
VARIABLES MILITATING AGAINST PRINCIPALS’ EFFECTIVE MANAGEMENT OF SECONDARY SCHOOL RECORDS

ABSTRACT

This study investigated the factors militating against the management of school record by Secondary School Principals in Oredo Local Government in Edo State. In the course of this study, the descriptive survey research design chosen for the study and simple random techniques were used to get the respondents and data for the survey.

A total of sixty respondents were used as the sample study size. The instrument was validated and tested for reliability. Responses from the questionnaires were used to answer the research questions that were raised in the study. From the findings, it was discovered that there is inadequate preparation of records and acute problems in the record keeping process in Secondary Schools in Oredo Local Government Area, Edo State. However, majority of the principals and class teachers do not receive first hand training and orientation in record keeping. In addition records are still kept manually in these Secondary Schools, which in most case result missing records. It was also discovered that modern technology like computers has not been fully absorbed into the system for the purpose of recording keeping.

Based on the findings, the study recommended amongst others; the proper training and orientation of staff. Also, full computerization of the secondary School records should be encouraged. Furthermore, filing manual, adequate manual classification, security, storage facilities and fund should be made available to the principals of the Schools. Lastly, appropriate record keeping equipment like metal file cabinets, metal shelves, rubber files, printing machines, photocopying machines should be made available to all staff of the secondary Schools in Oredo Local Government Area.

CHAPTER ONE

INTRODUCTION

1.1 Background of the Study           

Information is the most fundamental and vital asset of every firm, and it, like all other corporate assets, requires competent management.

In the past, "record management" solely referred to the management of documents that were no longer in daily use but still required to be retained "semi current" records, which were frequently held in basements or elsewhere. More recently, the term has come to apply to the whole "life cycle" of records, from creation through final destruction. This school records are official documents, books, and files holding vital and important information about acts and occurrences that are saved and preserved at the school office for use and retrieval when needed. Record management, on the other hand, is defined as the field of management responsible for the efficient and systematic control of the creation, receipt, maintenance, use, and disposition of records, including the process of capturing and maintaining evidence of and information about business activities transactions in the firm of records. School administrators, instructors, counsellors, and administrative personnel keep and maintain these records. One of the most crucial administrative parts of any school organisation that the school administrator or principal must follow is record management. As a result, the goal of record keeping and management is to retain accurate and correct records of students' achievements and progress, information on school activities, and things that will increase the efficiency and effectiveness of school operations. Record management is also described as the systematic and scientific control of recorded information that is essential for the school's functioning. Within the school, such control is exerted over the distribution, usage, retention, storage retrieval, protection, preservation, and final depositing of all forms of documents. According to Idoko (2015)., records are critical instruments for good school planning and administration, and it is difficult to properly plan and govern any formal organisation if records are not preserved or are mishandled. As a social structure, the education system has multiple sub-systems or levels that are controlled to provide some consistency and continuity. To do this, records must be preserved and handled securely.

 According to Fabunmi (2020). , not all information can be termed records until it satisfies the qualities of geniueity and authenticity, that is, the information that the records presented must be time, correct, and original, records must be complete, available, accessible, and secured. There are several records kept in any educational system, some of which are necessary and others which are voluntary or discretionary. These records are classified as statutory and non-statutory records. Admission or withdrawal register, attendance register, scheme of work, time table, log book, visitors book, time movement books, school journal, lesson plan note for instructors, examination record book, and so on are examples of statutory records. Cash book, staff minutes book, school magazine, stock book, punishment book, school calendar, inventory book, inspection or supervision report file, confidential report firms, and necessary book are examples of non-statutory records. The goal of record management is to enhance the retrieval and utilisation of school records in the school system, as well as the efficiency of the record producing and maintaining process. Record management aids in the regulation of the quality and amount of information produced in a way that efficiently fulfils the needs of the institution (Akubue 2019). 

According to Fasasi (2004), school record management is intended to improve the effectiveness of secondary school administrators. Adequate record management coordinates and preserves an institution's records, sharpens the usefulness of records as a management memory that manages the times, equipment, and space given to records, and aids in the resolution of intra-organizational and communication difficulties. Records management in secondary schools, like in any other organisation, is a cyclical process involving principals, teachers, students, messengers, and cleaners, but the majority of records are handled by principals and kept manually, making processing, retrieval, and utilisation of records difficult. Because appropriate management of school records is vital for efficient school administration, it is necessary to investigate the variables that impede the management of school records by secondary school principals, utilising secondary schools in Oredo local Government Area of Edo state as a case study.

1.2 Statement of the Problem           

Irrespective of the importance of school records in the achievement of educational objectives, these records do not seem to be adequately managed by school principals. In Nigeria today getting accurate and reliable data has been a long letting problem. Agbaje (1982) pointed out that Nigeria have been meddling without facts and figures in schools. From observation, it becomes obvious that fulfill-evidential requirements are being created but not properly managed. Egwunojenga (2009) emphasized that record management practice in Nigerian Secondary Schools has a number of factors militating against it. These factors includes: insufficient skilled and experienced record management personnel, Law priority of record management in the scheme of things. Undurable and bulky materials for records, inadequate storage space. However, many principals complains of shortage of trained personnel, funds and materials resources. All these could possibly have serious effect on management of school records by Secondary school principals in Oredo local Government Area of Edo State.

1.3 Purpose of the Study           

The purpose of this study was to identify the major factors militating against the management of school records by principal and to suggest possible solutions which might help to eliminate or at least reduce the number of duet factors. It was also hoped that the study would be of assistance to other persons who might be interested in conducting research in this field in future. 

1.4 Research Questions 

1: What are the perceived problems associated with record keeping by the secondary school principals in Oredo Local Government Area, Edo State? 

2: What are the causes of improper record keeping in Secondary Schools in Oredo Local Government Area in Edo State? 

3: What record keeping techniques are adopted by the secondary school principals in Oredo Local Government Area? 

4: These adopted techniques effectively aid record keeping in these secondary schools    

1.5 Significance of Study           

According to John Dewey (1919), “the ultimate aim of Education other than the creation of human beings is the recreation of the society. The essence of record management is that it facilitates research activities that would promote efficiency and effectiveness in the school system, provide useful information to an employer of labour who may want to recruit people for jobs as requires in testimonials, transcript, certificates and reference letters. Finally, to provide useful information to the educational planners and administrators. It is hoped that the study would identify the major problems facing the management of school records by school principal and to suggest possible solutions to tackle these problems. This study would be also be of help to those who may want to research into this very problem in the future. 

1.6 Scope/Limitations of the Study           

The study covered all the secondary schools in Oredo Local Government Area of Edo State.

Limitations           
This study was designed to cover all the secondary schools in Oredo Local Government Area of Edo State Area due to insufficient fund and time is the researcher chose to reduce the Area of study tom just Oredo Local Government Area. 

1.7 Definition of Terms 

 The researcher has decided to assign meaning to the following terms for the purpose of this research. These terms includes: Local Government Area, factors, insufficient, inadequate, inexperience and undurable. 

1.   Local Government Area: Is a convenient grouping of villages and towns by the government for the purpose of easy administration in a specified geographical location, Each Local Government Area has and administrative headquarter with a resident chairman. 

2.   Factors - The term “factors” here signifies things that causes or influences the poor management of school records 

3.   Insufficient - This term refers to the necessary factors needed for effective management of school records. 

4.   Inadequate - Also refers to the necessary factors needed for effective management of records not being enough for the purpose it was meant to serve. 

