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                                                                 ABSTRACT
This study assessed personnel records management practices at three Tanzanian tertiary institutions. They include the Local Government Training Institute (LGTI), Mwalimu Nyerere Memorial Academy (MNMA), and Dar es Salaam Maritime Institute (DMI). Specifically, the study aimed to: identify the types of personnel records available; examine the systems used for managing these records; evaluate the awareness of records officers regarding confidentiality; and explore the challenges faced in managing personnel records, while proposing potential solutions. The study population comprised 54 individuals, with data collected from 48 respondents, including 13 Records Officers, 15 Secretaries, and 20 Human Resource Officers, selected through purposive and convenience sampling. Data collection methods included standardized questionnaires (with both closed and open-ended questions), interviews, and focus group discussions. Quantitative data were analyzed using SPSS version 27.0, while qualitative data were subjected to content analysis. Findings revealed that personnel records are managed using both manual and computerized systems. However, several challenges were identified, including the absence of a formal records management policy, inadequate infrastructure for electronic records, breaches of confidentiality, failure to follow standard procedures, a shortage of trained personnel, and insufficient management support. The study concludes that collaborative efforts between the government and the institutions (LGTI, MNMA, and DMI) are essential to address these challenges. It recommends allocating sufficient budgetary resources for record management infrastructure, recruiting ICT-competent personnel, and providing regular training to enhance staff awareness and skills in managing and safeguarding personnel records.
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CHAPTER ONE

BACKGROUND TO THE STUDY
1.1 
Introduction
This study examined personnel records management practices at three Tanzanian tertiary institutions: the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI).
Records are defined as documented information stored in physical, electronic, or other formats. These include correspondence, memoranda, plans, maps, drawings, diagrams, photographs, audio-visual materials, and any other documentary evidence regardless of form or medium (URT, 2011). Personnel records, specifically, refer to documentation related to individual employment histories and human resource processes (DeCenzo & Robbins, 2005). Keakopa et al. (2009) further describe them as systematically arranged information affecting human resources in an organization, maintained for ease of access and retrieval.
According to Kautto and Henttonen (2020), personnel records serve as strategic tools for communication and trust-building between governments and citizens. Derua (2020) highlights their ro le in supporting decision-making processes and improving the efficiency and fairness of HR operations. Abias et al. (2021) note that personnel records are among several critical categories of records generated by organizations, alongside financial, legal, and administrative records.
Mubofu et al. (2020) argue that effective records management—particularly for personnel records—is vital for organizational decision-making and must involve both human resource officers and records managers. Similarly, Abikoye et al. (2019) contend that managing personnel records is essentially managing an organization's human resources.
According to the United Republic of Tanzania (URT, 2007), the primary goal of personnel records management is to maintain a comprehensive employment history for each public servant. This supports not only employee supervision and development but also broader objectives such as transparency, accountability, and accurate auditing. A well-designed Personnel Records Management System (PRMS) should allow for automated classification and analysis of staff by department, cadre, gender, status, and other relevant fields (Abikoye et al., 2019). It should also record employee details related to leave, promotions, retirement, study leave, and entitlements.
Despite these expectations, Joseph et al. (2012) identified poor processing techniques and information retrieval challenges as persistent problems in records management systems. In the digital age, the growing importance of information and communication technologies (ICTs) underscores the need for more effective personnel records management (Mnjama, 2001). However, Mnjama emphasizes that automation is only effective if foundational manual systems are well-organized and properly managed.
In the context of LGTI, MNMA, and DMI, the current state of personnel records management remains unclear. Few empirical studies have explored this topic within Tanzanian tertiary institutions. Accordingly, this study aims to examine and assess personnel records management practices at these three institutions, addressing a significant gap in the existing literature.
1.2 
Statement of the Problem

The importance of effective personnel records management in Tanzania is clearly outlined in the National Records and Archives Management Policy (URT, 2011), which emphasizes the need to store records appropriately to ensure their future accessibility and integrity.
Additionally, Section C.19(3) of the Standing Orders for the Public Service (2009) mandates that both employers and employees maintain accurate employment records for reference purposes. The Employment and Labour Relations Act (ELRA) of 2004, particularly Section 96(1), further requires that employers and employees preserve written particulars of employment, including any changes and remuneration details.
Despite the existence of these legal and policy frameworks, the extent to which personnel records are effectively managed in Tanzania’s tertiary institutions remains largely undocumented. Institutions such as LGTI, MNMA, and DMI operate in environments where efficient personnel records management is critical for ensuring compliance with employment regulations, enhancing institutional transparency, supporting human resource planning, and preserving institutional memory.
However, there is limited empirical evidence to indicate whether personnel records management practices at these institutions align with national policy guidelines and recognized best practices. A review of existing literature reveals a lack of focused studies on this topic within the context of Tanzanian tertiary education institutions. Consequently, this study seeks to fill that gap by systematically examining personnel records management practices at LGTI, MNMA, and DMI.
1.3 
Research Objectives

1.3.1 
General Objective

The general objective of this study was to assess personnel records management practices in selected Tanzanian Training Institutes: a case study of LGTI, MNMA, and DMI.
1.3.2 
Specific Objectives

Based on the general objective, the specific objectives of the study were to:
(i) Examine the types of personnel records maintained at LGTI, MNMA, and DMI.
(ii) Identify the systems and technologies used for managing personnel records at LGTI, MNMA, and DMI.
(iii) Assess the level of awareness among records officers regarding the confidentiality of personnel records.
(iv) Explore the challenges faced in managing personnel records in these institutions and propose appropriate solutions.
1.4 
Research Questions

This study seeks to answer the following research questions:
(i) What types of personnel records are maintained at LGTI, MNMA, and DMI?
(ii) What systems or technologies are used to manage personnel records at these institutions?
(iii) To what extent are records officers aware of the importance of maintaining confidentiality in personnel records?
(iv) What are the keys challenges in managing personnel records in these tertiary institutions, and what solutions can be proposed?
1.5 
Significance of the Study 

This study was conducted to address the persistent challenges and gaps in the management of personnel records within the selected institutions in Tanzania. Despite the critical role that personnel records play in ensuring effective human resource management, institutional memory, and accountability, many organizations continue to struggle with inadequate systems, poor storage facilities, a lack of trained personnel, and non-compliance with established records management policies. 
In the context of Tanzania, there is limited research that has been done to systematically evaluate the effectiveness of personnel records management practices, particularly within public and semi-public institutions. As a result, decisions related to staffing, promotions, retirement, and employee rights may be compromised by incomplete, inaccurate, or inaccessible records. By conducting this study, the researcher aimed to assess the current state of personnel records management, identify existing weaknesses and best practices, and provide recommendations to strengthen systems and ensure alignment with national and international standards. The findings are expected to benefit institutions by enhancing transparency, efficiency, and overall organizational performance.
1.6 
Scope of the Study

This study focused on assessing personnel records management practices in selected tertiary colleges in Tanzania, specifically the Local Government Training Institute (LGTI) in Hombolo, Dodoma Region; the Mwalimu Nyerere Memorial Academy (MNMA); and the Dar es Salaam Maritime Institute (DMI), both located in Dar es Salaam. These three institutions were purposefully selected as representative cases due to their institutional roles, administrative structures, and similarities in operational frameworks with other tertiary institutions in the country.
Although there are approximately 481 tertiary institutions in Tanzania (NACTVET, 2023), the study was limited to these three due to practical constraints and the need for an in-depth case study approach. These institutions were considered suitable for the study because they employ a substantial number of staff and generate a wide range of personnel records necessary for institutional management and service delivery.
The study specifically focused on personnel records, given their critical importance in supporting human resource management, legal compliance, staff rights, and institutional accountability. Proper management of personnel records is essential to ensure employee motivation, protection of rights, and institutional continuity. Conversely, poor records management can result in inefficiencies, demoralization, and potential legal and administrative consequences.
Additionally, the study examined the level of compliance with the Records and Archives Management Act No. 3 of 2002 and associated regulations, which mandate the establishment of record offices and proper recordkeeping systems in public institutions. By evaluating these three institutions, the study aimed to determine the extent to which legal and policy frameworks are being implemented in practice.
In terms of participants, the study targeted only those staff members directly involved in the creation, handling, and management of personnel records—namely, Records Officers, Human Resource Officers, and Secretaries. Their roles and responsibilities place them at the center of personnel records management activities, making them the most relevant informants for the study.
1.7 
Limitations of the Study

All research studies are subject to limitations that may affect the scope, depth, or generalizability of findings. These limitations often arise from factors beyond the researcher’s control, such as resource constraints, methodological boundaries, and the broader research environment. As Montori (2001) notes, limitations are inherent restrictions imposed by circumstances external to the researcher and should be acknowledged to provide context for the study's findings.
In this study, one of the primary limitations was restricted generalizability. While the research offers valuable insights into personnel records management practices, its findings are primarily applicable to the three selected institutions—LGTI, MNMA, and DMI. Although the findings may offer comparative value for similar tertiary institutions, they should not be assumed to represent the entire landscape of higher education institutions in Tanzania without further validation.

Time and financial constraints also posed significant challenges. The researcher conducted the study while enrolled in an Open and Distance Learning (ODL) programme and was not granted academic leave. Balancing academic responsibilities with employment reduced the time available for fieldwork, data analysis, and follow-up. To mitigate this, a structured research schedule was developed and adhered to throughout the study.
Financial limitations were particularly acute, as ODL students are often classified as part-time learners and therefore do not qualify for financial support from the Higher Education Students’ Loans Board or their employers. Consequently, the researcher financed the study through personal means, including a bank loan and family support. These financial constraints limited the scope of travel, the number of participants, and the extent of data collection.
Another notable limitation involved respondent hesitation, particularly concerning questions related to sensitive personnel information. Some respondents were reluctant to share information they perceived as confidential or potentially subject to institutional scrutiny. To address this, the researcher provided clear explanations of the study’s purpose, assured participants of strict confidentiality, and emphasized that data would be used solely for academic purposes. No personal identifiers were recorded, and anonymity was guaranteed.
To further minimize these limitations, the study employed a triangulation approach, using multiple data collection methods (e.g., interviews, document analysis, and questionnaires). This not only enhanced the reliability of the findings but also helped compensate for data that may have been inaccessible through a single method.

Despite these limitations, the study maintains internal validity and provides a meaningful contribution to understanding personnel records management in tertiary education institutions.
1.8 
Mitigation Strategies

In light of the limitations encountered during the research process, various strategies were employed to mitigate their potential impact on the validity, reliability, and general quality of the study. These strategies are outlined below:
1.8.1 
Limited Generalizability

Although the study focused on only three tertiary institutions, purposive sampling was used to select institutions that share common operational characteristics with many other public tertiary colleges in Tanzania. This approach enhances the relevance of the findings for comparative purposes and provides a foundation for future, more expansive studies. It is recommended that subsequent research replicates this study using larger and more diverse samples to improve generalizability.
1.8.2 
Time Constraints

Due to the dual responsibility of studying and working, and the absence of academic leave, time was a significant limitation. To address this, the researcher developed a structured work plan that allocated specific timeframes for each research activity, including data collection, analysis, and writing. Adherence to this schedule allowed for efficient use of the limited time available.

1.8.3 
Financial Constraints

The absence of institutional or government funding, coupled with the inability to access financial aid due to the nature of the ODL programme, posed a considerable challenge. To overcome this, the researcher relied on personal resources, including a bank loan and support from family. Additionally, cost-effective strategies such as limiting the geographical scope of data collection and utilizing digital tools were adopted to reduce overall expenses.
1.8.4 
Respondent Reluctance

Concerns regarding the sensitivity of personnel information led to some initial hesitation among respondents. To mitigate this, the researcher obtained informed consent and communicated the purpose of the study. Participants were assured of the confidentiality and anonymity of their responses, and no identifying information was recorded. This approach increased respondent trust and improved participation.
1.8.5 
Data Collection and Validity

To strengthen data validity and mitigate the effects of single-method bias, the study employed methodological triangulation, combining interviews, questionnaires, and document analysis. This allowed for cross-verification of information and provided a more comprehensive and accurate depiction of personnel records management practices in the selected institutions.
These mitigation strategies were essential in ensuring the integrity and feasibility of the research despite existing constraints. Future studies may benefit from institutional support, dedicated research funding, and extended timelines to explore the topic in greater depth.

1.8 
Dissertation Layout

This dissertation comprises five chapters. Chapter one presents the introduction, background of the study, statement of the problem of the study, general and specific objectives of the study, research questions, significance of the study, limitations, scope of the study, and definitions of key terms. Chapter two reviews related literature and identifies the research gap. Chapter three describes the research methodology used to collect and analyze data in this study. Chapter four presents the data, analysis, and discussion of the findings. Chapter five summarizes the findings, conclusions, and recommendations of the study, and areas for further research, followed by references and appendices.

CHAPTER TWO

LITERATURE REVIEW
2.1 
Introduction
A literature review is a crucial component of any academic research, as it lays the foundation upon which the study is built. It demonstrates the researcher’s understanding of the existing body of knowledge and highlights how the current research contributes to, extends, or challenges prior work. According to Olivier (2009), a well-conducted literature review not only illuminates previous studies relevant to the research topic but also provides insights into methodologies used, areas of scholarly agreement and disagreement, and identifies gaps that justify the need for further inquiry.
Through a critical review of existing literature, the researcher gains a deeper understanding of the problem under investigation and formulates research questions. It also facilitates the development of a theoretical and conceptual framework, thereby positioning the current study within the broader academic discourse.
This chapter reviews relevant literature on personnel records management practices, with a particular focus on the Tanzanian context. It draws on a range of sources, both current and retrospective, including peer-reviewed journals, policy documents, books, institutional reports, and electronic databases. The review is organized around key themes that align with the study’s specific objectives and research questions.
The main sections of this literature review include: Theoretical Review: Overview of theories relevant to records management. Empirical Review: A synthesis of studies conducted globally, across Africa, and in Tanzania that examine personnel records management practices. Identification of Research Gaps: Highlighting what is known and what remains to be explored. Conceptual Framework: Presentation of the conceptual model guiding the study.
To contextualize the review, the empirical studies are further grouped in alignment with the study’s specific objectives, namely:

(i) The types of personnel records available at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI);

(ii) The systems used to manage these records;

(iii) The level of awareness among records officers regarding confidentiality; and

(iv) The challenges facing personnel records management in tertiary colleges, including proposed solutions.

