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ABSTRACT 

The proliferation of Information and Communication Technologies has enabled public institutions 

to create an increased number of paper and electronic records which require proper management. 

This development has inspired studies in records management to unearth global trends in records 

management practices. The purpose of this study was to investigate records management practices 

at Kasungu Municipal Council in Malawi. Specifically, the study aimed at establishing the existing 

records management practices; examining the existence of policy framework governing records 

management; and investigating factors influencing records management practices.  

The study was guided by the pragmatic paradigm which led to the use of mixed methods approach. 

The study was underpinned by the Records Continuum Model.  The study used a sample size of 

78, which was arrived at by using census. Purposive sampling was used in selecting departments 

to be involved in the study. The data was collected using structured questionnaires and interview 

guidese. Quantitative data was analysed using IBM Statistical Package for Social Sciences 

Software version 20 while qualitative data was analysed thematically. Quantitative data was 

presented using tables, graphs, percentages, and qualitative data was presented by using themes.  

The study found various types of records that were created or received at Kasungu Municipal 

Council in both electronic and paper format. These records included minutes, emails, reports, and 

financial records. These records were captured using computers and transmitting emails. Most 

employees from Kasungu Municipal Council store paper records in their offices using files, 

shelves, cartons, and cabinets. For electronic records, the most used storage facilities were 

computers and flash drives. The study further established that the Council did not have records 

retention and disposition schedule, records management policy, plans, and guidelines. As for 

records management infrastructure, the study established the existence of computers, printers, 

Internet, electronic lockable wooden filing cabinets, wooden shelves, and folders.  

The study concludes that records management practices at Kasungu Municipal Council do not 

meet the minimum standards. Therefore, the study recommends that Kasungu Municipal Council 

should consider developing a records management tools including policy, plans and guidelines 

which should further guide the establishment of a full unit specifically responsible for managing 

records from creation to disposition.  
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CHAPTER ONE 

INTRODUCTION AND BACKGROUND OF THE STUDY 

1.1 Introduction 

Public institutions intensely interact with various stakeholders. These interactions generate a lot of 

information which is the life-blood of any organisation (Vella, 2017). Ideally, such information is 

captured on records that organisations generate in both paper and electronic formats (Mutsagondo, 

2021). Records keep track of what is done and why it is done. Records serve as proof of 

communications, decisions, and engagements in an institution (Rutta & Ndenje-Sichalwe, 2021). 

Good records management practices are important as they provide a platform for availing reliable 

and accurate information upon request, enabling open governance (Motlhasedi, 2022). The 

proliferation of Information and Communication Technologies (ICTs) has enabled public 

institutions to create an increased number of paper and electronic records. Public institutions are 

therefore required to organise, manage, use, and preserve these records according to the laws 

governing public information (Makwae, 2021). 

An understanding of records management starts with appreciating what a record is. A record is “a 

document made or received in the course of activity as an instrument or by product of such activity 

and kept for further action or reference” (Duranti, 2014, p. 1). Records are documents created or 

received in paper or electronic format showing evidence of business transactions taking place in 

any organisation. The significance of records cannot be over emphasised. Just as individuals rely 

on maps to tell where they are and where they might go, people rely on records to know what 

organisations have done or decided (World Bank, 2020). Thus, organisations use records and other 

sources of evidence to execute current actions, confirm past actions, and plan future actions. 

Records management is “the systematic control of an organisation’s records, throughout their life 

cycle, in order to meet operational business needs, statutory and fiscal requirements and 

community expectations” (National Archives of Scotland, 2013, p. 1). Records management 

involves controlling the processes of creation, receipt, maintenance, use and disposition of records 

in an organisation. Records management is necessary to ensure that information can be accessed 

easily when needed and destroyed when not needed (Ambira, 2016). 

The International Organisation for Standardisation (ISO) 15489-1 (2016) indicates that approaches 

to the creation, capture and management of records based on the concepts and principles of ISO 
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15489-1 standards ensure that authoritative evidence of business is created, captured, managed and 

made accessible to those who need it. ISO 15489-1 (2016) further indicates that this enables 

improved transparency and accountability, effective policy formation, and informed decision-

making, among others. Records management plays a significant role in enhancing prudent use of 

resources hence preventing mismanagement, fraud, corruption and embezzlement. Principles of 

good governance such as accountability, transparency and the rule of law can only be promoted in 

African countries when records are properly managed and made accessible to the public at the 

right time (Mosweu & Rakemane, 2020). Poor records management practices lead to poor public 

service delivery and uninformed decision-making by officials (Makgahlela, 2020). 

Public institutions in Malawi create, keep, and use records on an everyday basis for administrative, 

legal, and audit functions among other purposes. These public records need to be professionally 

managed so that they are easily accessed by those in need of them as provided in Chapter IV of 

the Constitution of Republic of Malawi, Section 37, which stipulates that, “Subject to any Act of 

Parliament, every person shall have the right of access to all information held by the State or any 

of its organs at any level of Government in so far as such information is required for the exercise 

of his rights (Government of Malawi (GOM), 2017). This study, therefore, investigated records 

management practices at Kasungu Municipal Council. The extent of records management practices 

at this municipal council was not known. Subsequent section gives background information of the 

study 

1.2 Background of the study 

Municipal councils are fast growing urban areas in the Malawi Local government system 

(Government of Malawi, 2017). They facilitate (on delegated authority from central government) 

the provision of local services and development within their areas of jurisdiction. The Government 

of Malawi (2021), reports that there are two municipal councils in Malawi namely, Kasungu 

Municipal Council and Luchenza Municipal Council. According to Public Sector Reforms 

Management Unit (PSRMU), (2022) Kasungu became a municipality in 2010 under the Act of 

Parliament on local government. Kasungu municipality is approximately 130 kilometres north-

west of the capital of Malawi, Lilongwe. It has a total population of 77,619 (National Statistics 

Office (NSO), 2018). Kasungu Municipal Council (KMC) is being headed by the Chief Executive 

Officer (CEO) who is the controlling officer of the council and is responsible for the day-to-day 
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management of all operations and resources of the council. The CEO works hand in hand with 

directorates (Public Sector Reforms Management Unit (PSRMU), 2022). KMC currently has five 

directorates namely, human resources, public works, finance, planning and education and health 

(KMC Human Resources Department, 2022). KMC is responsible for raising and collecting local 

taxes and user fees and charges, but most of their revenue comes from national government grants. 