5.   Inexperienced - This refers to one having little knowledge or experience about         something. 

6.   Undurable - The term “Undurable” refers to materials used for record storage wearing out within a short period of time owing to the inferiority of those materials.

CHAPTER TWO

REVIEW OF LITERATURE

This chapter reviews literature that related to the study. The review is done under  three main sub-headings: conceptual framework, theoretical framework and review of  empirical study. 

Conceptual framework Concept of Secondary School

Secondary school is the second stage of children education after nursery. It is a post primary school level of education where children between 12-18 years attain to prepare 10 themselves for tertiary education and other life professional challenges. Secondary school in  the history of Nigerian education system has come to stay as the basic education for youths. Secondary Education Board (SEB) oversees the affairs of senior secondary school while State Universal Basic Education Board (SUBEB), takes charge of junior secondary schools in the state.

Concept of Management

Prior to date, the definition of management is legion. Many  authors  define  it  according to their discipline and in a number of ways.

According to Godwin (2013) sees management as a series of inter-related  functions.  He opined that management is the process by which manager creates, operates and directs the purposive actions of an organization through systematic coordinated and cooperated human efforts. According to George (1958), management is a distinct process consisting of planning organizing and controlling, to determine and accomplish stated objectives by the  use  of  human beings and other physical resources.

Records
In realizing educational goals, record keeping is very crucial. Records, according to Emerson (1999), are those documents in whatever medium, received or created by an organization in the  course of business because of  the information contained. Record keeping  is the art of keeping school records, by which educational law must be kept by every educational institution at all levels, for the effective and smooth running of the school administration. Records give details about the students and entire staff in the schools. Record keeping in educational management and utilization are very vital to the continual existence of the school as an organization. Such records, if made available and put to  use  at  the  appropriate time, will enable both principals and teaching and  non  teaching  personnel  to know something about their students and through this, will be in a better position to assist the students academically, morally and socially. In addition they would be able to present the information to whoever may need it (Ajayi, 1997).

School records are documented statement of facts about persons, events, facilities, proposal and  activities in and about the school. They are numerous  and  are usually assigned  or delegated to members of staff. However, the responsibility for  school records lie squarely  on the shoulders of the chief executive of the school the school head (Osunu, 2002). As could be seen in schools, there are many educational activities such as registration of new students, recruitment of teachers, timetabling, organization of school programmes, among others. All these are school activities which need to be recorded and stored for retrieval when they are needed. In essence, records simply means those official document, books and files containing vital information of actions and events concerning school which are kept and preserved in school for utilization when needed.

The school is a formal organization with a high degree of permanency, staff come and go but the schools endure (Eresimadu and Nduka, 1990). Consequently, records of schools as institutions cannot be left to the documents. The memories of people, even when existing schools are closed, the documents, of the schools are transferred to the Ministry of Education for safe keeping and used later.

It is because of the various activities that take place in the schools as well as the difference in ages and socio-economic background of student, academic attainment religious affinity, among others, that it is necessary for an accurate account of what happens to individuals and groups within the schools to be documented. This involves preservation of information on people events or things within schools, be it primary, secondary and tertiary (Idoko, 2005).

Adequate record keeping is one of the important roles of the school administrator. In  every government owned school or any voluntary agency school, education law demands, that essentials school records must be kept. Robinson (1980) pointed out that many people forget things easily and find it difficult to remember evens in their lives,  therefore,  the  keeping of records helps to solve some of the problems that  could  arise  from  forgetting things. When records are properly kept, they help to reconstruct the history of the school.

The keeping of school records is a professional obligation of  teachers,  school  managers and principals. Records provide information for the school head and the teachers, which enables them to plan and prepare their work effectively. For example, through schools records, an incoming principal can acquire enough information and knowledge about  the history of the school, its tradition and problems, as well as its administrative set up and its relationship with its environment. Also school records can help  a teacher taking up  a subject  or class from another know where the other one stopped, and also from the assessment  recorded by his predecessor, he could have an idea of the average ability of the class and the behaviour of the students.

The guidance and counseling unit of each school need accurate and up to date records  of each pupil/student in the school, as such records enable these specialists to offer  useful career guidance and adjustment to students.

To Durosaro (2002), school records are important tools for effective and  efficient organization and administration of the school for they document the planning and implementation
of
appropriate
course
of
actions
allowing
proper
monitoring of activities/tasks. Records are important because they serve as major information tools that sustain the school and aid in achieving educational goals and objectives. Records restore teaching competence and maintain the trend in the history of teaching and learning processes.

School inspectors or supervisors require the records in  schools  in  the  discharge of their functions from the available records. Experienced supervisors are able  to  follow  the trend of educational development within a school (Godwin, 2013). Such records also form the basis on which they offer advice to schools when they hold conferences with the teachers and school managers and principals. Planning data which governments need are also obtained from school records. Records on environment on students and  school  fees  paid  are determined by federal and state Ministry of Education from time to time through available records. Occasionally, government auditors are sent to visit schools to check the income and expenditure account of each school to ascertain the level of prudence in financial resources management.

Employers of labour may also require some information concerning the  authenticity  of certificates presented at an interview by a job seeker, a testimonial of his character while at school and transcripts of academic record. These are required from schools by institutions of higher learning from student studied. These are  usually extracted from the records kept for the respective students (Onwurah, 2004).

Record keeping help to maintain continuity in the general educational process of the school programmes, when a new principal resumes  duty in a school,  the previous  records  kept guide him in his administrative duties and this may inform his take off plans.

In all, records are official documents, books, and files containing crucial  information  of actions and events which are kept and preserved in school file for retrieval and utilization when needed.

Concept of School Records Management

The term” school record management” tend to capture those various meaningful activities and roles rendered by school administrators (principals and staff) of the school to maintain and keep an up-date of date regarding the school.

School record management is of paramount value, this is because it is  the  basis  through which effective and efficient school administration can be achieved. Generally speaking, record management deals with the documentation of data to its atmost update towards achieving of any organizational goals. In other hand, the efforts of school principals and staff to preserve and retrieve the information of an individual staff and students and making use of them when need be is herein refers to school record management. According to Ogbonnaya (1994), it is the administrative responsibility of both principals and teachers to embrace ideal administrative practices that ensures effective and efficient school records keeping in school system. Some of the administrative practices include delegation of work to staff, recording fact as accrued, keeping of accurate custody of record, monitoring of teachers adherence to instructions regarding record keeping management, among others.

Record management is one of the most important administrative function in school organization which the school administrator/principal must adhere to. It is impossible to plan and administer any formal organization effectively in which records are not properly kept or mismanaged. To successfully achieve effective school management record must be safely kept and properly managed. Records management is the systematic control of an organizations vital documents and records. Records and record keeping constitute the arteries that supply life-sustaining blood to the system and sub-systems of organizations and  institutions (Nwagwu, 2000). It will definitely be an impossible task to plan  and  administer any known organization in which records are not kept, or are carelessly or fraudulently kept. The education system as a social organization has numerous sub-systems or levels that are managed to ensure some coherence and continuity. To successfully achieve this, records must be stored in such a way that they are accessible and safe guarded against environmental damage. The principals/teachers must be very careful in keeping records, checking and cross- checking every item of information going out under their signatures. The principal must also check all the statutory books kept by the class teachers with emphasis placed on honest and faithfulness in keeping them.

Importance School Record Management

The importance of school records keeping cannot be over emphasized. This is because record keeping in the school system acts as information bank through which data, record and events of school can be viewed by the school ministries, PTA members  and  school  community in general. In every social organization like  educational  institution,  school  records are very vital tool which can be kept in the school to provide useful information on  both staff and student personnel administration.