This structured review enables a clear understanding of how the current research fits within the existing body of knowledge and justifies the relevance and originality of the study.
2.2 
Definition of Key Terms
This section provides key terms about this study, which were defined in their context. Definitions of key terms are important because they provide a better understanding of the key issues guiding this research. The following operational definitions were used in this study.
2.2.1
Personnel Records

Personnel records refer to documented information about an individual’s employment within an organization. This includes personal identification details, employment history, qualifications, performance evaluations, disciplinary actions, remuneration, promotions, and any other information relevant to an employee’s tenure. These records are essential for human resource planning, legal compliance, and administrative decision-making (Kautto & Henttonen, 2020). 
2.2.3 
Confidentiality

Confidentiality in records management refers to the ethical and legal obligation to protect sensitive information from unauthorized access, disclosure, or misuse. In the context of personnel records, confidentiality is vital to safeguarding employee privacy, maintaining trust, and ensuring compliance with institutional policies and relevant data protection legislation.
2.2.4 
Tertiary Institutions

Tertiary institutions are post-secondary education establishments that provide academic, technical, or vocational training. In Tanzania, these include universities, colleges, and institutes that are accredited to offer diplomas, degrees, and other professional qualifications under the oversight of regulatory bodies such as the National Council for Technical and Vocational Education and Training (NACTVET).
2.2.5 
Record Officers

Records officers are professionals responsible for the creation, classification, storage, retrieval, and disposal of records within an organization. In tertiary institutions, they play a central role in ensuring that personnel records are properly managed by institutional policies and statutory requirements (Mosweu, 2020).
2.3
Empirical Literature

2.3.1 
Types of Personnel Records at the Local Government Training Institute, The Mwalimu Nyerere Memorial Academy, and the Dar es Salaam Maritime Institute

Personnel records, often referred to as employee records, consist of accumulated and verifiable information regarding an individual's employment within an organization (Gathoni, 2017). These records include, but are not limited to, personal details, employment history, health and safety documentation, training records, and contractual information. The proper creation and management of such records are fundamental to ensuring institutional accountability, efficient governance, and evidence-based decision-making. As Gathoni (2017) emphasizes, personnel records support institutional memory and the legal and administrative integrity of human resource management.
Historically, personnel records were maintained in paper-based formats, which served as the primary medium for storing and retrieving employee information. Frank (2018) asserts that for many decades, paper files fulfilled legal, administrative, and archival functions, and continue to serve as key documentation formats in many public institutions. Despite the rise of digital technologies, the reliance on paper records persists, especially in institutions where infrastructure for electronic records is either underdeveloped or inconsistently implemented.

The rise of Information and Communication Technologies (ICTs), however, has introduced electronic records—records created, stored, and managed in digital formats. According to the International Records Management Trust (IRMT, 2009), the adoption of electronic recordkeeping systems has transformed the management of recorded information, allowing for improved accessibility, faster retrieval, and more efficient storage. Nevertheless, many organizations, particularly in developing countries, still operate under hybrid systems, where both manual and electronic records coexist. Even in technologically advanced offices, documents are often printed for physical filing, underscoring the ongoing relevance of paper-based records (IRMT, 2009).
The coexistence of digital and physical records presents both opportunities and challenges. While electronic records enhance operational efficiency and reduce physical storage needs, the continued use of paper records reflects concerns about data authenticity, infrastructure limitations, and staff readiness to fully adopt digital systems. Therefore, institutions must maintain robust recordkeeping practices for both formats to ensure the reliability, accessibility, and legal admissibility of personnel records.
Studies from other African contexts provide additional insight into this dual-format approach. For example, Freda (2014), in her study at the University of Education, Winneba, in Ghana, found that both manual and electronic personnel records were used. These formats facilitated faster decision-making, reduced office congestion, and contributed to good governance. Personnel records were typically maintained in a master file for each employee, containing vital documents such as letters of appointment, medical reports, promotion letters, and termination notices—documents that establish the contractual and legal relationship between the employee and the institution (Ngoepe, 2015).
Similarly, Read and Ginn (2011) reported on the existence of electronic records as documents stored digitally on electronic media that can be readily accessed, modified, or transferred. These “born-digital” records are increasingly prevalent in modern recordkeeping systems and pose both advantages (e.g., efficiency, space-saving) and risks (e.g., data loss, unauthorized access) depending on how they are managed.
In the Tanzanian context, Malekani and Mubofu (2023) as well as Traseas and Tweve (2022) identified a broad range of personnel records managed by local government authorities, including appointment letters, training documents, salary slips, birth certificates, medical reports, and retirement documentation. These records were found in both paper and digital formats, with most institutions still relying heavily on manual filing systems despite growing interest in digital migration.
In Eswatini, Tsabedze (2020) investigated e-records readiness in the public sector and reported that while many government ministries had adopted electronic systems, there was inadequate institutional capacity to ensure continuity and proper data transfer during staff turnover. Employees often store files on personal or external drives, creating risks of data loss and institutional memory gaps upon their departure.
Despite this growing body of literature, there remains a knowledge gap regarding the specific types and formats of personnel records used at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). While broader trends suggest the coexistence of manual and digital systems in Tanzanian tertiary institutions, it is yet to be empirically established what personnel records are maintained at these institutions, in what formats, and how effectively they are managed. This gap justifies the present study’s focus on uncovering the actual state of personnel records at the three institutions, thus contributing to institutional accountability and informed policy development.
2.3.2 
System used in Managing Personnel Records at the Local Government Training Institute, the Mwalimu Nyerere Memorial Academy and the Dar es Salaam Maritime Institute

The management of personnel records can be facilitated through either manual (paper-based) or electronic system, with a growing shift globally towards digitized approaches due to advancements in information and communication technology (ICT). According to the International Records Management Trust (IRMT, 2009), while many institutions continue to rely on manual recordkeeping, there is increasing adoption of computerized systems to improve efficiency, accessibility, and data integrity.
Asogwa (2012) emphasizes that regardless of format—manual or electronic—records management systems should be accompanied by adequate metadata, including descriptive, administrative, and technical documentation. These systems must follow clear standards for titling, indexing, referencing, and security classification to ensure operational efficiency and ease of retrieval. The absence of such systematic control may render records disorganized, inaccessible, or even legally inadmissible.
Furthermore, the implementation of electronic records management systems (ERMS) introduces automation in core processes such as data entry, storage, and retrieval, which significantly enhances record integrity and reduces human error. Arulogun, Olatunde, Fakolujo, and Olaniyi (2013), in a study on the application of Radio Frequency Identification (RFID) for student attendance tracking, demonstrated how digital systems can streamline administrative tasks, reduce time wastage, and eliminate errors common in manual methods. Although the study focused on student records, the underlying principle of efficient data handling is equally applicable to personnel records in academic institutions.
Iziomo (2014) supports this perspective, arguing that digital systems offer superior storage capabilities, scalability, and faster data retrieval compared to conventional filing methods. Electronic systems eliminate the space constraints associated with physical filing cabinets and allow centralized data management, thereby improving institutional responsiveness and decision-making. In Rwanda, they have put in place an eFiling system, which is a digital platform that facilitates electronic filing, retrieval, and secure sharing of documents, significantly reducing reliance on paper and improving operational efficiency (University of Rwanda, 2023).
Taken together, these studies demonstrate a clear shift in favor of electronic systems, while recognizing that many institutions, especially in developing countries, still rely heavily on manual methods. The co-existence of both systems reflects a transitional stage in which institutions are gradually adapting to technological advancements, often constrained by financial, infrastructural, and human resource limitations.
Despite growing scholarly interest in electronic records systems in Africa, little is known about the specific systems used to manage personnel records at LGTI, MNMA, and DMI. It remains unclear whether these institutions rely primarily on manual filing systems, have adopted digital solutions, or operate using hybrid models. Investigating these systems is crucial to understanding institutional readiness, compliance with national records management policies, and alignment with best practices in personnel information governance.
2.3.3 
Awareness of Records Officers in Ensuring Confidentiality in Personnel Records

Awareness refers to an individual’s capacity to recognize, understand, and appreciate the presence or significance of a particular issue or phenomenon (Oxford Advanced Learner’s Dictionary, 2010). In the context of personnel records management, awareness specifically entails an understanding of the importance of maintaining the confidentiality of sensitive information. As Kaiser (2009) affirms, confidentiality is a foundational principle in the safeguarding of personal data, particularly in professional environments where trust, legality, and ethical practice are paramount.
According to the International Records Management Trust (IRMT, 1999), maintaining the confidentiality of personnel records involves placing strict limitations on access to sensitive documents. This may include employing physical safeguards, such as locked storage rooms or separate filing systems for confidential materials. Additionally, access protocols are often implemented to ensure that only authorized personnel can retrieve, read, or modify employee records. In many institutions, including public service organizations, personnel files are accessible only to designated officials whose responsibilities require them to interact with such data.
Furthermore, some countries with data protection or freedom of information legislation allow employees limited access to their personnel records. They may be permitted to review or amend entries they believe are inaccurate or incomplete. This procedural transparency aligns with ethical information governance and underscores the responsibility of records officers to uphold both organizational policy and individual rights (IRMT, 1999).
The responsibility of safeguarding personnel data does not solely lie in securing storage systems but also in cultivating an institutional culture of ethical responsibility. Records management staff must be fully aware that their roles demand confidentiality and discretion. As IRMT (1999) points out, revealing information obtained from working with personnel records—without proper authorization—constitutes a breach of both professional ethics and institutional trust.
Ngoepe (2015) further highlights the value of confidentiality in employment recordkeeping, asserting that both print and electronic personnel records must be managed systematically to ensure that the right information is accessible to the right people at the right time—without compromising privacy. This balance of controlled access and availability is a core element of effective human resource management, especially in institutions that must rely on accurate records to determine employee entitlements, benefits, and performance outcomes.

In practice, however, inconsistencies often emerge. Griffin and Mazikana (2007) documented several lapses in confidentiality controls within public institutions in Africa. For instance, performance evaluations—which employees have a right to review—were at times placed in confidential files and withheld from them. Misfiling of documents was also common, with administrative circulars incorrectly stored in personal files, suggesting poor classification protocols. 
Moreover, the simultaneous use of open and confidential registries—often with different file numbers for the same employee—further complicated the maintenance of data integrity and confidentiality. From a Tanzanian perspective, Mikidadi (2017) found that records were often secured, but awareness among records officers of the specific legal and ethical requirements for confidentiality varied, potentially exposing sensitive information to misuse or unauthorized access.
Despite growing discourse on records management in Tanzania, there is still a lack of empirical data on the actual level of awareness among records officers regarding the protection of personnel records. While policies may exist, their implementation depends heavily on the knowledge, attitudes, and practices of those charged with managing sensitive employee data. 
Therefore, it becomes critical to examine whether records officers at institutions such as the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI) possess the necessary awareness and competencies to ensure confidentiality in line with best practices and legal frameworks.

2.3.4 Challenges Facing the Management of Personnel Records in Tertiary Colleges and Proposed Solutions

Personnel records management remains a fundamental administrative function in tertiary institutions, but it is fraught with numerous challenges, particularly in developing countries like Tanzania. These challenges are both systemic and operational, and they undermine the integrity, security, and utility of personnel records.
Malekani and Mubofu (2023) examined personnel records management practices in Tanzanian local government authorities and found a range of persistent issues. These included inadequate facilities, absence of electronic recordkeeping systems, insufficient professional skills, and poor storage infrastructure. Additionally, the study uncovered a lack of trained records personnel, limited internal capacity-building opportunities, and minimal adherence to established records management policies and procedures. Interviews with department heads further revealed non-compliance with records regulations, frequent customer complaints, and overall low prioritization of records management.
Mabera (2020), focusing on Nigerian universities, similarly emphasized the lack of electronic records systems as a root cause of inefficient recordkeeping. This absence perpetuates over-reliance on paper-based systems, which are prone to loss, misfiling, physical deterioration, and restricted access due to spatial limitations. The International Records Management Trust (IRMT, 2009) also acknowledges that managing records in a hybrid environment—where both digital and physical records coexist—poses significant integration challenges. A critical difficulty lies in ensuring that all records related to a specific employee, regardless of format, are unified, retrievable, and usable for decision-making and legal compliance. The failure to integrate these systems compromises the reliability and completeness of the employee information lifecycle.
Katundu (2002) and Magaya (2013), writing from the Tanzanian context, criticized paper-based records for their operational inefficiencies. Their studies identified limited storage space, high risk of misfiling, theft or loss of confidential data, and delays in record retrieval as major operational constraints. These limitations directly affect service delivery, especially in institutions that manage large volumes of staff data but lack automated systems.
The challenge of equipment and facility inadequacy has also been reported by Mohamed, Rasheli, and Mwagike (2018), who observed that many Tanzanian institutions operate without proper recordkeeping infrastructure. This includes the lack of fireproof cabinets, digital backups, and controlled storage environments—making records vulnerable to physical damage or unauthorized access.

From a broader African perspective, Brendan (2012) argued that despite the proliferation of e-government strategies across the continent, governments often fail to assess the suitability of existing information infrastructures before deploying digital solutions. This oversight leads to poorly implemented electronic records management (ERM) systems, frequently without consulting key stakeholders such as records officers and IT specialists. The result is the underutilization of digital tools, and in some cases, the replication of inefficiencies from manual systems in electronic environments.

Another critical issue concerns confidentiality and trust. Sotta (2011) reported widespread mishandling of confidential records and poor internal controls, which not only violates legal provisions but also undermines employee trust and organizational credibility. This mismanagement can also lead to poor decision-making due to unreliable or inaccessible data.
Despite the growing body of literature documenting these challenges, there remains limited empirical insight into whether such issues exist at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). These institutions operate within the same regulatory framework as others in Tanzania but may differ in institutional capacity, leadership, infrastructure, and training levels. Therefore, examining these case institutions will provide critical insights into the practical realities of personnel records management in Tanzanian tertiary education settings.
2.4 
Theoretical Base of the Study

A theoretical framework provides the foundation upon which a research study is built. It defines the lens through which the researcher examines the problem, guiding both the methodology and interpretation of findings. According to Mugenda (1999), a theory is a set of interrelated constructs and propositions that systematically explain or predict phenomena. Theories serve several critical purposes: they organize diverse research findings, establish consistency in scholarly discourse, identify relationships between variables, and support informed predictions and decision-making.

This study adopts the Records Continuum Model (RCM) as its theoretical foundation. The selection of this model is grounded in its relevance to the study’s objectives and research questions, particularly in understanding how personnel records are created, managed, preserved, and accessed over time within tertiary education institutions in Tanzania.
2.4.1
 Records Continuum Model (RCM)

The Records Continuum Model was developed in the 1990s by Frank Upward as an alternative to the traditional life cycle model of records management. Unlike the life cycle approach—which treats records in linear stages from creation to disposal or archiving—the RCM views recordkeeping as a continuous, multidimensional process that begins even before record creation and continues indefinitely through use, preservation, and societal memory (Upward, 1997; Flynn, 2001).
RCM is particularly relevant to the hybrid recordkeeping environments found in many African institutions, where paper and electronic systems coexist (IRMT, 2009). It conceptualizes records as logical rather than physical entities, emphasizing their function across multiple contexts: business, legal, administrative, historical, and social (McKemmish, Upward & Reed, 2010). This makes the RCM especially appropriate for addressing complex records management environments like those at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI).
The model is built on four interrelated dimensions of recordkeeping:

(i) Create – The generation of records in the course of institutional or administrative activity.

(ii) Capture – The identification and documentation of records with relevant metadata.

(iii) Organize – The classification, storage, and indexing of records for accessibility and use.

(iv) Pluralize – The dissemination and use of records for societal memory, accountability, and governance.

