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ABSTRACT
This study was intended to assess the use of keyword file classification scheme in Managing Local Government Records in Tanzania, at Singida Regional Administrative Secretary Office (SRASO). The study sought to: examine awareness of the keyword file classification scheme; assess the current state of using Keyword file Classification Scheme; determine the compliance of legal framework in the use of keyword file classification scheme, and identify challenges hinders the use of Keyword file classification scheme in local governments and propose solutions to be taken by SRASO to improve the system. The study employed a survey research design and mixed method of data collection involving 72 respondents, who were purposively selected from a population of 88 respondents. Empirical were collected using both close and open ended questions, interviews and observation. Findings revealed that 60 (83.3%), respondents were aware and they use the system. Findings also showed that, the Office has managed to establish and apply a keyword file classification system, to supports their daily activities. Likewise, findings revealed that the Keyword system was not being effectively utilised by record practitioners due to: lack of skills with, weaknesses in establishing the keyword system, lack of procedures, hence resulting in poor retrieval of records and misplacement of documents. The concluded that, Keyword file classification system was ineffectively used, leading to failure in attaining government goal of its establishment. The study, recommends the provision of training, restructuring of the system, increasing trained personnel, provision of guidelines and integrating the keyword file classification system into electronic records.
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CHAPTER ONE

INTRODUCTION AND BACKGROUND TO THE STUDY
1.1      Introduction

This is an introductory chapter. It lays out the foundation of the study. First, it provides the background of the study. It also provides the statement of the problem, objectives of the study, research questions, and significance of the study. Furthermore, it describes the scope and limitations of the study as well as the structure of the dissertation.
1.2      Background  to the Study
In the past, many organizations managed their records using paper record keeping system. Once records are created or received in the organization, they were kept in physical standard files to support organization primary purpose. The content of the files commonly associated to single function, w and subject. By understanding the functions and activities of the organization, the need for retaining organization evidence or proof of what is done will become strong and the need to design a record management system, (IRMT, 1999) became desirable.  The system   created must suit the needs of both staff and organization stakeholders and must meet legal and accountability requirements.
Records Classification is an essential tool in records management. It is used to provide links between records that originate from the same activity or from related activities; to determine where a record should be placed in a larger aggregation of records; to assist users in retrieving and interpreting records; and to assign and control retention periods, access rights and security markings (Schellenberg, 1975; Smith, 2007). Management of local government records are treated as lifeblood of organizations, and as such they are regarded as vital resources that need to be managed like other resources in organizations such as human resources, finance and supplies etc. (Mazikana, 1990). On the other hand, Ugwuze as cited in Oyiti (1998) sees records as the corporate memory of organizations.
In his seminal and historical publication, Schellenberg (1966), a renowned records/ archivist specialist, delved on the sanctity, value and vital role played by public/ government records in the life of a nation Accordingly, Schellenberg noted that: Records contain basic information on the political, social and economic development of a nation, and that from them, social scientists obtain facts needed to understand how things of the present came about; similarly, records are a means of transmitting the cultural heritage of the past, for they contain the ideas and principles, which governments are based, the explanation of man’s intricate social and economic organization, and the evidence of his material and intellectual growth; in addition, records are organic materials in that  they are the  product of extended  activity ,for purposive action.  This is true of all records produced by governmental and corporate bodies and by persons who engage in extended professional business or other kinds of work. 
Worldwide experience has shown that, paper has been used as a means of communication and store of human knowledge. Nevertheless, with the development of ICT a new form of records has emerged, these are called - electronic records or digital records. In fact, electronic records are complementing electronic records in the management and storage of information of an organization. It is worth noting that records management system worldwide has undergone tremendous changes from paper based system to electronic system. 
Essentially the emphasis is to ensure   creation of adequate records with the use of electronic records management system that will meet all functionality to attain records management standards (National Archives of Australia, 2007). For this to happen, the robust issue of physical infrastructure needs no emphasis. A records management system needs a physical infrastructure. Paper based systems use, a range of stationery and storage equipment including files, boxes, cabinets and shelves, while electronic records require hardware i.e. (computers and storage media) as well as software. Paper files and computer hardware both need accommodation that provides adequate security.  
However, physical storage is only part of the picture. People have an essential role to play in any records management systems, involving those who design, implement and support the system and those who are customers. Shepherd and Yeo (2003), opined that physical storage is only part of the picture. Nevertheless, the most essential role in any records management systems is played by human beings including those who design the systems.
In Africa, the background of records keeping system   dates    back to the civilization era, where it is believed that due to their vulnerability, the ancient people who  lived in North Africa in 200 AD,  wanted to recall everything in their daily lives. Through memory they were able to perform this for a limited number of activities. As transactions increased, they soon realized that it was not possible to recall everything in the past. They discovered that by modeling clay into representative’s symbols of objects they intended to undertake, they were able to remember correctly what was supposed to be done at the required time.  
As such, African governments need to recognize   records as valuable resources in organizations, like any other organization resources. In view of this, the government of Tanzania has put in place a Records and Archives Management Division (RAMD).  The functions of Records and Archives Management Division is to ensure that public offices follow good records keeping practices by establishing and implementing procedures for timely disposal of public records of no continuing value. 
In addition, the RAMD plays an advisory role on the best practices and establishes standards for recordkeeping in the public service, establishes and implements procedures for the transfer of public records of enduring value for preservation in the National Archives or such other designated repositories, as may have been established under the Act, (Records and Archives Management Act No.03 of 2002). 
Chebani (2005), International Records Management Trust (2003), Keakopa(2006), Kenos (2010), Mnjama and Wamukoya (2007), and Tough (2009),  posit that despite the initiatives taken by  most African countries towards records management ,yet   record keeping systems in these countries  have   generally , either collapsed or are in a state of  disarray.  According to Nyampong (2015), this state of affairs is attributed to the   fact that paper record keeping is given top priority, compared to its surrogate.  Actually, the challenge faced is   due to the increasing amount of records, which are born out of printed format and processed by using manual system. Under such circumstances the system invariably encounters challenges of storage space, retrieval problems, protection of records and misfiling.
In Tanzania, the history of keyword filing systems has its antecedence from the German and British colonial rule. The First World War of 1914, affected records, which were created and maintained for the colonial administration. However, amongst the rescued records included contractual, military and administration records, which were kept in secure places, while some of them were buried. For the rescued    records, the new Colonial government, viz the British government, introduced a number of regulations regarding their proper management.  Amongst such regulations was the issuance of a circular entitled destruction of old records. 
Similarly, further instructions concerning the destruction of records were issued to destroy court records. An important step was taken in 1952 when a new registry plan, which followed the colonial office management system of classifying records by subject, was introduced (Mlyansi; 1996). In 1953 a new standard filing system was introduced to alleviate the situation; however lack of qualified professional staff in the provinces, paused as   a major challenge for the management of records during   the colonial era (Marcia Wright, 1965).
Soon after independence, the Tanganyika Government inherited all records, which were left behind (whether intentionally or accidentally) by the outgoing colonial   administration. The new independent government employed three levels of administration namely, central authority or government, regional authority and local authority.  Under the   local authority, a big segment of records were created, consisting of administrative, financial, statistical, demographical, agriculture and economic documents. 
Due to this, Dryden (1968), noted that it became difficulty to locate files when   required for decision making, hence this caused confusion, leading to the proliferation of files on the same subject. For example, it became difficulty to carry out   financial audits  effectively; development programs failed to be evaluated; corruption, improper decision making, denial of citizen rights marred the country’s political and management agenda. The government also incurred huge costs for storing redundant records. In  1963 improvement on the arrangement of public records for proper administration was done, by introducing Tanzania National Archives under Presidential Circular No 7 of 1963, The National Archives Act No 33 Of 1965 And the National Archives Act Of 1979.
The poor state of paper based records management system in Tanzania was reviewed and the government sought assistance from overseas development agency ODA based in the United Kingdom (now DFID), to   critically   assess the problem; the creation of professional and management capacity within the government in the form of a central records management unit that would ensure the sustainable provision of registry services; the consolidation of records management into one department and the government  to guarantee the adequate provision of recurrent budgets for the staffing operations and maintenance of new records unit, system improvements and ongoing staff development needs, (TNA, Quarter Report, 1999).
According to Magaya (2009), in July 1997 the ODA contracted the International Records Management Trust (IRMT), to advice on the efficient and effective records management system as part of the wider administrative reform programmes popularly known as Public Service Reform Programme (PSRP), (Nyirende; 1994). The IRMT was assigned to improve quality and availability of information within the government services by developing an efficient, effective and sustainable paper based records management system and gradual computerization of records within the Tanzania government. Among the notable successes of the Public Service Reform Programme (PSRP), included the restructuring of the records management system and registries in all Ministries, independent Departments, Agencies, RAS offices and local government authorities and the   introduction of the keyword filing system.
Wright (1962) asserts that possibly the most significant development in record-keeping in Tanzania after the establishment of the National Archives in 1962, was the Records Management Improvement Programme that the United Kingdom’s Department for International Development funded from 1997 to 2001. The Programme delivered a number of reforms, including:

(i) Developing and introducing a new file classification system based on keyword indexing, 

(ii) Introducing a full range of file control systems, including file titling rules, location indexes, file censuses, file movement procedures and access controls across a number of ministries, departments and agencies (MDAs),

The Government of Tanzania promulgated the RAM which in part required heads of public offices to create and maintain adequate documentation of the functions and activities of their respective public offices through the establishment of good record keeping practices, this is well articulated in Part 111 which reads, Records and archives management Act No 3 of 2002 explained the roles of the heads of public and parastatal offices on the issues related to records management records. In subsequent Section 14(3) in respect of public records created, received and maintained by local authorities the responsibilities set out under section 9 and 10 of this Act shall be those of the heads of such local authorities. Their responsibilities are well stipulated under sections 11, 12 and 13 respectively shall be those of the heads of the appropriate branch offices of the department. 
Regarding records management system, the act under section 9(a) creating and managing current records with appropriate filing systems. While Section 11(a) providing professional assistance, advice and guidance on the establishment and management of filing systems, (c) making arrangements for the necessary training of records staff in public offices. However, it is not clear whether the directives provided under the Act in sect 11a have been implemented in the Municipals.
1.3     Statement of the Problem

One of the encounters in records management is effective use of records management system, particularly in central and local government, IRMT (1999). This has been particularly evident in countries that had once been dominated by Western   Colonial powers. After the departure of the colonial administrators, the new independent countries lacked the capacity and effective record keeping systems for handling and managing both active and semi active records.
In realizing the challenges faced in managing active and semi active records, the government of Tanzania reformed its public service in order to improve the management of records for efficient service delivery. Along side with the reforms made was the restructuring of registries in Ministries, independent Departments, in full RAS offices and Local Authorities by introducing keyword filing system for both central government and local government, (URT, 2011). 
However, despite the initiative taken by the government of Tanzania to enhance   proper management of public records through the use of keyword filling system, yet it is not clear to what extent local government authorities in district, municipal and city council are conversant with the use of the new system, which uses keyword filing system.  The new system requires that filing headings reflect functions instead of hierarchical system in which file heading reflect themes (PO-PSM, 2007). In fact, the none compliance with the new filling system, is likely to lead to fragmentation and loss of records, misfiling, duplication of records on the same subject matter, backlog accumulation of the files. This creates of financial burden on the government for the costs incurred in searching the files and space for storing the redundant files.
Mtui (2017) asserts that lack of implementing proper record keeping system affected not only the economy but also administration and development. It also encourages corruption and improper decision making. Nevertheless, the extent to which the implementation of keyword classification scheme in the management of public records in local government is practiced, is not known, because according to the reviewed literature, there is no study which has been conducted to assess the implementation of keyword file classification scheme in the management of public records at local government level in Tanzania. 
For example previous studies conducted by Mtui (2017), Newa (2017) Kashaija and Ndumbaro (2020) revealed the lack of resources needed, lack of guidance from RAMD and low priority given to records management. Yet little has been investigated on the use of keyword records management system at SRASO.
Therefore, this study was intended to bridge the gap by conducting a research on assessing the implementation of keyword file classification filing scheme in the management of public records at local government level, a case study of Singida Municipal Council, because this is a grey area where much is not known.
1.4      Objective of the  Study

The general objective   of this study was   to assess the use of Keyword file Classification Scheme in the management of local government records in Tanzania.
1.4.1   Specific Objectives

Based on the general objective, the study was   guided by the following specific objectives:

(i) To examine the extent to which records staff at SRASO is aware of the Keyword File Classification Scheme in the management of records.
(ii) Assess the current state of using Keyword File Classification Scheme in the management of records at the SRASO. 
(iii) To determine the extent of compliance of legal and regulatory framework in the use of Keyword File Classification Scheme for the management of public   records.
(iv) To identify challenges which hinder the use of Keyword File Classification Scheme in the management of public records and propose solutions.
1.5      Research Questions 

(i) To what extent staff at SRASO is aware of the existing Keyword File Classification Scheme for the management of public records?

