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Abstract

The Study was conducted to investigate the records management practices in Hadejia emirate
council of Jigawa State. Three (3) objectives guided the study and were to find out the level of
records management practices; records management policies and frameworks that exist and also
Identify the challenges encountered while managing records in the council. Quantitative
research methodology and descriptive survey research design was adopted for the study. The
research instrument used was questionnaire, the Population of the study comprises of the
administrative staff of Hadejia emirates council of Jigawa state. 30 respondents were selected as
sample for the study and employed the use of census sampling technique. The study sought to
answer the current practices and policies of managing records, and challenges of records
management practices. The study recommended that Records management policy should be put
in place to enhance records management activities within the emirate council, Training
programmes on records management should be organized for staff of the council, Urgent step
should be taken by the authorities to provide a standards procedures for classifying, indexing,
filing and organisation of records; this will enhance proper records management practices and
may prevent a clutter and streamline workflow in the emirate council.

Introduction

Records are essential instruments in every organization particularly in reference to critical
decision making including administrative decision making. Information contained in
organizational records is the pillar of the institution’s business activities. Without information, an
institution’s administration becomes incapacitated especially in its decision making. The concept
of records management evolved during the years of the Great Depression and the Second World
War. The aim was to control the accumulation of papers in the government agencies. According
to Odewale, Adeyemi and Etobom (2024) affirm that records Management is a field of
management which governs how organizations create, receive, store, use, access, and dispose of
records, regardless of whether records are in paper or electronic format. In support of this
Unegbu, (2013) which expatiate that records management is the practice of maintaining the
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records of an institution or organization or a body from the time they are created to the time they
are eventual disposed of. This includes classifying, storing, securing, and disposing (by
destruction or, in some cases, archival preservation).
The goal of records management is to ensure that civil servants create the records they need,
keep these records in ways that allow for efficient access and use, maintain the records for as
long as they need them for operational, legal, and audit purposes, and to dispose of them when
they are past their retention period. Most records are destroyed at the disposal point; however, a
small percentage of records are identified as having permanent value to the ministries. These
records should be transferred to the state Archives.
In spite of their significance, study by International Records Management Trust (2003); suggest
that recordkeeping systems in Africa generally have either collapsed or are in a state of disarray.
Neglected records in most African countries, according to these authors have become a major
barrier to development. Poor record keeping systems as argued by the IRMT and the World
Bank has led to corrupt practices and lack of accountability and poor governance structures.
According to Australian Public Service (2012), RM practices and processes of an organisation
should result in the creation and management of complete and accurate records of its activities
and decisions. This supports an organisation in the conduct of its business activities and in
meeting legal and other RM requirements, including providing evidence of business conducted.
Also International Standard Organization (ISO, 2016) defined records management practices as
the efficient and systematic control of the creation, receipt, maintenance, use and disposition of
records. Records management practices entail varying activities such as:

i.  Setting policies and standards

ii.  Assigning responsibilities and authorities

iii.  Establishing and promulgating procedures and guidelines

iv.  Providing a range of services relating to the management and use of records

v. Designing, implementing and administering specialized systems for managing record.

vi.  Integrating records management into business systems and processes.

Records management practices are vital to every organization aiding in the achievement of
certain goals set by the founders of that organization from the conceptualization of that business.

Records management occupies a strategic position in the efficient and effective management of
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public institutions. In fact, the practice is central in the administration of the institutions because
it documents the planning and implementation of appropriate courses of services allowing proper
monitoring of work (Egwunyenga, 2009) cited in Bakare, et al (2016). Diana, (2018) believe that
effective records management practices are vital in any organization, not only, in terms of
protecting the organization from legal matters, but also, in aiding the attainment of
organizational goals. According to Ayorinde (2014) cited in (Efe, 2021) standard records
management practices are vital for effective administration in the Nigerian system, this involve
planning for information needs, identifying records for processing, capturing information,
creating, approving and enforcing policies and practices regarding records, developing a records
storage plan which includes the short and long term, housing of physical records and digital
information, coordinating access to records internally and outside of the organization. This
research seeks to address the current gaps in Records management practices, identify the barriers
to effective implementation, and propose solutions to enhance the management of records in the

Hadejia emirate councils.