The council is also responsible for education, health, forestry, natural resources and community 

services.  

1.3 Statement of the problem 

Efficient records management is the foundation block for successful transparency and 

accountability initiatives without which organisations’ efficiency would be compromised, leading 

to corruption and loss of confidence (Rotich et al., 2017). Public records management practices in 

developed countries such as the United States of America (USA), United Kingdom (UK), and 

Australia are at an advanced stage such that government agencies have policies, standards, 

guidelines, and skilled personnel relevant to the management of both paper and electronic records 

(Australian National Audit Office, 2013; Ginsberg, 2016).  

Contrary to what is happening in the global north, public records management practices of public 

institutions in Africa are mostly in disarray as seen in developing countries of Tanzania, Nigeria, 

South Africa, and Malawi which have common problems including ineffective records 

management programmes; low levels of skills and knowledge among records personnel; absence 

of records management policies, plans and guidelines; and missing of important records (Lihoma, 

2012; Phiri & Tough, 2018; Rutta & Ndenje-Sichalwe, 2021). 

A local press report indicated that two officers at Kasungu Municipal Council in July, 2021 were 

suspended by the Ministry of Local Government, Unity and Culture over among other reasons 

failure to submit reports/records for business transactions (Nyasa times, 2021). Further, this author 

being a resident in the Central Region of Malawi has also witnessed several developmental projects 

such as construction of Roads in the municipality which is under Kasungu Municipal Council 

being halted due to among other things failure to account for project funds because of missing of 

project records. 

The events above, therefore, motivated this researcher to pose the following question: How are 

records being managed in the Malawian public institutions? Literature, however, indicates that 
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some studies on records management practices have been conducted in the Malawian public 

institutions. In Malawi many studies available have mainly focused on records management in the 

public sector (Msiska et al., 2017; Malanga & Chawinga, 2017). Meanwhile, empirical studies in 

records management practices in municipal councils in Malawi is at an infant stage such that few 

documented studies have been explored. Consequently, the findings from these studies did not 

yield sufficient evidence to understand the current state of records management practices in 

Malawi. 

None of these studies examined how municipal councils in Malawi manage both paper and 

electronic records. This study, therefore, filled in that gap by investigating records management 

practices at Kasungu Municipal Council. There are no known studies on this topic conducted at 

this municipal council. 

1.4 Aim of the study 

The aim of the study was to investigate the records management practices at Kasungu Municipal 

Council. 

1.5 Research objectives 

The study sought to address the following three objectives: 

1. To examine types of records created, received or captured at KMC 

2. To analyse records preservation strategies at KMC  

3. To investigate factors influencing records management practices at KMC 

1.6 Research questions 

To achieve the above specific objectives, the following research questions guided the study: 

1. What are types of records created, captured or received at KMC? 

2. What are the records preservation strategies at KMC? 

3. What are the factors influencing records management practices at KMC? 

1.7 Significance of the study 

It is anticipated that this study may contribute to practice, theory and policy of records management 

at KMC. Practically, the study intends to provide empirical evidence on the importance of 

managing records in a continuum of care from creation to disposition as a means to the attainment 

of an effective and efficient management of records and to achieve transparency and 
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accountability. Theoretically, the study seeks to fill an identified gap in literature from the 

perspective of records management practices in public sectors, especially in municipal councils. It 

is also envisaged that the study findings may aid KMC in formulating a records management policy 

for effective records management. This may further create awareness among top officials and 

stakeholders about the need to align records management policies to the overall management of 

the council. The policy insights may prompt the establishment and implementation of a robust 

records management programme at KMC. 

1.8 Scope and Limitations 

The study focused on records management practices at KMC by investigating a range of practices 

involved in the management of records from creation, use, maintenance to final disposition. The 

study excluded other municipal councils and focused only on KMC. One limitation is that   the 

study is undertaken in one setting. Therefore, the findings would not be fully transferable to other 

institutions. Further to that, financial constraints limit the researcher to broaden the contextual 

scope to other institutions. 

1.9 Chapter Summary 

The foregoing chapter presented the scholarly concept of records management practices within the 

global, African, and Malawian contexts. It defined the statement of the problem; research 

objectives; and research questions in the context of the Kasungu Municipal Council. The chapter 

was premised on the significance of the study that it would generate literature on records 

management practices in view of municipal councils in Malawi, particularly Kasungu Municipal 

Council. It also aspired to inform policy direction on proper records management at Kasungu 

Municipal Council. For a realistic scope of the study, the chapter delimited the study to action 

officers who created, used, and managed records at Kasungu Municipal Council. Finally, the 

implications of the study are curtailed to one municipal council because of its limited scope. The 

chapter that follows covers the literature reviewed in the course of the study. 
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CHAPTER TWO 

LITERATURE REVIEW 

2.1 Introduction 

The previous chapter provided the background to the study, problem statement, and purpose and 

objectives of the study. This chapter presents an overview of literature on records management 

practices in public sectors such as local authorities. Literature review is “a description of literary 

works relevant to a particular area of study” (Ramdhani et al., 2014, as cited in Mutsagondo, 2021, 

p. 42). It is an integration of views, theories, hypotheses, methods and methodologies used by 

earlier scholars in their studies or research. Creswell and Creswell (2018) posit that a literature 

review helps to determine whether the topic is worth studying and it provides insight into ways in 

which the researcher can limit the scope to a needed area. Literature review helps a researcher to 

identify problems that need to be investigated. 