Specifically the importance of school records management can be expressed in the following categories:

Authentic source of information: The 21st century is seen as the information age.

Information about the school system is important to the government  for financial planning  and to study the nature and the structure of the school. According to  Elele (1985),  it  is  argued that if school records are properly kept, they serve as an information base from which the principal and staff can recall or retrieve stored information when needed. Therefore, records serves as accurate and authentic information regarding school activities.

Control of information: Record keeping helps teachers and students to excise control over the distributions, utilization, retention, storage  and retrieval of information that concerned the operation of the school. Therefore, school record could be served as a good reference point of whoever intends to know the happening in the school management.

Useful Information of Person (Staff and Students): The term data (records) and  information  are used interchangeably but  the two words have different meaning. Data have to undergo some processing before they become useful information. It therefore means that data are in form of raw materials that goes into the processing system  after  which,  the useable information come out as the out put. Hence data can be defined as a set of  unorganized facts often representing quantities, measure things (Ikpe, 2000). Such things as the number of telephone calls, staff address, student’s grades and  involvements  are  data items where as, information is the data/records that has been processed in a way that is beneficial to the recipient.

Data bank is useful to educational planners in projecting into the future. A  plan, whether educational, political or economic, that is premised on faulty statistics (data) can be compared to a house that is built on faulty foundation.  Consequently,  the  educational planner at different levels have the duty of “information of accurate premises” upon which to base their plans if such plans are to succeed (Duku, 1987).

Planning entails predicting the future and to articulate the  appropriate  course  of  action, and requires availability of adequate information (Davar, 1998). But the bane of educational planning at different local state and even national levels in Nigeria appear to be  the absence of adequate and accurate records because of the difficulties experienced in obtaining reliable and up to date records. A number of projects including the Universal Free Primary Education programme (UPE) and Universal Basic Education (UBE) schemes launched in Nigeria in 1976 and 1999 respectively, are believed to have  failed  largely  because they were premised on faulty statistics.

iv.Facts on important activities in the school: It is very important that the principal being an organizer and administrator of a school must keep some records that will give, to an extent, information on the day-to-day activities of the school. The records must fulfill certain conditions if they are to serve any useful purpose. Records must be used, records must be available, records must be complete and must be honest (exaggeration and untrue statement must be avoided) (Ojelabi, 1981).

There must be authentic source of information for referencing on staff and students of schools when need be Elele (1995) had argued that if school records are properly kept, they serve as an information bank from which the principal and his staff can recall stored information when needed. Eresimadu and Nduka (1997), pointed out  that  since  records  cannot be left to the memories of the people, they must be kept to form a repertoire of useful information for individual staff, the school, the community and other educational institutions, the nation and the rest of the world.

School records is a source of school history Kempner (1990) noted that records enable the school head to understand the background nature, problems activities, and progress of the school and of each child. Kempner acknowledges the fact that it is the duty of school heads, teachers and the administration to provide records when needed.

School records is  a veritable guide for school inspection/supervision, record keeping    is an important guide to secondary school principal to adopt efficient  administrative  procedures in the keeping of school records. These procedures, as enunciated by Ehiametalor and Aderonmu (1995), include prompt procurement of records from  the  appropriate authorities, proper delegation of duties to teacher on the keeping of records and efficient monitoring and supervising of teachers delegated to keep record.

School records form Empirical base for assessing school performance and budget evaluation. Importance of records as a store house of information to students, teachers and administrators is stressed by Ogbonnaya (2005),  when he observed that  records are kept for  the purpose of assessing school performance and budget  evaluation. It has been recognized  that resources devoted to education can be used more effectively if there is a process of  decision for action in the future. This process is known as planning. The  process  of  educational planning comprises collection and analysis of quantitative and qualitative performance and also related statistics to serve as a basis for policy decisions regarding the future development of education. It is obvious that qualitative statistical  data (approach) is  very important for educational planning.

According to Ogbonnaya (2005), all projects for improvement and expansion are supposed to be properly costed before any decision is taken. The reliability of such costing of educational projects depends on adequacy and accuracy of the  collected data/record  and also on the skill of analyzing them. For instance, if a planner is asked to formulate plan for the shortage of teachers, the planner cannot step forward without knowing the number of teachers shot fall, at what level, within what type of or area of specialization. After getting all these information, decisions can be taken as regards whether new teacher training institutions are to be set up and the financial involvement. Therefore, it is important that all necessary efforts should be made to widen and improve the basic statistical data/records used for educational planning.

Types of School Records

School records vary from school to school. School records are broadly divided into statutory records and non-statutory records.

Statutory records are the records kept in accordance with the education law and they must be produced on request by the agents of ministry of education on official  inspection. Such records include: admission/withdrawal register, log book, attendance  register,  school time table, diary of work, visitors book, examination record book, time movement  book, a  copy of national policy on education, national curricula on different  subjects,  assignment books for teachers, query book, history of the school, transfer certificate books, pupils individual files, sports and games record file, school clubs/societies, annual leave roster, teachers’ annual evaluation reports, education inspectors reports, organizational  charts,  minutes books, disciplinary committee file, school land papers, lesson plan/note for teachers among others. Non-statutory records are school records kept for the purpose of administrative convinces such records include stock book, cash and account books, school calendar, health book, inventory book and staff minutes book (Godwin, 2004).

There are several records under the laws which are expected to be kept to make the school administration effective, progressive, clean and paving way for development such records include;

Admission and Withdrawal Register

The school registers of admission and withdrawal is a statutory record that contains detailed information about every child admitted as a pupil/student of the school. The school admission register must always be updated and made available  for  inspection  when  demanded for scrutiny by education inspectors, law enforcement agents on an official assignment or any authorized person (Onwurah, 2004).

The keeping of an admission and withdrawal register is to have a comprehensive details of personal and academic background of all pupils/students. With their  names and other information entered into the register they become bonafide members of the school.

Information recorded in the admission register includes full names of the pupils, age, date of birth, place of birth, date of enrollment, address and occupation of the  parents/guardians, state of origin, local government of origin, date of admission, previous schools attended, date of leaving the school, reasons for leaving the school and the school certificates number (Obi, 2001).

The purpose for which this record is kept is that it is mandatory to do so as school population can easily be retrieved from this record. It serves as  an  index  for  statutory financial allocation to states from the federation account. It indicates the growth of the school over the years.

It provides addresses of parents and guardians for contact in case of emergency or invitation to school functions. It provides at a glance, authentic information on the academic progress of a child through the school and is a basis for guidance and counseling and other assistance to students. It serves as a factual reference point for issuing transfer certificates, testimonials and referee reports on students in school.

National Policy on Education

This document provides the nation’s educational philosophy, goal  and  objectives of  the schools system. It is mandatory that all schools must have a copy of this documents. It  specifies the desired objectives for each level and type of education and ways  of realizing  them. It serves as guide in the administrative functions (A copy of National Policy on  education, second edition, 1999) .

The School Cash Book

It is important for every headmaster of a school to keep a cash book. This is because;   in a particular school year a lot of money comes into the school and are spent for the school assignment/administration. The school, for example, realizes money from school fees, levies, sales of crafts or farm products or even subvention from government or gifts from wealthy individuals and organizations. The cash book should clearly show both income and expenditures of the school. The keeping of this record will help the teacher to give a good account of school transactions and to also prevent  him from  getting into problems  that  have to do with collecting and spending money.