Problem Statement

Records are a vital asset in ensuring that government institution and ministries are run effectively
and efficiently, and are accountable to their staff, and the community that they serve. An
organization with a solid foundation of proven successful records management practices will:
preserve the right information for the correct length of time, meet legal requirements faster and
more cost effectively, control and manage records management storage and destruction, archive
vital information for business continuity and disaster recovery, provide information in a timely
and efficient manner regardless of urgency of request, use technology to manage and improve
the records management program, integrate policies and procedures throughout organization,
establish ownership and accountability of the records management program, and arrange for
continuous training.

In the case of Hadejia Emirate council in Jigawa State, the researcher observed significant
challenges in records management, with essential attributes of good practices largely absent. It
remains unclear how both physical and electronic records are managed within these institutions.
Additionally, there have been numerous instances where records were reported as misplaced or

missing, raising concerns about the effectiveness of current records management systems. These
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issues prompted the researcher to investigate the current state of records management practices
in the Hadejia Emirate council of Jigawa State, Nigeria.

The research will identify gaps in existing practices and propose strategies to enhance the
transparency, accountability, and efficiency of record-keeping, with the goal of improving the

overall governance and stability of rural communities.

Research Questions
This study is guided by the following research questions:
1. What is the current level of records management practices employed in Hadejia emirate
councils of Jigawa State?
2. What records management policies and frameworks exist in Hadejia emirate councils of
Jigawa State?
3. Which challenges affect the effective management of records in Hadejia emirate councils

of Jigawa State?

Objectives of the Study
The following were the objectives that guided the study to;
1. Assess the level of records management practices in Hadejia emirate councils of Jigawa
State
2. Assess records management policies and frameworks that exist in Hadejia emirate
councils of Jigawa State; and
3. To establish challenges facing the effective records management practices in Hadejia

emirate council of Jigawa State.

Literature Review

Records management practices refer to the systematic control of an organization's records
throughout their lifecycle, from creation or receipt, to maintenance, use, and eventual disposal. It
involves the organization, classification, storage, retrieval, and destruction or archiving of
records. Effective records management ensures legal compliance, enhances operational
efficiency, and helps protect an organization's information assets. In fact, the practice is central
in the administration of the institutions because it documents the planning and implementation of

appropriate courses of services allowing proper monitoring of work Cunningham, M., &
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Webber, R. (2024). In concordance with the above view, Efe, (2021) opined that Records
management practices is an area of necessity for every organization because it helps to deal with
the transaction that covered the life cycle of records, which is from the creation of transaction,
use, maintenance and disposition of the documents and records. These practices include having
written procedures and policies related to the filing and classification of records. These policies
and procedures should be availed to all employees and these policies should be written for
posterity and should be based on applicable laws of the land. When the policy is in place it
means that all records created or received in the course of work are records of the ministry and,
as such, must not be disposed of or removed without proper authorization Unegbu (2013)
Records management policies provide guidelines on the importance of proper records
management in meeting the objectives on an organization (IRMT, 2009). According to Alegbele
and Chilaka, (2019). A records management policy refers to an official document that guides
records management in an organization. The purpose of a records management policy is to
ensure that full and accurate records of all activities of an organization are created, managed and
retained or disposed of appropriately in accordance with relevant legislation. This will enable the
organization to achieve information accessibility, control of growth of records, help to minimize
litigation risk and safeguard vital records. It also helps in ensuring accountability and
transparency and protection of rights and interests of clients and the community. IRMT (2009),
further argues that policies are only relevant while used. Organization should not only develop
records management policies but should also provide mechanisms to ensure that the policies are
implemented. In addition, the policy requires being flexible so that it is amendable to
accommodate the legal obligations culture and functions of an organization.

The availability of information for use by administrators to adjudicate Institutions services
depends on the way records have been physically managed. Some of the information contained
in Hadejia emirate council records includes. Reports, Letters, Receipt, Forms,
Correspondence/policy file, stool history, minutes of meeting, petition, judgement books,
generally speaking, the success of the Institution in performing its administrative obligations
largely depends on the use of documented information. Some of these records are historical
while some are rhetorical or phonological in nature. Historical and legal records were the earliest
forms of records to be created and used for making judicial decisions by the courts. Records are

vital to every aspect of governance process; they are valuable assets that need to be managed by
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any organization or institution. They fulfil an important function in the society by providing
evidence and information about the transactions of individuals and organizations.

In addition, Wamukoya (2007) stated that poor records keeping results in: poor decision making;
lack of transparency and accountability; theft, corruption and plunder of resources; mistrust of
the organization and those who run it; frustrations amongst staff, stakeholders and citizens; poor
productivity and failure to meet obligations and mandates; vulnerability to lawsuits. All these
shortcomings expose an entity to grave risks which endanger its continued existence. Therefore,
records are important strategic resources for any organization that needs to show good

governance and accountability.