(ii) What is the current state of using Keyword File Classification Scheme for the management of public records?
(iii) Are there guidelines, policies, and procedures on using keyword file system at SRASO?
(iv) What are the challenges, which hinder the use of Keyword file Classification Scheme in the management of public records?
1.6      Significance of the Study

Any research is expected to contribute, add new knowledge to the field and this study has no exception. Findings of this study will contribute to the field of records management and specifically on keywords records management system. It is also expected that, the findings of the study will help SRASO to identify and appreciate the need for using keywords records management system and adopt it to manage public records and thus improve their accessibility. Besides that, the study will form as a basis for new studies on records management system, for the smooth introduction of keywords system.
1.7      Scope and Limitations of the Study

1.7.1    Scope

This study focused on assessing the Use of Keyword Classification Scheme in Managing Local Government Records in Tanzania:  A Case Study of the Singida Regional Administrative Secretary Office (SRASO). The study mainly concentrated on paper and electronic keyword file classification scheme, awareness and factors hindering implementation of keyword system and how they were addressed.
1.7.2    Limitations of the Study

Among challenges faced by researcher was time management. Time for me became a challenge because the family needed me when I had to deal with research. Again the issue of school fees, the researcher was about to fail to finalize this degree since no one was there to support provide financial support. To address the challenge, the researcher decided to use weekends to deal with the supervisor’s comments and instructions but also to explore many opportunities that will cover the financial matters. 
1.8      Definition of Keyterms
The definition of terms is intended to ensure that the reader gets a clear understanding of the components of the study in the way that he/she will be presenting them. This is to help the readers to understand the terms not familiar with them at all.
1.8.1   File Series

Are alphabetical prefix assigned to each or department in an organization to represent a particular series and sub series in an organization, (Mhina; 2012).   In the context of this study, this definition will apply.   
1.8.2
Keyword List

Is a controlled vocabulary that limits the choice of keywords when classifying or indexing the files, (IRMT, 1999). 
1.8.3    Keyword File Classification Scheme
Is the records management indexing system used to classify records based on functions and activities of an organization? The system establishes common and preferable word indexes, which reflect the functions and activities of an organization and arrange them in alphabetical order for easy retrieval, (Mhina; 2012). Synonymous terms for this term is keyword system, keyword records management system, and keyword filing system.
1.8.4   Public Records
Are records created or received, maintained and used in any public sector agency, (IRMT, 1999). These records are created to form a base of transparency, accountability and good governance. They are created in wide range of administrative, legal, financial, and evidential matters. Management of public records follows the life span of records and legal framework of a specific country, (Sapru, 2004).
1.8.6   Records Management System
Is an Information system, which captures manages and provides access to records through time? Also known as record keeping system, (ISO 15489, 2001). 
1.8.7   Records Manager
Is a person in charge of a records management unit (Mhina, 2012).
1.9     Summary 

Chapter one presented the context and framework for this study. It includes the statement of the problem, the objectives of the study and research questions, which formed the basis for questionnaire design. It also discussed significance of the study, scope and limitations of the study and definition of key terms. The next chapter dwells on the literature review of the subject area.
CHAPTER TWO

LITERATURE REVIEW

2.1    Introduction 

This chapter presents a review of various related sources pertaining to the use of keyword classification schemes in managing local government records. Reviewing the literature is an important   aspect of the research process, which    serves several purposes including finding out what has been done, methodologies used, and area of agreement or disagreement. Review of the literature also enhances understanding of the present problem, research questions and determining what different scholars have done on a particular topic under study from which a research gap can be defined and given a research scope. Similarly, Robson (2011) notes that, the literature is what is already known, and written down, relevant to current research project. Literature reviews may involve identifying, locating, and analyzing documents containing information related to research problem. Such documents may include articles, abstracts, reviews, monographs, dissertations, books, other research reports and electronic media.
The review of the literature is organized around broad themes and includes both current and retrospective print and non-print sources of information. Key broad themes considered fundamental for this study include Keyword Records Management System; awareness of keyword file classification scheme; current state of   keyword file classification scheme; compliance of legal and regulatory framework in keyword file classification scheme and factors hindering the keyword file classification scheme. Finally the chapter discusses the research gap and the conceptual framework for this study. The discussion under these themes is important in explaining the inter link between the Use of Keyword Classification Schemes and the management of Local Government Records.

2.2     Keyword File Classification Scheme
In the past, many organizations managed their records using paper record keeping system. Once records are created or received in the organization, they were kept in physical standard files to support organization primary purpose. The content of the files commonly associated to single function, w and subject. By understanding the functions and activities of the organization, the need for retaining organization evidence or proof of what is done will become strong and the need to design a record management system, (IRMT, 1999) became desirable.  The system   created must suit the needs of both staff and organization stakeholders and must meet legal and accountability requirements.
Following the enactment of the National Records and Archives Management Act in 2002, the government of Tanzania took several institutional and capacity development measures which among them is the restructuring of records offices (formerly registries) in ministries, independent departments, Regional Administrative Secretary offices (RAS) and local government by introducing keyword system.
Keyword filing system is a records management system introduced in the public service at the mid 1990’s under Public Service Reform Program agenda. It was realized that the former system alphanumeric was insufficient and cannot expand to accommodate more activities and functions (URT, 2013). Ministries were assigned more functions and new departments were formed. Expansions of ministries, government departments and agencies lead to reorganization of structures and functions, which lead to mass creation of records. In some cases, functions in organizations are withdrawn hence reducing the size of operations and records creations in an organization, (Magaya, 2010).
In January 2007, registry procedures manual was developed in the wake of mapping current and emerging best practices and introduction of a “keyword system” where guidance were provided on the management of public records, starting from the creation, capture, use, maintenance and disposition of records, (URT 2007). 
Moreover, section heads of public offices shall be responsible for creating and maintaining adequate documentation of the functions and activities of their respective public offices through the establishment of good record keeping practices. Section 9(a) creating and maintain records within appropriate filing system and section11 (a) providing professional assistance, advice and guidance on the establishment and management of filing systems 11(c) makes arrangement for the necessary training of records staff in public offices.
Establishing a keyword system needs records staff to have knowledge and skills on five major steps to follow when introducing a keyword system in an organization, namely: to study the functions and activities of the organization; creation of organization’s file series; creation/ compiling a keyword list; application of keyword list in file creation and file control books (Mhina; 2012). In conjunction with the afore going activities a registry procedures manual has been developed in the wake of mapping and emerging best practices of keyword system (URT, 2007).
The application of keyword classification scheme has necessitated the need for file series, keyword codes and running numbers, which, in the end, records management system users and custodians will be able to avoid ambiguity in the creation of file titles, provides vocabularies that reflect the common function of an organization and establishes direct relation between the title of the file and index words used in formulation of file reference number. The system also allows expansion and there is convenience of assemblage records with names. The system is designed congruently for computerization, (Magaya; 2010).
2.3     Awareness of Keyword File Classification Scheme
The practices of records management system to records management staff have been reviewed at global, Africa and Tanzania levels separately. The study was designed   to explore the position of records management system in the creation, capture, use, maintenance and disposition of records.
Staff awareness is critical to the success of records management systems in an organization. All staff should receive the training they need, in order to meet what the organization expects of them with regard to the handling and management of the records. All staff, including temporary staff, contractors and others working for the organization, should receive induction training that outlines the organization’s records management policies, standards, procedures and guidelines and makes clear their personal responsibilities. The records manager should work with human resources, in-house training and communications colleagues to plan records management awareness raising and training. The records manager needs a full understanding of records management principles and practices. He or she also needs to be aware of the organization’s obligations under the Freedom of Information Act (FOIA) and other relevant legislation, so that the records management policies and procedures will support compliance with those obligations. 
The practitioner also needs to understand how records management fits in with related responsibilities, such as for information security. Some of this is a matter of applying common sense but specialist knowledge is also required, especially in the early stages of developing a records management programme in the organization and when implementing new systems or arrangements. The skills and knowledge required will depend on the scope of the job and the work required of the person. They may vary over time, depending on what needs to be done to get records management on a proper footing in the organization and keep it there (Pwadley; 2011).
International standards organization (15489-2) provides strategies on how to design and implement a records management system, as potential element records management staff should be attentive. The standards describe the essential characteristics of records management systems and provide a framework for their implementation, which includes steps for the design and implementation of records management system, which are expandable anytime. It involves preliminary investigation, analysis of business activities, and identification of requirement for records, assessing the existing system, identification of strategies for satisfying records requirements, design of a records management system and implementation of a records management system. In the final implementation of ISO (5489) is a good awareness of the steps in establishing a keyword system in public offices. The keyword filing system is a system towards computerization. It provides that, an electronic environment system may be designated to register records through automatic process, which may involve brief descriptive information or metadata about the records and assigning the records unique identifier within the system.  Without the involvement of records management professionals, this would not be effectively realized. As such, organizations would end up with systems that are generating huge volumes of electronic records that could hardly be managed, protected, retrieved and disseminated for decision making, (IRMT 2011; ISO 15489-1: 2016). 
The study on the implementation of DIRKS (Designing and implementing record keeping system) methodology by international organization in records and archives management section at the United Nations, (ARMS), places significant value of automated keyword classification scheme and recordkeeping activities. Currently, any organization in any part of the world establishes records management and recordkeeping systems in order to conduct their day-to-day activities, retain tangible knowledge in the organization and maintain evidence of the business which may be needed to be presented to external authorities and customers, (ARNZ; 2007).
In Africa, the importance of records management was recognized in the 1930’s, since most African countries were colonized by the developed countries. Originally, African countries had their own way of keeping records like writing on caves, modeling clay tables in cuneiform. During 1950s many African countries recognized the importance and value of records, even though most of these countries inherited colonial records keeping systems.  As a result public offices were congested with files piled up on the floor, due to poor decision making. 
Poor records keeping in Ghana was characterized by little attention and coordination mechanism, inadequate professional staff in the field, lack of records office and records center, lack of training to records professionals in implementing records system. This has demerits the accountability and financial management in public sector, (Kamatula, 2003).
A study by Mnjama (2005) and Thurston and Smith (1986) reported challenges linked to records management in developing countries such as lack of consistency, frequent collapsed record keeping systems, lack or insufficient filing cabinets and poor classification scheme.
Tanzania as a middle economy country faces varied challenges in the management of records; key amongst them is poor records management system. Few institutions in the country, including ministries and independent agencies like the office of PO-PSM, have tried to adopt computerized keywords filing system.  Electronic office system is designed to facilitate and simplify day-to-day administration activities. 
Such activities involve circulation of files and documents within public institutions. The design of electronic office was a collaborative venture between the Electronic Government Agency (EGA) and the Department of Records and Archives Management (RAMD). EGA office is supervised by EGA and operated by relevant institutions under RAMD, (e-GA, 2019).
A study conducted by Nkebukwa (2019) at CBE, has revealed the use of alpha numeric and keyword system in storing and retrieving files in registry. Findings of this study further showed that there is no official records management at CBE; instead both systems are used in managing records. At the level of CBE campuses, records offices are operated by human resource officers, due to lack of qualified records staff.  
ISO (15489-9) have documented features of records management system that any system deployed should be capable of continuous and regular operations in accordance with responsible procedures. In view of this, records offices are advised to choose the main classification scheme that will suit organization functions and activities.  Other departmental areas like accounts and procurement departments may select the supporting system depending on their needs. Though the use of hybrid system is encouraged, this could cause technological problems and concern on privacy. Another point of view reflected in this study concerns the use of more than one records management system in single organization, referring the same case where there is another system noted from literature terminal digit filing system which is numerical system.
In local government authorities the situation is worse, because many of the authorities are still using alphabetical, subject and alphanumeric system. Few of them have adopted keyword filing system but due to insufficient resources, they failed to automate keyword system and even where keyword system has been implemented, it is poorly operated.
Mwela (2007) urged public organizations and institutions to consider the importance of establishing and designing recordkeeping systems to address challenges to be resolved. Cyril (2010) noted that office filing systems are not designed to work properly to meet the needs of information dissemination, files are poorly organized and there are no indexes available to assist their accessibility. Furthermore, many filing systems, including keyword, stings a high rate of missing or misfiled records, and time spent searching for information is nonproductive. Ongoing training is one of the requirements of records management system, and should involve all members of the organization, records management processes, techniques of capturing records and access of records.
2.4     Current State of using Keyword File Classification Scheme
Developed countries such as Finland, Australia and Newlands, have managed to use functional classification system to create, manage, distribute, and secure electronic records through creation of metadata in electronic records management system (Kettunen and Henttonen, 2011).
Similarly, Kamatula (2013) and Magaya (2010) assert   that classification systems ought to identify individual files and forms of records, and indicate the logical relationships between files and records. Without some system for classifying papers, it is difficult to show the links between related files, let alone file papers consistently and accurately. Whichever system is applicable in the records office, each file must have a unique reference number for identification purposes. This identification tag might be a number or a combination of letters and numbers (IRMT, 2009). 

Ndenje-Sichalwe (2010), conducted a study on Tanzania government ministries, which examined the current state of records management practices in fostering accountability in the implementation of the Public Service Reform Programme.  Findings of this study revealed that although the introduction of the Public Service Reform Programme resulted in some efforts to reform the records management practices, such as the establishment of keyword system in the government ministries, however, records were not well-managed. Good records management practices   enhance the efficiency of public services.