The four main types of literature review are traditional or narrative, systematic, meta-analysis and 

meta-synthesis (Dudovskiy, 2019).  The primary purpose of a narrative literature review is to 

analyse and summarise a body of literature, to highlight new research streams, make historical 

narratives of issues, identify inconsistencies and gaps in the body of available knowledge 

(Dudovskiy, 2019). The major weakness of narrative literature review is that it heaps literature 

upon literature without systematic synthesis and integration of data in an informed manner 

(Mutsagondo, 2021) hence it was not used in this study. Meta-analysis literature review is usually 

highly standardised and thus, mostly used in quantitative studies, and usually comprises of 

numbers, frequencies and statistical figures (O’Gorman & MacIntosh, 2015). This was also not 

used in this study since the study is not highly structured. However, meta-synthesis literature 

review is non-statistical, and suitable for pure qualitative studies (Dudovskiy, 2019). O’Gorman 

and MacIntosh (2015) opine that meta-synthesis literature review integrates, evaluates and 

interprets findings of many qualitative studies and the focus is to have inductively-rich literature. 

Since the current study used a mixed methods approach, it did not use meta-synthesis literature 

review which is suitable for a qualitative study. Nevertheless, systematic literature review is 

dissimilar to other types of literature reviews as it is comprehensive, transparent and it is in line 

with pre-set criteria such as set objectives and research questions (Ramdhani et al., 2014, as cited 

in Mutsagondo, 2021). This study therefore employed systematic literature review because it is 
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more rigorous than the narrative literature review. It is not just a summary of sources consulted, 

but spells out the time-frame from which the literature was selected and is highly organized. 

This chapter’s focus is in line with the objectives of the study. The following themes were 

reviewed: records management practices; records management policy framework and factors 

influencing records management practices.  

2.2 Types of records created, received, or captured. 

Records management practices involve the processes of identifying, classifying, and storing 

records, controlling access to records, as well as ensuring that retaining and disposing of the 

records are properly being done. Effective records management practices ensure that records are 

available for use when needed (Jirata et al., 2018). The concepts of records creation and capture 

are discussed in the subsequent sections. 

2.2.1 Records creation and capture 

Magama, (2018) argues that records can be in any format. These can be in paper based format or 

electronic format. There are various records and information generated at Kasungu Municipal 

Council. These could be reports, memos, financial reports, conference proceedings, among others 

(Phiri, 2016). Scholars such as Aitchison (2010), Suber (2012) and Marsh (2015) have highlighted 

the types of grey literature that could be available at the institution and could be considered as 

records: preprints; working papers; research and technical reports; conference proceedings; 

departmental and research centre newsletters and bulletins; papers in support of grant applications; 

status reports to funding agencies; committee reports and memoranda; statistical reports; technical 

documentation; conference presentation and surveys. A number of studies and other related 

literature reviewed provide consistent results about the common types of records generated and 

managed in public institutions. For instance, a study by Kulcu (2009) examined quality 

documentation and records management in Turkish municipal council. It revealed both paper and 

electronic records. The following records were listed: directories, correspondences, emails, forms, 

reports, retention schedules, and database reports. 

In Africa, several studies have explored records management practices. In East Africa, a 

quantitative study undertaken by Unegbu and Adenike (2013) unearthed challenges of records 

management practices in the Abuja Municipal Area Council in Nigeria. The study found that the 

commonly created records were letters, directives, mails, reports, policy in procedure manual, 
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financial, legal, general maintenance manual, historical or archival periodicals. A study conducted 

by Bakare and Abioye (2016) examined records management practice in selected local government 

councils in Ogun state, Nigeria and revealed that the councils generated records in the categories 

of policies, minutes of meetings, reports, contracts and equipment documents. 

Similar findings were reported in a study done by Rutta (2021) on the state of records management 

practices in public offices: a case study of Kinondoni Municipal Council in Tanzania. It  reported 

that the records generated by the institution are personal records pertaining to employment, staff 

development, and disciplinary issues; administrative records, financial records such as research 

funds, grants, budgetary information, salary payments, statements of accounts, reports, and 

expenditure receipts; architectural records, such as building plans and maps; internal-external audit 

reports; committee records such as minutes; and records collaborations and memorandum of 

understandings. The study further reported specific records required to carry out business 

functions. For instance, records such as strategic plan, quality and manual procedures, and terms 

of services were listed. A case study conducted by Akuffo and Adams (2016), examined records 

management practices at the Kumasi Metropolitan Assembly (KMA) in Ghana. The findings 

reported records relating to functions performed in the offices. The following record types are 

listed: memoranda, invitations, general correspondences and personnel records. Other records 

include policy files, circulation registers, books, letters of attestation and letters of 

recommendation, annual reports, minutes of meetings, programme of activity, financial records 

such as payroll records, banking records, invoices, receipt books, payments vouchers, ledger cards 

and general ledgers. The reviewed literature shows that though some African countries are 

improving on records management practices in terms of records creation and capture in the local 

authorities, there are no known studies conducted on records creation and capture in Kasungu 

Municipal Council. Therefore, this study intends to fill this gap by examining the types of records 

created, captured, and received at Kasungu Municipal Council.  