Lesson Note Book

This is kept by the class teacher, it is important that before a teacher goes  into  teaching, he has to prepare his lesson in this notebook. It is a book that contains the daily preparation of the teacher for the different subjects to be covered and  the activities to be  carried out for each day. The lesson note book serves as an aid to the teacher in the course of teaching as he can not rely completely on his memory (Ministry of Education, Benue state, 2009). It reminds him of each step as he teaches. The lesson note for each day should contain the following important information:

(a)General information such as the topic, date, time of the lesson, duration of the lesson, age, sex and class.

(b)Behavioural objectives, previous knowledge, introduction, presentation, conclusion, evaluation and children’s activities including assignment.

Reports Cards

This is the school record, which shows the pupils  scholastic  performances  and  conduct for each term. It helps the teacher to keep the parents informed about their children’s progress in the school. It gives interested parents accurate information and helps parents who are ignorant about the working of the school to have a better understanding of its purpose and their children’s place in it (Ministry of Education, Benue state, 2009).

Movement Book

The staff movement book is a record that shows the where about of a staff. Every staff moving out of school hours with the head teachers permission must record in the staff movement book, the following information arranged in vertical columns, date, name of staff, time of departure from school, reasons for moving out of school, time of arrival back to school, signature of staff, head teacher’s  remarks/signature. The staff movement book helps  the school to have knowledge of the where about of a staff, recall the staff if urgently needed  by an inspector or visitor to the school, know where to look for such a staff in case of a suspected accident or any mishap (Ministry of Education, Benue state, 2009).

Cumulative Report

This is a continuous record or combination of records which contains comprehensive information about each pupil. It provides a summary of the pupils career in the school. The cumulative record is confidential and should be kept in filing cabinet in the office of the head teacher and the school counsellor. The following information are required: date of admission, grades,  family background and social activities,  if a child goes on transfer to a new school,   his cumulative record can be sent to the new school, and this will help the new school to be abreast with up to date information about the child.

Punishment Book

This book is kept by the head teacher in order to record cases of punishment given to children and to ensure that the procedure for punishing any child has been followed. The keeping of this book helps to protect the child from being punished any how by the teacher. It helps to protect the teachers themselves from the complaints of parents on  the  way  and manner teachers punish their children. It also helps to stop other members of the community from giving wrong information on how children are being punished in the school. The record can show the type of problem behaviour that is common in the school. With such information the head teacher can take the necessary steps to solve the problem (Ogbele, 2008).

Problems Associated with Record Keeping in Schools

As important as information from school records are to effective administration of schools, effective record keeping in schools have many problems. Some of these problems include:

Inability to keep available records: High rate of pupils attrition especially in the rural areas poses a big problem. Children who are enrolled in school fall out of school at will, either through sheer lack of interest or ignorance of what school holds in stock for them in future.

Ignorance, poor attitude of parents cause parents to withdraw their children from  school without as much telling the headmaster. Infrastructure and equipment are destroyed  from time to time by bush fire, rain storms, white ants and mischievous persons, including school pupils. All these contribute in no small measure in frustrating the efforts of the planner  at acquiring valid and reliable data (Uwazurike 1991).

Poor Attitude of school personnel towards data collection: Despite the fact that teachers  and principals are witnesses to the problems described above, they are many a time, uncooperative when records are demanded of them from time to time in respect of  their schools. Rather than make effort, they copy out old records verbatim or amend them slightly and submit to the head office.

Shortage of staff: The section of the educational offices charged with collecting educational statistics is very often under staffed. As a result of the shortage in the number and quite often qualifications and experiences of such staff, they can not cope with  the  volume  of  work before  them. They do their best, but sometimes,  their best falls short of the requirements of  the planning office.

Inadequacy of transportation and traveling facilities: In the view of Ogbonnaya (2000) in addition to lack of adequate staff, there is  the problem of lack of vehicles  to convey data to  and from schools in their zones. In some instances, data collectors invest their money in such exercise, and the head office does not reimburse such money. Subsequent  calls on  them  to tour round schools to collect data without giving them enough money or vehicles fall on deaf ears.  Since they must submit  information in respect  of their zones; they resort to amending  old data or creating new information in their offices.

Lack of  thorough supervision by  the head teacher: This can arise if a teacher records   topics not taught under record of work covered in the diary. It is unethical to record what has not been taught. Some teachers make false entries in the time book, and staff movement  register because such records are not effectively monitored by the school head. Uwazurike (1991), maintained that untimely supply of records, lack of through supervision and funds, inadequate knowledge of record keeping, incessant alteration of records and role of conflict among school principals among others are the chief problems recorded  to  have  associated with records keeping in school system.

Inadequate knowledge of record keepers for the use of information from records: If the information given are false or incomplete, it cannot give us the accurate information needed. Lack of thorough supervision by the head teacher, lead  to destruction of poorly kept  records  by termites, flood or storm. This usually occurs as a result of keeping such records in wooden cup boards or on bare floors. Retrieval problems such as corruption of files by computer virus leading to distortion or complete erasure of stored data cause educational wastage. This may cause issue of having drop outs and repeaters in the school system, which is a  loss  in  resources to the society. More so, at a time when the nation is struggling to meet its need in  man power and increased demand for education as stressed by (Uwazurike 1991). It is proper  to look into the above mentioned problems especially corruption of data by human beings due to deliberate alteration or erasure, untimely supply of records  and  undue  access  to confidential information on staff, students and facilities.

Impact of Historical Records on Information Dissemination in Secondary Schools   

Records that have impact on information dissemination in schools are known as historical records. These are records that record various events that take place in the school which serve as sources of information as well as primary source of history for the school. These records give the school, parents and the public some background on the establishment and daily happenings in the school (Abenga, 1995). The common sources of historical records are (but not limited): Log book, minute book, visitors books, staff announcement book, time book, duty report book, hand over/taking over file, health record book and games records book.  

According to Jones (2003) the visitors’ book provides a very useful record of all those who visited the school on one reason or another. The school uses this book as a means of contacting visitors again if the need arises. Contacts made with such visitors can help to extend or improve on the interpersonal relationship of the school staff and school head and the visitors. The visitors’ book is a record of all important visitors to the school. Ukeje, Akabogu and Ndu (1992) stated that records are very important aspects of school administration. They are indispensable because they provide useful information for planning. The staff movement book is a record that shows the where about of staff who report in the school for duty but for good reason has to move out of school. Njoku (1998) says staff movement book is a record that indicates the names of teachers that have travelled during school hours, their places of visit, purpose of visit and time of leaving. Such movements should be documented in this book. The information required for this record include dates, name of staff, purpose of leaving, destination and duration or permission sort.  

Announcement book is a record book that records all announcements made by the school manager to guide both staff and students in the school (Idoko, 2005). Notice of staff meeting and information from the ministry of education are passed onto teacher in the announcement book. Adeyemo (2001) is also of a similar opinion that announcement book is a record book that records all the important announcements of the school. It is kept by the principal as evidence that all essential announcements get to the teachers in the school. Announcement book is very essential in the management of secondary schools, it is based on this note that Agbe (2007) states that, announcement book serves the school administrator very useful purposes. This is because, there are some pieces of information which the school administrator may want his teachers only to know. Such information is therefore not made available during school assembly but is written in the announcement book and circulates among members of staff only. It is therefore safe to conclude that announcement book provides effective communication system in the school.       