Manyambula’s (2011) study on the challenges faced in managing records observed that, organisations in the world create, receive and use paper-based records. However due to the exponential increase in the number of volumes of paper-based documentation, organisations experience difficulties in managing them. Problems encountered include office space, storage facilities, and difficulties in file retrieval problems have compelled many organisations to seek alternative formats that capture and store their information on electronic media regardless of technological, economic and operational challenges.
Kamatula (2010) conducted a study on records management practices at the University of Dar es Salaam (UDSM). The study revealed that there was no keyword filing classification system in place. As a result, the UDSM faced problems of misfiling, inadequate space, misplacement of files, and delays when retrieving information.
The IRMT (2007) in its report of Human capital management information system cited visits to the registries of three ministries of Agriculture, Education, and Health and Social Welfare. The research team examined 15 personnel files at the Agriculture Ministry and observed that there was inconsistency in terms of content (for example, letters of appointment and personal information form were not always corresponding). 
2.5     Compliance of Legal and Regulatory Framework in Implementing Keyword Records Management System

A proper records management system should be designed and implemented in line with international and national legal and regulatory framework. In this context, the International Standard Organization (IS0) 15489 (2001) posit that a policy for creating records is necessary in order to provide for the requirements for capturing, registering, classifying, retaining, storing, tracking, accessing and disposing of records. 
Organizations create and keep records so that intended users from within and outside the organizations can benefit from them, especially when they need to perform their key roles. Any records management system that captures records must have systems that enable users to use the records thoroughly (Shepherd and Yeo, 2003). Therefore organizations create and receive records for intention. The timely and accurate retrieval of records rely on how well organized and classified records are. Consequently, record classification systems must reflect the business functions and activities of the organizations, (ISO 15489; 2001).
Developing new legislation for records and archives management profession has changed fundamentally over the past twenty years. In view of this, Smith (2007) asserts that many enactments have focused on archives. The management of current and semi current records was hardly considered until the 1980s, when   the use of computers was increasing dramatically and at a time when the creation, use and management of information quickly became a matter of interest to more and more people. It is taken for granted now that new legislation must include records management as well as archive administration. As such, William (2006) confirms that UK has managed to develop and use legislations in managing their records.
In the same vein, Australia also confirmed the use of legal framework to support, capture manage and provide access to records, through the ISO 15489-1 which stipulates that “records management system should address legal, organizational and technical requirements. Authority for records management processes such as classification; indexing, review and disposition of records should be clearly stated. Relevant legislation, standards and policies should be recorded, to determine requirements for practice, review, audit and testing of records management processes. Close attention should be paid to other information systems and policies in use within the organization to maintain the corporate integrity of the information management environment”.
Shepherd and Yeo (2003), stress that records management systems also need an intellectual basis, which can be provided in part by an organizational records management policy. However they caution that policies are unlikely to be effective unless they are backed up by measures to ensure their implementation. Similarly   in paper based systems, a set of operational procedures is required, together with staff training in their use, directives that enforce them, and monitoring of their application. Similar measures are also likely to be needed in systems that are partly or wholly automated.
A record-keeping system within a legal environment should ensure   information about individuals is maintained in a secure environment, so their privacy is not violated.  At the same time, provision must be made to ensure that some personal information can be retained for evidential, informational or research reasons, once it has served its original purpose, (IRMT, 1999).
According to Chibabo (2003), a basic records management structure consists of information-related law, policies and programmes, records management standards and practices, and the qualified employees to implement and manage the systems. The statutory framework helps organization to have capacity to capture, process, store, use, conserve and preservation of records for national heritage. In Kenya, for example, numerous legislations have been launched with the aim of controlling public records, and still there is insufficient compliance, especially in the management of personnel records. 
A study conducted by Mnjama and Wamukoya(2005), revealed  challenges faced by East and Southern African member countries in the capture and preservation of records, indicating that  keyword filing system is also a concern. Challenges such as absence of legislation, policies and procedures to control the management of records in the entire lifespan, lack of records retention and disposal schedule have been considered as barriers to the implementation of a good recordkeeping system in African countries.
In Tanzania, apart from establishing records and archives management department (RAMD) to oversee that public offices adhere to good recordkeeping practices, also several records and archives management legal frameworks have been formulated since 1961, after Tanzania achieved independence.  Amongst the legal frameworks in question, include Records and Archives Management Policy of 2011, Records and Archives Management Act No. 3 of 2002, Records and Archives Management Regulations of 2007, National Security Act No 3 of 1970. 
Despite these developments, there still exists a paucity of comprehensive infrastructure of policy, standards, business rules and procedures. This contributes to poor records management practices in the public service and has resulted in delays in the decision making process, denial of citizen right, corruption, lack of accountability and unauthorized access to government information, thus undermining the government efforts to enforce good governance and rule of law. 
However, through issuance of policy on compliance to records creators and users, the Government of Tanzania provided a statement requiring all key players of records and archives management to establish proper records management system that adheres to standards and best practice5s, (URT, 2011).
2.6     Factors Hindering the Implementation of Keyword Records Management System

This subsection discusses the challenges faced in implementing keyword filing classification system and which affect its effectiveness in supporting better records management practice. In this respect, Kettunen and Henttonen (2011) revealed the challenges affecting Finland agencies in implementing keyword records management system. These challenges comprised of situations where the management captured external communication, while internal communication were not captured for future reference, a weakness which affected organisational performance.
In the case of Tanzania, the state of the management of records in the ministries and other government offices at independence was poor, due to the failure to cope with systems left by British colonial government (Kamatula, 2010). The establishment of keyword filing classification system emerged as a remedy in public offices, when it came to effective records management in the Ministries, Departments and Agencies  (MDAs). However, studies show that despite the effectiveness of keyword filing classification system, still MDAs are facing multiple problems. 
For example, Ndenje-Sichalwe, Ngulube and Stilwell’s (2011) study on managing records as a strategic resource in Tanzania’s government ministries, identified lack of support from senior officers, lack of records management policies, and low levels of training for registry personnel as factors undermining records management systems in ministries. Overall, the problems range from inadequate and untrained records personnel, lack of inadequate space for storage of records, use of traditional methods of managing records, to lack of working gears (Msuya & Lyaruu, 2008). Inevitably, poor records management in public offices resulted, despite the records management systems being in place to support day-to-day activities. Griffin (2004) has observed that in many governments, policies and guidance for managing the records are often non‐existent and the legislative and regulatory framework tends to be weak or outdated.  In some countries, the responsibility for managing information on which governments and citizens depend, is often improperly assigned or remains largely vague (Ndenje-Sichalwe, 2010; Ndibalema, 2005).
Government expansion plans involving ministries, government departments and agencies, invariably leads to the reorganisation of structures and functions, which ultimately results in mass creation of records. In some cases, functions in an organisation are withdrawn, hence trimming operations and records creation in the institution (Dkopoulou & Mahiots, 2012). This scenario has affected the existing system in promoting effective records management. 
In fact, the keyword filing classification system has failed to work effectively due to challenges such as lack of trained personnel, limited awareness on the system, change of departments, lack of space for new file creation, and lack of policies and procedures that guide practitioners as a requirement of the Big Bucket Theory in Records Management. This apparent lack of core records management drives at the work place, motivated the investigation of the current situation at SRASO.
2.7
Theoretical Framework

This study was guided by the Big Bucket Theory in Records Management. The  Big Bucket Theory was proposed in 2003 by the US National Archives and Records Administration (Tanimu et al., 2016). The theory explains how a large amount of records would be grouped into Series or Bucket in such a way that records with similar characteristics would be placed together for easy retrieval and use (Cisco, 2008). 
The resultant group of similar records that contain multiple such records is a “Big Bucket”. Another interpretation of the Big Bucket in the context of records management is dubbed records series (Tanimu et al., 2016). Those groupings may be based on periods, business functions, legal and regulatory classifications, or whatever makes sense for the organisation and complies with appropriate laws (Ashley & Cisco 2014). 

Application of the Big Bucket Theory in Records Management, in relation to the use of keyword filing classification system in records management classification system, serves to show proper classification, indexing, coding and retrieval of each records created in the organization, (Foscarini, 2009). In relation to the keyword classification system based on the functions and activities of an organisation, in this system records are grouped into their series (Mhina, 2009). 
However, the “Big Bucket” approach was not modified since the keywords classification system are related in such a way that, both approaches have concepts of grouping, classifying, identifying, and retaining records in their managements and using such system to support functions and activities of an organisation used to develop the system. 

Therefore, the “Big Bucket” theory helped to assess the keyword classification system in managing public records had been established consistently with the requirements of the “Big Bucket” theory in records management.  The “Big Bucket” theory allowed the researcher to assess the usefulness of the system in managing records that support organisational functions, activities and transactions; and the attendant challenges to the use of keyword file classification scheme in accordance with the “Big Bucket” theory. The theory was useful since it requires organisations of records in supporting different activities. It was useful to develop objectives of the study by assessing the effective use of the system towards performing different functions at SRASO. Furthermore, the theory helped to identify areas of weaknesses and strategies for enhancing the effective use of Keyword File Classification Scheme. In this regard, the data for the study were collected and discussed based on the requirements of the “Big Bucket” theory at the SRASO.
2.8
Conceptual Framework
Mugenda and Mugenda (2003) defined conceptual framework as hypothesized model classifying variables under investigation and their relationships. According to   Wimmer and Dominic (1991) a framework that shows relationship among concepts and variables. It may be an adaptation of a model used in a previous study, with modifications suit the inquiry. Also aside   from showing the direction of the study, through the conceptual framework, the researcher can be able to show the relationships of the different constructs that he/she seeks to investigate. Other authors including Miles & Huberman, (1994), and Robson, (2011) refer to conceptual framework is a system of parameters including concepts, assumptions, expectations, beliefs, and theories that supports and informs a specific research. 
Miles & Huberman, (1994), and Robson, (2011) perceive the conceptual framework as a visual or written product, one that explains, either graphically or in narrative form, the main things to be studied—the key factors, concepts, or variables—and the presumed relationships among them. In a broader sense, conceptual framework refer to the actual ideas and beliefs that hold about the phenomena being studied, whether these are written down or not and sometimes referred to as theoretical framework or idea context for the study.
Based on the “Big Bucket” theoretical framework, the researcher constructed conceptual framework, which illustrates the relationship between dependent and independent variables.

Figure 2.1: Conceptual Framework for Illustrating the use of Keyword Filing Classification System in the Organization, Based on the “Big Bucket”\ Theoretical Framework
Source: Developed by the author of this study report (2022)
Effective management of records depends on appropriate system applied by the organisation (Ngoepe & Van Der Walt, 2010;Mnjama, 2010; Matangira, 2014). According to the Registry Procedures Manual of 2007, the official endorsement of the keyword filing classification system aimed to support public office to engender effective management of records. This keyword filing classification system depends on the awareness of record practitioners, availability and use of guidelines and resources in addition to exposure and training on the use of the keyword system. All these aspects can be measured through good results from the effective use of the keyword filing system leading to easy retrieval of information, appropriate allocation of documents, and maintenance of confidentiality and supporting of the expansion of business activities at the SRASO. 
These variables facilitated the measuring of the extent to which the keyword filing classification system fostered effective use of records in the SRASO. The researcher used these variables to construct research objectives and develop data collection tools to investigate how keyword works, awareness of practitioners, and challenges experienced in using keyword filing classification system.  Moreover, strategies for effective use of keyword filing classification system were identified based on variables such as training, awareness and guidelines. In this regard, Nengomasha (2013) contends that the effectiveness of records management system requires training, policies and procedures.  Furthermore, the researcher collected, presented and discussed resultant data and findings based on the conceptual frameworks to drawa pertinent conclusion. Therefore, these variables were adequate to conclude on the current state of using Keyword filing system at the SRASO.

2.9
Research Gap

The literature reviewed such as Kitalu (2001), Kalumuna (2009), Kamatula (2010), and Mohamed et al. (2017) indicate that there are some challenges that constrain the effective management of records in the public sector in Tanzania and other developing countries. Matangira et al. (2014) and Mariam (2018) on the records management system in supporting records management programme revealed the challenge of lack of knowledge among the records users coupled with the poor installation of the system that affects its uses. These findings cannot be generalised in the Tanzania context particularly at the SRASO because the studies were conducted outside Tanzania.  Studies by Kitalu (2001), Ndibalema (2005), Kalumuna (2009), Ndenje-Sichalwe (2010), Manyambula (2011), and Packalén (2015) examined //researched on the status of records management practices for good governance and service delivery, and established that there were complaints on records management in Tanzania’s public organisations because of poor retrieval of records, inadequate space, and loss of files.
However, their studies do not show the source of problems resulted in poor records management and challenges of records management systems in LGA’s. In addition, the studies did not determine whether the newly-installed keyword filing classification system was deployed effectively in day-to-day activities or there were challenges affecting the effectiveness of the system. Gap by assessing the effective use of keyword filing classification system in managing records, its uses to support records management, the inherent challenges affecting the effective use of the system, and measures for effective use of keyword filing classification system at the SRASO. 

2.10
Summary

This chapter has reviewed literature on records management systems. The chapter has reviewed different records management systems applicable in public offices. In reviewing literature on the state of records management system, it has shown that developing countries still contend with challenges such as poor retrieval of information, lack of professionals, and lack of automated classification, and retrieval system to support easy access. Also, literatures show that, although the keyword was established in public offices, complaints pertaining to poor records management has persisted.  Applying the Big Bucket in Records Management Theory and conceptual framework, the study helped to fill the associated research gap in the context of Tanzania’s public service, specifically by assessing the effective use of the keyword filing classification system at the SRASO. The following chapter dwells on research methodology.
CHAPTER THREE

RESEARCH METHODOLOGY

3.1     Introduction

This chapter provides the structural process through which the study was carried out. It describes area of the study, research philosophical issues, the design to be used, population of the study, sample and sampling techniques, data collection methods and instruments, data quality, ethical consideration, data analysis and presentation.
3.2     Research Methodology

Research methodology is defined as a systematic way to solve a research problem by collecting data using various techniques, providing an interpretation of the collected data, and drawing conclusions about the research data. A research method is the blueprint of the research or study (Jenkins, 2021; Kothari, 2004).
3.3     Research  Design

A research design is the procedures for collecting, analyzing, interpreting and reporting data in research studies (Lellisa, 2018). Grey (2014) has described that research design sets the procedure on the required data, the methods to be applied to collect and analyses the data and how the data is going to answer the research question.
Therefore, this study adopted survey research design. In the words of (Check & Schutt, 2011) survey research is defined as "the collection of information from a sample of individuals through their responses to questions" 
3.4 
Research Approach

The study used both qualitative and quantitative approaches   to collect data. According to Verhoef, et al… (2002 the combination of quantitative and qualitative methods provides a degree of comprehensiveness may be achieved that neither approach, if used alone, can achieve. 
Quantitative approach was used to collect statistical and mathematical information on sex, age, level of education, work experience and quantifiable data on awareness and use of keyword file classification scheme, and to factor hinders the use of keyword file classification scheme. Qualitative   data provided views, opinions, perception, feelings and suggestions from respondents on keyword file classification scheme at SRASO.
3.4      Area of the Study
This study was conducted at Singida Regional Administrative Secretary Office located in Singida Municipality. The justification for conducting the study in Singida MC is motivated by being one of Tanzania local government authorities which, according to the National Records and Archives Management Policy (NRAP) (2011:15) public offices, shall ensure that records created or received in the course of government business are captured in record-keeping systems with sufficient information (metadata) about the record and its record-keeping system. 
SRASO had installed a Keyword Records Management System for managing its paper records (Ndenje-Sichwale, 2010). The study area enable the researcher gauge the awareness of staff on the usage of keyword filing system and the factors hindering the effective implementation of the system and the proposed solutions to the problem of ineffective usage of the installed keyword records management system at SRASO. 