2.3 Records preservation strategies 

The reason for preserving records is to protect them from injurious factors such as excess heat or 

lighting, fire breakouts and humidity, to prolong their life span. The record preservation strategies 

include preservation techniques (e.g., refreshing, migration, emulation); selection for preservation, 

staffing configurations; cost modelling; access to pre-served records and policy making (Hussin et 
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al., 2018). Records are fragile due to the high pace of technological changes resulting in 

obsolescence (Gerrard et al., 2018). Effective records management practices ensure that records 

are confidentially maintained, redundant records are destroyed, and records contribute towards 

sustaining service delivery (Jirata et al., 2018). The concepts of records storage and maintenance; 

access and security; and retention and disposal are discussed in the subsequent sections. 

2.3.1 Records storage and maintenance 

Records storage and maintenance plays a key role in ensuring that records remain accessible and 

usable for as long as they are required for business transactions and/or for research, evidential and 

historical purposes. Records storage means the placement of records according to plan, on a shelf 

or in a file drawer or saving an e-record (Read & Ginn, 2016, p. 118). International Council on 

Archives (as cited in Katekwe & Mutsagondo, 2017) opines that records maintenance involves 

retaining records for a period of time or for posterity as well as putting in place measures to retain 

their authenticity, reliability, integrity and usability. A quantitative study by Ali et al. (2021) 

assessed records storage and maintenance in Queensland state local councils in Australia. The 

study used questionnaires and found that out of 47 local councils, 42 (54.5%) indicated that cloud 

storage was not adopted, seven (9%) indicated that adoption of cloud storage was in pilot phase, 

23 (29.1%) indicated some cloud storage adoption, and five (6.5%) indicated full cloud storage 

adoption. The results show that there were no dedicated records storage facilities in most 

Queensland state local councils. However, these findings are in sharp contrast with those of a 

mixed methods study by Ali et al. (2020) which assessed information security risks in the cloud in 

Australian local government authorities. The results from interviews and questionnaires show that 

cloud computing was used for storing records and information in the Australian local government. 

This is evidenced by 369 (77%) participants who indicated that Cloud Service Providers (CSPs) 

and data centres provided greater records information security during data storage, and 360 (75%) 

participants pointed out that CSPs and data centres had effective back-up systems. These results 

are ascribed to Australia’s advanced technological developments which enabled the local 

government to use cloud computing effectively and efficiently in managing e-records. Relatedly, 

a quantitative study by Xiao et al. (2021) investigated the impact of indoor climate conditions in 

34 provincial, municipal, and district archives in Wuhan, China. It was found that 17 (50%) of the 

archives had protective devices for records from temperature and relative humidity; water 

protection, 15 (44.1%); fire protection, 15 (44.1%); dust protection, 15 (44.1%); ultraviolet 
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protection, 13 (38.2%); radiation protection, 12 (35.3%); earth quake prevention, 9 (26.5%); and 

harmful gas prevention, 9 (26.5%). Under the above controlled conditions, records were markedly 

protected from impact of severe in door climatic conditions, on the other hand, some records’ 

permanence was affected due to uncontrolled regime which they had been exposed to. 

Similarly, there are studies about Africa on records storage and maintenance. For instance, a 

qualitative study by Luyombya and Ndagire (2020) examined storage of digital records at Nansana 

Municipal Council in Uganda. It was revealed through interviews that, while having central 

repositories for paper records, ten government departments that participated in the study did not 

have central repositories for the storage of digital records. Digital records were stored in the 

business units whose functions generated the records. This entails that digital records at Nansana 

Municipal are not managed from a central point. A mixed methods study by Marwa (2015) 

investigated the preservation of records at Temeke Municipal Council (TMC), in Tanzania by 

using interviews, questionnaires and observation. The study found that offices were congested with 

files with some spreading on the floor. It was observed that all records offices lacked air 

conditioning machines and dehumidifiers to regulate the levels of both temperatures and relative 

humidity. These results clearly indicate that records at TMC were preserved in conditions that 

were neither controlled nor managed as required probably due to lack of resources. 

The studies reviewed show availability of literature on the topic under study. However, no known 

study on records storage and maintenance has been done at Kasungu Municipal Council and it is 

for this reason that this study investigates the storage and maintenance of records at Kasungu 

Municipal Council. 

2.3.2 Records access and security 

Records in local authorities must be protected to ensure that they remain accessible whenever they 

are required. As stipulated by ISO 15489-1 (2016), there should be a set of rules to identify rights 

of access and the regime of permissions and restrictions applicable to records. Records access 

involves the usage of controls to identify users and grant certain privileges to records, information, 

systems or resources (Franks, 2018). On the other hand, records security has been defined as “the 

quality or state of being secure or to be free from risk” (Whitman, 2015, p. 12). A study by Xiao 

et al. (2021) in China found that there were controls provided for records that are only accessible 

by authorised personnel as it was indicted that access control manners were accepted by 27 (79.4%) 
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of the 34 surveyed archives. Further, digital signature and identity authentication technology were 

used by 20 (58.5%) of the surveyed archives. It was also found that a total of 25 (72.8%) of the 

surveyed archives chose more than four backup methods. However, most archives backup data 

content only, ignoring the backup of applications and software and hardware systems. 

Additionally, methods used in accessing records included in-person access to records during 

business hours, where information seekers visit registry office during business hours and ask for 

records; in-person access to records by appointment, where information seekers book appointment 

from authorities before accessing records from the registry office; open access records requests; 

and online access. These results are ascribed to the fact that local authorities in China have 

provided a control mechanism which ensures a precautionary action so that records with sensitive 

information and confidential in nature are securely protected. Ali et al. (2021) also assessed records 

access and security in 47 Queensland state local councils in Australia. The study found that records 

in the local councils were being accessed through in-person access during business hours, in-

person access to records by appointment, and online access to digitised records. The results are 

attributed to that most repositories still maintained physical facilities offering physical access to 

records.  