These dimensions are not linear stages but simultaneous and recursive processes. Records, therefore, are not static artifacts but evolving constructs that support institutional memory, transparency, decision-making, and individual rights (Upward, 1997; Flynn, 2001).
2.4.1.1 Application to the Current Study

The RCM directly informs the present study in several ways:

(i)
Types and Formats of Personnel Records (Objective i / Research Question 
The RCM’s multidimensional view accommodates both paper and electronic formats, aligning with findings from the literature (IRMT, 2009; Ngoepe, 2015; Freda, 2014) and guiding inquiry into how these records are created and maintained across the selected institutions.

(ii)
Systems Used to Manage Records (Objective ii / Research Question ii): 
The model supports an integrated approach to both manual and electronic recordkeeping systems. It allows assessment of how effectively systems capture metadata, ensure accessibility, and support the transactional and evidentiary functions of records (Asogwa, 2012; Mikidadi, 2017).

(iii) Confidentiality and Awareness (Objective iii / Research Question iii): 
The RCM highlights the role of recordkeeping in governance, ethics, and trust. Confidential personnel records must be captured, stored, and accessed within controlled and policy-bound frameworks, which aligns with the study’s focus on staff awareness and adherence to privacy protocols (IRMT, 1999; Ngoepe, 2015).
(iv) Challenges and Gaps (Objective iv / Research Question iv): 
The RCM helps diagnose systemic and institutional weaknesses, such as fragmented storage, lack of continuity between digital and paper records, or the absence of coherent policies. It enables an evaluation of how personnel records are managed across time and function, revealing points of breakdown or inefficiency (Malekani & Mubofu, 2023; Brendan, 2012).
2.4.1.2 Conclusion

In sum, the Records Continuum Model provides a comprehensive theoretical lens through which the research examines personnel records management in tertiary institutions. Its emphasis on continuity, integration, and context is well-suited to the complex, evolving nature of records management in institutions navigating both manual and digital systems. By anchoring the study in this model, the research is better equipped to analyze not only the present practices but also their implications for institutional memory, compliance, confidentiality, and long-term governance.
2.4.1.3 Relevance of the Records Continuum Model in relation to the Study

This study focused on the management of personnel records in tertiary institutions in Tanzania, specifically at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). Given the dual nature of records management—spanning both paper-based and electronic formats—and the need for long-term accessibility and accountability, the Records Continuum Model (RCM) was considered the most appropriate theoretical framework to guide the inquiry.
The RCM presents a seamless, dynamic, and multidimensional approach to recordkeeping, one that transcends linear, stage-based models such as the traditional life cycle approach. As An (2001) observes, the model offers a comprehensive and integrated regime that supports the continuous creation, capture, organization, and pluralization of records across time and institutional contexts. Unlike the life cycle model, which separates record management and archival functions, the RCM integrates these functions from the point of record creation, enabling records to serve business, legal, social, and cultural purposes concurrently.
This integration is especially relevant for managing personnel records, which must not only support immediate administrative functions such as recruitment, promotion, and retirement but also serve long-term purposes, including institutional memory, compliance with regulatory standards, and legal accountability. For training institutions, where staff development and continuity are central to institutional effectiveness, the continuum perspective facilitates proper documentation, secure retention, and retrieval of records, whether in analog or digital formats.
Kemoni (2008) supports the use of integrated frameworks like the RCM, noting that best practice in records management is characterized by cohesive control over the creation, use, maintenance, and disposition of records, regardless of their format. In contexts such as Tanzania, where organizations often operate within hybrid recordkeeping environments, the RCM provides a flexible structure to manage diverse records systems and ensure continuity over time.
Furthermore, the RCM aligns with the study’s specific objectives and research questions, particularly: identifying the types of personnel records (both paper and digital); evaluating the systems used for managing those records; assessing record officers’ awareness of confidentiality protocols; and investigating challenges in managing personnel records over time.
Through its emphasis on metadata, provenance, context, and continuity, the RCM offers a robust framework for understanding how records can be maintained in a way that supports authenticity, integrity, usability, and reliability. These characteristics are essential in personnel records management, where sensitive information must be securely preserved and ethically managed over the long term.
In conclusion, the adoption of the Records Continuum Model in this study is both conceptually and practically justified. It enables a holistic analysis of personnel records management practices and offers a framework for evaluating how institutions can better manage records to support organizational efficiency, accountability, and governance. Therefore, the RCM serves not only as a theoretical lens but also as a guide for practical improvement in the recordkeeping systems of Tanzanian tertiary institutions.

2.5 
Conceptual Framework 
A conceptual framework is a structure that researchers use to guide data collection, interpretation, and analysis. It identifies the key variables and illustrates how they are expected to relate to one another based on theoretical assumptions and empirical evidence. For this study, the conceptual framework is anchored in the Records Continuum Model (RCM), which views records management as a continuous, integrated process involving creation, capture, organization, and preservation of records over time and space. 
In the context of this study, personnel records management practices in tertiary institutions are influenced by several interrelated factors, including the types of records, the systems used for managing them, the awareness of record officers about confidentiality, and the challenges encountered in recordkeeping processes. The RCM provides a multidimensional lens for analyzing how these elements interact to support or hinder efficient and accountable personnel records management. 
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Figure 2.1: Conceptual Framework Explaining Personnel Records Management Practices in Selected Tanzanian Training Institutes: A Case Study of LGTI, MNMA, and DMI

Source: Researcher (2023)
2.5.1 
Explanation of Linkages 
(i) Types of Personnel Records: Paper and electronic formats require different handling, access controls, and storage methods. Their nature directly influences how efficiently records can be used and preserved (IRMT, 2009).

(ii) Systems Used: Whether manual, digital, or hybrid, systems determine the ease of retrieval, security, and integration across departments (Asogwa, 2012; Mikidadi, 2017).

(iii) Awareness of Confidentiality: Staff understanding of confidentiality policies affects compliance and ethical handling of sensitive records (IRMT, 1999; Ngoepe, 2015).

(iv) Challenges: Technical, structural, and administrative issues such as inadequate training, poor infrastructure, and lack of policy implementation hinder good practice (Malekani & Mubofu, 2023).

(v) Intervening Variables: Institutional policies, regulatory compliance, and resource availability may moderate the influence of the independent variables on records management outcomes.
2.5.2 
Conclusion

This conceptual framework provides a structured view of the relationships among the critical variables examined in this study. By integrating the Records Continuum Model into the analysis, the study adopts a comprehensive approach to assess how institutions can improve the management of personnel records, thus enhancing transparency, operational efficiency, and institutional accountability.
2.6 
Research Gap

The reviewed existing literature reveals that several studies—such as Freda (2014), who examined records management practices among administrative staff at the University of Education; Shadrack (2015), who explored how employees maintain records in the public sector; and Tweve (2011), who investigated ethical practices of record-keeping in government ministries have provided valuable insights into institutional records management. 
However, these studies did not address several key aspects, including the types and formats of personal records, the level of awareness among records officers regarding confidentiality, the perceived benefits of proper personal records management, and the challenges employees face in managing such records. This study aims to address these gaps by examining personnel records management practices in tertiary colleges in Tanzania.
2.7 
Summary

This chapter has critically reviewed existing literature on personnel records management practices in tertiary colleges, with a focus on both the Tanzanian context and international perspectives. The review drew upon a wide range of current and retrospective sources, encompassing both print and digital materials. It addressed key thematic areas including the theoretical underpinnings of records management, global and regional empirical studies, the conceptual framework guiding the research, and the identification of a clear research gap.
To situate the present study within the broader academic discourse, the chapter examined relevant empirical studies and categorized them according to major themes. These include: the types of personnel records maintained at The Local Government Training Institute, The Mwalimu Nyerere Memorial Academy, and the Dar es Salaam Maritime Institute; the systems employed in managing these records; the extent of awareness among records officers regarding confidentiality and privacy concerns; and the challenges faced in managing personnel records in tertiary institutions, along with proposed solutions.
Furthermore, the chapter presented both the theoretical and conceptual frameworks that inform the study, offering a foundation for the research design and analysis. It concluded by identifying the specific research gap that this dissertation aims to address—namely, the lack of comprehensive studies on personnel records management in Tanzanian tertiary colleges, particularly with respect to record types, formats, confidentiality awareness, and institutional challenges.

The next chapter outlines the research methodology employed in the study, detailing the design, data collection methods, and procedures for data analysis.

CHAPTER THREE

RESEARCH METHODOLOGY

3.1 
Introduction

Research methodology refers to the set of methods and procedures applied during the data collection process. It provides a systematic approach to solving research problems (Rahi, 2017). This chapter outlines the procedures and techniques employed in conducting this study. It includes details about the research area, population, research design and approach, sample size, sampling techniques, data collection methods, research instruments, validity and reliability, data processing and analysis, as well as ethical considerations.
3.2 
Research Design and Approach

3.2.1 
Research Design

A research design is the overall strategy or blueprint that guides the research process (Oso & Onen, 2008). This study adopted an explanatory research design, which focuses on identifying the underlying causes of a phenomenon by establishing cause-and-effect relationships (Arias, 2012). The primary aim of this design was to clarify and refine the research problem, develop operational hypotheses, and generate insights and ideas for further analysis. It supports the formulation of hypotheses, theory testing, and outcome prediction, thereby contributing to a deeper understanding of the research problem.

3.2.2 
Research Approach

This study employed a mixed methods approach, which involves the collection and integration of both quantitative and qualitative data within a single study to comprehensively address the research question (Cohen, 2007). This approach allows for triangulation, or the cross-verification of data from different sources, enhancing the credibility and trustworthiness of the results. By combining numerical data and narrative information, the mixed methods approach provides a more nuanced and complete understanding of the research issue than either method alone.

3.3
Area of the Study

The research was conducted at three higher learning institutions in Tanzania, namely: Local Government Training Institute (LGTI) in Hombolo, Dodoma,Mwalimu Nyerere Memorial Academy (MNMA) in Dar es Salaam, and Dar es Salaam Maritime Institute (DMI) in Dar es Salaam. These institutions were selected because of a comparative perspective. The diverse institutions allow for a comparative analysis across different types of public higher education institutions—comprehensive, specialized, and technical. This triangulation strengthens the validity and generalizability of findings (Yin, 2018). Policy and Practice Variance in organizational structures, HR demands, and administrative capabilities, among them, enriches the study's ability to uncover systemic challenges and good practices. Additionally, these institutions play significant roles in shaping Tanzania’s skilled workforce, and understanding how they manage personnel records can inform broader public service reforms and digital transformation agendas (URT, 2010; 2020).
3.4 
Population of the Study

According to Ketchen and Bergh (2006), a population refers to the entire group of individuals or units from which a sample is drawn. This study targeted employees working in the records departments, human resource departments, and secretarial offices within the selected institutions, as they are directly involved in personnel records management. The total target population across the three institutions was 54 staff members. These individuals were expected to provide detailed and relevant information related to records management practices.
Table 3.1: Study Population Distribution
	Category
	LGTI
	MNMA
	DMI
	Total

	Records Officers
	4
	5
	4
	13

	Secretaries
	5
	11
	5
	21

	Human Resource Officers
	6
	8
	6
	20

	Total
	15
	24
	15
	54


Source: Field Data (2024)
3.5 
Sampling Techniques and Sample Size

3.5.1 
Sampling Techniques

Sampling is the process of selecting a subset of individuals or units from a larger population to make inferences about the whole (Kothari, 2004; Mugenda & Mugenda, 2003; Trochim, 2001). This study employed non-probability sampling techniques, specifically purposive sampling and convenience sampling.
(i) Purposive sampling was used to select participants based on their roles and relevance to the study (e.g., personnel involved in records management).

(ii) Convenience sampling was applied due to the accessibility and availability of respondents at the selected institutions.

These techniques were appropriate given the specific expertise required from participants and the logistical constraints involved.
3.5.1.1 Purposive Sampling Technique

According to Saunders et al. (2007), purposive or judgmental sampling allows researchers to use their judgment to select cases that are most likely to help answer the research questions and meet the study's objectives. Similarly, Ranganathan and Krishnaswami (2005) and Paul (2006) define purposive sampling as the deliberate selection of individuals or units based on predefined criteria. In this context, purposive sampling involves selecting information-rich cases that are deemed most relevant to the research topic.
Wimmer and Dominick (1991) emphasize that while purposive samples are not representative of the general population, they aim to reflect a specific subgroup that possesses the knowledge or experience necessary for the study. This method is often more practical, cost-effective, and ensures the inclusion of key participants. In this study, purposive sampling was used to select records officers and human resource officers, as these individuals were expected to have the most direct and relevant insights into personnel records management. Their expertise and experience made them suitable for addressing the research objectives and providing comprehensive data.
3.5.1.2 Convenience Sampling Technique

Convenience sampling is a non-probability sampling method where participants are selected based on their accessibility and proximity to the researcher (Bryman & Bell, 2011). It involves selecting readily available individuals who are willing to participate. According to Wimmer and Dominick (1991), convenience samples are particularly useful for collecting exploratory data, pretesting research instruments, or conducting pilot studies.

In this study, convenience sampling was used to select secretaries working in the selected institutions. This decision was influenced by the limited time and financial resources available to the researcher. The accessibility of the secretarial staff made it feasible to collect relevant data efficiently without incurring high costs or logistical challenges.
3.5.2 
Sample Size

A sample is defined as a subset of the population selected to represent the entire group (Rwegoshora, 2006; Wimmer, 1991). According to Kothari (2002), the sample size refers to the number of respondents selected from the population for the study.

For this research, the target population consisted of 54 staff members across the three institutions. Using Yamane’s (1967) formula, the researcher calculated a sample size of 48 respondents, which was considered both manageable and sufficient for data analysis.
Yamane’s formula for sample size calculation:
n=N1+N(e)2n = \frac{N}{1 + N(e)^2}n=1+N(e)2N​ 

Where:

(i) n = sample size

(ii) N = population size (54)

(iii) e = margin of error (0.05)

n=541+54(0.05)2=541+54(0.0025) =541.135≈48n = \frac {54}{1 + 54(0.05) ^2} = \frac{54}{1 + 54(0.0025)} = \frac{54}{1.135} \approx 48n=1+54(0.05)254​=1+54(0.0025)54​=1.13554​≈48 

Thus, the final sample size used in the study was 48 participants, selected through a combination of purposive and convenience sampling.
3.6 
Data Collection Methods and Instruments 
3.6.1 
Data Collection Methods

Data collection refers to the systematic process of gathering information on variables of interest in order to answer research questions (Kabir, 2016). In this study, multiple data collection methods were used (triangulation) to enhance the validity and reliability of the findings. The choice of data collection methods was guided by the research questions (Kavishe & Dulle, 2010).
Data were collected from both primary and secondary sources.

(i) Qualitative data were obtained through interviews and focus group discussions (FGDs).

(ii) Quantitative data were collected through structured questionnaires.