3.5     Population of the Study 

According to Babbie (2011), a study population is an aggregation of elements from which a sample is selected. In the   same vein, Krishnaswami, (2003), contends that population is the target group to be studied, while on their part, Brink, Van der Walt and Van Rensburg, (2012), posit that a population is the entire group of persons or objects that is of interest to the researcher, in other words, that meet, the criteria that the researcher in studying. The population for this study comprised of respondents obtained from Singida Regional Administrative Secretary Office. 
The study population from SRAS was estimated to be 88 people, including records management assistants in open and confidential registry, secretaries in their respective department, action officers and human resource department. It was important to include respondents from human resources department because they are custodians of policies related to records management. They were included in the study because of their roles as oversee of records function at the organization level. 
3.6      Sampling Techniques And Sample Size 
3.6.1   Sampling Techniques 
Sampling refers to the process by which part of the population is selected and conclusions are drawn about the entire population (Cooper & Schindler, 2001). In the same vein, Kothari (2004), Mugenda and Mugenda (2003) and Trochim (2001), posit that sampling refers to the process of obtaining information about an entire population by examining only part of it, or selecting units, such as people and organizations, from the population of the study.  
Similarly, Ruane (2005), stresses that sampling refers to the process whereby one study a few in order to learn about the many, which can be either probability or non-probability sampling techniques. Two main sampling techniques are discernible in research, namely probability sampling, also known as random sampling, and non-probability sampling, which is sometimes called purposive sampling. 
Probability sampling refers to any method of sampling that utilizes some form of random selection. In order to have a random selection method, there is need to set up so includes me process or procedure that assures that the different units in ones population have equal probabilities of being chosen. Thus, probability sampling seeks representativeness of the wider population and is mainly used in quantitative research.  Probability sampling techniques include simple random sampling, stratified random sampling, systematic sampling and cluster sampling. 

On the other hand, Non probability sampling attempts to represent only a particular group, or a particular named section, of a wider group. In this context, it is not easy to specify the probability that a particular element or member of the population will be included in the sample. Non-probability sampling techniques include quota sampling, purposive or judgmental sampling, snowball sampling, accidental or incidental sampling, self-selection sampling and convenience sampling (Mugenda and Mugenda 2003; Welman, Kruger and Mitchell, 2005; Neuman 2006; Cohen et al, 2007).  This study employed a Purposive sampling technique, to select respondents as follows:

3.6.1.1 Purposive Sampling Technique  

According to Saunders et al. (2007), purposive or judgemental sampling is a type of sampling procedure, which enables a researcher to use judgements to select cases that enable one answer research questions and meet research objectives. Similarly, Krishnaswami and Ranganathan, (2005) and Sekaran (2003, refer to purposive sampling as a deliberate selection of sample units that conform to some predetermined criteria. 
In this context, purposive sampling involves selection of cases which are judged to be the most suitable ones for a given study information rich cases. Wimmer, R.D. and Dominick, J.R (1991) stress that a purposive sample is chosen with the knowledge that it is not representative of the general population, but rather it attempts to represent a specific portion of the population. This method is less costly, more convenient and guarantees inclusion of relevant elements in the sample. 

In this study, Purposive sampling technique was used to select specific category of respondents such as records management assistants in open and confidential registry, secretaries in their respective department, action officers and human resource department staff.  These respondents were contacted to provide basic information regarding the study. This technique helped the researcher to gain access to all the potential information about the study. 
This method was also used due to the nature of this study, which demand collection of data from informed and experienced persons at SRAS. Purposive Sampling was useful since researcher managed to meet all employees who were in position to provide data. Essentially these categories of respondents were selected because, according to International Standard Organisation (ISO 15489) (2016), the executive of senior officers ought to ensure records management policies and systems are implem4ented; action officers must comply with policies and procedures whenever they meet with records. 
Furthermore, record personnel ought to establish and enforce records management policies, systems and guidelines. Therefore, all the respondents were involved in implementing the keyword filing classification system. Records management staff are involved in the creation of files, receiving of mail and other correspondence, filing and retrieval in the use keyword filing classification system. Action officers and senior staff in different departments take action using files and provide information on file retrieval at the time of requesting for a file or files from the records office.
3.6.2   Sample and  Sample Size

Rwegoshora, (2006) and Wimmer, (1991) define   Sample as a subgroup or subset of the population that is taken to be representative of the entire population.  On the other hand, a Sample size refers to the number of items to be selected from the universe to constitute a sample, (Kothari, 2002). The sample size for this study was 72 respondents. These were purposively selected from a target population of 88 staffs. Various factors such as research cost, human resources and time (Kamuzora & Adam, 2008) were considered in determining the sample size for this study. These include 4 senior officers, 51 action officers and 22 records management personnel.  14 respondents, who were messengers, drivers and officers who were on studies and holidays, did not form the sample.
The researcher considered this number to be manageable
Yamane (1967) formula was employed to derive the sample size as shown below: 
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Where:
N= Number of study population

n= sample size

e= Error term

Number of study population N = 88
 e = Margin of error (MoE), e = 0.05

 n= corrected sample size,

The Yamane formula for determining the sample size is given by:

n = N / (1 + Ne^2)

Where;

Let’s assume that the population is  88. At 5% MoE.

The sample size would be: 88 / (1 + 213(0.05^2) =72 In a finite population, when the original sample collected is more than 5% of the population size, the corrected sample size is determined by using the Yamane’s formula.

3.7     Data Collection Methods 

Teddlie and Tashakkori, (2009) refer to Data collection as the gathering and measuring information on variables of interest, in an established systematic manner which supports researchers to answer stated research questions, test hypotheses, and evaluate outcome.  In the same vein, Kothari, (2004) posited that data collection methods are instruments, which guide a researcher in gathering data, which will provide answers to the problem under study. Similarly, Hahn (2020), stresses that data collection is the process whereby scientists, scholars and researchers gather information to test their hypotheses and arguments.
Data for this study was collected using a combination of methods (triangulation) including standardized questionnaires with both close and open-ended questions, interviews, documentary sources and observation, in order to improve validity and reliability of the data collected, and because each method has its own strengths and weaknesses. The methods employed in data collection helped to derive the data needed to answer the proposed research questions. In depth interviews were conducted with key informants while the questionnaires were administered to RMA. 
The data collection methods were complemented with observation and documentary review of both published and unpublished literature were used to complement information through interview and questionnaire. The methods used in data helped to obtain the data needed to answer the research questions.  The use of multiple methods also minimises the degree of specificity of certain methods to particular bodies of knowledge. Two types of data were collected, namely primary and secondary data.

3.7.1   Secondary Data 

According to Kothari (2004), secondary data are those data which have been collected by someone else and which have already been published or unpublished information. For the purpose of this study, those sources include: journal newspapers, magazines, research reports, thesis and dissertations, reports, government circulars, conference proceedings, public statistics, databases and other electronic sources which were relevant to this study. The data in this study formed a basis for the study on the experiences of records management staff.

3.7.2   Primary Data 

Primary data refers to the first hand data gathered by the researcher. They are the data, which are collected from respondents and thus, are original in character (Kothari, 2004). The rationale for using primary data is that they are essential as they add new data to the existing store of social knowledge (Hox & Boeije, 2005). Primary data for this study was collected through a standardized questionnaire with both close and   open ended questions.  In addition in- depth interviews were    conducted to action officers and   observation   made    to supplement the questionnaire method.

3.8      Data Collection Instruments

Data collection instruments refer to the devices/tools used to collect data, such as a paper questionnaire or computer-assisted interviewing system. Checklists, interviews, observation and questionnaires are all instruments used to collect data (Kumar, 2011). The study used a questionnaire guide, interview guide and observation guide to collect data.
3.8.1    Questionnaire Guide

Questionnaires are widely used for collecting survey information, providing structured, often numerical data, and can be administered without the presence of the researcher. Similarly, Questionnaires are also comparatively straightforward to analyze (Blaxter, Hughes and Tight 2006; Wilson and Mclean, 1994). Aina(2004) notes that  a  Questionnaire is the commonly used instrument for collecting data where lists of written questions are provided seeking opinions of individuals, in a sample on issues directly related to the objectives of the research study.
In this study the researcher used both closed and open-ended questions. Questionnaire with technical and professional questions was administered to records management staff working in open and confidential registry in land, education and health departments. Questionnaires provided were completed by respondents from human resource department and office assistant responsible for distribution of files in SRA. The questionnaires were distributed to respondents under close guidance and supervision of the researcher.
Self-administered questionnaire have the advantage to allow respondent to fill out the questionnaire administered at their own pace, and do cover a wider audience and they also tend to reduce interviewers bias. The disadvantages of self-administered questionnaire are that they tend to have low response and return rates, which necessitates follow-ups.
3.8.2  Interview Guide

Esterberg (2002) described interview guide as a list of topics or questions that the interviewer hopes to cover during the course of an interview. According to Enon, (1998), the interview method involves oral or vocal questioning or and useful in getting the story in relation to a participant’s lived experience.   Interview guide was used to solicit qualitative data from key informants. The researcher administered a face-to-face interview contained open ended questions to seek views, opinions and insights on the problem under investigation. The interviews were held with Resource Officers, Accounting Officers and Records Staff in order to solicit information to supplement the information collected from the questionnaire. The respondents were provided with questions before hand and the researcher noted down some of the key information by using a diary. This method enabled researcher to gather additional information from respondents based on their knowledge and experience. The notice/handouts from the interviews was used in the discussion to supplement information collected through questionnaires and observation. 
3.8.3    Observation Guide 

The study used Participant observation. According to George (2023) this is a research method where the researcher immerses themselves in a particular social setting or group, observing the behaviors, interactions, and practices of the participants. In fact such method is valuable for any research that seeks to understand the experiences of individuals or groups in a particular social context (George, 2023). Observation were guided by a checklist which was used to find out the availability of keyword file classification scheme at SRAO. The researcher prepared an observation checklist to items, which were observed. Refer to appendix IV.
3.9     Data Collection Procedure

The questionnaire was distributed to respondents at SRAO. Fieldwork at SRAO. Started from October 27th, 2022 to November 27th, 2022. The researcher spent 10 days at the site   to observe records control tools for managing records, file series and keyword list as tools for effective implementation of keyword classification scheme.
All respondents were asked to complete the questionnaires and a specific time for collection was agreed upon. Completed questionnaires were collected at the sites between 27th October 2022 to 27th November 2022. Interviews were also arranged with respondents and were conducted at SRAO.  From 5th October 2022 to 7th November, 2022 Among the 80 questionnaires distributed to 21 records personnel and 51 out of 59 questionnaire provided to action officers were returned, making a total of 72 respondents who filled and returned the questionnaire.   Overall, this was a high response and return rate. By 20th November, 2022, in consultation with my supervisor Dr. Samzugi  a closure to data collection was decided.
3.10    Data Analysis and Presentation

Rwegoshora (2006) and Descombe (2007) define data analysis as the process of ordering of data into constituent parts in order to obtain answers to research questions, with the purpose of arriving at some general principles, which can be applied to other situation. Oso and Onen (2008) on the other hand refers to data analysis as a separation of data into constituent’s parts or elements, or an examination of data to distinguish its components parts or elements separately and in relation to the whole. 
In this both qualitative and quantitative data analysis procedures were used. For quantitative data, the Statistical Package for Social Science) software (SPSS) version 25 was used to derive frequencies, percentages, graphics, figures and tables. On the other hand, qualitative data were analyzed by using thematic analysis in which related themes and major concepts were identified in relation to research objectives and questions.
3.11
Data Quality Control
Data quality control is the application of effort and procedures done by a researcher to ensure quality and accuracy of data in research methodologies (Brown, 2009). Data quality control ensures the reliability and validity of the research instruments and the resultant data.  In this study, the researcher controlled the quality of data using different approaches in a triangulation manner:
3.11.1 Triangulation

In order to adhere to data quality the study employed triangulation method to measure the reliability of the research results. Triangulation was employed in the study because there is no single research method, which is accurate to collect all types of data. It is worth noting that triangulation is concerned with accuracy of data (Cohen at el, 2017).
Bryman (2004), stresses that triangulation is the most used approach in the multi-stage technique/mixed research method. When applied in the multi-strategy technique, triangulation implies that the results of an investigation employing a method associated with one research strategy, are cross-checked against the results of using a method associated with the other research strategy (Bryman, 2004) Authentic and multiple data collection instruments i.e. interview guide, questionnaire guide, observation checklist, with almost same question was used during the study to allow researcher to be self-assured with the outcome obtained and be able to compare , integrate and interpret information provided by respondents. 
3.11.2  Pre Testing of Research Instrument

Pretesting the questionnaire is the tool used for content validation (Ngulube; 2005a).  Pretesting the questionnaire or interview schedule is important in order to uncover any defects in questions (Ngulube; 2003a). No matter how careful a researcher designed data collection instruments such as questionnaire, interview guide, observation checklist, there is always the chance of obtaining errors. The proper protection against such uncertainty was to pre-test the questionnaire or interview schedule in full or in part (Babbie and Mouton; 2001).
For the purpose of this study, the pre testing exercise was done soon after completion of setting data collection instrument. The pre test was conducted at the   Regional commissioner’s office, where keyword records management system has been in use for a very long time. Ten respondents among records staff and human resource officers from the Regional commissioner’s office, participated in the pretest. Participants were selected on the basis of their ability to provide professional opinions concerning the instruments. The aim was to test the reliability and validity of the instrument. The prepared instruments were reviewed with the assistance of the supervisor and those instruments, which were not clear, were revised. The pre-testing validated the issues being investigated.