In Africa, a study by Marwa (2015) also revealed that most records offices at TMC in Tanzania 

had grills on their entrances which were securely padlocked whenever the rooms were not in use. 

Some weaknesses, however, were observed as the study further found that windows to some 

records offices had no grills and some of the records were placed quite near these unsecured 

windows exposing them to vandalism and theft. Marwa (2015) further found that all records offices 

at the Council had no firefighting equipment such as fire extinguishers or sand buckets. The results 

show that the state of records security at TMC was not satisfactory and created loopholes that 

could compromise the security of records. 

A study by Malanga and Kamanga (2019) that used quantitative methods to investigate access and 

security of e-records at Karonga District Council in Malawi found that, 25 (44.6%) of the 

respondents said access to e-records was average, and that 29 (51.8%), indicated that e-records 

security measures were average. Average access to e-records at Karonga District Council signifies 

that some e-records are not readily accessible which makes it difficult for the Council to meet the 

requirement of Malawi’s Access to Information Act of 2017, Section 5 (1) which indicates that “a 
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person shall have the right to access information in so far as such information is required for the 

exercise of his rights, which is in the custody, or under control of a public body” (Access to 

Information Act, 2017, p. 5). The studies above indicate different records access and security 

measures applied in various local authorities. It was therefore imperative to investigate the records 

access and security measures being used at Kasungu Municipal Council. 

2.3.3 Retention and disposal of records 

Municipal Councils have different records retention and disposition periods. Records retention 

means methods and practices organisations use to maintain important records for a required period 

of time for administrative, financial, legal, and historical purposes (Franks, 2018). Records 

disposition, on the other hand, is the final destination of records after they have reached the end of 

their retention period in active and/or inactive storage (Read & Ginn, 2016, p.170). A qualitative 

study by Frings-Hessami and Oliver (2022) investigated retention and disposal of records in 

government departments including municipalities in Switzerland. It was found that there was no 

official policy to eliminate both paper and electronic records and that records were not regularly 

transferred to the state archives. The results were attributed to the fact that top management was 

not interested in pushing for change because records management issue was not considered 

important.  

Makgahlela (2021) used both quantitative and qualitative approaches to investigate the existence 

of records retention and disposal schedules in selected municipalities in Limpopo Province of 

South Africa. The study used questionnaires and interviews to collect data from 86 municipalities’ 

employees. It was found that 86 (100%) respondents indicated the availability of retention and 

disposal schedules in municipalities studied. However, the study further found that 68 (79%) 

respondents revealed that their disposal programme was not informed by retention and disposal 

schedules that were in existence. The above study results indicate that there is still a gap that needs 

to be filled on records retention and disposition in the studied municipalities. Similarly, a mixed 

methods study by Malatji and Marutha (2023) at Limpopo provincial government of South Africa 

revealed through document analysis that records retention and disposition schedule was available. 

It was further revealed that the schedule had symbols with various meanings such as “AP” meaning 

“records can remain in the custody of the body indefinitely”, “A” and “D” indicating “archive” 

and “destroy” respectively, and “A20” meaning “transfer to archives repository 20 years after the 

end of the year in which the records were created.” This shows that Limpopo provincial 
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government was organised in terms of records retention and disposition. In Malawi, such studies 

are not known, however, Access to information Act of 2017, Section 13 (3-4) indicates that every 

information holder shall maintain information for a period of seven years from the date which the 

information is generated by the institution or on which the information comes under its custody or 

control and at the expiration of seven years, the information holder shall transfer the information 

to National Archives (Access to Information Act, 2017). This study, therefore, intends to fill the 

gap by examining the retention and disposal of records at Kasungu Municipal Council. 

From the literature reviewed on records storage and maintenance; access and security; and 

retention and disposal, it could be concluded that records management practices in Africa is poor. 

This researcher does, however, take note of the trends that have taken place in some countries, 

particularly in South Africa, with regards to the improvement in records management practices. 

More research is needed to provide schedule and practical interventions to improve records 

management not only in municipal councils in Malawi but also other public offices across the 

world. This study intends to address this gap by answering the second research question: What are 

the records preservation strategies at Kasungu Municipal Council? 

2.4 Factors affecting records management practices. 

Records management in municipal councils can be affected by several factors. This section 

reviewed literature on some factors contributing to effective records management. These factors 

include staff training, infrastructure available for records management, staff training, 

organisational policy, organisational culture and top management support. 

2.4.1 Infrastructure available for records management 

Availability of infrastructure is another factor that contributes to effective records management. 

Xiao et al. (2021) found that some non-ICT infrastructure such as boxes, shelves, and metallic 

filing cabinets were available in all 34 surveyed archives in local authorities in Wuhan, China. 

Further, 30 (88.2%) of the surveyed archives were equipped with records management and 

information sharing systems such as Electronic Records Management System. These findings were 

attributed to the fact that China recognises the role records play in good governance. A related 

mixed methods study by Gupta and Bukhari (2022) investigated the availability of records 

management infrastructure at Jammu Region Local Authorities in India. It was found that both 

ICT and non-ICT infrastructure such as shelves, filing cabinets, Internet, computers, photocopiers, 
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and scanners were available. However, the results indicated that knowledge on the usage of the 

ICT-infrastructures was still limited. 

