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ABSTRACT

This study investigated the knowledge levels and practices of the records management staff at
the Ministry of Education, Science Vocational Training and Early Education. Specifically, the
research’s objectives were to assess the knowledge levels of the registry staff at MESTVESS;
to assess the elements of the records management program at MESTVEE; and to establish the
challenges affecting the execution of an effective records management program at MESTVEE.
Primary data relating to research objectives was collected using the triangulation method
(comprising of a survey questionnaire, face-to-face interviews, non-participant observations,
and secondary sources). Out of a target population of 48 records management staff earmarked
for the study, 46 took part in the study representing 96% participation. The study used a case
study design and it was a total survey. Research findings showed that the majority of the
records management staff at MESTVEE were generally knowledagble of basic records
management concepts and practices and that there was no association between knowledge
levels and education and between knowledge levels and work experience. First of all while
the registries were generally adequately staffed several of them had no records management
qualifications. Secondly, MESTVEE registries lacked certain key elements of a records
management program such as a records management policy and up-to-date records retention
and disposal schedules resulting into an inefficient records management program. Thirdly,
findings showed that the registry service manual did not provide guidance on how to manage
electronic records, incoming and outgoing mail. Research findings also showed that low
motivation among registry staff, lack of supplies, poor and inadequate funding, inadequate
shelving and filing equipment, inadequate storage space, difficulty in locating and retrieving
active and semi-active contributed to the failure by records management staff to execute their

duties efficiently.

This study recommend that the establishment register be revised owing to the growth of the
volume of records and the administrative structure at MESTVEE. That the Public Service
Management Division accelerates the development and publication of records management

policy. MESTVEE should also build purpose designed records centers.

vii



Table 1:
Table 2:
Table 3:
Table 4:
Table 5:
Table 6:
Table 7:
Table 8:
Table 9:

Table 10:
Table 11:
Table 12:
Table 13:
Table 14:
Table 15:
Table 16:
Table 17:
Table 18:
Table 19:
Table 20:

List of Table

Demographic characteristics of the respondents...............cccooiviiiiiiinnni. 34
Positions 0f reSPONAEntS. ... .....oveiiitii i 35
Total KNOWIEdZE SCOTES. ...ttt e 36
Preparation of Registry Procedures Manual..................coooiiiiiiiiiinn... 37
Activities described in the Registry Manual...................cocooiiiiiiiiinnn. 38
When last the Records Survey was carry out...........ccoooeviiiiiiiiiiiieniennnn.. 39
Who undertakes ReCOrds SUrveys.........o.oveiiiriiiiiiiiiiiiieeieeeeeeene 39
Uses of information gathered from Records Survey.................cooooiiinnet. 40
Type of records ZeNerate Or TECEIVE. . u.uuuerrte ittt et et eieeaaeenneennns 41
Measures put in place to control creation of records..............ccooeviiiiiinn..n.. 41
Filing methods UsSed..........ccoiuiiiii i e 42

Elements on the Records Retention/Disposal schedule.............................. 44
How often the Records Retention scheduled is revised.................ccoeoennen.n. 45
How often Records Retention scheduled is implemented........................... 45
Disposal methods used.........c.cooiiiiiiii e 48
Records storage equipment Used............c.ooiiiiiiiiiiiii i, 49
Type of records staff training program.............c.ccevvriiiiiiiiiiiieiieeinenns. 54
Type of security measures in place............coovviiiiiiiniiniiiiiiiiieeens, 55
IMS records management functionality..............c.oooiiiiiiiiiiiiiiiin 56
Challenges and problems encountered...............coooiiiiiiiiiiiiiiiiiia.n, 57

viii



TABLE OF CONTENTS

Contents Pages
Copyright Declaration.............coouiiiiii e I
DECIAratION. ...t i
DEUICALION ...ttt v
Certificate Of APProval..... ... e %
ACKNOWIBAGEMENTS. ...\t e Vi
ADSEIACTS. . .. e vii
CONEBNES. ettt viii
LiSt Of TabIeS. ..o Xii
LISt Of FIQUIES. .o Xiii
LISt OF ACTONYIMS. ... e Xiv
CHAPTER L. .o e 1
Background to the Study....... ..o 1
1.0 OVEIVIBW. ..t e 1
1.1 Background..........ocoooiiiiiiii 1
1.1.1 Elements of the Records of Management Program........... 3
1.1.2 Symptoms of a poor Records Management Program......... 6
1.1.3 The Ministry of Education in Zambia........................... 7
1.2 Statement of the Problem ........ ... 9
1.3 Aimofthe Study............oooiiii 10
1.4 Objective of the study............coooiiiiiiii 10
1.5  Research qUESLIONS. .........c.iveiniiii e 11
1.6 Significance of the study.............coiiiiiiii 11
1.7 Limitation of the study............ccooiiiiiiiii 11
1.8  Operational definition of terms used.................cccooiiiiiiiinnn, 11
O Y e I 14
Literature REVIEW. cvcviviiiiiiiiiiiiiiiiiiiiiiiiiiieiiiiiieniieieiieieieteiececececacacaens