Research Methodology

The study adopted a quantitative research methodology with a survey research design. The
guantitative approach was chosen because it allows for the systematic collection and analysis of
numerical data, which facilitates objective measurement of variables and testing of hypotheses.
The survey design was selected because it is suitable for gathering information from a relatively
large sample within a specific population. It helps in obtaining measurable data that can be

analyzed using statistical techniques.

Population

The population targeted for this study comprised the administrative staff handling records at the
Hadejia Emirate Council of Jigawa State. Specifically, the population included thirty (30)
administrative staff who were responsible for managing records within the council. Since the
total number of administrative staff in this category was relatively small, the researcher opted to
use the entire population for the study. This decision was made to ensure full representation and
to avoid underrepresentation of any group within the population. According to Bernard (2012), if
the study population is smaller than 200 individuals, it is appropriate to include the entire
population in the study. This approach eliminates sampling errors that could arise from selecting

only a portion of the population.

Sampling Technique.
Given the relatively small size of the target population (30 administrative staff), the researcher

employed a census sampling technique. A census sampling method involves studying every
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member of the population without sampling, ensuring that all individuals within the target group
are included in the study. This method was deemed most suitable for this research as it

eliminates potential bias and ensures that the findings are representative of the entire population.

Instrument for Data Collection

The primary instrument used for data collection in this study was a questionnaire. The
questionnaire was designed to gather specific information relevant to the research questions. To
ensure the instrument's validity, the questionnaire was first reviewed by experts in the field.
These experts assessed the instrument from a face validity perspective, ensuring that the
questions were clear, relevant, and aligned with the study's objectives. Additionally, the content
validity of the instrument was evaluated to confirm that the questions accurately addressed the
research questions.

The questionnaire contained both closed-ended questions and Likert scale items, which allowed
for measurable responses. The closed-ended questions were designed to capture specific,
quantifiable data, while the Likert scale items provided an opportunity to gauge the degree of

agreement or disagreement with certain statements.

Data Analysis

To analyze the data collected from the questionnaires, the study utilized descriptive statistics.
The data were presented and analyzed using percentages, frequency distributions, and tables. The
responses from the survey were categorized and tabulated to determine the distribution of
responses across different items. For the nominal responses (i.e., responses that represent
categories without any intrinsic order), a benchmark of 50% was set. If the response rate for any
item was below 50%, it was considered a negative or non-representative response. This
benchmark was used to assess the general trend of the data and to ensure that the findings were
reliable.

Findings and Discussions
Response Rate
A total of 30(100%) questionnaires were distributed to the administrative officers in Hadejia

Emirate Council in Jigawa State covered in the study. A total of 25 questionnaires which
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represent 25(83.3%) were duly filled, returned, examined and found fit for analysis. The analysis

in this study is therefore based on the 25 copies of retrieved questionnaires.

Extent of records management practices employed in Hadejia emirate council of Jigawa
State

The extent of records management practices employed in Hadejia emirate council of Jigawa
State are presented in Table 1 below

Table 1 Extent of records management practices employed in Hadejia emirate council

S/N | Extent to which records management is practiced Frequency Percentage

1 There are established standards and procedures for classifying, indexing, | 2 8%

filing, and retrieving records

2 All records in the Institution are given certain ID codes for easy retrieval | 14 56%
3 Every decision in the institution is automatically created in a file for | 2 8%
future use
4 There are systems in place to prevent unauthorised access to all records | 7 28%
5 Inactive records are sent to the archive 0 0%
25 100%

Source: Researcher’s Field Survey, 2025

Table 1 required the respondents to indicate the high level of records management practices in
the institution. Regarding the research objective, the respondents provided feedback concerning
various records management practices that are carried out at the institution. Emerging practices
included all records in the Institution are given certain ID codes for easy retrieval 14(56%), Next
is practices that there are systems in place to prevent unauthorised access to all records 7(28%)
followed by every decision in the institution is automatically created in a file for future use and
established standards and procedures for classifying, indexing, filing, and retrieving records
came last with 2(8%). To corroborate with this finding. Provincial Archives of Saskatchewan
(2015) continues to note that some of these practices may vary from one organization to another;
they are best practices that may help in the efficient records management. These practices
include having written procedures and policies related to the filing and classification of records.
These policies and procedures should be availed to all employees. The finding indicated that the

Hadejia emirate councils in Jigawa state are making efforts to ensure that all records in the

Bayero Journal of Information Management, Volume 1, No. 1, 2025 https://bjim.com.ng 307


https://bjim.com.ng/

RECORDS MANAGEMENT PRACTICES IN HADEJIA EMIRATE.... .......

council are easily retrieved through well numbered and coded ID codes. Thus, it’s implied from
the findings that there are no established standards and procedures for classifying, indexing,
filing and organisation of records, this may reduce clutter and streamline workflow in the

institutions.