In Southern Africa, a mixed methods study by Motlhasedi (2022) used questionnaires, interviews 

and document analysis to investigate availability and condition of ICT facilities at Ministry of 

Local Government and Rural Development Department (MLGRD) in Botswana. The study 

revealed that there was poor network connectivity and obsolete hardware and software at MLGRD. 

Relatedly, a study by Kashaija (2022) found that computers, internet connection, printers and 

scanners were available at Singida Municipal Council but were found in few offices. There was 

lack of computers, internet connection, printers, and scanners in the records office. A study by 

Calvin (2018) found that non-ICT infrastructure such as boxes, shelves, metallic filing cabinets, 

open cupboards, and tables were available at Mbale Local Government in Uganda. Relatedly, 

Makgahlela (2021) also found that filing cabinets, shelves, and boxes were available in the selected 

municipalities in Limpopo Province of South Africa. The results show that both ICT and non-ICT 

infrastructures though available, are inadequate and are poorly distributed in some local authorities 

reviewed above.  

Though the studies reviewed above show availability of literature on records management 

infrastructure, no known study on the presence of records management infrastructure at Kasungu 

Municipal Council has been done, hence this study intends to fill that gap.  

2.4.2 Staff training 

Staff competency also pose as a challenge to efficient records management since organizational 

environments are ever changing, leading to the need for the staff to equip themselves with the 

relevant skills (Katuu, 2016). The relevant skills also affect the ability for the staff to plan, an 

important factor that affect effective records management. It is necessary to invest in staff 

education and training to encourage widespread adoption of good records management practices. 

Training and user education programs must be recognised as an integral, vital and ongoing 

component of an organisation records management framework (Lemieux et al., 2014; McAlearney 

et al., 2012). All staff, regardless of level, should be educated about the records management 

policies adopted by the organisation. Staff with responsibility for digital record-keeping in an 

organisation should be proactive in developing and delivering training to familiarise staff with the 

appropriate procedures for creating, managing and preserving records. According to McAlearney 
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et al. (2012), key topics to be covered by the employee training plan include the importance of 

records, employee responsibilities, the practice of capturing records in the organization's RMS, 

record security issues, and capturing appropriate records metadata.  

To ensure that the staff are aware of their obligations and that the organisation creates and 

maintains full and accurate records, active and sustained promotion of the importance of records 

management is essential. In addition, the records management training in the new employee’s 

onboarding plan is critical to the continued effectiveness of the organization’s records management 

education and communication strategies (Appiah et al., 2017). 

A qualitative study by Shepherd et al. (2019) investigated employees’ skills in records 

management in public sector including local government in England. The study found that the 

interviewed participants ranked themselves as highly skilled in records management activities such 

as records organisation, appraisal, access, survey, retention, and disposition. The results are 

attributed to the fact that local authorities in England took different radical approaches to deliver 

open data function to the public. Similarly, a qualitative study by Gibbons and Douglas (2021) 

found that adverts for records management personnel in Australian public authorities including 

local authorities required employees to have qualifications such as certificate, diploma and degree 

in records and archives management or information sciences. 22 Further, employees were 

supposed to be skilled in records organisation, appraisal, survey, records registration, filing, 

retention, digitisation, preservation, and disposition. These findings were attributed to the 

investment the records management professional associations had made in developing 

competencies of staff to support accredited education and training in records and archives 

management.  

A qualitative study by Netshakhuma (2019) used interviews and document analysis to investigate 

employees’ possession of records management skills at Mpumalanga Provincial Government 

Municipalities, South Africa. The results indicated that most of the archivists and records managers 

lacked skills in systematic observation and documentation, file formats and application, 

conducting records appraisals in the electronic environment, digital preservation, migration 

between operating systems and across hardware, disaster preparedness, metadata standards 

(technical, administrative, structural, descriptive) among others. The results entail archivists in 

Mpumalanga Provincial Government Municipalities lacked proper training in records and archives 
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management. Similarly, a qualitative study by Sigauke (2022) examined skills of employees in 

digital records environment in the public sector in Manicaland Province of Zimbabwe and found 

that all 27 (100%) respondents interviewed indicated that they lacked the practical skills required 

in the creation, capture, metadata management, classification, storage, disposal, and preservation 

of digital records as well as basic ICT skills required in the management of digital records. These 

results are attributed to the fact that employees at Manicaland Province did not receive any training 

in records management. On qualifications of records management staff, a study by Thanye et al. 

(2015) at Gaborone City Council indicated that five technicians (55.5%) had diplomas in records 

and archives management, three (33%) were artisans holding certificates in records and archives 

management, and one (11%) had a degree in library and information studies. These results imply 

that some staff members managing records in the above studied departments did not have the 

competencies required for records management. These studies indicate the availability of literature 

on competences of records staff in records management practices, however, no known study has 

been conducted at Kasungu Municipal Council on this topic. It was therefore imperative to 

investigate staff skills of those managing records at Kasungu Municipal Council 

2.4.3 Organisational policies 

Policies and procedures for managing digital records are an important element of a digital records 

management framework (Svard, 2013). The policy defines the method for the organization to 

manage records and provides the high-level management authority necessary for the 

implementation of the framework. The procedure describes how the policy is implemented and 

provides clear instructions for its practical application. Where necessary, policies and procedures 

can be supplemented with guidelines to provide additional instructions and guidance (Katuu, 2015; 

Wamukoya, 2015). Policies, procedures and guidelines should be developed to suit the 

organisation’s size, complexity, corporate culture and structure. A small organisation, for instance, 

may have a single policy covering the management of all records. Larger agencies may have 

multiple policies covering specific areas of records management, such as electronic messages, 

preservation of digital records, web-based digital records and digital records security (Lemieux et 

al., 2014).  