2.0 Overview

14



2.1 Records Management Theories. ........covovriini i 14

2.1.1 Records Life Cycle Model..............coooiiiiiiiiie, 14
2.1.2 Records Cotinuum Model...............coooi 16
2.2 Records Management and the Public Sector................c.cooiiiiinnn 18
2.3 Knowledge Levels of the Records Management Staff....................... 19
2.4 The Records Management Program............cccooviiiiiiniiiiiaiinanennns 20
2.4.1 Records Management POlICY............ooiiiiiiiiiiiiee, 21
2.4.2 Registry Procedure Manual..............cooooiiiiiiiiiiiiiii, 22
2.4.3 A RECOIS SUINVEY.....uiitiiiie e e 22
2.4.4 Vital Records Management Program................ccoevviiininnnnn. 23
2.4.5 Records Creation and Generation Control Plan........................ 24
2.4.6 Methods of Organising Records..............cccovviiiiiiiiianinnennnn.. 24
2.4.7 Records Retention and Disposal Schedule.............................. 25
2.4.8 Records Preservation and Storage..............cccooeveiiiiiiininiannnn... 26
2.4.9 ReCOrdS CNtIe. ...t 26
2.4.10 Staff Development Program.................ooooiiiiiiiiiiiiiiann, 27
2.4.11 EleCtroniC RECOIUS. .. ...vuveeiniiieie e, 28

2.5  Challenges and Problems

2.6 Summary

CHAPTER 3

Methodology
3.0 Overview
3.1.  Research Design

3.1.1 Target Population

3.2  Data Collection Methods
3.3  Data Analysis
3.4 Ethical Consideration
3.5  Challenges Faced during this study
3.6 Summary



B.304 VIl RECOTAS. .. 67

5.3.5 Records creation and Generation Control Plan................................. 69
5.3.6  Methods of Organising Records.............ccooviiiiiiiiiiiiiiiiiea 70
5.3.7 Records Retention and Disposal Schedule.........................oal. 72
5.3.8 Records Preservation and Storage............coovvvriiiiiiiiiiiiiiiiiieieaenn. 75
5.3.9  RecOrdSs CeNtI. ... ..ouuniititie e 76
5.3.10 Staff Development Records............cooviiiiiiiiiiiiiiiiiiiiiieeeas 80
5.3.11 Electronic Records. ........couiuiiuiiiiii i 82
5.4  Challenges and Problems Encountered................ccooiiiiiiiiiiiiiiiiiiaenns 82
5.5 CONCIUSION. ...ttt 85
(@0 5 N g 0 2 T 86
Conclusion and Recommendation..........cceeiviiuiiuiieiiiiiiieiieiiiiiiieiieiiecneininecnen. 86
0.0 OV VIOW . .ttt ettt e 86
6.1  Summary ofthe Findings.............ooooiiiiiiiii e 86
6.2 CONCIUSION. ... 87
6.3  Recommendations. ............oiuiiuitii e 87
6.4  Implications for further study............coiiiiiii e 89
REFERENCES. ... e e e 90
APPENDIX 1: Letter to the Permanent Secretary......c.ccceceveeiiieieineieieiccnrcsneconns 96
APPENDIX 2: Ann Introductory Letter to the Respondents..........cccccoveveiniinnnnn. 98
APPENDIX 3: QueStionNaire. ...cccviiiiiiiiieeiiiiiietiiieastcisssscosessscsssssscsnsscssnnses 99
APPENDIX 4: Interview Guide for NAZ Personnel.........cccoceiiiiiiiniiiiiiiiniiinnnnnes 105
APPENDIX 1: Observation Schedule..........cccoieiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiinnen, 107

Xi



List of Figures

Figure 1:
Figure 2:
Figure 3:
Figure 4:
Figure 5:
Figure 6:
Figure 7:

Figure 8:

Filing System uSed.......coviiriitiitii i 43
Boxes of Semi-active Records...........o.vviiiiiiiiiiiiiiiee e 46
Boxes of files for Retired Teachers.............coooviiiiiiiiiiiiii e, 47
Newly Acquired COmPaCTUS. .. ...outiirtent ittt eeeaenan 49
Newly Acquired Filing Cabinets and Compactus.............ccoovvviviiiniinnnnnn.. 50
Files of Serving Teachers on the Floor..................oooiiiiiii 51
Confidential Files Kept in BOXeS.......ooviiiiiiiiiiii e 52
Confidential files stored in Boxes and Wooden Shelves............................. 53

Xii