3.6.1.1 Primary Data

Kothari (2004) defines primary data as data collected directly from first-hand sources for the first time. Such data are original and specifically relevant to the research objectives, ensuring a high degree of accuracy. In this study, primary data were gathered through questionnaires, interviews, and focus group discussions.
3.6.1. 2 Secondary Data

According to Kelly (2005), secondary data refer to data that have already been collected and are available through existing sources. In this study, the researcher reviewed both published and unpublished documents, including government reports, policy documents, national and international journals, newspapers, and dissertations. These documents provided contextual and historical information relevant to the study.
3.6.2 
Data Collection Instruments

Research instruments are the tools or mechanisms used to collect data (Kavishe & Dulle, 2010). In this study, the researcher used a combination of instruments: questionnaires, interview guides, and focus group discussion guides. 
3.6.2.1 Interview Guide

An interview is a verbal method of data collection involving direct interaction between the researcher and the respondent (Kothari, 2004). In this study, interviews were conducted with Directors (heads) of Human Resource Officers and Records Officers. Interviews were chosen because they allowed respondents to elaborate more freely, which led to the collection of in-depth information. Additionally, interviews are efficient for obtaining detailed responses in a relatively short period.
3.6.2.2 Questionnaire Guide
According to Aina (2004), a questionnaire is a research instrument consisting of a series of questions that respondents answer at their convenience. This method was used to collect data from Records Officers, Human Resource Officers, and Secretaries. The questionnaire format allowed the researcher to collect a large volume of data efficiently and at a lower cost. It also ensured uniformity in the questions asked.

3.6.2.3 Focus Group Discussion (FGD)

Focus Group Discussions are a qualitative method used to gather detailed insights into complex issues. According to Nyumba et al. (2018), FGDs provide an in-depth understanding through interactive group conversations. In this study, two focus group sessions were conducted, each facilitated by a moderator. One group observed the other, a strategy designed to enrich data and reduce bias. The FGDs explored participants’ views and experiences regarding personnel records management practices in Tanzanian tertiary institutions.
3.7 
Data Processing and Analysis

Data analysis involves breaking down collected data into meaningful patterns and relationships (Oso & Onen, 2008). The analysis in this study was conducted using both quantitative and qualitative approaches.
(i) Quantitative data were analyzed using Statistical Package for the Social Sciences (SPSS) version 27.0 and Microsoft Excel. Descriptive statistics, including frequencies and percentages, were used to summarize the data. Relationships between variables were examined to generate meaningful interpretations related to personnel records management.
(ii) Qualitative data obtained from open-ended questionnaire responses, interviews, and FGDs were organized into themes. Thematic coding was used to classify responses, and findings were interpreted according to recurring patterns that emerged from participants’ narratives.

3.8 
Data Quality Assurance

Ensuring data quality is essential to achieving reliable and valid research findings. According to Dilmegani (2023), data quality assurance involves techniques such as data profiling, anomaly detection, removal of obsolete information, and data cleaning. In this study, data quality was maintained through the use of multiple data collection methods (triangulation), which allowed cross-verification of findings and reduced bias.
A pre-test (pilot study) of the questionnaire and interview guides was conducted to identify any ambiguities, inconsistencies, or design flaws in the instruments. This pre-testing helped assess how the tools would function under actual field conditions and informed necessary adjustments to improve clarity and reliability.
Additionally, predictive data quality control was employed by comparing analysed data outcomes with expected results to assess consistency and accuracy. These measures collectively enhanced the validity, reliability, and overall quality of the data collected for the study.
3.9 
Research Ethics

Ethical considerations are fundamental in guiding researchers' conduct and ensuring the protection of participants' rights and welfare. According to Oso and Onen (2008), research ethics refer to the set of principles that govern appropriate researcher behavior throughout the research process.

In adherence to ethical standards, several measures were taken in this study:

(i) Research clearance was obtained from The Open University of Tanzania before the commencement of data collection. This aligns with institutional requirements and ethical research practice, which mandates obtaining permission from relevant authorities.

(ii) Informed consent and confidentiality were assured. Participants were informed that the data collected would be used strictly for academic purposes and would not be disclosed to any third parties. This confidentiality assurance promoted trust and encouraged honest and open responses from participants.

These ethical safeguards ensured that the study complied with the necessary ethical standards and protected the rights and privacy of all respondents.

3.10 
Summary

This chapter has presented the research methodology employed in the study. It detailed the research design, study area, target population, sampling techniques, sample size, data collection methods, data collection instruments, and procedures used to ensure the quality and ethical integrity of the research. Data were gathered through questionnaires, interviews, and Focus Group Discussions, involving a total of 48 respondents from three selected public institutions:

(i) The Local Government Training Institute (LGTI) in Hombolo, Dodoma

(ii) The Mwalimu Nyerere Memorial Academy (MNMA) in Kigamboni, Dar es Salaam

(iii) The Dar es Salaam Maritime Institute (DMI) in Dar es Salaam

Quality assurance measures, including triangulation, pre-testing, and predictive consistency checks, were applied to ensure data reliability. Ethical protocols, including securing research clearance and maintaining participant confidentiality, were also strictly observed.

The next chapter presents the data analysis, interpretation, and discussion of findings.

CHAPTER FOUR

DATA   PRESENTATION, ANALYSIS AND DISCUSSION
4.1 
Introduction

This chapter presents, analyses, and discusses the findings of the study based on the specific objectives outlined in Chapter One. The primary aim of the study was to assess personnel records management practices in selected tertiary institutions in Tanzania: The Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). 
Specifically, the study aimed to:

(i) Examine the types of personnel records maintained in the selected institutions.

(ii) Identify the systems used for managing personnel records.

(iii) Assess the level of awareness among records officers on confidentiality in personnel records management.

(iv) Explore challenges encountered in managing personnel records and propose viable solutions.

To ensure comprehensive and reliable findings, data were collected using a triangulated approach, which included questionnaires, interviews, and focus group discussions (FGDs). This mixed-methods strategy enhanced the credibility and depth of the analysis by capturing both quantitative and qualitative dimensions of the subject under investigation.

4.2 
Response Rate

The response rate is critical in determining the representativeness and reliability of a study's findings. A total of 48 participants were targeted for this study, and all participants fully engaged in the data collection process, yielding a 100% response rate. This high response rate is attributed to the selection of participants directly involved in personnel records management, which likely increased their interest and motivation to contribute to the research.
As illustrated in Table 4.1, 43 questionnaires were distributed and returned, and five respondents (2 Human Resource Directors and 3 Heads of Records Offices) participated in the interviews and focus group discussions.
Table 4.1: Response Rate by Institution (n = 48)
	Response Method
	LGTI
	(%)
	MNMA
	(%)
	DMI
	(%)

	Questionnaires (Returned)
	12
	27.9
	21
	48.8
	10
	23.3

	Interviews & Focus Group Discussion
	2
	40.0
	2
	40.0
	1
	20.0


Source: Field Data (2024)

Overall, MNMA contributed the highest number of respondents (47.9%), followed by LGTI (29.2%), and DMI (22.9%). The response rate is considered adequate and robust for analysis, and it enhances the generalizability of the study findings to similar institutions. The high level of participation further reflects the perceived importance of the topic among the target population.

4.3 
Demographic Characteristics of Respondents

Demographic characteristics provide contextual background and help to identify patterns and correlations that may influence attitudes, knowledge, and practices. In this study, the demographic data collected included gender, age, work experience, and staff category. These variables are vital in shaping perceptions and capacities in managing personnel records.
4.3.1
Gender of Respondents

Gender distribution among respondents was analysed to ensure inclusive representation and capture gender-based perspectives in records management. As presented in Figure 4.1, the majority of participants were female (64.6%), while male respondents constituted 35.4%.
This finding aligns with earlier studies (e.g., Popoola & Oluwole, 2007), which noted a higher proportion of women in records management roles, particularly within public service institutions. One possible explanation is the increasing access to education and professional training for women in Tanzania and across Africa, which has enabled more women to qualify for positions in administrative and clerical fields. Mwaimu (2013) notes that historical barriers to education and employment for women are gradually diminishing as universities and public institutions adopt policies promoting gender equity in recruitment and training.
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Figure 4.1: Gender of Respondents (n = 48)
Source: Field Data (2024)
This gender composition suggests that women are playing a significant and growing role in the management of records in tertiary institutions, reflecting both social transformation and changing institutional cultures.

4.3.2 
Age of Respondents

The age distribution of respondents is crucial for understanding the workforce structure, especially in relation to experience, adaptability, and retention. The results reveal that the age group 31–40 years was the most represented, with 21 respondents (43.8%). This was followed by respondents aged 41 years and above (35.4%), and finally, the 20–30 age group (20.8%).
This distribution indicates a mature and experienced workforce, particularly in the key departments under study. Age diversity is beneficial in personnel records management as it promotes a balance between experience-based knowledge and technological adaptability. Moreover, the representation of younger employees (20–30 years) suggests ongoing professional development and recruitment of new talent into the sector.

These findings highlight a workforce that is well-positioned to manage change, particularly in the adoption of digital records management systems, and to uphold professional standards in handling sensitive personnel information.

Table 4.2: Age Distribution of Respondents

	Age Range
	Frequency
	Percentage (%)

	20–30 years
	10
	20.8

	31–40 years
	21
	43.8

	41 years+
	17
	35.4


Source: Field Data (2024)
4.4 
Educational Qualifications of the Respondents
Education level plays a critical role in determining an employee's capacity to perform professional duties effectively. As noted by Karunarathne and Wickramasekara (2020), educational attainment significantly contributes to job confidence, decision-making, and task execution, particularly in technical fields such as records management. This profession requires personnel with formal training in records or information management to ensure compliance with organizational, legal, and ethical standards.

Respondents in this study were asked to indicate their highest academic qualifications. This information is vital in assessing whether staff managing personnel records possess the requisite knowledge and skills to perform their roles effectively. Table 4.3 presents a summary of the findings.

Table 4.3: Educational Qualifications of Respondents (n = 48)
	Qualification Level
	Frequency
	Percentage (%)

	Certificate
	1
	2.1

	Diploma
	22
	45.8

	Bachelor's Degree
	16
	33.3

	Master's Degree
	9
	18.8

	PhD
	0
	0

	Total
	48
	100


Source: Field Data (2024)

As shown in Table 4.3, a significant proportion of respondents held diploma-level qualifications (45.8%), followed by bachelor's degree holders (33.3%), and master's degree holders (18.8%). Only one respondent (2.1%) held a certificate, and none reported holding a PhD. These findings suggest that the majority of the respondents had attained post-secondary education relevant to their field, which enhances the reliability and validity of the information they provided. The educational profile also reflects a reasonably competent workforce, well-positioned to understand records management procedures and participate meaningfully in institutional decision-making related to information governance.

4.4.1 
Work Experience of the Respondents
Work experience is another essential demographic variable that influences organizational performance. Employees with extensive experience are often more adept at applying theoretical knowledge to practical challenges and are likely to have encountered a wide array of workplace scenarios. According to Armstrong (2014), years of service not only enhance task efficiency but also increase contextual understanding and policy adherence in specialized roles such as records management.

The study sought to examine the duration of respondents’ work experience to understand their familiarity with personnel records practices. It was assumed that more experienced respondents would provide deeper insights into institutional record-keeping systems, policy compliance, and associated challenges. While specific years of service were not presented in this section, the staff category—classified into senior and junior levels—served as a proxy indicator for experience levels.

Out of the 48 respondents:

(i) 34 (70.8%) were categorized as senior staff, indicating substantial work experience and likely involvement in strategic records management roles.

(ii) 14 (29.2%) were junior staff, likely serving in supportive or clerical capacities.

This distribution demonstrates that the majority of respondents held senior positions, which suggests that the information gathered was provided by individuals with institutional memory, practical exposure, and decision-making responsibilities in records management.
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Figure 4.2: Staff Category by Work Experience (n = 48)
Source: Field Data (2024)
The predominance of experienced, senior-level staff among respondents strengthens the credibility of the study’s findings. It also implies that any gaps or challenges identified in records management are likely reflective of institutional realities rather than the result of knowledge or skill deficits on the part of the staff.

4.5 
Types of Personnel Records at the Local Government Training Institute, the Mwalimu Nyerere Memorial Academy, and the Dar es Salaam Maritime Institute

4.5.1 
Availability of Personnel Records

The first objective of this study aimed to examine the types and formats of personnel records maintained at three public institutions: the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). To address this objective, respondents were asked a series of structured and open-ended questions. Their feedback is summarized below.

Respondents were initially asked whether personnel records were available at their institutions. The results indicated that all 43 respondents (100%) confirmed the existence of such records. These findings are presented in Table 4.4.
Table 4.4: Availability of Personnel Records at LGTI, MNMA, and DMI (n = 43)

	Response
	Frequency
	Percentage (%)

	Yes
	43
	100.0

	No
	0
	0.0

	Total
	43
	100.0


Source: Field Data (2024)

The unanimous confirmation from respondents suggests that all three institutions maintain some form of personnel records. This finding aligns with earlier research by Mnjama (2001) and the International Records Management Trust (IRMT, 2009), both of which emphasize that personnel records are essential for managing employee information, monitoring performance, planning workforce needs, and ensuring accurate payroll processes. During interviews, respondents reinforced the critical role of personnel records. 
For example, one Human Resource Director remarked:

“You see, personnel records are like the heart and soul of both the organization and the employees. They provide management with essential information, support decision-making, and serve as proof of employment status, salary grading, and other employment conditions. Our college keeps records for academic staff, administrative staff, students, and even external personnel such as part-time lecturers and volunteers.” (Director of Human Resources 2, 2024)
This quote highlights the practical relevance of personnel records in supporting institutional governance and accountability.
4.5.2 
Types of Personnel Records Maintained at LGTI, MNMA, and DMI

Respondents were further asked to specify the types of personnel records available at their institutions. The findings indicate a wide range of records are maintained across the institutions, as detailed in Table 4.5.
Table 4.5: Types of Personnel Records at LGTI, MNMA, and DMI (n = 43)

	Type of Record
	Frequency
	Percentage (%)

	Employment details & employee contacts
	39
	90.7

	Hiring records
	33
	76.5

	Employee agreement records
	29
	67.4

	Job performance records
	26
	60.5

	Student records (certificates, transcripts)
	24
	55.8

	Payment/compensation records
	23
	53.5

	Medical records
	14
	32.6

	Disciplinary/warning records
	11
	25.6


Source: Field Data (2024)

As reflected in the table, the most commonly maintained records include employment details and contact information (90.7%), followed by hiring records (76.5%), and employee agreements (67.4%). Other prevalent records include job performance reports (60.5%), students’ academic records (55.8%), and compensation-related documentation (53.5%). Medical and disciplinary records were reported less frequently, possibly due to confidentiality concerns or separate storage protocols.