The organisation’s IT environment should also be considered – for example, how many systems 

currently exist that have potential for integration? What types of records are generated (e.g. data 
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sets, spreadsheets, messages, images), whether staff work from the hard drive, shared folders or 

through an interface to multiple storage facilities? (Brooks, 2019; Mcleod & Hare, 2010). 

Considering these issues will help organisations choose a records management solution and 

develop and implement effective policies and procedures. According to Mosweu et al. (2017) and 

Kwatsha (2010), some of the issues that may be covered by policies, procedures, and guidelines 

may include establishing and managing an organization's electronic workspace; developing and 

implementing document and directory naming conventions; assigning responsibilities to specific 

personnel or departments; establishing a system to capture digital records in company records; 

establishing conditions for the use of electronic information systems; including private use by 

employees; implementing security and access control measures; coordinating file storage and 

disposal and aligning ICT management procedures with digital records management best practices. 

The policies should clearly define retention procedures and measures for records as excessive 

retention of records will more likely cause difficulties in retrieving records and may result in space 

problems. Adherence to these policies should be continuously monitored and the policies should 

be reviewed on an annual basis (Brooks, 2019; Katuu et al., 2015). 

2.4.4 Organisational culture 

The culture of keeping records and storing information properly in an organization has become 

critical not only for historical purposes, but more important for current and future management 

and policy making (Katuu, 2015). Records are used as a tool to understand the organization and 

as a basis for guiding employees towards best practices and ways of doing things. 

Organizational culture can manifest itself at different levels within an organization: at an enterprise 

level, at a business group level and even amongst different occupational groups (Nassar et al., 

2017). Therefore, it is important to recognise that there are multiple subcultures operating within 

an organization. In addition to the group level, culture is also reflected at the individual level. This 

is so because employees working in the organization also have their own unique experiences, such 

as their education and professional training and previous experience using RMS (Kwatsha, 2010). 

As such, these individuals do not passively accept an organization’s policy and procedure in terms 

of using RMS. Individuals also actively interact with the RMS and this, in turn, influences the way 

they perceive the technology. They also influence their colleagues’ perception of the RMS (Katuu, 

2016). Archivists and records professionals thus have to adopt a multi-pronged approach to work 
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within the culture of the various groups operating at different levels of an organization. They also 

have to understand employees’ experiences, assumptions and beliefs of a given RMS and 

technology at an individual level (Joseph et al., 2012). 

2.4.5. Top management support for records management 

According to literature, another factor that contributes to effective records management is top 

management support. Phiri and Tough (2018) specified the concept of management support into 

four sections: Firstly, provision of specific budget lines for records management activities, 

secondly, effective endorsement of records management projects, thirdly, approval of formal 

policies for records keeping, and fourthly, funding of specialist records keeping training. A study 

by Xiao et al. (2021) in provincial, municipal, and district archives in Wuhan, China noted some 

positive aspects of senior management support towards records management, projects being 

directly instigated and funded, as well as records management practices changes proposed by 

information mangers being facilitated. This was attributed to the fact that records management 

activities were deemed as front-line issues in China. A study by Gupta and Bukhari (2022) at 

Jammu Region Local Authorities in India found that there was lack of senior management support 

which hampered the endorsement of policies, the instigation of records management training, and 

the initiation of electronic records management strategies. Lack of management support was 

attributed to India’s less attention towards records management activities. Some studies have 

indicated that top management in some institutions were not adequately financing records 

management programmes. Gupta and Bukhari (2022) found that local authority archives in India 

did not have adequate funding. Similarly, Mukred et al. (2016) found that financial support was 

lacking amongst the public institutions including local authorities in Yemen. The results further 

indicated that there was a lack of incentive payments and the financial resources to secure 

infrastructure and equipment, technical assistance, and maintenance. This shows why there was 

slow adoption of ICTs and low records management standards and practices in public institutions 

in Yemen. In Africa, a mixed methods study by Ongwenyi et al. (2018) that used both 

questionnaires and interviews on 22 Nairobi City County employees in Kenya found that top 

management support on the use of ICTs to support management of records at Nairobi City County 

was poor. These results show that departments in Kenyan counties do not accord records 

management the status it deserves. Bakare et al. (2016) also assessed funding for local government 

councils in Nigeria and found that the problem of inadequate finance was most pronounced in 
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Sagamu 24 (38.1%), followed by Remo North 10 (25%) and then Ikenne 15 (21.3%) respectively. 

This was attributed to the absence of a management plan for funding records management 

activities. Poor funding 25 was also observed in various studies (Edmond, 2015; Makwae, 2021; 

Makgahlela, 2021). Poor funding of records management activities in the studies above negatively 

affected records management practices. 

Table 2.1: Mapping variables from literature against objectives  

Research Objectives Variables being 

addressed 

Source of variables Sources of 

literature 

To identify types of 

records at KMC 

Electronic records like 

email,  

Paper based records; 

papers, photographs, 

books, policies or 

procedures 

Firm based records 

 

Literature reviewed Aitchison (2010), 

Suber (2012), 

Marsh (2015), 

Phiri (2015), 

Unegbu and 

Adenike (2013) 

To determine records 

preservation strategies 

at KMC 

 

Preservation, 

Intellectual control, 

Access, Standards, 

data format, 

preservation activities, 

Storage facilities, 

destruction, 

disposition. 