3.12   Ethical Considerations

According to Sterwart (2011), Research ethics is about the adherence to best practices in conducting research for the purpose of maximizing benefits and at the same time minimizing Harm. Research ethics are important for all research undertakings (Ngulube 2005). Ethical issues in research is about being clear about the nature and agreement the researcher enters into with his/hers research subjects or contacts, (Bell, 2005.In order to adhere to research ethical issues, before the commencement of research as per OUT guideline, the researcher in this survey applied for research clearance letter, but was also required to inform respondents the aim of the study, as well seek for their informed and voluntary consent and participation, while assuring them of anonymity, confidentiality, and fair use of collected information for academic   purpose only. For those interviewed, the researcher asked them their consent to be recorded. 
Additionally, the researcher explained the purpose of the study and respondents were assured that the information they provide will remain confidential and also their identities would not be revealed in relation to the provided information. Thus, informed consent was guaranteed for each participant before the start of responding to the questions. As per OUT, (2020) ethical considerations have been stated clearly in their website during both planning and execution of the research.  All used sources of information were acknowledged and properly cited to avoid plagiarism.
3.13    Summary 
This chapter discussed the research design, study area, population sample size, sampling techniques used in the study, method of data collection, instruments, data collection procedure, data processing and analysis, data quality control and ethical issues. In order to meet the objective of the study, questionnaire, and interview guide and observation were used to obtain data. The study involved 80 respondents from SRA who included senior officers and one senior record personnel, records personnel and action officers. The study was conducted at the SRASO. The next chapter presents data analysis and discussion of the findings.
CHAPTER  FOUR

DATA PRESENTATION AND DISCUSSION OF THE FINDINGS
4.1
Introduction

This chapter presents an analysis and discussion of the major findings of this study. Presentation is based on the specific objectives of the study. The study assessed the use of keyword filing classification system in managing records at the SRASO. Specifically, the research findings were guided by the specific research objectives which   were to: examine the extent to which records staff at SRASO are aware of the keyword file classification scheme; assess the current state of using Keyword file Classification Scheme in the management of records at the SRASO; determine the extent of compliance of legal and regulatory framework in the use of keyword file Classification Scheme and identify challenges which hinder the use of Keyword file Classification Scheme in local governments and propose solutions.
Data were collected using questionnaires, Interviews, and observation. Interviews were planned to be held with eight respondents but due to the unavailability of some of the respondents, five interviews were subsequently held with four senior officers and one senior record personnel at the SRASO. Questionnaires were distributed to 21 records personnel and all were returned, whereas and 51 out of 59 questionnaire provided to action officers were also returned. 
In other words, 72 (90%) participated in the study whereas 8 (10%) did not respond during the study. According to Babbie and Mouton (2001) the consensus in survey research was that a response rate of 50 percent was considered adequate for analysis, whereas 60 percent and 70 percent are good and very good response respectively. As such, the response rate of 90 percent was good for generalising the findings at SRASO.

This chapter has the following thematic sub-headings: Demographic information of respondents (gender, level of education, age, and work experience). Other sub-headings include thematic headings reflecting   respective research objectives: Current state of using keyword file classification systems at SRASO; keyword filing classification system’s support for the management of records at SRASO; challenges faced in using keyword fie classification system at SRASO; and measures /proposals for the effective use of keyword file classification system in managing records at SRASO.

In this chapter questions in the research instrument have been utilized to cluster ideas, analyze respondent’s comments and offer researchers own interpretation. Similarly, open ended questions have been analyzed qualitatively. Selected comments made by the respondents have been used to show and stress their own views on given issues. Data collection for this survey was carried out between month 27th October and 27th November 2022, using self-administered structured questionnaires with both closed and open-ended questions, supplemented by face-to-face interviews and observation.
4.2
Demographic Information of Respondents

This section describes the demographic information of respondents such as age, gender, level of education, and work experience of the respondents. The demographic information was tabulated across three categories of respondent’s senior staff, action officers and record personnel. 
4.2.1
Distribution of Respondents by Age

It was necessary to establish the age of the respondents in order to determine how the age factor could affect records management at SRASO. The responses are presented in Table 4.1.
Table 4.1: Distribution of Respondents by Age at SRASO (n=72)
	User category
	Age group of respondents
	Total

	
	20-30
	31-40
	41-50
	51-60
	

	
	Frequency
	%
	Frequency
	%
	Frequency
	P%
	Frequency
	%
	Frequency
	%

	Action officers
	13
	18.1%
	14
	19.4%
	12
	16.7%
	12
	16.7%
	51
	70.8%

	Record personnel
	10
	13.9%
	11
	15.3%
	
	
	
	
	21
	29.2%

	Total
	23
	31.9%
	25
	34.7%
	12
	16.7%
	12
	16.7%
	72
	100%


Source: Field Data (2022)  

Table 4.1 shows that   25(34.7%) respondents were aged 31 - 40 whereby 14 (19.4%) were action officers and 11(15.3%) were records personnel; 23(31.9%) of the   respondents were aged 20 - 30 whereby 13(18.1%) were action officers and 10(13.9%) were records personnel; 12(16.7%) respondent were aged 41 - 50 and these were all action officers; and 12(16.7%) respondents were aged 51 -60 and all happened also to be action officers.

These   results imply that large number of respondents was aged 31- 40, followed by those aged 41 - 50 and 21 - 30. A few of them were aged 51- 60. This age group indicates that the majority of respondents were old enough and experienced to execute their duties in the required records management system at SRASO.
4.2.2
Distribution of Respondents by Gender

The study also sought to establish gender distribution among respondents’ namely senior officers, action officers and records personnel and how gender could affect the records management at SRASO. The results are presented in Table 4.2.
Table 4.2: Distribution of Respondents by Gender at SRASO (n=72)
	User category
	Gender
	TOTAL

	
	Male
	Female
	

	
	Frequency
	Percentage
	Frequency
	Percentage
	Frequency
	Percentage

	Action Officers
	31
	60.8%
	20
	39.2%
	51
	66.2%

	Records personnel
	3
	14.3%
	18
	85.7%
	21
	28.6%


Source: Field Data (2022)  

Table 4.2 shows that 38 (52.7%) of the respondents were females, comprising 18(85.7.4%) records personnel, 20 (39.2%) action officers. On the other hand, 34 (47.2%) of   the respondents were males, of whom 31 (60.8%) were action officers and   3(14.3%) were records personnel. 
The gender profile indicates   that more female than male respondents participated in this survey. These findings paint two pictures. The first is Government   affirmative   action of promoting gender balance at the work place and secondly, is the notion that records management specialisation is inclined towards female, and this is well manifested at the SRASO. This could be considered as the source of inferiority feelings especially among the few men records personnel, who work alongside a large number of women.

4.2.3
Distribution of Respondents by Level of Education

The study sought to establish the highest level of education attained by action officers and records personnel, in order   to determine how their different levels education could affect records management practice at SRASO. Results are presented in Table 4.3.
Table 4.3: Distribution of Respondents by Level of Education at SRASO (n=72) 
	User category
	Highest level of Academic Qualification
	Total

	
	Certificate
	Diploma
	Bachelor
	Masters
	

	
	Frequency
	%
	Frequency
	%
	 
	%
	Frequency
	%
	Frequency
	%

	Action Officers
	
	
	10
	13.9%
	39
	54.2%
	2%
	2.8%
	51
	70.8%

	Records personnel
	11
	15.3%
	10
	13.9%
	
	
	
	
	21
	29.2%

	Total
	11
	15.3%
	20
	27.8%
	39
	54.2%
	2
	2.8%
	72
	100%


Source: Field Data (2022)  

Table 4.3 above shows that 39 (54.2%) of the respondents (Action Officers) possessed   a Bachelor’s degree, followed by 20 (27.8%) respondents who   had a diploma  and these were distributed amongst 10(13.9%) action officers and 10(13.9) records personnel. Others were 11(15.3%) respondents (Records Officers) possessed certificates, as their highest level of education, while 2(2.8%) of the respondents (Action Officers), were Master’s   degree holders.
The findings show that 41(56.9%) of the respondents had attained a degree (Bachelors, 39 (54.2%) and Masters 2(2.8%), respectively, as their highest level of education, followed by those with a diploma and finally those with a certificate.  It is evident from these findings that all records personnel have low level of education, ranging from   certificate in records management to the diploma level. This low level of qualification amongst this cadre of staff, could negatively affect their job performance and productivity, if they have to cope with the demands and requirements of applying modern information technology, as well as in the process of adapting to current record management practices, which more and more are becoming IT driven.  In addition, it is likely to create a sense of inferiority and contributing to their failure to meet legal requirement when managing records. These findings collaborate well with those of Nengomasha (2013) who also found that records management in Eastern and Southern Africa Regional Branch of the International Council on Archives (ESARBICA) is affected by lack of adequately trained records personnel. Probably, this is due to inadequacy of training opportunities for career education advancement in the region and Tanzania in particular.

4.2.4   Distribution of Respondents by Working Experiences

According to Lengkong et al (2019), work experience is a process of learning and developing the potential for good behaviour.   Hence   work   experience   is key   to employees, since it gives them the opportunity for involvement in a workplace, helping them to understand how the world of work operates and how it differs to schools.
The study sought to establish the work experience of the senior officers, action officers, and records personnel, as this factor could have a far-reaching implication   in the execution of records management system in the work place. Respondents were asked to state their work experience. Their responses are summarized in Figure 4.1.
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Figure 4.1: Work Experience of (n=72)
Source: Field Data (2022)

Figure 4.1 shows that 26 (33.8%) of the respondents had worked at the SRASO for five years, followed   by 23 (30%) who worked for 6 - 10 years; 21(27.3%) for 11 – 15years; 4 (5.2%) for 16 - 20 years, while 3 (4%) of the respondents had worked for more than 20 years. These findings show that the majority 51(%) of the   respondents had worked for more than six years. In other words, the study generated data from respondents who had ample work experience, which helped them to provide adequate details on the use of the keyword file classification system at the SRASO.
The findings also show that the study combined respondents with both short and long service experience at SRASO. It is also true that the majority of these respondents have a long way to go before mandatory retirement age, which assures   SRASO of staff continued effective service and participation in enhancing modern management of Government public records, vide the use of keyword file classification system.   
4.3
Current State of Using Keyword Filing Classification Systems at SRASO

This section presents findings based on the first objective of the study. Specifically, it presents data on the respondents’ awareness of the records classification system particularly the keyword file classification system installed at the organisation under study. Additionally, the study sought to establish their awareness of the factors for the establishment and use of keyword file classification system at the SRASO.   These   questions have been clustered because the information sought is related.
4.3.1
Awareness of Respondents on Records classification system

The first objective of this study sought to assess the level of awareness of respondents on records management system and keyword file system operational at the SRASO. Both action officers and records personnel were asked to indicate whether they were aware of the records file classification system. The responses are summarized in Figure 4.2.
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Figure 4.2: Respondents’ Awareness of SRASO on Keyword File Classification Scheme(N=72)

Source: Field Data (2022)

Figure 4.2 indicates that 56 (77.8%) of the respondents agreed that they were aware of the   records file classification system at SRASO, whereas 16 (22.2%) indicated that they weren’t.
Based on these findings it is evident that the majority, 56 (77.8%), of the respondents were aware of the records filing classification system. This is a very positive indicator on the part of the respondents, which was attributed to short term training courses being offered to staff by TPSC from time to time, as well as professional consultancy service provided by RAMD. 
For the 16(22.2%) respondents, who were not aware, the majority of them were action officers who had been transferred to SRAOS from other government centres, hence they were not conversant with the new file system. Retraining them on the new filling system is therefore crucial to enable them settle in the job and assume new roles.
The third question was directed to action officers and record personnel. They were asked to mention any records classification system they are aware of. The responses are as presented in Figure 4.3.
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Figure 4.3: Respondents’ Awareness of Records Filing Classification System (n=72)

Source: Field Data (2022)
Findings in Figure 4.3 revealed that 60 (83.3%) of the respondents were aware of alphanumerical filing classification system, alphabetical filing classification system, numeric filing classification system, and the keyword file classification system. Furthermore, 15 (20.8%)of the respondents mentioned classification by activities and functions, 6(8.3%) respondents mentioned classification by names, 4(5.6%) mentioned geographical and subject classification systems, while 3(5.4%) mentioned chronological filing classification system. Thus, the majority of the respondents, 60 (83.3%), were aware of records classification systems, which is a positive indicator to staff on records filling classification system.

Although most 60(83.3%) of the respondents were aware of records classification system, yet some of them 9(4.2%) indicated lack knowledge on the mentioned system since they were not able to differentiate those systems.

From an Interview, with one of the respondents it was revealed that;

“Most of the subordinates are aware of the system; however the problem is how to apply the system in managing records. The knowledge of using keyword is a problem to action offices who deal with files” (interview, 2022).
However, the SRASO staff recognise the existence and use of keyword system, although they are constrained by lack of knowledge on how to use the system. These findings are in line with those of Ngoepe and Van Der Walt (2010), who found that at Cooperative Governance and Traditional Affairs (COGTA) in South Africa, 83.3% of the respondents were aware of the system, though they lacked sufficient knowledge to imp lement it. On the other hand, the findings contradict that of Mariam (2018) who   observed at the Ministry of Health Headquarters’ Registry (MOHHR) in Uganda to the effect that respondents were not able to recognise the system used by the Ministry. Probably, such inconsistencies may have been caused by the curriculum of RMA and this calls for a need to review the curriculum with the view to address critical issues of using keyword file classification scheme. As a way forward, it is suggested that institutions or professional associations should conduct on job training to re orient staff on the new development taking place in the profession.

4.3.2
Establishment and Use of Keyword Filing Classification System at SRASO

The Registry Procedures Manual of 2007, stipulated that all public offices should establish and implement keyword file classification system to address the challenges on the effective use of the system. In view of this, it was vitally important to determine whether keyword system had been established and used as required at the SRASO. Both action officers and records personnel were asked to indicate the systems installed at the SRASO. Their responses are provided in Table 4.4.
Table 4.4: Records Filing Classification System used at SRASO (n=72)

	Filing classification system
	Frequency
	Percent

	Keyword system
	60
	83.3

	Classification by activities and functions
	30
	41.7

	Alphanumeric classification system 
	6
	8.3

	Alphabetical classification system
	4
	5.6

	Numeric classification system
	2
	2.8

	Total
	72
	100


Source: Field Data (2022)

Table 4.4 shows that 60 (83.3%) of the respondents cited keyword filing classification system, 30 (41.7%) indicated classification by activities and functions, 6(8.3%) respondents mentioned alphanumeric filing classification system, four (5.6%) cited alphabetical filing classification system, and two (2.8%) indicated the numeric filing classification system.