These findings are consistent with earlier studies by Malekani & Mubofu (2023) and Traseas & Tweve (2023), who observed that most public institutions in Tanzania maintain a broad spectrum of personnel documents including appointment letters, confirmation forms, academic certificates, salary slips, disciplinary notices, and even personal identification records such as birth and marriage certificates. These records are not only vital for employee verification and benefits administration but also serve as legal proof during disputes or audits.
One of the Records Officers emphasized this during an interview:

“We maintain several types of records, such as appointment letters, academic certificates, marriage certificates for those who are married, domicile forms, and next-of-kin declarations. These documents serve as legal evidence and are crucial in resolving employment disputes or verifying claims.” (Head of Records Office 2, 2024).
The presence of such a variety of records underscores the importance placed on documentation in supporting institutional transparency, human resources planning, and compliance with government policies.
4.6 
Systems Used in Managing Personnel Records at the Local Government Training Institute, the Mwalimu Nyerere Memorial Academy, and the Dar es Salaam Maritime Institute

The second objective of this study was to identify the systems used in managing personnel records at three Tanzanian tertiary institutions: the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). Effective records management systems are vital in ensuring that personnel records are created, stored, retrieved, and maintained in a manner that supports organizational efficiency, transparency, and legal compliance.
Respondents, including Records Officers, Human Resource Officers, and Secretaries, were asked several targeted questions to assess whether systematic approaches were in place for managing personnel records at their respective institutions. The responses are detailed in the subsections that follow.
4.6.1 
Management of Personnel Records at LGTI, MNMA, and DMI

Respondents were first asked whether their institutions had any systematic methods in place for managing personnel records. As illustrated in Figure 4.3, the vast majority—40 respondents (93%)—confirmed that personnel records were actively managed in their offices, while only 3 respondents (7%) indicated otherwise. 
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Figure 4.3: Management of Personnel Records at LGTI, MNMA, and DMI (n = 43)

Source: Field Data (2024)

The findings suggest a strong institutional commitment to personnel records management across all three colleges. The 93% affirmative response rate indicates that these institutions have established routines, systems, and policies for managing personnel files. This is consistent with the guidelines provided in the Public Service Records Management Manual issued by the Government of the United Republic of Tanzania (URT, 2011), which mandates that public service institutions must maintain a complete and accessible employment history for each employee.
For the small proportion of respondents (7%) who reported that no system was in place, the likely explanation is that these individuals were either new to their roles or not directly assigned records management responsibilities. This finding highlights the importance of induction training and continuous capacity building to ensure that all staff members understand their roles in maintaining institutional records.
During the interview sessions, one respondent shared the following insight:

“We manage personnel records in both open and closed registries. We use manual systems—like files, cabinets, and hard boxes—as well as digital tools such as computers, scanners, and external hard drives to store and retrieve personnel information.” (Head of Records Office 1, 2024)
This statement highlights the hybrid nature of records management systems used in the institutions—combining manual (paper-based) and digital (computer-based) approaches. While manual systems remain prevalent due to infrastructure and budgetary constraints, there is a gradual transition toward more computerized recordkeeping, in line with global trends (IRMT, 2009; Iziomo, 2014).
These findings reinforce the assertions made by scholars such as Iziomo (2014) and Ngulube (2004), who argue that a dual (manual and electronic) records management environment is common in many developing countries, particularly where digitization is still emerging. Such hybrid systems, while practical, require robust oversight to ensure information is not duplicated, misplaced, or lost in translation between formats.

4.6.2
 Management Systems in Use at LGTI, MNMA, and DMI
Respondents were also asked to indicate which systems manage office personnel records.  The findings showed that 28(70%) agreed they used both Manual or paper-based records systems and electronic records systems to manage personnel records in their offices, 9(22.5%) said Manual or paper records systems, while 3(7.5%) agreed on electronic records systems. Responses are presented in Figure 4.4.
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Figure 4.4: The Systems Used to Manage Personnel Records at LGTI, MNMA and DMI(n=40)

Source: Field Data (2024)
The study further examined the specific types of systems utilized for managing personnel records across the three institutions. Findings from both the questionnaires and interviews revealed that a hybrid system—involving both manual (paper-based) and electronic records management—is currently in use at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI).
The majority of respondents emphasized the continued reliance on manual systems, particularly for initial documentation and archiving of physical records such as appointment letters, confirmation letters, medical records, and disciplinary actions. However, the integration of electronic systems is progressively being adopted, mainly through the e-Office Management System and the Employee Self-Service (ESS) system, also referred to as PEPMIS (Public Employee Performance Management Information System).
One participant elaborated:

“We usually use paper files to manage personnel records to ensure confidentiality, which are stored in secure cabinets. Personnel records in paper form and others we used to handle and distribute are in electronic format using the e-Office Management System.” (Head of Records Officer 3, 2024)
This observation was echoed and confirmed during a Focus Group Discussion (FGD), where participants further explained:

“…In our college, we use manual, paper, and electronic records systems to manage personnel records. A manual or paper records system is frequently used, and we have yet to fully transition to the e-Office Management System. Many letters and personal documents received are still in paper form. This allows for compliance and quick access to frequently referenced files. These systems help us improve efficiency, facilitate faster retrieval of records, and reduce the risks of loss or misplacement. Currently, some records are being digitized and uploaded to the e-Office Management System and the Employee Self-Service System, with the ultimate goal of achieving a fully electronic records environment.” (FGD Participant, 2024)
These findings support earlier observations by IRMT (2009) and Kalusopa & Ngulube (2012), who asserted that institutions in transitional contexts often adopt hybrid recordkeeping systems due to financial, technical, or infrastructural constraints. The coexistence of paper and digital formats serves both operational needs and legal or procedural requirements, ensuring records are accessible, traceable, and secure.
The partial adoption of the e-Office Management System and ESS-PEPMIS reflects an institutional effort toward digital transformation, in line with global trends in e-governance and public sector digitization. However, the persistence of manual records also reflects structural challenges such as limited ICT infrastructure, resistance to change, and inadequate training, which have been noted in related studies (Mnjama, 2003; Kemoni, 2009).
In conclusion, the study confirms that while the three institutions have made strides in modernizing their records management practices, a complete shift to electronic systems remains a strategic but gradual process. The hybrid model currently in place offers an intermediate solution that balances tradition, practicality, and progress.
4.6.3 
Benefits of Managing Personnel Records

The study sought to explore the perceived benefits of managing personnel records within tertiary institutions. Respondents were asked to identify the key advantages derived from effective personnel records management. The data analysis reveals several critical benefits, as summarized in Table 4.6.
The findings indicate that a significant majority of respondents, 34 (85%), agreed that managing personnel records provides crucial information to managers regarding employee status and history. Similarly, 32 (80%) recognized its pivotal role in enhancing decision-making processes, while 31 (77.5%) affirmed that it supports the evaluation of employee progress and performance. Additionally, 30 (75%) of respondents noted the importance of maintaining updated records on leaves, lockouts, transfers, and staff turnover, which are essential for efficient workforce management. The same proportion highlighted that personnel records ensure compliance with legal and regulatory frameworks governing recordkeeping practices.
Furthermore, 28 (70%) of respondents emphasized that well-maintained personnel records enable managers to design targeted training and development programs that reflect current organizational needs. Relatedly, 27 (67.5%) agreed that personnel records inform decisions regarding salary revisions, allowances, and other employee benefits. Lastly, 25 (62.5%) acknowledged that such records facilitate governmental organizations in monitoring critical personnel metrics such as absenteeism and turnover rates.
Table 4.6: Benefits of Managing Personnel Records

	Benefit
	Frequency
	Percentage

	Provides crucial information to managers about employees
	34
	85

	Helps in decision-making
	32
	80

	Assists in evaluating employee progress
	31
	77.5

	Keeps updated records of leaves, lockouts, transfers, turnover, etc.
	30
	75

	Ensures compliance with legal and regulatory recordkeeping requirements
	30
	75

	Aids in framing training and development programs based on current needs
	28
	70

	Supports managers in making salary revisions, allowances, and benefits-related decisions
	27
	67.5

	Helps organizations gather data on turnover rates, absenteeism, and other personnel matters
	25
	62.5


Source: Field Data (2024)
These findings underscore the multifaceted value of personnel records management in tertiary institutions. The high percentage of respondents affirming these benefits suggests that personnel records are integral to effective human resource management, strategic planning, and organizational compliance.
The results align with previous studies by Dewah and Ndlovu (2013), Mikidadi (2017), and Mnjama (2017), who emphasized that personnel records underpin informed decision-making, efficient service delivery, and safeguarding employee rights. These records are essential tools for planning, coordinating, and controlling staff-related activities within organizations.

During the interview sessions, one senior human resource director remarked:

“Personnel records are indispensable in any organization; I engage with them daily. They ensure that the rights of both employees and employers are upheld. Accurate records provide management with critical information to make informed decisions and mitigate workplace grievances. Moreover, personnel records facilitate planning for training, compensation, performance reviews, and overall decision-making.” (Director of Human Resources 1, 2024)
In summary, effective management of personnel records is foundational to institutional efficiency, legal compliance, and the promotion of a fair and transparent work environment.
4.7 
Level of Awareness in Ensuring Confidentiality of Personnel Records

The third objective of this study was to assess the level of awareness among Record Officers, Secretaries, and Human Resource Officers regarding the importance of maintaining confidentiality in personnel records. Various questions were posed to gauge their understanding and practices related to this critical aspect. The findings are summarized below.
4.7.1 
Extent of Awareness of Confidentiality in Personnel Records

Confidentiality is a fundamental concern in managing personnel records due to the sensitive nature of the information involved.
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Figure 4.5: The Extent of Awareness of the Confidentiality of Personnel Records (n=43)

Source: Field Data (2024)
As shown in Figure 4.5, the majority of respondents, 27 (62.7%), reported having a high level of awareness about how to handle personnel records confidentially, following established records management guidelines and regulations. Additionally, 14 (32.6%) indicated a moderate level of awareness, while a small minority of 2 (4.7%) admitted to lacking sufficient awareness regarding the confidentiality of personnel records.

These findings suggest that, overall, most respondents are well aware of the need to protect the confidentiality of the records they manage. However, the small portion with lower awareness underscores the necessity for ongoing training and sensitization programs. Such initiatives should aim to educate all staff who have access to personnel records about their responsibilities in safeguarding sensitive information (IRMT, 2009).
One respondent emphasized this during an interview:

“Confidentiality is one of the pillars of any organization. I understand the importance of keeping personnel records secret, a lesson I learned during my studies and the induction course when I joined this office. We also took an oath never to disclose information under our custody. Given the oath, training, and consequences for breaches, I am confident no staff member would violate this trust.” (Record Officer 2, 2024)

This confirms that personnel responsible for handling records at LGTI, MNMA, and DMI generally have a good understanding of confidentiality principles, albeit at varying levels.

4.7.2 
Methods of Ensuring Confidentiality of Personnel Records

Respondents were further asked to identify the specific measures implemented in their offices to maintain the confidentiality of personnel records. Table 4.7 presents the frequency and percentage of responses regarding various confidentiality strategies.
Table 4.7: Methods of Ensuring Confidentiality of Personnel Records

	Method of Ensuring Confidentiality
	Frequency
	Percentage

	Accessibility restricted to authorized officers
	35
	81.4

	Confidential records are maintained separately from other records
	30
	69.8

	Information not shared with unauthorized persons
	29
	67.4

	Physical security measures (e.g., safes, locked cabinets, secured areas)
	27
	62.8

	Training employees on the ethical handling of records
	22
	51.2

	Records kept in a confidential registry
	19
	44.2

	Creation of strong passwords
	17
	39.5

	Installation of electronic security systems (CCTV, electronic doors)
	12
	27.9

	Vetting of personnel records staff
	9
	20.9


Source: Field Data (2024)
The data indicates that the most widely applied confidentiality measure is restricting access to personnel records to authorized personnel only (81.4%). Additionally, 69.8% of respondents ensure that confidential records are stored separately from other files, categorizing them appropriately to prevent unauthorized access.
Other common practices include withholding information from unauthorized persons (67.4%), enforcing physical security through locked cabinets and safes (62.8%), and training staff on ethical issues related to personnel record management (51.2%).

Less frequently employed measures include placing records in confidential registries (44.2%), creating strong digital passwords (39.5%), using electronic security systems such as CCTV and electronic door controls (27.9%), and conducting vetting procedures for personnel handling records (20.9%).

These varied security strategies reflect an understanding of the sensitive nature of personnel records and the need to protect them from loss, misplacement, or unauthorized access. As noted by Ngoepe (2015), personnel records are routinely treated as confidential due to their personal content, making robust security practices essential. Mikidadi (2017) also emphasizes the importance of safeguarding such records to maintain organizational integrity.
One respondent elaborated on the practical steps taken to protect personnel records:

“Firstly, we keep personnel records separate from other records in the registry due to their sensitive nature. Only authorized officers can access them, and that requires permission from the department head, administrator, or management. Secondly, we ensure all custodians adhere to guidelines and personnel records management policies by mentoring them and providing departmental training on ethical issues.” (Head of Record Officer 2, 2024)
This perspective was echoed in the Focus Group Discussion (FGD):

“At our college, we regularly remind staff to maintain confidentiality through routine training. We instruct them not to share data or documents with unauthorized employees. For electronic records, we set up user accounts protected by antivirus programs like McAfee and Kaspersky, along with strong passwords to secure sensitive systems. Also, all paper copies are shredded before disposal to prevent information leaks.” (FGD, 2024)
These testimonies highlight the diverse and proactive measures Record Officers, Secretaries, and Human Resource Officers at LGTI, MNMA, and DMI use to maintain the confidentiality of personnel records.
4.8 
Challenges Facing the Management of Personnel Records in Tertiary Colleges and Proposed Solutions

The fourth objective of this study was to identify challenges encountered in managing personnel records in tertiary colleges and to propose potential solutions. Respondents answered a series of questions related to these challenges. Their responses are summarized below.
4.8.1 Challenges Facing the Management of Personnel Records in Tertiary Colleges

Respondents identified multiple challenges affecting the effective management of personnel records. The findings showed the following key issues:

(i) Inadequate storage facilities: Reported by 33 respondents (76.7%), highlighting a lack of physical space to safely store records.

(ii) Inadequately trained personnel: 31 respondents (72.1%) noted that insufficient training limits effective records management.

(iii) Lack of a formal records management policy: Identified by 30 respondents (69.8%), indicating a gap in institutional frameworks.

(iv) Poor infrastructure for electronic records management: Reported by 28 respondents (65.1%), reflecting limited technological support.

(v) Breach of confidentiality: A concern for 23 respondents (54.5%), pointing to risks of unauthorized access.

(vi) Loss of ability to follow standard procedures: Reported by 22 respondents (51.2%), showing procedural inconsistencies.

(vii) Complaints from customers and stakeholders: 20 respondents (46.5%) acknowledged this challenge, indicating dissatisfaction with record services.

(viii) Poor management support: Noted by 13 respondents (30.2%), reflecting weak institutional backing for record management.