Abenga in Agbe (2007) states that time book shows attendance by members of staff. It states the time “the teacher reports for duty and the time he closes for the day”. If anyone is absent from duty on a particular day, the fact is recorded against his/her name and the reason, if any is given as an explanation. It is also expected of teachers to sign off in the time book at the time of leaving (closing hour). This device (time book) helps the school head in checking departure among staff before closing especially in very large schools. On the whole, time book provides accurate information for both internal and external evaluation of teachers.  

Duty report book according to Asemah (2010), gives a general as well as intelligent report on most activities going on in the school on daily basis. He adds that the master on duty covers every aspect of school life while the prefect on duty focuses on students’ behaviour and their activities throughout the school day. This record book provides the school head with useful information connecting to the existing flaws and this will enable him/her to take precautionary measures to avoid such mistakes in his next plan, so as to make the plan to be more effective.  

Impact of Financial Records on Accountability in Secondary Schools    

Financial records deal with the management of schools’ money. These records show the total amount the school has (income) and how much has been expended (expenditure) for the development of the school. If these records are properly kept, it saves the school administrator from unnecessary victimization or mismanagement of funds (Eno, 1998). These records are known as financial records. Some of the financial records include: The school budget, school fees register, imprest account, the ledger or cash book and the farm record book.  

The school budget is a means through which the school’s sources of finance are carefully identified means of its collection put in place and the projected revenue from the various revenue sources carefully allocated to the various school needs so that the overall objectives and goals of the school can be achieved (Asemah, 2010). Guruge in Akpakwu (2008) says a budget is a financial statement of projected income and projected expenditure over a period of time usually one year. The school budget assist the school head in identifying revenue sources, prioritizing goals and school projects, decision making and creation of paths for effective development in the school.  

The school fees register according to Idoko (2005) is opened for each class for the recording of school fees paid by each student. He states further that in some schools only the students whose names appear in this record or register are enrolled in the class attendance register. According to Abenga (1995), the information in the school fees register helps the school administrator to avoid sending a learner home in error when they have paid their school fees and also make the process of accountability easier. The register also aid parents and guardians who are in doubt of school fees status to get clarification. It also reduces corrupt and sharp practices. To crown it all, the school fees register provides information even when receipts are not available even as it aids the school head to know how many students that have paid their school fees as well as financial position of the school.  

According to Idoko (2005), imprest refers to money given to the head of a unit to spend on items for which vouchers cannot be prepared and presented quickly to the sub-treasurer for payment. Usually this money is intended to cover the day-to-day expenses which unit heads will necessarily incure. An imprest holder has to keep an account of all payments made with supporting bills and receipts. Imprest account provides adequate records of expenditure and helps in proper accountability. It also aids the full understanding of the school budget. 

The school cash book is the income and expenditure record of the school. This record is kept by the school bursar and occasionally checked by government auditors or inspectors (Idoko, 2005). The school cash book or ledger provides information to the government and school administrator on how much money comes in and how much that is expended in carrying out school activities.

Theoretical Framework

This section reviews some theories that are related to the study.  Such  theories  reviewed include: systems theory and human relation theory. Viewed from management perspective, theory can be defined as a set of assumptions from which the manager/principal can understand, explain and predict the behaviour of workers in an organization. Such knowledge and understanding will enable him fashion out effective leadership, supervision, control and motivation and adoption of strategies necessary for attainment of organizational goals.

Systems Theory

The systems theory is one of the modern management theories  to  study  the relationship between organization and its environment. This theory considers all elements  in the whole organizations as well as its component parts. The theorists view organization as an adaptive system, which must adjust to changes in its environment if it is to survive, (Massie, 1997). Zanders (2002) refers to these modern management  theories  as  integrative management theories in  the sense that they study the relationship between organization and its environment thereby attempting to understand organization as a whole system.

The systems theory is traced to Aristotle (1958). The theory is of the believe that the whole is greater than the sum of its parts. However, Nwankwo (1992) argued that it is not enough to understand the parts, that it is also important to understand the relationship among  the parts. Describing a system as a series of interrelated and interdependent  parts, such  that  the interaction of any part (sub-system) affects the whole system. That is to say, in as much as principals’ work is towards achieving the set goals, he still needs the cooperation of teachers in the system. That means they cannot work without each other.

School records has to be processed, stored and retrieved when needed at the various departments. Peretomode (1991), and Nwankwo (1982), stated that the  systems  theory rests  on the belief that all in systems, all the parts perform different functions but their interaction  are dependent on each other. The system theory is relevant to records management because    the educational system or even a single schools unit or child, is a system, and concept of interaction and interdependence of parts with the others and the wider system is applicable.

In conclusion, the review in this section shows that management theory is relevant to school management and to promote efficiency. The system theory, on the other hand concentrated on the interrelationship and interdependence of various segments of the organization. The systems theory makes it clear to the principals, as it relates  to  school  records management, as the superior that they must relate very well and work with the subordinates through delegating authority to them (teachers) to make proper record management a foundation for the future of educational system. This theory provides information to the principals/manager on strategies for leadership, works or staff within an organization.

The obvious relevance of this theory to these work boarders in the strength of school administrators, principals to adopt the principle of interrelation and interdependence in school management. This could promote delegation of duties respect and value of various functions among department in the school, thereby introducing new dimension in school record management.

Human Relations Theory

People who pioneered studies in human relations theories  included  Marypacker  Follete (1868-1933); Elton Mayo (1945) and Dickson (1939); Lewin, Lippit  and  White (1938); and Yaunch (1949). Follote is always regarded as the first great proponent of human relations theory.

The central idea in this human relation theory boarders on the fact that  the human  factor is vital in the achievement of organizational goals. Thus it was assumed that workers   will achieve better if their personal welfare was taken into consideration.

According to Nwankwo (1992), the theories relates to human relations brought into administration such concepts as democratic leadership policy-making by consultation, delegations of authority decentralization of administration, among others. In other words, it is called human theory of management. This implies that school administrators (principals)  should treat their staff (teachers) with human face, and always sort for their  welfare. This  could generate harmony and sound cooperation among them. When this is achieved among principals, will bring about desirable output especially in the areas of teaching and learning   and school records management.

The relevance of this theory to this work lies in the ability of the principals to take cognizance of teachers welfare towards achieving the over all school goals. This means that principal should not emphasis on the school productivity alone but  should  also  emphasis along side the condition of staff thereby bringing in, friendly relationship among staff. When this is achieved by school heads, issue of falsification  of data  among staff will be a past story in the history of school records management in the school system.

Review of Empirical Studies

The objective of this section is to review the few available materials or studies which are related to this study.

Ogbonnaya (1994) carried out an appraisal of record keeping practices of principals in Abia state secondary schools. The study sought to determine the administrative practices adopted by secondary school principals in Abia state in the keeping of school records and the problems associated with the keeping of these records. Three research questions and one null hypothesis were formulated to guide the study. The researcher adopted descriptive survey design for the study. Using a questionnaire titled “Record keeping Appraisal questionnaire”  data were collected from four hundred secondary schools teachers and forty principals from Aba and Umuahia Education zones of Abia state. Mean scores were used to answer the three research questions while t-test statistics was used to  test  the null  hypothesis  formulated for the study. The results, among others show that:

1.Secondary school principals delegated authority for the accurate keeping of some schools administrative records to teachers.

2. Principals monitor teachers’ adherence to instructions on school records.

3. Lack of funds, delays in the supply of materials, dishonesty and lack of zeal and  interest on the part of teachers delegated to keep records constituted  problems in record keeping in Abia state secondary schools.

Ogbonnaya’s work on appraisal of record keeping practices shared relevance to this study. This is because it is part of the objectives of study to ascertain the school records presently kept in secondary schools.