Findings show that 60 (83.3%) of the respondents mentioned keyword filing classification system and classification by activities and functions, which is the same as the keyword system. Few of them mentioned other systems. These findings revealed that   SRASO has installed keyword system and most of the respondents are aware of it. Although 100% of the respondents mentioned both numerical, keywords, alphabetical and alphanumerical filing classification system, still, the researcher who is a professional in the field, observed that, although keyword file classification scheme is useful in the entire organisation, still there is existence of other filing system in the observed department such as land, education and health. Actually, the advantage of adopting different filing system which are working concurrently provides room to meet business needs of all records users. The second question was directed to respondents who were asked to confirm whether or not ‘SRASO uses keyword system and if keyword is in use in all the departments. The responses are presented in Figure 4.4.
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Figure 4.4: Use of Keyword File Classification System at SRASO (N=72)

Source: Field Data (2022)

Figure 4.4 show that 60 (83.3%), respondents agreed that the SRASO uses the keyword system, 10 (13.9%) respondents disagreed, while 2(2.8%) respondents were not aware of such a system. For those who were not aware, there is a need to introduce internal capacity building in order to orient and keep staff abreast of new emerging issues and developments in the profession.

For the 60 (83.3%) respondents who agreed that the keyword system was in use at SRASO, they also provided reasons, which influenced the Implementation of Keyword System at SRASO. Their responses are shown in Table 4.5.
Table 4.5:
Factors, which Influenced the use of Keyword System at SRASO (N=72)

	Reasons
	Frequency
	Percent

	To maintain easy access and retrieval of information 
	52
	77.8

	Accommodate new functions of activities
	52
	77.8

	To maintain confidentiality and security of records
	20
	27.8

	Directives from the government
	16
	22.2

	Total
	72
	100


Source: Field Data (2022)

Findings in   Table 4.5 revealed that, 52 (77.8%) of the respondents cited to maintain easy access and retrieval of information, and accommodate new functions and activities as factors which prompted/ influenced the Implementation of Keyword System at SRASO; while twenty 20 (27.8%) respondents cited confidentiality and security of records, and 16 (22.2%) respondents cited directives from the government.

These findings are a clear evidence that keyword filing classification system was established to facilitate easy access and retrieval of information, accommodate new functions and activities which led to high rate of creating files. Hence, keywords system was considered to be one of the systems, which is flexible and capable of accommodating all files. Besides that, the system serves to maintain privacy and security of public office information. 
From an Interview with one respondent it was confirmed that:

“There was a challenge of accessing and retrieving subject files quickly and leakage of government information. Therefore the suggestion provided was to use keywords systems to solve issues related to loss of file and confidentiality”, (Interview, 2022).

Based on the   above, there  is no doubt  that    SRASO has succeeded in introducing keyword filing classification system. Furthermore, the findings show that,  the system is used  in   day-to-day activities and is known by the majority of the users, 60 (83.3%) 
Other systems mentioned by respondents were those, which have been in use before the installation of the keyword filing classification system at the SRASO. The results from the interview also confirmed the findings obtained from the survey, as commented below:

 “…   I know the keyword system, which is currently used; these are numerical, alphabetical and alphanumerical. In fact, they were used before the installation of the keyword system…” (Respondent A, 2022)

In summation, generally it is noted that although some respondents were not   aware of the Keyword Filing Classification System, nonetheless it is evident from the findings that SRASO has successfully installed and utilized the keyword filing classification system in order to improve access and retrieval of information. The study findings on this aspect affirms the earlier findings by Ndenje-Sichalwe (2010), and Magaya and Lowry (2011), who observed that most government ministries in Tanzania had managed to install keyword system under the records and archives management division (RAMD) support, which is cited as one of the achievements of the public service reform programme (PSRP). 
On the other hand, the study findings contradict Kamatula’s (2010) findings at the University of Dar es salaam (UDSM), which asserted that the University had failed to establish keyword system due to lack of the RAMD support. Further probing revealed that RAMD did not provide support to UDSM due to financial constraint. 

4.4
Keyword Filing Classification System’s Support  for the Effective Management of Records at SRASO 

The second specific objective of this study sought to establish the extent to which the keyword filing classification system supported the effective management of records in the running of day-to-day activities at the SRASO. The first question was directed to both action officers and records personnel, who were asked to state whether the keyword filing classification systems fulfilled SRASO filing needs. The responses are presented in Figure 4.5.
Findings in Figure 4.5 show that 68 (94.5%) respondents agreed that the keyword filing classification system fulfilled all the requirement of filing at the SRASO. This implies that, Keyword File Classification System fulfils the requirements of SRASO.
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Figure 4.5: Response on Keyword System’s Fulfilment of Filing Requirement at SRASO (n=72)
Source: Field Data (2019)

The second question was directed to action officers and records personnel, who were asked to state whether or the keyword filing classification system was reliable in keeping, retrieving and using records. The responses are as presented in Figure 4.6.
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Figure 4.6:
Reliability of Keyword System to Action Officers and Records Personnel at SRASO (n=72)

Source: Field Data, (2022)
As shown in Figure 4.6 show 42(58.3%) respondents agreed that the system is    reliable in day to day activities, while 20(27.8%) disagreed, and 10(13.9%) respondents were unaware of the system being reliable or not. For those who disagreed  (27.8%), and those who were not aware of the system being reliable (13.9%), there is a need to call for a staff meeting in order to address issues of strength and weaknesses of the system and ultimately come up with a common understanding.  It is also important to identify areas of the system, which need   some improvement in order to meet the needs of users.

The third question required respondents to indicate whether or not; the system was reliable for use in various electronic records database software. Responses are   summarized in Figure 4.7.
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Figure 4.7: 50(55.6%) of the Respondents Concurred that the System is Reliable for Electronic Database, while 20(27.8%) Respondents were Unaware of Whether the System was Reliable or not

Source: Field Data, (2022)

The fourth question required the respondents to state the benefits accruing from using the keyword classification system. Table 4.6 presents the findings on the    advantages accrued from adopting the keyword system at SRASO:
Table 4.6: Advantages Accrued from use of Keyword System at SRASO (N=72)
	Advantages
	Frequency
	Percent

	Easy access of information
	28
	38.9

	Maintaining confidentiality
	20
	27.8

	Easy to file documents
	16
	22.2

	Improves work efficiency and productivity
	16
	22.2

	It is comprehensive to meet all organisational activities
	6
	8.3

	Improving systematic filing system

	2
	2.8

	Easy to get reference
	2
	2.8

	Reduces retrieval complaints
	2
	2.8

	 
	2
	2.8

	Total
	72
	10


Source: Field Data (2022)

The installed keyword classification system was intended to facilitate and improve the provision of services in an efficient manner. Table 4.6 shows that the main benefits of using the keyword system at SRASO were: easy access to information, mentioned by 28(38.9%) respondents; followed by maintaining confidentiality, mentioned by 20(27.8%) respondents; easy filing of documents, enhanced work efficiency and productivity, mentioned by 16(22.2%) respondents. Others are comprehensive to meet all organisational activities, mentioned by 6(8.3%) respondents; improvement of systematic filing, easy to open the file, reduced retrieval complaints, and allowing for filing expansion, mentioned by 2(2.8%) respondents.  
Evidently, the keyword classification system has diversely helped the office to manage records in day-to-day activities. These findings show that the keyword   classification system deployed at SRASO fulfilled the filing requirement and was reliable to both records personnel and action officers. Moreover, respondents mentioned benefits accruing from the keyword classification filing system based on how the system functionally and effectively supported day-to-day activities at the SRASO. The findings show that SRASO has managed to meet keyword system requirement, though users were facing the challenge of using it. This was commented   in an interview held with one of the respondents, as follows:

“Although some staff   lack knowledge and skills of using the System, however, use of the system has enabled the office meet retrieval and access of information requirements” (Respondent B; 2022)
Implicitly, the keyword filing classification supported records management at the SRASO. In fact, the results signal the success of the PSRP in establishing the keyword system to support records management in LGAs. These findings contrast those of Magaya’s (2010) and Mhina’s (2012), who reported that the keyword filing classification system was established to support organisational functions and activities because it is a functional-oriented system.

4.5
Challenges Faced in the Use of Keyword File Classification Scheme at SRASO

The third objective of this study sought to identify the challenges encountered by records practitioners in using keyword filing classification system. Data for this question was gathered through the use of questionnaire survey and interviews. Questions under this objective clustered because the information sought is interrelated.

4.5.1
State of File Retrieval and Misplacement of Files and Documents at SRASO

The first question in connection with the third objective of the study, sought to determine challenges in file retrieval time, misplacement of files, and keyword filing classification system. Responses are summarized in Table 4.7.
Table 4.7: File Retrieval Time at SRASO (n=72)

	Time
	Frequency
	Percent

	30 min
	32
	44.4

	15 min
	20
	27.8

	1hr
	12
	16.7

	2hrs and above
	8
	11.1

	Total
	72
	100


Source: Field Data (2022)
Table 4.7 shows that 32(4 4.4%) of the respondents mentioned 30 minutes, as time used in file retrieval time, followed by 20 (27.8%) who indicated 15 minutes, 18 (16.7%) one   hour and 8 (11.1%) cited two hours and above. Observation on the file retrieval time at SRASO, reveal that Keyword file classification scheme has simplified efficiency in file retrieval time. Previously, SRASO faced with the problem of customer complaints due to delay of service which was the symptoms of difficult access to information, through observation the researcher access time was 30 minutes too as indicated above to be the majority response of file retrieval time from list of requested file.
The second question pertaining to the third objective of the study required records   personnel to indicate whether   there were any complaints on lost or misplaced files or documents in the registry. The results are as illustrated in Figure 4.8.
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Figure 4.8: Misplacement of Files and Documents at SRASO (n-21)

Source: Field Data (2022)
Findings in Figure 4.8 show that 16(76.2%) of the respondents agreed that there were complaints regarding lost or misplaced files/documents in the registry while 5(23.8%) respondents indicated that there were no complaints of lost or/misplaced documents in the registry office. 

These findings imply that there was a problem of missing files in the registry because the majority, 16(76.2%) respondents agreed on that aspect. When the researcher asked records personnel about the time spent to recover the lost files, the majority 16(76.2%) responded that, it took them up to two days to find the lost files. These finding are clear indication of the problem associated with indexing of files and ineffective file movement control system, as observed by the researcher. 
In other words, problems associated with file retrieval and misplacement of files and documents persisted. In this respect, 32 (44.4%) of the respondents   indicated that the retrieval time for accessing the file in the registry ranged from 30 minutes to 2 hours and above, which is not a good standard. Few of   them mentioned 15 minutes as time spent for retrieving files at the SRASO. Failure to retrieve files on time affects accountability and timely accessing of information for decision-making. 

As one interviewee explained:

“Sometimes, you can request a file from the registry and took long time to be accessed even for the whole day, which affect our performance, because you cannot make decision without information” (Respondent C, 2022).
The findings collaborate those of Ndenje-Sichalwe (2010), who reported that in Ministries they faced delays in retrieving files and information from the registry. Manyambula (2011) also observed that due to the increasing number of volumes of paper-based records, organisations experienced difficulties in managing them. The difficulties experienced by many organisations include difficulties in retrieving and accessing files as well as misfiling. Mariam (2018), observed that MOHHR records management system was insufficient because of poor retrieval and poor access of information.
4.5.2
Other Challenges  Faced in the use of Keyword File Classification Scheme
The study also   sought to assess the challenges of implementation of keyword filling classification system.  Respondents were asked to indicate the challenges faced in the implementation of Keyword filing classification system.  
In order to come up with a valid conclusion on the sources of complaints in the use of the keyword filing   system, both record personnel and action officers provided data on the challenges they faced when using keyword classification system, as shown in Table 4.8.
Table 4.8: Challenges Faced in the Execution of Keyword File Classification Scheme at SRASO (N=72)
	Challenges
	Frequency
	Percent

	Difficult to use the system
	52
	72.2

	Complexity of the system
	50
	69.4

	Lack of knowledge among users 
	46
	63.9

	Lack of guidelines on how to use the system
	36
	50

	Establishment of new functions which affects the system
	16
	22.2


Source: Field Data (2022)
Findings in table 4.9 show that 52 (72.2%)of the respondents faced some difficulties in using the system, followed by 50(69.4%) who faced challenges associated with the complexity of the system; and 46(63.9%) lack of knowledge among users of the system. Others, include 36(50%) of the respondents who reported   lack of guidelines on how to use the system and 16(22.2%) reported the establishment of new functions which affected   the system, as challenges faced in the use of the system. 