These challenges are detailed in Table 4.8 below.
Table 4.8: Challenges Facing the Management of Personnel Records in Tertiary Colleges
	Challenge
	Frequency
	Percentage

	Inadequate storage facilities
	33
	76.7

	Inadequately trained personnel
	31
	72.1

	Lack of records management policy
	30
	69.8

	Poor infrastructure for electronic records
	28
	65.1

	Breach of confidentiality
	23
	54.5

	Loss of ability to follow normal procedures
	22
	51.2

	Complaints from customers and stakeholders
	20
	46.5

	Poor management support
	13
	30.2


Source: Field Data (2024)
The findings revealed that 33 respondents (76.7%) agreed that inadequate storage facilities pose a major challenge to effective personnel records management. These facilities include computers and physical storage units such as cabinets. Additionally, 31 respondents (72.1%) highlighted that inadequately trained personnel in the workplace also represent a significant challenge. Other challenges identified by Record Officers, Secretaries, and Human Resource Officers at LGTI, MNMA, and DMI included the lack of a formal records management policy, poor infrastructure for managing electronic records, breaches of confidentiality, loss of ability to follow standard procedures due to under-occupied staff, complaints from customers and stakeholders, and poor management support.
These findings align with previous studies by Oweghoro (2015) and Malekani & Mubofu (2023), which reported similar issues such as a shortage of facilities, absence of electronic systems, lack of skills in records management, poor storage facilities, and failure among staff to adhere to rules and regulations. Additionally, these studies noted that customer complaints, absence of records management policies, and insufficiently trained personnel negatively impact the management of personnel records. Furthermore, the lack of a formal policy also impedes effective appraisal and disposal of records.
During the Focus Group Discussion, Heads of Record Offices commented:

“We face multiple challenges in managing personnel records, but the most pressing are inadequate funds, shortage of proper storage facilities such as cabinets and computers, and poor internet connectivity, which sometimes causes delays of 2 to 3 minutes when querying the system. Furthermore, the personnel records management policy remains unrevised, and some staff fail to follow the established rules and regulations for handling records. For example, there have been instances where individuals learn decisions about their files before receiving official letters, indicating information leaks among staff. Therefore, frequent training on ethical handling of records is crucial.”
Regarding storage challenges, 33 respondents (76.7%) specifically pointed to the lack of adequate storage facilities, which severely limits their ability to manage personnel records effectively. These findings corroborate those by Mohamed, Rasheli, and Mwagike (2018), who found that inadequate facilities and equipment hinder effective record-keeping in organizations. 
Similarly, Malekani and Mubofu (2023) emphasized that the absence or inadequacy of proper storage facilities leads to ineffective personnel record-keeping. Nkebukwa (2016) also noted that a lack of proper storage equipment, such as files, compromised preservation practices at the College of Business Administration. To address this challenge, it is imperative to implement modern equipment and upgrade storage facilities to support effective personnel records management.
During an interview, one respondent stated:

“Due to insufficient budget, there was a shortage of storage facilities that led to some of the personnel records being put on the boxes and shelves, sometimes making it difficult to retrieve the needed information” … (Head of Record Officer 1, 2024).
The findings further revealed that 31 respondents (72.1%) identified inadequately trained personnel as a major challenge in managing personnel records. This echoes the observations of Malekani and Mubofu (2023), who pointed out a lack of internal training on records management practices among relevant stakeholders. Follow-up discussions with Heads of Departments indicated a deficiency in professionalism and the absence of adequately trained human resource officers to manage records effectively. 
In an interview, one respondent stated:

“Some employees attend training not to bring back expertise to their organization but merely to obtain allowances and be away from the office. This discourages employers, who see no improvement because the trained employees do not apply or transfer what they have learned.” – (Director of Human Resources 1, 2024).
Therefore, it is crucial for management at LGTI, MNMA, and DMI to address these challenges in order to improve personnel records management practices.

4.8.2 
Solutions to Overcome Challenges Facing the Management of Personnel Records in Tertiary Colleges

Based on the identified challenges, respondents proposed several solutions to enhance personnel records management in tertiary colleges. The findings revealed that:

(i) 32 respondents (74.4%) supported regular training for staff in the workplace.

(ii) 29 respondents (67.5%) recommended improving infrastructure to better manage both physical and electronic records.

(iii) 26 respondents (60.5%) agreed on regularly maintaining physical and electronic security measures.

(iv) 20 respondents (46.5%) emphasized the development of a comprehensive personnel records management policy.

(v) The same number (20; 46.5%) stressed the importance of adhering to legal and regulatory recordkeeping requirements.

(vi) 16 respondents (37.2%) advocated for the provision of adequate funding.

Other, less frequently mentioned but important solutions included:

(i) Creation of strong passwords (encryption) – 13 respondents (30.2%)
(ii) Outsourcing physical and electronic record storage (e.g., offsite storage) – 12 respondents (27.9%)
(iii) Conducting regular audits – 10 respondents (23.3%)
(iv) Implementing robust digital document management systems – 9 respondents (20.9%)
(v) Ensuring thorough vetting of personnel records staff – 9 respondents (20.9%)
(vi) Implementing an efficient filing system – 9 respondents (20.9%)
These responses are summarized in Table 4.9.
Table 4.9:  Solutions to Overcome Challenges Facing the Management of Personnel Records in Tertiary Colleges (n=43)

	Solution
	Frequency
	Percentage

	Develop a comprehensive personnel records management policy
	20
	46.5%

	Provision of regular training in the workplace
	32
	74.4%

	Creation of strong passwords (encryption)
	13
	30.2%

	Implement robust digital document management
	9
	20.9%

	Implement an efficient filing system
	7
	16.3%

	Conduct regular audits
	10
	23.3%

	Follow legal and regulatory requirements for keeping records
	20
	46.5%

	Outsource physical and electronic record storage (e.g., off-site)
	12
	27.9%

	Provision of enough funds
	16
	37.2%

	Improve infrastructure for managing physical and electronic records
	29
	67.4%

	Ensure vetting of personnel records staff
	9
	20.9%

	Regularly maintain physical and electronic security measures
	26
	60.5%


Source: Field Data (2024)
The findings indicate that 32 respondents (74.4%) identified the provision of regular workplace training as a key solution to overcoming challenges in managing personnel records. Improving infrastructure for managing both physical and electronic records was also emphasized by 29 respondents (67.4%), while 26 respondents (60.5%) stressed the importance of maintaining physical and electronic security measures regularly.
Other proposed solutions included the development of a comprehensive personnel records management policy and adherence to legal and regulatory requirements for recordkeeping (both supported by 20 respondents, 46.5%), provision of sufficient funding (16 respondents, 37.2%), creation of strong passwords or encryption (13 respondents, 30.2%), outsourcing physical and electronic storage (12 respondents, 27.9%), conducting regular audits (10 respondents, 23.3%), implementing robust digital document management (9 respondents, 20.9%), ensuring vetting of staff handling records (9 respondents, 20.9%), and establishing efficient filing systems (7 respondents, 16.3%).

During the Focus Group Discussion (FGD), Heads of Record Offices remarked:

“Provision of enough funds is essential because most challenges depend on financial resources. Adequate funds will enable us to facilitate staff training, purchase modern storage facilities such as computers, external hard drives, safes, and cabinets, and cover costs for off-site storage.” – (Head of Record Officers)
Another officer added:

“To maintain personnel records security, measures like installing antivirus software on computers and CCTV cameras for physical security should be considered.”

The Director of Human Resources further explained:

“To ensure registry or record center staff adhere to record security, we invite experts from TRAMPA to conduct in-house training on best record handling practices and staff vetting. Additionally, we secure funds to develop and revise comprehensive personnel records management policies by hiring experts. Therefore, adequate funding is critical for these tertiary colleges.” – (Director of Human Resources)
These findings resonate with those of Nwaomah (2015) and Malekani & Mubofu (2023), who emphasized the importance of skills, knowledge, communication, and training in records management. Effective records management largely depends on well-trained and knowledgeable staff.

In an interview, a respondent commented:

“Organizations need to conduct both on-the-job and off-the-job training to help Record Officers, Secretaries, and Human Resource Officers acquire the necessary skills and knowledge to manage personnel records effectively. Such training is provided by the Tanzania Records and Archives Management Professionals Association (TRAMPA).” – (Head of Records Officer 3, 2024)
Furthermore, 29 respondents (67.5%) identified improving infrastructure as vital. They emphasized purchasing modern storage facilities to support effective personnel records management. Malekani & Mubofu (2023) noted that in today’s context, records should be preserved using appropriate cabinets, shelving, computers, and institutional repositories.
One respondent elaborated:

“The department needs to acquire adequate storage facilities to preserve and facilitate better services for personnel records. Proper storage also prolongs the life of these records, protecting them from deterioration and loss. Effective digital records management and off-site storage with providers like The Data House Tanzania, Movetech Company Tanzania, and AGS Records Management in Dar es Salaam and Dodoma are necessary.” – (Head of Records Office 2, 2024)
Therefore, it is imperative for the management of LGTI, MNMA, and DMI to implement these strategies and solutions to overcome challenges and enhance personnel records management practices in tertiary colleges.
4.9 
Summary

This chapter presented, analyzed, and discussed the significant findings of the study. Quantitative data were analyzed using SPSS version 27.0 to generate frequencies and percentages, while qualitative data were analyzed through content analysis. Data were presented using tables and figures. The following chapter provides the study’s summary, conclusions, and recommendations.

CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 
Introduction

This chapter presents a comprehensive summary of the study, drawing key conclusions based on the findings, and offers practical recommendations to address identified challenges. The chapter is structured into four sections: an introduction (Section 5.1), a summary of key findings (Section 5.2), conclusions drawn from the research (Section 5.3), and actionable recommendations alongside suggested areas for further research (Section 5.4). The study aimed to critically assess personnel records management practices at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI).
5.2
 Summary of Key Findings

5.2.1 
Types of Personnel Records Available

The study revealed that all respondents (100%) confirmed the existence of personnel records in their respective institutions. Common types of records included employment details (general information and employee contacts), hiring documents, employment agreements, job performance evaluations, student academic records (certificates and transcripts), payroll and compensation records, medical files, and disciplinary records.

5.2.2 
Systems for Managing Personnel Records

A significant majority (93%) reported managing personnel records through a combination of manual (paper-based) and electronic recordkeeping systems. Managing these records was found to be essential for supplying managers with critical employee information, facilitating informed decision-making, tracking employee leave and turnover, ensuring compliance with legal and regulatory requirements, and supporting HR functions such as salary adjustments and training needs assessment.
5.2.3
Awareness and Confidentiality of Personnel Records

Respondents demonstrated a high level of awareness regarding the confidentiality and ethical management of personnel records. Institutions employed multiple strategies to safeguard sensitive information, including restricting access to authorized personnel only, segregating confidential records, securing physical storage with safes and locked cabinets, training staff on ethical standards, implementing strong electronic security protocols (such as passwords and CCTV), and vetting personnel responsible for records management.
5.2.4
Challenges and Proposed Solutions

Key challenges impacting personnel records management included inadequate storage facilities (computers, cabinets), insufficiently trained staff, absence of comprehensive records management policies, weak infrastructure for electronic records, confidentiality breaches, procedural lapses, stakeholder complaints, and limited management support. Proposed solutions focused primarily on regular workplace training, infrastructure improvements, stringent security measures, policy development, legal compliance, adequate funding, encrypted data protection, outsourcing off-site storage, regular audits, digital records management enhancements, staff vetting, and efficient filing systems.

5.3 
Conclusion

The study concludes that personnel records management at LGTI, MNMA, and DMI is actively practiced, employing both manual and electronic systems. The institutions maintain comprehensive personnel records encompassing general employment information, performance data, academic credentials, compensation details, and disciplinary histories.
Personnel responsible for records management—Record Officers, Secretaries, and Human Resource Officers—exhibit considerable awareness and apply multiple confidentiality safeguards. However, the overall effectiveness of personnel records management is hindered by several significant challenges including inadequate storage infrastructure, insufficient training, lack of policies, and weak management support.
To enhance personnel records practices, it is imperative for the Government and the management of these tertiary colleges to prioritize resolving these challenges promptly. Critical interventions include providing continuous staff training, upgrading physical and electronic recordkeeping infrastructure, enforcing security protocols, developing and updating comprehensive records management policies, ensuring regulatory compliance, allocating adequate funding, and adopting modern technological solutions like encrypted storage and off-site backups.
5.4 
Recommendations

Based on the research findings, the following recommendations are proposed:

(i) Budget Allocation: The Government and management of LGTI, MNMA, and DMI should allocate sufficient funds specifically for acquiring storage resources such as computers, filing cabinets, and other essential materials to support efficient personnel records management.

(ii) Recruitment: Institutions should prioritize hiring staff with information communication technology (ICT) proficiency and a clear understanding of confidentiality principles to improve records management capacity.

(iii) Capacity Building: Regular and ongoing training programs should be provided to Record Officers, Secretaries, and Human Resource Officers. Participation in professional development opportunities, such as those offered by the Tanzania Records and Archives Management Professionals Association (TRAMPA), should be encouraged to keep staff updated on best practices.

(iv) Policy Review: Institutions should regularly evaluate and revise their personnel records management policies and procedures to ensure alignment with evolving technological, legal, and organizational requirements.

(v) Off-site Storage to  reduce office space constraints and mitigate risks of data loss due to environmental hazards, institutions should implement off-site storage solutions. Collaboration with national archives or authorized government off-site storage facilities, in both physical and digital formats, is recommended.
5.5 
Suggested Areas for Future Research

Given the scope of this study, future research could investigate the impact of computerized systems on personnel records management efficiency in tertiary colleges across Tanzania. This would provide valuable insights into technological adoption and its influence on recordkeeping quality and organizational outcomes.
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Appendix I: Questionnaires for Secretary Officers, Human Resource Management and Record Officers
Dear Respondent,

My name is Mwanaidi Mbola, I’m a student at The Open University of Tanzania pursuing a Master's in Library and Information Management (MLIM) researching Personnel records management practices in Tanzania. Kindly assist by filling out this form by putting a tick in the bracket or comments in the space provided to the best of your knowledge.

After filling in the form, please hand it over to the researcher.

1. Name of the Institution……………………………………………………

2. What is your gender?
a) Male

(       )




b) Female

(       )
3. What is your age? 

a) 20-30

(       )


b) 31-40

(       )
c) 41-above         (       )
4. What is your level of education?
a) Certificate


(       )
b) Diploma


(       )
c) Degree


(       )
5. Do you have personale records at your Institution

a. Yes


(       )
b. No


(       )
6. Do you manage Personnel Records in your office?

a) Yes


(       )
b) No


(       )
7. If the answer is yes to question number 5. which system do you use in managing Personnel records in your institution? 

a) Electronic records system  

(
)

b) Manual or paper records system
(
)

c) Both above                                          (          )

8. If yes in question number 5. What are the types and formats of personnel records does your office have?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

9. To what extent are you aware with the confidentiality of personnel records in your office?
a) To great extent 

(
)
b) To moderate extent
(
)
c) To small extent

(
)
10. How do you ensure the confidentiality of personnel records in your office?