Uzoho (2006), investigated the record keeping practices  of  secondary  school principals in Umuahia Education zone of Abia state and the  problems  associated  with  keeping of these records. To carry out the study effectively four research questions and two  null hypotheses were formulated, descriptive survey design was adopted. A 28-questionnaire item was developed  and administered to 420 urban and 180 rural secondary school teachers    in Umuahia Education zone of Abia state. Mean scores were used to answer the four research questions while the t-test statistics was used to test the null hypotheses formulated for the  study. Results or findings were as follows; urban and rural secondary school teachers in Umuahia Education zone indicated that records presently kept in their schools include admission register, attendance register, staff minutes book, school time table, school accounts book, academic records of students and copies of schools rules and regulations. There is a light significant difference between the opinions of urban and rural secondary school teachers on the administrative practices that characterize the keeping of records in secondary school in Umuahia Education zone. These practices include principals delegating the keeping of day- today administrative records to senior teachers, records events as  they  occur  in  the appropriate records booklets, keep accurate custody of record materials and books in  the offices, check every item of information in the records before appending  their  signatures. There is no significant difference between opinions of urban and rural secondary schools, teachers with regards to the administrative practices  that  characterize the  keeping of  records in secondary schools in Umuahia Education zone of Abia State.

The relevance of Uzoho’s (2006) work on record keeping practices of  secondary  school principals to the present study lies in the competency of principals to adopt sound and effective school records management practices for effective data utilizations where and when need be.

Smith (1992) carried out  a study on the degree of importance of record keeping by  head teachers and teachers in British primary schools.

Three research questions and one null hypothesis were formulated to guide the study. The design adopted was descriptive survey. A twenty-item  questionnaire was  for  gathering the relevant data for study. One hundred and twenty head teachers and four hundred and sixty five primary schools teachers provided the data for the study. Mean scores were  used  to answer the three research questions while the t-test statistics was used to test the null  hypothesis formulated for the study. The findings of the study revealed that primary school  head teachers and teachers considered record keeping very important in the British primary schools.

The striking relevance of Smith’s (1992) work on the degree of importance of record keeping to the present study hinged on the strength of school principals to appreciate the importance of effective record keeping for production school management.

CHAPTER THREE

RESEARCH METHOD

This chapter discusses the research method. It specifically discusses the design of the study, population of the study, sample and sampling techniques, instruments for data collection, validation of instrument, reliability of the instrument, method of data collection and method of data analysis.

Design of the Study

The research design of this study is descriptive research design. Nworgu (2006) states that descriptive survey design is one of the best design for describing situation without manipulation. Therefore it  concerns with the collection of data and description of events as  they exist without manipulation of any kind. This design is  therefore  appropriate  for  this study because it seeks to describe the management of records keeping as it exist in secondary schools.

Population of the Study

The population of the study comprised all the 52 principals and 1,392 teachers in the  52 state-own secondary schools in Oredo local government area of Edo state. (Source: Statistics unit of Teaching service Board Edo state Ministry of Education  2011/2012).  The choice of these respondents stems from fact that they are in better position to know how  records are managed in secondary school system.

Sample and Sampling Techniques

The sample of the study were all the 52 principals of the 52 state-owned secondary schools and 364 teachers selected through proportionate random sampling from the 52 state- owned secondary schools within the  Oredo local government area of Edo state. In sampling teachers, 7% was used to select teachers in each of the 52 schools in the zone. This will sum up to 416 respondents.

Instrument for Data Collection

The instrument for data collection of this study is a  researcher-developed  questionnaire. The questionnaire is titled “Record keeping practices questionnaire” (RKPQ). The questionnaire has two sections, one and two. Section one dealt with the personal data of  the respondents such as name of respondent and status and name of school. While section two consisted of 30 items, grouped under four (4) clusters. Cluster A contains 10 items which elicited information on the school records currently kept in secondary schools, cluster B contains 5 items which elicited information on  the administrative practices that characterize  the keeping of school records, cluster C contains 9 items which elicited information on the problems associated with the keeping of school records, while cluster D contains 6 items which elicited information on the strategies for improving on school records management in schools.

The instrument was weighted on a four (4) point rating scale for the respondents to make their responses as follows: Strongly Agree (SA), Agree (A), Disagree (D), and

Strongly Disagree (SD).

Validation of Instrument

The face validity of the instrument was carried out. To ascertain this, the researcher presented two copies of the questionnaire to two experts in Educational Administration and Planning and one to an expert in Measurement and Evaluation, all in the University of Benin. The experts were also presented with copies of the research purpose, research questions and research hypotheses as a guide. They were requested to assess the suitability of the language, the comprehensiveness, adequacy and relevance of the items in addressing the research questions, bearing in mind the purpose of the study. Their comments, suggestions and correction were accommodated and used to modify the instrument.
Reliability of the Instrument

The validated instrument was trial tested with eight (8) principals and seventeen (17) teachers in Egor Local Government Area which is outside the area. To ascertain the internal consistency of the instrument Cronbach Alpha technique was used to compute the reliability index. Reliability estimates for the clusters were as follows; cluster A: 0.82, cluster B: 0.87; cluster C: 0.81; and cluster D: 0.89. The instrument has an overall reliability estimate of 0.96. This result indicates that the instrument is reliable and therefore considered appropriate for   use, (see appendix 3).

Method of Data Collection

The direct delivery and retrieval method was applied. The  instrument  was  administered and retrieved on the spot by the researcher with the aid of three (3) research assistants who were trained by the researcher. These research assistants were trained on the modalities for administration and retrieval of the instrument.

Method of Data Analysis

In analyzing the data, mean scores and standard deviation (SD)  were used to answer  the research questions. Real limit of numbers was used in analysing the data: 0.50-1.49, 1.50- 2.49, 2.50-3.49, 3.50-4.00. The t-test was used to  test the three null hypotheses at 0.05 level of significance. The descision rule is that any hypothesis which t-calculated value is less than the table value was considered not rejected, while any hypothesis which calcuated t-value is more than the table value was considered rejected.

CHAPTER FOUR PRESENTATION OF DATA ANALYSIS

This chapter deals with the presentation and analysis of data collection in the field for the study. The data analysis reflected the four research questions and three hypothesis formulated for the study.

Research  Question One

What are the school records presently kept in secondary schools?

The data which used to answer the above stated question are presented in Table 1

below;

Table 1: Mean ratings of principals and teachers on school records presently kept in secondary schools

	
	
	Principal
	Teachers

	S/N
	Item description
	Mean
	SD
	Decision
	Mean
	SD
	Decision

	1.
	Admission and withdrawal

register
	3.04
	0.76
	Agree
	3.03
	0.71
	Agree

	2.
	Log book for recording school

events
	3.01
	0.69
	Agree
	3.05
	0.64
	Agree

	3.
	Attendance register used to register the names of the students

and the attendance to school
	2.98
	0.59
	Agree
	2.78
	0.69
	Agree

	4.
	School time table that shows the

daily activities class by class.
	2.89
	0.91
	Agree
	2.98
	0.70
	Agree

	5.
	Diary of work
	3.06
	0.71
	Agree
	2.99
	0.68
	Agree

	6.
	Visitors book used by important

personalities that visit the school
	3.09
	0.69
	Agree
	3.02
	0.82
	Agree

	7.
	Examination record book used for compiling the results of the

students.
	2.99
	0.72
	Agree
	3.09
	0.76
	Agree

	8.
	Movement book used for recording movement of teachers

when going out of school
	3.00
	0.65
	Agree
	3.09
	0.73
	Agree

	9.
	A copy of National policy on education that shows government

rules and regulations.
	3.10
	0.69
	Agree
	2.99
	0.68
	Agree

	10.
	Lesson plan/note book that contains the summary of what to

teach.
	2.77
	0.81
	Agree
	3.09
	.069
	Agree

	
	Cluster mean
	3.013
	0.72
	-
	3.011
	0.71
	


From the data presented in Table 1 above, all the principals and teachers  that  responded to the questionnaire items agreed on the school records presently kept in secondary schools. This agreement of principals and teachers is expressed by the mean  values of each item and then, the cluster means of 3.013 and 3.011 respectively for principals and teachers. This is indicative of the fact that both principals and teachers are of  the  opinion that  the  school records presently kept in secondary schools  include;  admission  and  withdrawal register log book, attendance register, school time table, diary of work, visitors’ book, examination record book movement book, a copy of National Policy on Education and lesson plan/note book.