Basically the keyword filing classification system is a viable system, although findings suggest that it was not being used effectively by the records practitioners. This suggests underutilisation of an otherwise viable system. Evidently, the results attest to many challenges such as difficulties in using the system, complexity of the system, and lack of knowledge among records users. It emerged during the study that these problems were occasioned by lack of training on how to use the system. Indeed, the results show that lack of skills in using the keyword system resulted in misfiling, delays in retrieving files because users failed to use the index to retrieve files. 
As one respondent reported through an interview that:

“Most of custodians lack skills on how to use the system, sometimes, fail to use the index and reference numbers on the letter to allocate appropriate file for filing. As a result, misplacement of documents emerged and when the same document is requested for, they took much time to find it” (Respondent A, 2022).
Lack of knowledge and training among records users of the system was becoming increasingly a   challenge in public offices. IRMT (2007) observed similar   problem in Tanzania’s government ministries, where it was noted that there were inconsistencies in terms of content. For example, letters of appointment and     personal information form were not filed due to lack of knowledge among records   personnel. Packalén (2015) contended that professionals in government ministries registered, surprisingly, quite low use of the functional classification systems. 
Msuya and Lyaruu (2008) revealed that the management of records in the ministries and other government offices in Tanzania faced challenges of inadequate and untrained records staff.  Mariam (2018) also noted that MOHHR records management system was inefficient because the registry lacked skilled personnel. Furthermore, there were weaknesses when the system was established at SRASO, caused by failure to integrate new functions in the system and failure to fulfil electronic records requirement. 
For example in this regard, one interviewee commented that:

“… We meet difficulties when the new function is established, because the system does not allow for the creation of new file and also because some words are not accommodated in the keyword list (Respondent A, 2022)”

Based on the researcher’s observation, these results show that new files at SRASO have been created with new words, which differ from the listing on the keyword list.  Also, it was difficult to integrate the system into electronic records management, as a requirement of the government. It seems that the team, which established the   keyword classification system at SRASO, was not aware of the business   activities requirements.  
Previous studies such as those by Ngoepe and Van der Walt (2010), have also confirmed some of these challenges, namely that records management system at COGTA was ineffective because consultants had established that the system was insensitive to GOGTA’s business activities.
Another challenge identified   during the study was lack of guidelines on how to use the system. It was observed that there was neither registry procedures manual nor organisational guidelines on the use of   keyword system. One interviewee noted that the keyword system is good for effective records management, although   the situation was different at SRASO, because there were no guidelines for the users to engender effective use of the keyword system. 
For example he stressed that: 

 “What I know is that the keyword is the best system, which manages well the arrangement of records in an organisation; it allows for the expansion in the index when it is provided file number Keyword shows the functions of the organisation by identifying the activities of the organisation using two words and finalised by running numbers which show the serials of the file. Keywords consume time to create yet in the final analysis they provide easy accessibility to records whenever needed by the action officers. Due to lack of guidelines and procedures, our office does not benefit from keyword system as required” (Respondent A, 2022).
This observation suggests that if the SRASO office had developed the institutional guidelines or consulted the national guidelines such as Registry procedures Manual of 2007, keyword filing classification system would have benefitted them even more. 
Lack of policies, guidelines in public offices was also stressed by Mbaga (2002), Nengomasha (2011), and Senabulya (2013), when they noted that the records management system in ESARBICA regions faced the problem of lack of records management policies and guidelines. Matangira’s (2014) study on establishing university records management programme at the University of Namibia found that records management classification system was not effective as there was no common standard filing systems among the departments.
4.6
Proposed  Measures for Effective Use  of Keyword File Classification Scheme in Managing Records at SRASO

The fourth objective of the study sought to propose measures for the effective use of Keyword Filing Classification System in Managing Records at SRASO. In this   context, respondents were asked to suggest measures that could foster the effective use of keyword filing classification system at SRASO. The responses are presented in Figure 4.9.
Findings in Figure 4.9 show that 68 (94.4 %) respondents suggested the need to offer training on how to use the system, followed by 66 (91.2%), who suggested restructuring of   the existing   new system, and 60(83.3%) call for a hybrid system, and migration from paper to electronic record management, while 24(33.3%) proposed increasing the number of trained records management personnel. 
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Figure 4.9: Proposed Measures for Effective use of Keyword Filing Classification System at SRASO (N=72)
Source: Field Data (2022)

The findings show that 94.4% of the respondents suggested training on the use of the keyword system, followed by restructuring of the system 91.2%. Furthermore, the respondents also stressed the need to integrate the system in electronic records management, as a current requirement of the government. This is in conformity with the ISO15489 (2016). Similarly Record practitioners require regular training on records management system in order to keep   abreast   of changes taking place in the field and practices. The study findings further revealed that, the system required trained personnel for both action officers and records personnel because there were difficulties in using the system. 
One interviewee said:

“…It is not true that the system is complex to the users. The problem we have is that the users are not able to use the system; they cannot use the system to open new file and index the new file. We need training especially for new staff to boost skills on the system” (Respondent B, 2022).

Another interviewee commented that:

 “The existing system should be improved to ensure that each staff performs his or her duty on time, which could enable the timely use of the necessary information by user. This can be achieved by providing more education on the responsibility of each user and enact strong control for auditing the system” (Respondent C, 2022)

Sufficing it to say, training is essential for effective use of the keyword filing classification system. These findings are in congruency with Mnjama’s (2010) recommendation, which stressed the need for recruiting adequate qualified and trained personnel to monitor and review the systems and procedures. Ngoepe and Van der Walt (2010) also recommended training for both custodians and users in order to enhance their skills on records management system at COGTA.
The findings also show that the system itself had inherent weaknesses in file retrieval, which resulted in the misplacement of files and documents. Other challenges are associated with complexity and difficulties in using the system, lack of knowledge, failure to accommodate new functions, and absence of support on electronic records management, which affect the effective use of the system by records practitioners at SRASO. This became a source of complaints among users. 
Consequently, some improvements at the SRASO were necessary to make the system even more effective and efficient in engendering records management. As mandatory requirement, records management system should be updated regularly to meet the new emerged changes. In addition, the keyword system at the SRASO needed some adjustment to accommodate technological changes such as electronic records management, and weaknesses of the system, which limited the expansion. 
In view of the above, an   interviewee commented:
“The keyword system is good though our operational environment needs further improvement in order to accommodate the changes in new science and technology. The system is fulfilling our needs but somehow it needs renovations for ERMS Ver. 2.0.0 (EGA, 2023).” (Respondent C, 2022)
Another interviewee commented on the integration of keyword system in electronic records management as follows:

 “As good way of managing records, we should use both manual and electronic formats, whereby this system boosts the safety of records. Singly relying on either electronic or manual system could endanger the safety of the records” (Respondent B, 2022).
Based on the discussion above, it is evident that SRASO needs to restructure the system so that it can be integrated to e records management. For example, Mariam’s (2018) study for the Ministry of Health Headquarters’ Registry (MOHHR), recommended that there is a need to adopt an automated records management system and retrieval that addressed the challenges posed by paper-based system. Similarly, Matangira’s (2014), study on the University of Namibia, recommended the   restructuring of the existing systems in order to yield tangible results, especially electronic records management requirements, in addition to creating awareness among users, for the effective use of the system. 
4.7
Summary

This chapter has presented, analysed and discussed the research findings. The results show that most of the respondents were aware of the records management system and keyword filing classification system at SRASO.  SRASO had established and put in practice keyword classification system, which supports SRASO’s day-to-day activities. Furthermore, the findings show that, although the keyword filing classification system was effective, it had not been used effectively by records practitioners at the SRASO, due to challenges such as lack of trained staff, poor installation of the keyword system, and lack of policies and procedures. Conversely, training, restructuring of the system, increase of trained personnel and integration of keyword filing classification system into electronic records management system, could enhance effective use of the system at the SRASO. The following chapter dwells on summary of the findings, conclusions and recommendations.   
CHAPTER  FIVE

SUMMARY OF FINDINGS, CONCLUSIONS AND RECOMMENDATIONS

5.1      Introduction

This chapter presents a summary of the study and key research findings, conclusions and recommendations on the Implementation of keyword records management system in managing records at the SRASO, as well as areas for future research.
5.2      Summary

The main objective   of this study was   to assess the use of   Keyword Classification Scheme in the management of local government public records in Tanzania, a case study of Singida Regional Administrative Secretary Office. The specific objectives of this research were to: Examine the extent to which records staff at SRASO are aware of the keyword records management system; Assess the current state of using Keyword Classification Scheme in the management of records at the SRASO; Determine the extent of compliance of legal and regulatory framework in the implementation of keyword records management system and Identify challenges   which   hinder the use of Keyword records management system in local governments and propose solutions.

To achieve the objectives of the study, data were collected from senior officers, senior record personnel, records personnel and action officers at the SRASO.The study used purposive sampling technique to select 88 respondents who participated in the study. Quantitative data were analyzed using Statistical Package for Social Sciences (SPSS) program version 25, to derive descriptive statistics, frequencies, percentages, graphics, figures and tables. On the other hand, qualitative data were analyzed using thematic analysis in which related themes and major concepts were identified in relation to research objectives.  
5.2.1   Extent of  SRASO   Staff  Awareness of the Keyword  Records  Management  System 

Although the Keyword filing classification system was not used effectively, however, findings of the study show that awareness of records management at SRASO was impressive. Keyword filing classification system was established and used to support SRASO day-to-day activities by facilitating easy access to and retrieval of information. Expansion of activities, confidentiality control and initiatives from the government, prompted the establishment of the keyword system at SRASO. Also, staffs were aware of other systems such as records filing classification systems such as the alphanumerical filing classification, alphabetical filing classification, and numeric filing classification. Others include, keyword filing classification, geographical and subject classification systems, and chronological filing classification system, although these systems are not currently used at SRASO.  

5.2.2   Keyword Filing Classification System’s Support for  the  Effective Management of  Records at SRASO

Key findings show that the Keyword Filing Classification system has been designed   to meet SRASO requirements in managing records, although there were challenges faced during the introduction of the system, as well as in its complexity. The system is reliable to paper, but limited in accepting new functions. Despite the mentioned weaknesses, SRASO has benefited from keyword system’s ability to facilitate easy access to information, maintenance of confidentiality, easy filing of documents, and in improving work efficiency and productivity. Similarly, the system is comprehensive enough to embrace all organisational activities, improve systematic filing, easy to open the file, decreases retrieval complaints and is flexible for expansion.

5.2.3
Challenges Faced in  Using of Keyword Filing Classification System at SRASO

Despite the fact that the Keyword filing system has met records management requirements, there are problems associated with the use of the system among users. For example, there are still problems related to filing, retrieval and of files, as well as with documents. Other challenges noted, include the complexity and difficulties in using the system, lack of knowledge, and failure to accommodate new functions.  
Also issues of lack of support on electronic records management, affects the effective utilisation of the system by records practitioners at SRASO, and it also became a source of complaints among users of the system. Moreover, from the findings, it was revealed that there were operational faults or and technical weaknesses exhibited, during   the installation of the system at SRASO. These challenges emanated due to failure to integrate new functions in the system and lack of fulfilling electronic records requirement. Furthermore, lack of policies and procedures that guides the effective use of keyword classification system at the SRASO, also posed as a challenge.
5.2.4
Measures for Effective Use of Keyword Filing Classification System in Managing Records at SRASO

Based on the research findings, respondents suggested training for both action officers and record personnel on how to use the existing system. Apart from training, the study also proposed the restructuring of the system in order to accommodate new files created from new functions of the ministry and that such a system should operate in a   hybrid mode to accommodate electronic records.

5.3
Conclusion

This section provides recommendations and conclusion for each objective of the study
5.3.1  Current  Keyword Filing  Classification Systems at  SRASO

Although SRASO has managed to install and implement keyword filing classification system and some records practitioners are aware of the systems, yet the system is not effectively used towards attaining the government objective of its establishment. Because it is difficult and complex to use among users and thus, the system   renders itself in effective in terms of its utility. The system itself supports records management. 

5.3.2  
Keyword Filing Classification System’s Support to Effective Management of Records at SRASO

Keyword Classification System is effective.  However there is a hitch in the system due to its inability to accommodate the expansion of functions in the system. This default may have been attributed by the manner in which the consultants installed    the system.
Other limitations of the system include lack of knowledge amongst users on how to use the system.  Similarly, the system does not allow for the integration of electronic records management, because it was created based solely on paper records, and    hence not easy to integrate it into new functions of SRASO

5.3.3     Challenges Faced in the use of Keyword Filing Classification System at SRASO

Inadequacy of the Keyword list at SRASO is also evidenced by its lack of the required words for new files creation. Due to this, the Keyword   list does not accept   new words entered into the system.  Similarly, there were no policies and guidelines to guide its application in the ministry. Consequently, the Keyword Filing Classification system had not attained its established goals, although it was useful at the SRASO. Furthermore, officers at SRASO complained about the system, due to lack of knowledge among users and failure to respond to new changes, as the system demanded.
5.3.4  Measures for  the Effective Use of Keyword Filing Classification System in Managing Records at SRASO

The use of Keyword system depends essentially on the training for both action officers and record personnel on how to use the system.  Hence the existing system needs to be restructured in order to accommodate new files created from new functions of the ministry; the system should be hybrid, it should be migrated to electronic records management, as was suggested earlier; and that the number of   trained records management personnel be increased to satisfactory levels, than is currently the case, in order to strengthen staffing positions and enhance their performance.    
5.4
Recommendations

Based on the study findings, the study recommends the following, for the effective use of keyword filing classification system at SRASO. The recommendations provided are based on policy issues as well as practical experiences.

5.4.1  Policy Recommendations

The study established that there are no policies and procedures to guide the use of keyword classification system at the SRASO.   In view of this, the study recommends that the management at SRASO should develop institutional policies for keyword classification system.

Awareness creation on key Policies and Guidelines

Also, the management should raise awareness among records practitioners, on the national policies and guidelines such as the National Records and Archives Management Policy of 2011 and the Registry Procedures Manual of 2007.

Reform of Keyword Filing System

There is a need to institute   reforms for the installation of a keyword system, in order to make it effective for records management at SRAOS. With the support of Electronic government (EGA), an   electronic keyword filing classification system be installed in order to accommodate the entire electronic records management requirements at the SRASO. This is   also in compliance with   current requirement of the government, to establish e-offices in public offices at the SRASO.

Training
Users be trained in order to enhance their effective use of the Keyword Filing Classification System at SRASO.
5.4.1 Current State of Using Keyword Filing Classification Systems at SRASO

Although the system supports records management requirements, however it was not being effectively utilized towards records management. Key findings show that problems of file retrievals and misplacement of files and documents at SRASO persist. As such, there is a need to establish effective records file retrieval control system, to support easy access of records at the SRASO. There should also be a comprehensive file index and automated file retrieval aids such as metadata and catalogue, to facilitate access to information at the SRASO.  This could be attained by consulting stakeholders from Records and Archives Management Department, as the only institution mandated to provide professional assistance on how to develop records management systems in Tanzania.

5.4.2   Keyword Filing Classification System’s Support for Effective Management of Records at SRASO 

There is need to revisit the technical process used to install the keyword system, in order to make the system more effective for records management activities at SRASO. The SRASO management also need to lease with the Electronic government (EGA), for the installation of an electronic keyword filing classification system, which would accommodate the entire electronic records management requirement at the SRASO.  This is also in compliance with current government’s requirement to establish e-offices in public offices at the SRASO.
5.4.3   Challenges Faced  in  the Use of  Keyword Filing Classification System at SRASO

The problem of misplacing files and documents has also beleaguered the SRASO, resulting in records personnel taking long time to recover lost files. This study, therefore, stresses the need for instituting an effective file movement control system, which includes file movement control for file diary, index, file register, file census form and automated file movement control tools. Since   the use of the keyword filing classification system is fraught with complexity and difficulties, which are caused by lack of knowledge among records users, it is suggested that SRASO Management seek for assistance from recognised academic institutions such as the Tanzania Public Service College, to train users on keyword filing classification system for application in managing records at the SRASO.