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

11. What are the benefits of managing personnel records? Tick to all that applies
a) It helps in decision-making
(
)

b) It helps in evaluation of progress
(
)

c) It helps to supply crucial information to managers regarding the employees (
)

d) To keep an update record of leaves, lockouts, transfers, turnover, etc. of the employees

(
) 

e) It helps the managers in framing various training and development programmes on the basis of present scenario
(
) 

f) It helps the government organizations to gather data in respect to rate of turnover, rate of absenteeism and other personnel matters (

)

g) It helps the managers to make salary revisions, allowances and other benefits related to salaries (
)

h) Ensuring compliance with legal and regulatory recordkeeping requirements (
)

12. What are the challenges do you face when practicing personnel records management? Tick to all that applies
a) Lack of records management policy (

)
b) Inadequate trained personnel in the workplace (
)

c) Breach of confidentiality (
)
d) Inadequate storage facilities (

)
e) Poor infrastructure for managing electronic records (
)
f) Complaints from the customers and stakeholders 
(
)
g) Loss of the ability to follow normal procedures (staff under occupied) (
)
13. What are the solutions to overcome the above challenges?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

THANKS FOR YOUR COOPERATION

Appendix II: Interview Guide for Directors of Human Resources and Heads of Record Officers
My name is Mwanaidi Mbola. The purpose of this interview is to get information and data about my research titled “Personnel Records Management Practices in Tertiary Colleges in Tanzania’ as partial fulfillment of my master's degree at The Open University of Tanzania.

1. Before we proceed, can you please introduce yourself and explain your position concerning the management of personal records in your institution?

2. How Do you manage Personnel Records at your institution?

3. Which system do you use in managing Personnel records in your office?

4. What types and formats of personnel records does your office have?

5. To what extent are you aware ofthe confidentiality of personnel records at your institution's office?

6. Do you have in place guidelines for managing personal records 

7. How do you ensure the confidentiality of personnel records in your office?

8. What are the benefits of managing personnel records? 

9. What challenges do you face when practicing personnel records management? 

10. What are the solutions to overcome the above challenges?

THANKS FOR YOUR COOPERATION

Appendix III: Focus Group Discussion For Record Officers, Secretaries, And Human Resource Management
1. Which system do you use in managing Personnel records in your office?

2. What types and formats of personnel records does your institution have?

3. How do you ensure the confidentiality of personnel records in your office?

4. What are the benefits of managing personnel records? 

5. What are the challenges you face when practicing personnel records management? 

6. What are the solutions to overcome those challenges?

THANKS FOR YOUR COOPERATION
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Abstract 
This study investigated personnel records management practices in selected Tanzanian tertiary institutions, with a focus on the systems employed, the challenges encountered, and potential solutions. The institutions examined were the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI). The study adopted an explanatory research design and involved a sample of 48 participants, comprising 13 Records Officers, 15 Secretaries, and 20 Human Resource Officers, selected through purposive and convenience sampling techniques. Both primary and secondary data were collected for the study. Quantitative data from structured questionnaires were analysed using SPSS Statistics (version 27.0), while qualitative data from semi-structured interviews were analysed through content analysis. The findings revealed that personnel records in the selected institutions are managed using a hybrid mode (manual and electronic systems). However, the effectiveness of these systems is hindered by several challenges, including the absence of a comprehensive personnel records management policy at the Institutional level, inadequate infrastructure for managing electronic records, breaches of confidentiality, procedural inconsistencies, a lack of adequately trained staff, and limited institutional and managerial support. The study concludes that addressing these challenges requires coordinated efforts between the government and tertiary institutions. It recommends increased budgetary allocation for the procurement of modern records management infrastructure such as computers, filing cabinets, and storage facilities; the recruitment of qualified records personnel with information and communication technology (ICT) competencies; and the provision of regular training to enhance staff awareness and capacity in managing personnel records securely and efficiently.

Keywords: Personnel Records, Records Management, Electronic Records, Tertiary Institutions, Records Officers, Human Resource Management and Tanzania
Introduction 
Personnel records refer to all those records that are related to individual employment histories and personnel processes in general (DeCenzo & Robbins, 2005). In addition, Keakopa et al. (2009) elaborated further that personnel records are all recorded information with an effect on human resources in the organization and are kept in a systematic order for easy access and retrieval when needed. Furthermore, Kautto and Henttonen (2020) reported that personnel records and other types of records are strategic devices used by the government and its organs to communicate with citizens and promote trust between the government and its people. Derua (2020) opined that proper personnel record-keeping in an organization helps in supporting decision-making processes and, in turn, increases the efficiency and effectiveness of human resource officers by reducing double standards and biases. According to Abias et al. (2021), organizations generate several records, including financial, legal, administrative, research, and personnel records, which are the focus of this study.  
In discussing the importance of records management, Mubofu et al. (2020) argued that all types of records in an organization need to be highly protected by all stakeholders, like human resource officers and records managers, for current and future decision-making. Indeed, the management of personnel records means the management of an organization’s human resources (Abikoye et al, 2019). 
In that respect, personnel records are critical to the personnel management function. Personnel management aims to use the organization’s human resources to the best advantage (URT, 2007). According to URT (2007), personnel records management ensures that a complete and comprehensive employment history of each public servant is readily available whenever required. Besides that, personnel records management is intended to ensure that all information contained in personnel records supports the management, deployment, supervision, and development of government employees (URT, 2007). Other key objectives of personnel records management are to support transparency and organizational accountability and to enable accurate audits by creating and protecting human resource records as reliable evidence (source). It is expected that a good Personnel Record Management System (PRMS), according to Abikoye et al. (2019), is supposed to be able to automatically calculate and generate the list of staff in their categories. Such categories include academic staff, senior non-teaching staff, and junior staff, and combining different fields through sorting and merging by faculty/department, cadre, sex, and appointment confirmation (Abikoye et al, 2019).
In addition to that, they should include leave and staff on promotion in a particular year, staff retirement in a particular year, and their records of service, staff on annual leave, study leave with pay and without pay, sabbatical, staff deployments, staff next of kin for entitlements (Abikoye, et al…, 2019). However, the lack of good processing techniques in bringing out the needed information in a specified format is one of the predominant problems in record management systems (Joseph et al., 2012). 
Meanwhile, in this rapidly changing world influenced by the development of ICT, the need for improved personnel records management is becoming an important instrument of management of the change process upon which principles and practices of modern management depend (Mnjama, 2001). However, this is only practical if information and records are effectively created, organised, stored, and managed throughout their life cycle (Mnjama, 2001). Mnjama (2001), discussing the situation of personal records management in Tanzania and some other countries, alluded that several approaches have been introduced, one being automating certain aspects of the personnel function. However, these countries have realised that, to a very large extent, this process is dependent on a well-managed manual system (Mnjama, 2001). 
However, in the context of the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA) and Dar es Salaam Maritime Institute (DMI) colleges, the extent to which personal records are managed is not yet established. A limited number of studies were conducted on personnel records management in Tanzania. Thus, this study examined the management of personal records at LGTI, MNMA, and DMI explicitly, exploring the management of personal records from the context of the mentioned institutions.
Based on the evidence provided through the literature review, it is obvious that there is no study conducted in Tanzania on personnel records management practices at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI); therefore, this study was conducted to fill that gap through. 
(i) Identify systems used in managing personnel records at the Local Government Training Institute, the Mwalimu Nyerere Memorial Academy and the Dar es Salaam Maritime Institute and 

(ii) Explore the challenges of the management of personnel records in Tertiary Colleges and propose solutions
Literature Review 

System used in Managing Personnel Records 

Personnel records and information procedures can be managed manually, but there is an increasing trend toward introducing computerized systems (IRMT, 2009). Asogwa (2012) observed that paper and electronic records maintenance systems should contain metadata (descriptive and technical documentation) to enable the system and the records to be understood and operated efficiently and provide an administrative context for effective records management. The record-keeping system, whether paper or electronic, should include rules for referencing, titling, indexing, and, if appropriate, security marking of records. These should be easily understood and should enable the efficient retrieval of information.
Arulogun et al. (2013) researched the application of radio frequency identification systems on students’ lecture attendance; they found that the application of electronic record management systems like radio frequency identification systems would eliminate or reduce the quality of time wasted during the manual collection of attendance, and creation of a student database management system. Also, they strongly maintained that errors of omission or commission would be avoided, and better management of classroom statistics to allocate attendance scores would be achieved.
Both electronic and manual records management systems come with varied benefits to businesses and organizations with respect to data storage. However, current literature suggests that electronic records management systems have proven to be effective as compared to manual systems. For instance, Iziomo (2014) identified that an electronic records management system gives unlimited storage space as compared to the conventional method of office cataloguing, which involves categorizing several ink-printed papers in a cabinet to allow for retrieval when needed.
Challenges Facing the Management of Personnel Records in Tertiary Colleges and Proposed Solutions

Malekani and Mubofu (2023) studied personnel records management in Tanzania. The findings revealed that the management of personal records is faced with challenges associated with the shortage of facilities, the absence of an electronic system, a lack of skills in records management, poor records storage facilities, and a lack of trained human resource officers to manage records. Others are a lack of internal training on records management practices among records stakeholders; 
Further probing with the Heads of Departments revealed failure to observe rules and regulations among staff handling records, complaints from customers seeking service from staff, inadequate skills in records management and a lack of records management policy (Malekani & Mubofu, 2023). 
As a way forward, the study recommends that it is high time for the council to start planning, procuring, and implementing electronic records management systems because, currently, records are created, processed, shared, disseminated, and preserved digitally.   Mabera (2020) noted that among the causes of poor records management in Nigerian Universities is the absence of an electronic records management system.
IRMT (2009) alludes that the challenge of effective records management in this hybrid environment is to integrate paper and electronic systems so that all records about the same employee, whether they are created or held in paper or digital media, can be brought together, and managed and used effectively (IRMT, 2009). 

Despite the important role played by paper-based records, several authors have reported their limitations. Taking the example of Tanzania, Katundu (2002) and Magaya (2013) observed that paper-based records are associated with challenges like limited storage space, misfiling of records, theft or loss of sensitive records, and time-consuming retrieval of records that hinder the effectiveness of operations. 
Mohamed, Rasheli, and Mwagike (2018) reported that inadequate facilities and equipment for record-keeping deter the effective management of records in an organization. Brendan (2012) opined that the growing use of information technologies in record management creates challenges in both public and private organizations.  Asserted that most African countries use ICTs in their public services by adopting e-government. 
Yet, these projects fail to succeed because governments neither assess the available information framework suitable for electronic records management nor consult the records managers to determine how the automation process will affect records managers' role in providing reliable and authentic evidence. Sotta (2011) reported a lack of confidentiality due to poor handling of confidential information and Poor decision-making. The literature review has identified several challenges in managing personal records. However, whether such challenges exist at the Local Government Training Institute (LGTI), the Mwalimu Nyerere Memorial Academy (MNMA), and the Dar es Salaam Maritime Institute (DMI) is worth investigation.
Methodology 

Study Area: This study was conducted at three institutions, namely the Local Government Training Institute (LGTI), which is located in Hombolo, Dodoma, the Mwalimu Nyerere Memorial Academy (MNMA) in Kigamboni, Dar es Salaam and the Dar es Salaam Maritime Institute- Dar es Salaam. Convenience and purposive sampling techniques were used to draw a sample of 48 respondents for the study to avoid bias. Therefore, forty-eight (48) respondents were given a questionnaire to elicit their views on personnel records management practices. 

Data Collection Instruments: According to Abwai (2013), Data Collection involves selecting and obtaining information from participants. For this study, data were gathered through a combination of methods (triangulation) to enhance validity and reliability. According to Kavishe and Dulle (2010), research instruments are fact-finding techniques for data collection that include questionnaires, interviews, observation, and reading. The researcher employed questionnaires for Record Officers, Human Resource Officers, and office Secretaries and interviews for Directors of Human Resources and heads of Records Officers. In this research, data were collected from both primary and secondary sources. The study used questionnaires, focus group discussions, and interviews, while secondary data was collected from various documentary sources. Qualitative data were obtained through interviews and review of documents, while quantitative data were gathered using questionnaires.
Data Analysis: Oso and Onen (2008) observed that data analysis entails the separation of data into constituent parts or elements, or an examination of data to distinguish its parts or elements separately and in relation to the whole. Statistical data devices such as SPSS 27.0 and Microsoft Excel were employed for analyzing quantitative data. Frequencies and percentages were calculated, relationships were compared, and interpretations were made as objectively as possible to get the accurate meaning or true picture of the situation of personnel records in tertiary colleges.  Qualitative data emanated from open-ended questionnaires, and FGDs were arranged, coded, and analysed according to their themes as they emerged.
Results and Discussion

This study was guided by two specific objectives: (1) Identify systems used in managing personnel records at the Local Government Training Institute, the Mwalimu Nyerere Memorial Academy and the Dar es Salaam Maritime Institute and (2) Explore the challenges of the management of personnel records in Tertiary Colleges and propose solutions. The findings are organized under these themes and critically discussed.

Systems used in Managing Personnel Records at the Local Government Training Institute, the Mwalimu Nyerere Memorial Academy and the Dar es Salaam Maritime Institute

1. Management of Personnel Records at LGTI, MNMA and DMI

The findings showed that the majority of respondents' institutions, 40(93%), reported they manage personal records emanating from their officers in their offices, while 3(7%) disagreed. Responses are presented in Figure 1.
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Figure 1. Management of Personnel Records at LGTI, MNMA and DMI (n=43)

Source: Field Data (2024)
The findings in Figure 1 revealed that 40 respondents (93%) agreed that they managed various personnel records in their offices. For the minority who reported No 3(7%), they were probably new to the office or were not delegated to handle personnel records managing personnel records. The most appealing result from this study is that most records practitioners adhered to the requirement of   URT (2011), which stipulates that a complete and comprehensive employment history of each public servant is readily available whenever required.  For those who said no3 (7%), this calls for concerted efforts to introduce induction courses to new staff in order to safeguard these vital records against loss or misplacement. During the interview session, one respondent noted as follows:

“We managed personnel records in both Open and closed registries, whereby manual facilities such as files, cabinets, hard boxes, and computerized facilities, including scanners, computers, and external hard disk drives used to manage/store personnel records” … (Head of Record Officer 1, 2024).
The findings of this study relate to those of (IRMT, 2009; Iziomo, 2014), who noted that Personnel records and information procedures can be managed manually, but there is an increasing trend toward introducing computerized systems.
2. Systems Used to Manage Personnel Records at LGTI, MNMA and DMI

Respondents were also asked to indicate which systems manage office personnel records.  The findings showed that 28(70%) agreed they used both Manual and paper-based records systems and electronic records systems to manage personnel records in their offices, 9(22.5%) said Manual or paper records systems, while 3(7.5%) agreed on electronic records systems. Responses are presented in Figure 2.
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Figure 2. The Systems Used to Manage Personnel Records at LGTI, MNMA and DMI(n=40)

Source: Field Data (2024)
The findings in Figure 2 revealed that the majority of respondents, 28(70%), agreed on using both manual or paper records systems and electronic records systems to manage personnel records in their offices. These institutions are using both methods to manage their records, or in other words, they have partially automated their services. 9(22.5%) were using manual or paper record systems. However, 3(7.5%) of the respondents agreed on using electronic records systems only.   The findings of this study provide a mixed picture where both manual and electronic systems were used concurrently. This is probably because the computerization of records in the municipality is in its infancy.   
This study's findings are in congruence with the previous works of Traseas & Tweve (2023), whose findings revealed that both paper and electronic records are generated, and some are kept open for public consumption, while others are closed (not for public consumption). The study also found that different places and means were used to keep records, such as office cabinets and computers. 
During the interview session, one respondent said: 

“We usually use paper files to manage personnel records to ensure confidentiality, which are stored in secret cabinets. Personnel records in paper form and others we used to handle and distribute are in electronic format using the e-Office Management System” …(Head of Record Officer 3, 2024).
This was confirmed in the FGD as follows:
…In our college, we used manual, paper, and electronic records systems to manage personnel records. A manual or paper records system was frequently used, and we have yet to shift to the e-Office Management System 100 percent. We used personnel records in paper form because many letters or personnel records that come to our offices are in that form. This helps to ensure compliance and quick access to most referenced files. These systems help us improve efficiency, faster retrieval of records, and minimize loss and misplacement of personnel records. Now, some personnel records are uploaded to electronic format using the e-office Management System and Employee Self-Service System, and the ultimate goal is to shift completely to electronic” (ESS-PEPMIS).
Based on the findings, it is evident that these surveyed institutions use both Manual or paper records and electronic records systems to manage Personnel Records. The ultimate goal is to have all records available in electronic formats.