Research Question Two

What administrative practices characterize keeping the school records? The data for answering the above research question are presented in Table 2 below.

Table 2: Mean ratings of principals and teachers on  administrative  practices characterize keeping school records.

	
	
	Principals
	Teachers

	S/N
	Item description
	Mean
	SD
	Decision
	Mean
	SD
	Decision

	11.
	Principals delegate the keeping of day-day school records to

teachers.
	2.95
	06.72
	Agree
	3.06
	0.59
	Agree

	12.
	Record events as they occur in the

appropriate record booklet.
	3.09
	0.66
	Agree
	3.07
	0.77
	Agree

	13.
	Keeping accurate custody of recording materials and books in

the offices.
	3.99
	0.72
	Agree
	2.97
	0.69
	Agree

	14.
	Monitoring teachers adherence to

instructions on the keeping of records.
	2.93
	0.81
	Agree
	2.89
	0.94
	Agree

	15.
	Checking every item of information in the records before

appending their signatures.
	2.92
	0.68
	Agree
	3.03
	0.88
	Agree

	
	Cluster mean
	3.17
	0.70
	-
	3.00
	0.77
	


From the data obtained and presented above, both principals and teachers are of the opinion that the administrative practices characterize keeping of school records include: delegating the keeping of day to day school records to  teachers  by  principals,  recording events as they occur in the appropriate record booklet, keeping accurate custody of record materials in the offices, monitoring teachers adherence to instructions regarding  record  keeping and checking every item of information in the records before appending signatures. Hence, the mean ratings of the principals and teachers who responded to the five (5) item questionnaire on the matter, indicated this. In the table, mean ratings of principals range from

2.92 to 3.99 while that of the teachers range from 2.89 to 3.07 with the cluster means of 3.17 and 3.00 respectively both of which are on the high side and greater than 2.50 which  is  the base point.

Research Question Three

What problems are associated with keeping the school records?

The data for answering the above research question are presented in Table 3 below;

Table 3: Mean ratings  of principals and teachers on problems associated with keeping  the school records.

	
	
	Principals
	Teachers

	S/N
	Item description
	Mean
	SD
	Decision
	Mean
	SD
	Decision

	16.
	Untimely supply of records to

school.
	2.62
	0.61
	Agree
	2.93
	0.73
	Agree

	17.
	Lack of thorough supervision by

principals
	2.58
	0.59
	Agree
	2.87
	0.91
	Agree

	18.
	Lack of funds to procure books

and other equipments.
	2.74
	0.64
	Agree
	2.59
	0.63
	Agree

	19.
	Inadequate knowledge of record keepers on the use of information

from record.
	2.99
	0.71
	Agree
	2.61
	0.61
	Agree

	20.
	Corruption of data by human

beings due to deliberate alteration or erasure
	2.78
	0.78
	Agree
	2.91
	0.75
	Agree

	21.
	Destruction of records by termite

flood or storm
	3.03
	0.66
	Agree
	2.69
	0.81
	Agree

	22.
	Negative attitude to work by the

principals.
	3.09
	0.77
	Agree
	3.09
	0.96
	

	23.
	Lack of zeal and interest on the

part of teachers to keep records.
	2.96
	0.91
	Agree
	2.88
	0.81
	Agree

	24.
	Too many administrative

functions of the principals
	2.68
	0.55
	Agree
	2.74
	0.87
	Agree

	
	Cluster mean
	2.83
	0.69
	-
	2.81
	0.78
	


From the data shown in Table 3 above, a good number of the principals and teachers who responded to the nine(9) questionnaire items, agreed on the problems associated with the keeping of school records which are; untimely supply of records to schools, lack of thorough supervision by principals, lack of funds to procure books and other equipments, inadequate knowledge of  record keepers on the use of  information from  records, destruction of records  by termites, flood or storm, corruption of data by human beings due to deliberate alteration or erasure, negative attitude to work by the principals, lack of zeal and interest on the part of teachers to keep records and too many administrative functions of the principals. The mean ratings of the principals and teachers demonstrated this agreement. Specifically, the mean ratings of the principals on the matter range from 2.58 to 3.09 while that of teachers  range  from 2.59 to 3.09. These are all high response scale as the points are above 2.50 which is the cut-off point. While the cluster means of 2.83 and 2.81 were obtained for principals and teachers respectively.

Research Question Four

What are the strategies for the improvement of school records management in secondary school?

The data for answering the above research question are presented in Table 4 below

Table 4: Mean ratings of principals and teachers on strategies for the improvement of school records management in secondary school.

	
	
	Principals
	Teachers

	S/N
	Item description
	Mean
	SD
	Decision
	Mean
	SD
	Decision

	25.
	Supply of necessary school records to

school should be given the priority it deserves.
	2.88
	0.72
	Agree
	2.99
	0.66
	Agree

	26.
	Funds made for school records

management should be kept for its use.
	2.91
	0.69
	Agree
	2.59
	0.98
	Agree

	27.
	Managers of school records should be given opportunity for professional

course through in-service  training.
	2.69
	0.73
	Agree
	2.97
	0.89
	Agree

	28.
	School heads should ensure that records are supplied on time even if it means using internally generated funds for

their timely purchase.
	2.58
	0.91
	Agree
	3.07
	0.69
	Agree


	29.
	Record management should not be

influenced by political consideration
	2.90
	0.77
	Agree
	2.98
	0.89
	Agree

	30.
	Every school head should have a “Data Based” containing summary of data on staff students, and activities in the

school.
	2.66
	0.78
	Agree
	2.77
	0.99
	Agree

	
	Cluster mean
	2.77
	0.78
	-
	2.89
	0.85
	-


Based on the data presented above, reasonable number of the principals and teachers who responded to six (6) questionnaire items, agreed on the strategies for the improvement of school records management in secondary schools; supply of necessary school records to  schools should be given the priority it deserves, funds made for school records management should be kept for its use, managers of school records should be given opportunity for professional course through in-service training, school heads should ensure that records are supplied on time even if it means using internally generated funds for their timely purchase, record management should not be influenced by political consideration,  and  every  school head should have a “Data Board” containing summary of data on staff, students and activities  in the school. The mean ratings of these respondents expressed this agreement. For instance,  the mean ratings of the principals on the matter range from 2.58 to 2.91 while that of teacher range from 2.59 to 3.07. These are all on high side. The cluster means of 2.77 and 2.89 respectively for both principals and teacher also is an indication of their agreement on the strategies for the improvement of school records management in secondary school.