The Keyword Filing Classification System fails to allow for expansion at the SRASO.  Thus, there is a need to request for assistance from RAMD, (an independent department mandated to install Keyword Filing Classification System), for the   review and restructuring of the keyword filing classification system. The review of the system could support the creation of new files, created from the new functions of the ministries at SRASO.
The study also found that there were    no policies and procedures   in place, to guide the use of keyword classification system at the SRASO. The management of SRASO    should, thus, develop institutional policies and guidelines to support the implementation of keyword system. Similarly the management should also create   awareness among records practitioners on the national policies and guidelines, such as the National Records and Archives Management Policy of 2011 and the Registry Procedures Manual of 2007.

5.4.4    Measures for  Effective Use of Keyword Filing Classification System in Managing Records at SRASO
The top management at SRASO should also communicate and arrange with the Electronic government (EGA), for the installation of an electronic keyword filing classification system, and with RAMD, for the installation of a Keyword file classification system effectively. Furthermore, an in -- house training program for   users could enhance the use of Keyword Filing Classification System at SRASO.
5.5
Areas for Future Research

This study assessed the effective use of the keyword filing classification system at the SRASO. However, the study was   limited    in scope   and hence   did not cover     all the areas of records management at SRASO. This has left   many doors open for further research in this area. Continued research wants in order to understand how new technologies and resources can meet and best support user needs in the realm of records management in Tanzania. The study proposes the following as areas for future research.

(i)  A Study should be conducted to assess records management practices at the SRASO, with the view to explore other areas of records management at the institution,
(ii)  Also a   Study should be conducted to assess the effectiveness of keyword filing classification system in supporting electronic office in public offices. This study could identify the weaknesses of the keyword classification system in supporting the electronic records management in public offices.

(iii) A Study should be conducted to assess top management commitment on ensuring effective records management for transparency and accountability in public offices. The findings could enhance and invigorate top management commitment to promote effective records management practices. 
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APPENDICES
Appendix I: Questionnaire to be Completed by Records Personnel 
Dear respondent, I am a student from the Open University of Tanzania undertaking a study titled “Assessment on the implementation of keyword filing classification scheme in managing records at Singida regional administrative secretary”; for the purpose of assessing the implementation of keyword filing classification scheme in managing records. Kindly fill out the questionnaire as candidly as possible. All responses supplied will only be used for academic purposes. 

Thank you 

INSTRUCTIONS: 

Please tick your answers in the boxes 

Section A: Demographic Information 
1. Department --------------------------------------------------------------------------------- 

2. Position ------------------------------------------------------------------------------------- 

3. Sex Male [  ] or Female [  ]

4. Highest level of education: 

PHD


[  ]

Masters

[  ]

Bachelor’s degree
[  ]

Diploma in 

[  ]

Certificate 

[  ]

Others (please specify) ----------------------------------------------------------------------

5. How old are you? 

20-30


[  ]

 31-40


[  ]

41-50


[  ]

51-60


[  ]

Others (please specify) ----------------------------------------------------------------------

6. How long have you been working with the Ministry of Finance and Planning 

A. 1-5yrs [  ]   B. 6-10 yrs [  ]   C. 11-15yrs [  ] D. 16-20yrs [  ] E. 20 and above (indicate) ------ 

7. Are you aware of records management system?  

A. Aware [  ]   B. Not aware [  ] 

8. Mention any records filing classification (management) system you know  

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

(ii) -------------------------------------------------------------------------------------

(iii) -------------------------------------------------------------------------------------

(iv) -------------------------------------------------------------------------------------

(v) -------------------------------------------------------------------------------------

9. Mention any records filing classification system used in your office  

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

(ii) -------------------------------------------------------------------------------------

(iii) -------------------------------------------------------------------------------------

(iv) -------------------------------------------------------------------------------------

(v) -------------------------------------------------------------------------------------

10. Does Ministry of Finance and Planning uses keyword filing classification system?

A. Yes [  ] B. No [  ]

11. What are reasons led to establishment and uses of keyword filing classification system?

(i) Easy retrieval of information [  ]
(ii) Forces from the government [  ]
(iii) Security and confidentiality [  ]
(iv) Increase of functions and activities [  ]
Any other, specify

(i) …………………………………………………………………

(ii) …………………………………………………………………

(iii) …………………………………………………………………

(iv) …………………………………………………………………

12. Does keyword filing classification system fulfils all filing requirement?

A. Yes [  ] B. No [  ] C. No idea [  ]
13. Does keyword filing classification system reliable for managing records?

A. Yes [  ] B. No [  ] C. No idea [  ]
14. Does keyword filing classification system reliable for electronic data base management?

A. Yes [  ] B. No [  ] C. No idea [  ]
15. Mention any advantage you get from using keyword filing classification system

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

(ii) -------------------------------------------------------------------------------------

(iii) -------------------------------------------------------------------------------------

(iv) -------------------------------------------------------------------------------------

(v) -------------------------------------------------------------------------------------

16. Identify time taken to retrieval any requested file

	(i) 30 min [  ]

	(ii) 15 min [  ]
(iii) 30 min [  ]

	(iv) 1hr [  ]

	(v) 2hrs and above [  ]

	


17. Is there any complaint of any lost or misplacing files or documents in registry office?
A. Yes [  ] B. No [  ]
18. What time taken to get the lost files and make it into process…………………………..

19. What are challenges facing the implementation of keyword filing classification system?

(i) Complexity of the system [ ]

(ii) Lack of knowledge among users [  ] 

(iii) Lack of guidelines and procedures[  ] 

(iv) Does not support electronic records management [  ]

(v) Does not allow expansion of new activities [  ]

Any others please mention;

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

(ii) ---------------------------------------------------------------------------

(iii) ---------------------------------------------------------------------------

(iv) ---------------------------------------------------------------------------

(v) ---------------------------------------------------------------------------

20. What suggestions would you like to make to improve the use of keyword filing classification system?

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

(ii) ---------------------------------------------------------------------------------

(iii) ---------------------------------------------------------------------------------

(iv) ---------------------------------------------------------------------------------

(v) ------- -------------------------------------------------------------------------

Thank you very much for taking time to answer this questionnaire
Appendix II: Questionnaire to be Completed by Action Officers 

Dear respondent, I am a student from the Open University of Tanzania undertaking a study titled “Assessment on the implementation of keyword filing classification scheme in managing records at Singida regional administrative secretary”; for the purpose of assessing the implementation of keyword filing classification scheme in managing records. Kindly fill out the questionnaire as candidly as possible. All responses supplied will only be used for academic purposes. 

Thank you 

INSTRUCTIONS: 

Please tick your answers in the boxes 

Section A: Demographic Information 
1. Department --------------------------------------------------------------------------------- 

2. Position ------------------------------------------------------------------------------------- 

3. Sex Male [  ] or Female [  ]

4. Highest level of education: 

PHD


[  ]

Masters

[  ]

Bachelor’s degree
[  ]

Diploma in 

[  ]

Certificate 

[  ]

Others (please specify) ----------------------------------------------------------------------

5. How old are you? 

20-30


[  ]

 31-40


[  ]

41-50


[  ]

51-60


[  ]

Others (please specify) ----------------------------------------------------------------------

6. How long have you been working with the Ministry of Finance and Planning 

A. 1-5yrs [  ]   B. 6-10 yrs [  ]   C. 11-15yrs [  ] D. 16-20yrs [  ] E. 20 and above (indicate) ------ 

7. Are you aware of records management system?  

A. Aware [  ]   B. Not aware [  ]   

8. Mention any records filing classification (management) system you know  

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

(ii) -------------------------------------------------------------------------------------

(iii) -------------------------------------------------------------------------------------

(iv) --------------------------------------------------------------------------------------

(v) ------------------------------------------------------------------------------------

9. Mention any records filing classification system used in your office  

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

(ii) -------------------------------------------------------------------------------------

(iii) -------------------------------------------------------------------------------------

(iv) -------------------------------------------------------------------------------------

(v) -------------------------------------------------------------------------------------

10. Does Ministry of Finance and Planning uses keyword filing classification system?

A. Yes [  ] B. No [  ]   

11. What are reasons led to establishment and uses of keyword filing classification system?

(i) Easy retrieval of information [  ]
(ii) Forces from the government [  ]
(iii) Security and confidentiality [  ]
(iv) Increase of functions and activities [  ]
Any other, specify

(i) ………………………………………………………………….

(ii) …………………………………………………………………

(iii) …………………………………………………………………

(iv) …………………………………………………………………

12. Does keyword filing classification system fulfils all filing requirement?

A. Yes [  ] B. No [  ] C. No idea [  ]
13. Does keyword filing classification system reliable for records management?

A. Yes [  ] B. No [  ] C. No idea [  ]
14. Does keyword filing classification system reliable for electronic data base management?

A. Yes [  ] B. No [  ] C. No idea [  ]
15. Mention any advantage you get from using keyword filing classification system

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

(ii) -------------------------------------------------------------------------------------

(iii) -------------------------------------------------------------------------------------

(iv) -------------------------------------------------------------------------------------

(v) -------------------------------------------------------------------------------------

16. Identify time taken to retrieval any requested file

(i) 30 min

[  ]

(ii) 15 min

[  ]

(iii) 1hr


[  ]

(iv) 2hrs and above
[  ]

17. What are challenges facing the implementation of keyword filing classification system?

(i) Complexity of the system 



[ ]

(ii) Lack of knowledge among users 


[  ] 

(iii) Lack of guidelines and procedures


[  ] 

(iv) Does not support electronic records management 
[  ]

(v) Does not allow expansion of new activities

 [  ]

Any others please mention;

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

(ii) ---------------------------------------------------------------------------------

(iii) ---------------------------------------------------------------------------------

(iv) ---------------------------------------------------------------------------------

(v) --------------------------------------------------------------------------------- 

18. What suggestions would you like to make to improve the use of keyword filing classification system?

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

(ii) --- -----------------------------------------------------------------------------

(iii) ---------------------------------------------------------------------------------

(iv) ---------------------------------------------------------------------------------

(v) ------- -------------------------------------------------------------------------

Thank you very much for taking time to answer this questionnaire
Appendix III: Interview Guide to Senior officers & Records personnel
Introduction 

A short presentation of myself, the purpose of the study, ethical compliance include confidentiality and anonymity of data provided and willingness to participate. Request for recording the interview
1. How long have you been working with the Ministry of Finance and Planning?

2. Are you aware of records management system?  

3. Mention any records filing classification (management) system you know  

4. Mention any records filing classification system used in your office 

5. Does Ministry of Finance and Planning use keyword filing classification system?

6. What are reasons led to establishment and uses of keyword filing classification system?

7. Does keyword filing classification system fulfil all filing requirement?
8. Does keyword filing classification system reliable for managing records?
9. How reliable is the keyword filing classification system for electronic data base management?

10. Mention any advantage you get from using keyword filing classification system?

11. Is there any complaint of any lost or misplacing files or documents in registry office?

12. What time taken to get the lost files and make it into process?

13. What are challenges facing the implementation of keyword filing classification system?

14. What suggestions would you like to make to improve the use of keyword filing classification system?

Thank you very much for taking time to answer this questionnaire
Appendix IV: A Checklist for Personal Observations at Singida Regional Administrative Secretary Office
1. Availability of keyword list Yes [  ] No [  ]

2. Condition of keyword list Complete [  ] Incomplete [  ]

3. File indexing YES [  ] No [  ] 

4.  File coding YES [  ] No [  ]

5. File movement tools YES [  ] No [  ]

6. Keyword system guidelines-- YES [  ] No [  ]

7.  Registers YES [ ] NO [  ] 

8.  File cabinets/shelves scattered YES [ ] NO [  ]

Appendix V: Research Clearance Letter
INCORPORATED OF REVIEWERS COMMENTS

PRESENTATION MATRIX
I have receive comments from both internal and external examiners as well as members of the panel. As directed, I have incorporated all the comments which appears in the table matrix, 

I hereby submit for further processing.
Cecily Ngudungi…..reg.no pg201900749.
	ITEM
	RECOMMENDATION
	CORRECTION
	Page Number

	
	Abstract: The candidate should fit abstract in one page, remove grammatical errors and rewrite the main objective.
	Abstract structured to one page, errors was removed and general objective was structured too.
	Page viii.pg 10

	
	Table of contents: Rewrite it by putting the sections in order.
	Table of contents already adjusted as well as ascending of the numbers
	page  ix – xi



	
	Chapter 1: section 1:3 the first paragraph of this section is completely out of the context. 

	The candidates moved the highlighted section to section 1. 2. 
	Page 1 - 7

	
	Objective of the study: lack of correspondence between research objectives no 1, 2, 3 and 4, also inconsistency in writing the word keyword file classification scheme.
	Correction has been made in the entire document and phrase consistency in the keywords.
	Page 9

	
	Section 1.7

Scope of the study: Is not well written.


	The scope of the study has been rewritten to mean both paper records and electronic records and evidence is in the main text 
	Page 11

	
	Section 1.8 Definition of the key terms. 
	Definition of key terms has been  accordingly adjusted and 
	Page 12 - 17

	
	Chapter 2: The literature review relevance of the big bucket theory.

2.7 there is no evidence to suggest how the theory laid down the foundation for the formulation of the conceptual framework
	Enough literature provided to support the application of the theory to the study.

Evidence was provided  show the base to the formulation of conceptual framework and the graphical presentation of the framework was figured again to show relationship among variables.
	Page 19 - 38

	
	Chapter 3: section 3.3 there is a need to clarify what kind of research design was used? and 

section 3.5 The candidate used the term target population which is different with study population 

3.8.3 this section contains information that does not relate to the heading
	Type of research design used identified and another subheading for research approach added.
The term target population was omitted to mean study population.

The heading was corrected to mean research instruments instead of research methods
	Page 39 - 57

	
	Chapter 4: The candidate is should use particular code to identify who said what without identifying the respondents.  
Difficult to identify areas observed by the researcher


	The candidate made a correction to the interviewed areas by omitting the word interviewee to respondent A, B and C. 

The researcher shows areas which observed during data presentation, analysis and discussions.
	CHAPTER  4

	
	Chapter 5: The candidate should use APA referencing style in the heading levels, text and the reference list and multiple referencing.
	APA style has been adhered in the whole document and repetition was removed to some of authors, 
	All pages in the chapter
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