3.  Benefits of Managing Personnel Records

Respondents were asked to identify the benefits of managing personnel records in tertiary colleges/institutions.  The findings showed that 34(85%) agreed it helps to provide crucial information to managers regarding the employees, 32(80%) agreed it helps in decision-making, 31(77.5%) agreed it helps in the evaluation of progress, 30(75%) agreed to keep an updated record of leaves, lockouts, transfers, turnover, etc. of the employees, 30(75%)agreed ensuring compliance with legal and regulatory recordkeeping requirements 28(70%)agreed it helps the managers frame various training and development programmes based on the present scenario, 27(67.5%)  agreed it helps the managers to make salary revisions, allowances and other benefits related to salaries, while  25(62.5%)agreed it helps government organizations to gather data concerning the rate of turnover, rate of absenteeism and other personnel matters. Responses are presented in Table 1.

Table 1. Benefits of Managing Personnel Records(n=40)

	
	Frequency
	Percentage

	Valid
	It helps in decision-making
	32
	80

	
	It helps in the evaluation of progress
	31
	77.5

	
	It helps to supply crucial information to managers regarding the employees
	34
	85

	
	To keep an updated record of leaves, lockouts, transfers, turnover, etc., of the employees
	30
	75

	
	It helps the managers frame various training and development programmes based on the present scenario
	28
	70

	
	It helps government organizations gather data concerning the rate of turnover, rate of absenteeism and other personnel matters
	25
	62.5

	
	It helps the managers to make salary revisions, allowances and other benefits related to salaries
	27
	67.5

	
	Ensuring compliance with legal and regulatory recordkeeping requirements
	30
	75


Source: Field Data (2024)
The findings in Table 1 portray the following trends: 34(85%) agreed that managing personnel records supports providing crucial information to managers regarding the employees.  32(80%) agreed   it helps in decision-making while 31(77.5%) confirmed that managing personnel records helps evaluate progress. Other benefits reported were keeping an updated record of employees' leaves, lockouts, transfers, turnover, etc., to ensure compliance with the legal and regulatory framework of recordkeeping requirements. 
Lastly, personnel records help managers frame various training and development programmes based on the existing scenario, salary revisions, allowances and other benefits. The findings of this study are in line with those of (Dewah & Ndlovu, 2013; Mikidadi, 2017; Mnjama, 2017) who reported that respondents noted that personnel records support decision-making, it provides effective and efficient service delivery and in protecting the rights of the citizens, are vital in facilitating and supporting decision-making, planning, coordinating, and controlling staff activities.  
During the interview session, one respondent had this to say:              
“Personnel records are important in any office/organization; I work with them daily. We work with these records to ensure all employees and employers have rights. Employers are providing information to ensure they reach an informed decision and avoid grievances at the workplace. Besides that, it has been well-assisted during planning for providing training, compensation, performance review, and facilitating decision-making” …  (Director of Human Resource 1, 2024).

Challenges Facing the Management of Personnel Records in Tertiary Colleges and Proposed Solutions

1. Challenges Facing the Management of Personnel Records in Tertiary Colleges

Respondents were asked to indicate the challenges faced in managing personnel records in Tertiary Colleges.  The findings showed different patterns of challenges,  33(76.7%) reported inadequate storage facilities, 31(72.1%) inadequately trained personnel in the workplace, 30(69.8%) agreed lack of records management policy, 28(65.1%)agreed on poor infrastructure for managing electronic records, 23(54.5%)agreed on breach of confidentiality,22(51.2%)agreed on loss of the ability to follow normal procedures, 20(46.5%)agreed to complaints from the customers and stakeholders while 13(30.2%)agreed with poor management support. Responses are presented in Table 2.
Table 2: Challenges Facing the Management of Personnel Records in Tertiary Colleges (n=43)

	
	Frequency
	Percentage

	Valid
	Lack of records management policy
	30
	69.8

	
	Inadequately trained personnel in the workplace
	31
	72.1

	
	Breach of confidentiality
	23
	54.5

	
	Inadequate storage facilities
	33
	76.7

	
	Poor infrastructure for managing electronic records
	28
	65.1

	
	Poor management support
	13
	30.2

	
	Complaints from the customers and stakeholders
	20
	46.5

	
	Loss of the ability to follow normal procedures
	22
	51.2


Source: Field Data (2024)
The findings showed that 33(76.7%) agreed that inadequate storage facilities are a major challenge to them while practicing personnel records management, computers, and other physical storage, such as cabinets. 31(72.1%) agreed that inadequately trained personnel in the workplace were a challenge to them. Lack of records management policy, poor infrastructure for managing electronic records, breach of confidentiality, loss of the ability to follow normal procedures (staff under-occupied), complaints from the customers and stakeholders and poor management support were the challenges facing Record Officers, Secretaries, and Human Resource Officers at LGTI, MNMA and DMI. 
The findings of this study are supported by the previous works of (Oweghoro, 2015; Malekani & Mubofu, 2023), whose findings revealed a shortage of facilities, absence of an electronic system, lack of skills in records management, poor records storage facilities, and failure to observe rules and regulations among staff handling records. 
Additionally, complaints from customers seeking service from staff, a lack of records management policy, and a lack of trained human resource officers to manage records. In the same vein, the absence of a records management policy harms the records appraisal practices and the disposal of records.

Through FGD, Heads of Record Offices commented that: separate the Heads of Records and DHRM

“We met different challenges during personnel records practices our offices but in terms of the top of the league were inadequate funds, shortage of proper storage facilities like cabinets and computers, and poor internet connectivity that sometimes led to waiting for the query in 2 or 3 minutes, unrevised personnel records management policy and some of the staff failed to follow the rules and regulations in place for handling personnel records. For example, sometimes you meet someone who knows the decision made on his/her files before being noted by a letter from the office, which means there was an information leakage among staff. Therefore, frequent training must be conducted to remind staff concerning ethical issues”.

Concerning inadequate storage facilities, the findings showed that 33(76.7%) agreed that inadequate storage facilities were a major challenge to them while practicing personnel records management. Such facilities include computers and other physical storage, like cabinets. The findings are in congruence with those of Mohamed, Rasheli, and Mwagike (2018), who reported that inadequate facilities and equipment for record-keeping deter effective records management in an organization. 
Malekania and Mubofu (2023) noted that the lack of adequate and improper storage facilities implies that personnel record-keeping is not effective.  Thus, modern equipment and facilities must be implemented to address this challenge. Nkebukwa(2016) noted that the lack of proper storage equipment, like files, affected the preservation practices at the College of Business Administration.  
During the interview session, one respondent said:
“Due to insufficient budget, there was a shortage of storage facilities that led to some of the personnel records being put on the boxes and shelves, sometimes making it difficult to retrieve the needed information” (Head of Records Officer 1, 2024).
These findings show that 31(72.1%) agreed that inadequately trained personnel in the workplace were among their major challenges when practicing personnel records management. The findings were in line with those of (Malekani & Mubofu, 2023), who opined that there is a lack of internal training on records management practices among records stakeholders; further probing with Heads of Departments revealed a failure to observe professionalism skills in records management and a lack of trained human resource officers to deal with the management of records. 
During the interview session, one respondent said:
“Some employees attend training not to bring back more expertise to his/her organization but to fulfill their interest in getting allowances and being away from the office. This has discouraged employers when they see no change for the trained employees, as they do not transfer what they learned.” (Director of Human Resources 1, 2024).
Therefore, there is a need for LGTI, MNMA, and DMI management to tackle these challenges and improve personnel records management practices in tertiary colleges.
2.  Solutions to Overcome Challenges Facing the Management of Personnel Records in Tertiary Colleges

Based on the identified challenges, respondents were also asked to propose solutions that can be used to overcome the challenges they face in managing personnel records in Tertiary Colleges. The findings revealed that 32(74.4%) of the respondents agreed with the provision of regular training in the workplace, 29(67.5%) agreed on improving the infrastructure for managing both physical and electronic records, 26(60.5%) agreed to regularly maintain physical and electronic security measures, 20(46.5%) agreed to develop a comprehensive personnel records management policy, 20(46.5%) agreed on following legal and regulatory requirements for keeping records in the office, and 16(37.2%) agreed to provision of enough funds. 
Similarly, 13(30.2%) agreed on the creation of strong passwords (encryption), 12(27.9%) agreed to outsource physical and electronic record storage e.g offsite storage, 10(23.3%) agreed to conduct regular audit, 9(20.9%) agreed to implement robust digital document management, 9(20.9%) agreed by assuring the vetting of personnel records staff while 9(20.9%) agreed to implement an efficient filling system. Responses are summarized in Table 3.

Table 3: Solutions to Overcome Challenges Facing the Management of Personnel Records in Tertiary Colleges (n=43)
	
	Frequency
	Percentage

	Valid
	Develop a comprehensive personnel records management policy
	20
	46.5

	
	Provision of regular training in the workplace
	32
	74.4

	
	Creation of strong passwords (encryption)
	13
	30.2

	
	Implement robust digital document management
	9
	20.9

	
	To implement an efficient filling system
	7
	16.3

	
	To conduct a regular audit 
	10
	23.3

	
	Follow legal and regulatory requirements for keeping records in the office 
	20
	46.5

	
	Outsourcing physical and electronic record storage, e.g, off-site storage
	12
	27.9

	
	Provision of enough funds 
	16
	37.2

	
	Improving the infrastructure for managing both physical and electronic records
	29
	67.4

	
	By ensuring the vetting of personnel records, the staff
	9
	20.9

	
	Regularly maintain physical and electronic security measures 
	26
	60.5


Source: Field Data (2024)
The findings showed that 32(74.4%) respondents agreed that the provision of regular training in the workplace was a major solution to overcoming challenges they faced. 29(67.5%) confirmed that improving the infrastructure for managing physical and electronic records, and 26(60.5%) agreed on regularly maintaining physical and electronic security measures. Other solutions to overcome the challenges facing Record Officers, Secretaries, and Human Resource Officers at LGTI, MNMA and DMI included the development of a comprehensive personnel records management policy, follow legal and regulatory requirements for keeping records in the office, provision of adequate funds, the creation of strong passwords (encryption), outsource physical and electronic record storage e.g. offsite storage, to conduct regular audit, to implement robust digital document management,  assuring the vetting of personnel records staff and to implement an efficient filling system...
This was confirmed in the FGD,  Heads of Record Office commented that:
“Provision of enough funds could be used as a solution to overcome these challenges because the majority of the challenges rely on funds. Enough funds will help facilitate training for the workers to purchase modern storage facilities like computers, hard external disks, safes, and cabinets, and also pay for the off-site storage” (Head of Record Officers). 
Another officer quipped that:

   In order to maintain the security of personnel records, measures such as installing antivirus software on computers and CCTV cameras for adequate security could be considered.”

On the other hand, the Director of Human Resources thought that: 
In ensuring the registry or record center staff adhere to the security of records, we usually invite experts from TRAMPA to conduct in-house training on the best practices of handling records and ensuring the vetting of personnel records staff. In addition, we locate funds to facilitate the whole program of developing a comprehensive personnel records management policy by hiring experts to create and revise it. Therefore, having enough funds is important to these tertiary colleges “(Director of Human Resources).

These findings are in line with those of (Nwaomah, 2015; Malekani & Mubofu, 2023), who underscored the skills and knowledge that a records keeper has in the management of records and the importance of communication and training in ensuring that employees understand the significance of various records and how to handle them properly.  Effective management of records, to a large extent, depends on knowledge and skills. 
During the interview session, one respondent said:

The organization needs to conduct on-the-job training and pay for off-the-job training by helping Record Officers, Secretaries, and Human Resource Officers acquire knowledge and develop skills to handle personnel records effectively. The trainings were provided by the Tanzania Records and Archives Management Professionals Association (TRAMPA) (Head of Records Officer 3, 2024).
The findings showed that 29(67.5%) confirmed that improving the infrastructure for managing both physical and electronic records was among the major solutions to overcoming their challenges. They need to purchase modern storage facilities to effectively implement personnel records practice at tertiary colleges. Malekani & Mubofu (2023) stated that in the modern world, records are preserved in various facilities like cabinets, shelving, computers, and institutional repositories, and all organizations should ensure that all these facilities are in place for effective record keeping. 
During the interview session, one respondent said:                                     
The department needs to purchase enough storage facilities to help preserve and facilitate better services for personnel records. Also, it helps to prolong the life of personnel records because it is an effective way of protecting against deterioration and loss of personnel records. To effectively implement digital records keeping and storing records in offsite storage such as The Data house Tanzania, Movetech Company Tanzania, and AGS Records Management located at Dar es Salaam and Dodoma” … (Head of Records Officer 2, 2024).
Therefore, there is a need for LGTI, MNMA, and DMI management to use those strategies/solutions to tackle challenges and improve personnel records management practice in tertiary colleges.
Conclusions and Recommendations

Conclusion 

The researcher discovered that management of personnel records practices at LGTI, MNMA, and DMI was being followed. Both manual or paper records systems and electronic records systems are used to manage personnel records in their offices. 
The study reveals that a majority had been affected by some factors that led them not to accomplish well their personnel records practices. Those challenges are inadequate storage facilities, inadequately trained personnel in the workplace, lack of records management policy, poor infrastructure for managing electronic records, breach of confidentiality, loss of the ability to follow normal procedures (staff under-occupied), complaints from the customers and stakeholders, and poor management support.
Recommendations

(i) The LGTI, MNMA, and DMI Management should provide training to improve the awareness of Record officers, secretaries, and Human resource officers in managing personnel records. They need to provide staff opportunities to attend trainings provided by The Tanzania Records and Archives Management Professionals Association (TRAMPA) in order to enable staff, keep abreast of developments in their profession. 
(ii) The LGTI, MNMA and DMI Management should evaluate the effectiveness of personnel records management policies and procedures: this can be done by reviewing and revising the existing personnel records management policy 
(iii) The LGTI, MNMA, and DMI Management should find and store their personnel records well in off-site storage. This will help to reduce space in the office as well as a strategy to ensure the safety and protection of records in the event of unexpected environmental disasters. These records can be transferred to the National Archives or other Government off-site storage facilities in both hard copies and electronic forms.
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