CHAPTER FIVE

DISCUSSION OF FINDINGS, RECOMMENDATIONS, SUMMARY AND CONCLUSION OF THE STUDY
This chapter presents the discussion of findings of  this  study,  conclusion,  implications, recommendations and limitations, suggestions for further research study and summary of the study. Discussions are made in accordance with the research questions.

Discussion of Findings

School Records that are kept in Secondary Schools

From the responses made on research question one of the study, it was agreed that the records currently kept in secondary schools are; admission and withdrawal register, log book, attendance register, school timetable, diary of work, visitors book, exam record, time- movement book, a copy of National policy on education, and lesson note.

This finding is in consonance with that of Godwin (2013), who states that for school    to be effective in the area of record keeping, there should be a proper record of the following admission and withdrawal register, log book, attendance register, school time table, diary of work, visitors book, exam record, time movement book, a copy of National policy on  Education and lesson note.

Administrative Practices that Characterize keeping of School Records

With regard to the second research question which elicits information on the administrative practices that characterize keeping of the school records,  the  respondents  agreed on the administrative practices that characterize the keeping of school records. Specifically, these practices include; delegating day-to-day school keeping record to school teachers, recording events as occurred in the appropriate record booklet, keeping accurate custody of record materials, monitoring teachers adherence to instructions on the keeping of records, and checking every item of information  in the records  before  appending signatures  by school heads.

This finding is in agreement with that of Ogbonnaya (1994) who states that school principals and teachers should embraces ideal administrative practices that could ensure effective and efficient school record keeping management in the  school  system.  He  added that such ideal practices include; delegation of work to staff, recording facts as they occurred, keeping of accurate records, monitoring of teacher adherence to instructions regarding record keeping management, among others.

Problems Associated with keeping of School Records

With reference to research question three, which sought to find out the problems associated with keeping the school records, the respondents agreed that the  problems  associated with keeping of school records include; untimely supply of records to school management, lack of thorough supervision by principals, lack of fund, inadequate knowledge  of records keepers, corruption of data, lack of zeal  on the  part of  teachers  regarding keeping of school records, among others.

In the light of the above findings, it is open that there are  so  many  problems  associated with keeping the school records. This verification is in line with that of Uwazurike (1991), who opined that, untimely supply of records, lack of thorough supervision and funds, inadequate knowledge of record keeping, incessant alteration of records and role  conflict among school principals among others are the chief problems recorded  to  have  associated with records keeping in school system.

Strategies for Improving the Management of School Records

Looking at the research question four, which discusses the strategies for improving school records management in secondary schools, the respondents (principals and teachers) agreed that the strategies for improving school record management in secondary schools are;

giving priority to the supply of necessary school records to schools, funds made for school records management should be retired accordingly, managers of school records  should  be given opportunity for professional course through in-service training, school heads should ensure that records are supplied on time, and should not be influenced by political consideration. They are also of the opinion that every school head  should  have  a  “Data Board” containing summary of data on both staff, students and school activities. The fruitfulness of these findings cannot be overemphasized. This is because, a great number of school mismanagement and poor academic performance have been solved through the improvement on school data and record keeping management in the school system. This is in agreement with that of Idoko (2005), who maintains that school record management will continue to suffer neglect and misappropriation  unless  school  administrators  employ desirable strategies for improving on school records management. He added that these  strategies could be; placing high priority on the supply of necessary  school  records  to  schools, funds ear-marked for records management should be retired accordingly, opportunity should be given to school administrators for professional training course in  the  area  of  records keeping management and timely supply of school records, among others.

Conclusions
From the findings from this study and observation of the researcher, the following conclusions can be drawn;

Accurate records keeping in the school is very important and as such have great influence on the management and administrative performance of the principals and teachers.

2. The principals who adhere to acceptable and ideal administrative practices  in keeping of school  records stand chances of improved standard of school  records management  in the school system.

3. Effective school records management is very vital in general school management. In other words, principals and teachers, must of necessity, ensure accurate school records in the pursuit and accomplishment of school goals and objectives.

4.Where principals fail to employ thorough supervision, achievement of good school records management will always be at crossroads. Also lack of  zeal and  interest on  the part of teachers to keep records in school system dwindle and prevent smooth running of school event.

Many of the misunderstanding between schools and  school  boards/ministries  or  school heads and teachers are not unconnected with the non-adherence of genuine and accurate school records keeping management.

Recommendations
Based on the findings, observations and conclusions of this study, the researcher  arrived at the following recommendations;

Principals should be exposed to the following school records which were found to be currently kept in secondary schools; admission and withdrawal register, log book, attendance register, school time table, diary of work, visitors book, exam record book, time movement book, a copy of National policy on Education and lesson  note/plan. This should be done through conferences, workshops, supervisions, among others.

Principals should specifically employ the following administrative practices that characterized the keeping of school records; principals delegate the keeping of day-to- day school records to teachers, record events as they occur in the appropriate record booklet, keep accurate custody of record materials and books in their offices, monitor teachers adherence to instructions on the keeping of records, check every item of information in the records before appending signatures by principals.

In order to solve problems associated with the keeping of school  records,  the  following ideal strategies for improving on school records management should be employed. Supply of necessary school records to  schools should be given  the priority  it deserves, funds ear-marked for school records management should be kept for its use, managers of school records should be given chance for professional  course  through in-service training, school heads should ensure that records are supplied on time, record management should not be influenced by political  consideration  and  every school head should have a “Data Board” containing summary of data on both staff, students and school activities.
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QUESTIONNAIRE
What are the school records presently kept in secondary schools?

	S/N
	Item description
	Strong Agree
	Agree 
	Disagree 
	Strongly Disagree 

	1.
	Admission and withdrawal

register
	
	
	
	

	2.
	Log book for recording school

events
	
	
	
	

	3.
	Attendance register used to register the names of the students

and the attendance to school
	
	
	
	

	4.
	School time table that shows the

daily activities class by class.
	
	
	
	

	5.
	Diary of work
	
	
	
	

	6.
	Visitors book used by important

personalities that visit the school
	
	
	
	

	7.
	Examination record book used for compiling the results of the

students.
	
	
	
	

	8.
	Movement book used for recording movement of teachers

when going out of school
	
	
	
	

	9.
	A copy of National policy on education that shows government

rules and regulations.
	
	
	
	

	10.
	Lesson plan/note book that contains the summary of what to

teach.
	
	
	
	


Research Question Two

What administrative practices characterize keeping the school records?

	S/N
	Item description
	Strong Agree
	Agree 
	Disagree 
	Strongly Disagree 

	11.
	Principals delegate the keeping of day-day school records to

teachers.
	
	
	
	

	12.
	Record events as they occur in the

appropriate record booklet.
	
	
	
	

	13.
	Keeping accurate custody of recording materials and books in

the offices.
	
	
	
	

	14.
	Monitoring teachers adherence to

instructions on the keeping of records.
	
	
	
	

	15.
	Checking every item of information in the records before

appending their signatures.
	
	
	
	


Research Question Three

What problems are associated with keeping the school records?

	S/N
	Item description
	Strong Agree
	Agree 
	Disagree 
	Strongly Disagree 

	16.
	Untimely supply of records to

school.
	
	
	
	

	17.
	Lack of thorough supervision by

principals
	
	
	
	

	18.
	Lack of funds to procure books

and other equipments.
	
	
	
	

	19.
	Inadequate knowledge of record keepers on the use of information

from record.
	
	
	
	

	20.
	Corruption of data by human

beings due to deliberate alteration or erasure
	
	
	
	

	21.
	Dest