Records management policies that exist in Hadejia emirate councils of Jigawa State
The Records management policies that exist in Hadejia emirate councils of Jigawa State are
presented in Table 2

Table 2, Do you have a written records management policy in your Institution?

SIN Records management Policy Frequency Percentage

1 There are plans to draft records 13 52%
management policy

2 Records management policies are made 4 16%
Available to staff.

3 There are policies for records management 8 32%

in the Institution.

25 100%

Source: Researcher’s Field Survey, 2025

The Table 2: revealed that 13(52%) of the respondents indicated that institution has a plans to
draft records management policy, whereas 8(32%) indicated no idea of the existence of a policy,
and 4(16%) had idea of the existence of such a policy. This Align with Williams, K., & Chan, M.
(2023). Which they believe that, the policy should ensure that all records management practices
comply with applicable laws and regulations, such as data protection laws and retention
requirements specific to the organisation guide records management practices in any public
offices. This implied that Hadejia emirate council of Jigawa state has no written records
management policy which will hinder smooth running of the institutions activities most

especially when it comes to classifying, indexing, weeding, retention and disposition of records.
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Challenges Associated with the records management practices in Hadejia emirate councils
of Jigawa State

The Challenges facing the records management practices in Hadejia emirate councils of Jigawa
State.

Table 3. Challenges

Challenges Frequency Percentage
Lack of records retention and disposition schedule/ 23 92%
Policy

Lack of Records management policy 23 92%
Improper security for records 10 40%
Lack of adequate professionally trained records 22 88%
Managers

Lack of Filing Manual/Finding Aids and 19 76%
Involvement of manual operations

Inadequate storage equipment 10 40%
Negative attitude in the system e.g. laziness, 5 20%

absenteeism, mediocrity etc.
Lack of back up facilities for ICT 12 48%

Source: Researcher’s Field Survey, 2025

Table 3 shows the challenges facing the records management practices in Hadejia emirate councils
of Jigawa State. From the results; Lack of records retention and disposition schedule/Policy, lack of
Records management policy, lack of adequate professionally trained records managers, and lack of
Filing Manual/Finding Aids and Involvement of manual operations has the highest frequency over
50%. However, Improper security for records, Inadequate storage equipment, Negative attitude in
the system e.g. laziness, absenteeism, mediocrity etc and lack of back up facilities for ICT has the
frequency below 50%. This finding corroborate with Abdulazeez, (2015) which postulated that
poor funding, inadequate computer and other ICT devices, poor skill in computing, harsh
environmental conditions, lack of preservation and conservation policy as the major challenges

facing the records management practices.

Summary, Conclusion and Recommendations
The study was carried out using the Jigawa State Hadejia emirate council. All the population was

chosen as the sample size since the population was not large. The total number of respondents
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sampled was 30 out of which 25 questionnaires were retrieved. Lack of records management policy
and Lack of records retention and disposition schedule/ Policy are some of the challenges facing the

Hadejia emirate council in the management of records.

Conclusion

From the finding of the study, it indicated that the Hadejia emirate councils in Jigawa state are
making efforts to ensure that all records in the Institutions are easily retrieved through well
numbered and coded ID codes. The findings revealed that there are no established standards and
procedures for classifying, indexing, filing and organisation of records, this may reduce clutter and

streamline workflow in the institutions.

Recommendations

The study identified various issues which affect records management at the Hadejia emirate
councils in Jigawa state. The study therefore makes the following recommendations to address the
issues identified. The recommendations are in line with the study objectives.

e Urgent step should be taken by the authorities to provide a standards and procedures for
classifying, indexing, filing and organisation of records; this may prevent a clutter and
streamline workflow in the institutions.

e Records management policy should be put in place to enhance records management
activities within the Hadejia emirate councils.

e There is need to have standards in place to identify best practices.

e Training programmes on records management should be organized for staff of the Hadejia

emirate councils
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