office 1s regularly | 3 50 |2 333| 0 0 {0 0
mspected to ensure orderhiness. | { weaci
+ =
When papers need postunng | 2 333 .E 4 6661 0 0f0 0
within a folder. staples are ! ' l I
usad ' | 4
1
When papers need  fastening | | :lb.?l 4 666 | 1 16.7 | 0 ¢ 0
within a folder paper clips are \ ! , i
used { 1 i 4'! :
—- 1 ' | {
Reconds are stored i the best 1 6 100 0 Lo ; 0 0 0 ‘ 0
wan before stonng : i : i
— ———— = i i
Maothod i which ongmating | 4 6661 2 J 3330 0|0 ! 0
department access  thar [ { ' |
teconds office 1s saustacton i | I J _ L .
5y