Literature  reviewed Kemoni (2007), 

Kalusopa and 

Ngulube (2012), 

Yunus and Ariffin 

(2013), Akuffo 

and Adams (2016), 

(Florida 

Department of 

State Division of 

Library and 

Information 

Services 

[FDSDLIS], 

2010). 
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To ascertain factors 

influencing records 

management practices 

at KMC 

 

Challenges, skills, 

ethical issues, legal 

issues, funding, lack of 

rewards and 

recognition, ICT 

infrastructure, 

recordkeeping 

 

Literature reviewed Kalusopa and 

Ngulube (2012), 

Wamukoya and 

Mutula (2005), 

Mampe and 

Kalusopa (2012), 

Ngulube and Tafor 

(2006), 

Muchaonyerwa 

and Khayundi, 

(2014) 

 

2.5 Chapter summary 

The review of relevant theoretical and empirical studies provided a broader understanding of the 

research topic. It presented an impression that there are common records across different public 

institutions in Africa and decision making is rarely based on these common records. The 

remarkable difference was how such records are properly managed to form part of long-term 

institutional memory, which gives public institutions a competitive advantage. It also reviewed 

global trends in records management practices. The general overview is that public institutions in 

the developed world successfully implemented records management processes. In Africa, few 

cases were noted where records management practices were implemented amid some challenges. 

The chapter also illuminated consistent factors that influence the implementation and sustainability 

of records management practices in public institutions. Perhaps, owing to the socio-economic and 

political similarities in public institutions, there had been a common profile of the factors 

impacting records management practices in the literature. The next chapter covers the theoretical 

framework of the study.  
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CHAPTER THREE 

THEORETICAL FRAMEWORK 

 

3.1 Introduction 

A theoretical framework is the structure that can hold or support the theory of a research study 

(Cresswell, 2014). The theoretical framework introduces and describes the theory which explains 

why the research problem under study exists. The theoretical framework is the foundation from 

which all knowledge is constructed (metaphorically and literally) for a research study (Ahmed et 

al., 2014; Glik et al., 2006 & Iivari, 2005). It serves as the structure and support for the rationale 

for the study, the problem statement, the purpose, the significance, and the research questions. The 

theoretical framework provides a grounding base, or an anchor, for the literature review, and most 

importantly, the methods and analysis (Katuu, 2016; Vinet & Zhedanov, 2011). Without a 

theoretical framework, the structure and vision for a study is unclear, much like a house that cannot 

be constructed without a plan. By contrast, a research plan that contains a theoretical framework 

allows the dissertation to be strong and structured with an organised flow from one chapter to the 

next (Eaves, 2014; Hickson et al., 2016). 

For purposes of this study, the Records Continuum Model was used to inform the research 

objectives. Primarily, two popular theoretical frameworks have dominated empirical studies in 

records management, namely: records life cycle and records continuum model (Seniwoliba, 

Mahama & Abilla, 2017).  

3.2 The Records Lifecycle Model 

Records Life Cycle Model (RLCM) was developed by Brooks and Leahy in 1930s in the USA 

(Chaterera, 2016). Using a birth-to death analogy, the RLCM describes the records as passing 

through a series of stages (Mutsagondo, 2021). Thus, the keeping and management of records is 

often organised around a life cycle that all records should follow (Seniwoliba et al., 2017). The 

RLCM sees records as passing through three clear stages: active, semi-active, and nonactive, 

where the active stage involves the generation, dissemination and use as well as storage and 

maintenance of a record (Mnjama & Lowry, 2017). Similarly, records in the municipal councils 

are born (creation phase), live (maintenance and use phase) and die (disposition phase). Most 

lifecycle models aim to show a progression of actions taken at different times in the life cycle of a 
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record, typically, its creation, capture, storage, use and disposal. Other scholars such as Shepherd 

and Yeo (as cited in Phiri, 2016) indicate that some writers showed the life of records as a linear 

progression while others describe a loop or a circle. Figure 3.1 illustrates the RLCM adopted from 

Luyombya and Ndagire (2020). This RLCM is aimed at showing actions taken in the life of a 

record; typically, its creation, distribution, use, maintenance, and disposition. Creation, which is 

the first phase of a record life cycle, occurs when records are received or created. In the context of 

this study, the creation phase of records in the municipal council is when records are created or 

received in various council departments. This also involves the sorting and filing of records.  

 

Figure3.1 Records Life cycle  

The second phase in RLCM is that records will be distributed to the persons responsible for their 

use. In the second stage, the records are distributed and stay in an active period while they have 

maximum value and are used or referred to frequently by the creators and others responsible for 

decision making (Mcleod & Hare, 2010). During this time, the records are stored on-site in the 

active and current storage facilities of the creators, after being sorted as per the parameters and 

schedule of the record management system they belong to for easy access and retrieval. In other 
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words, this stage is more concerned about managing the record. It includes both internal and 

external distribution (McKemmish & Piggott, 2013). 

The third phase is use. This phase is concerned with how the records are distributed internally and 

its effect on all or a segment of the operations of the organisation (Mcleod & Hare, 2010). A 

municipal council will use the records in decision-making and meeting legal requirements by 

referring to them in answering queries.  

Maintenance (fourth phase) of the records will be required while records are in use and afterwards 

(Makgahlela, 2021). Since recording is active, data integrity must be maintained at all costs. The 

first step is to ensure that the document storage method is reliable and organised in such a way that 

records can be easily accessed throughout as required (Ravenwood et al., 2015). Also, the storage 

method should be well protected as well. This can include protecting documents and servers, just 

to mention a few. When considering maintenance, another important aspect is the creation of usage 

logs for all parties that have access to all these records (McKemmish & Piggott, 2013). A municipal 

council will protect the records against both environmental and human interferences so that the 

information they carry is secure. Council will then store the records to preserve their integrity. 

At the disposal phase, most records are retained and must be available for approximately seven 

years before they are destroyed. At the disposition stage, records may be reviewed and determined 

to have no further value (Mcleod & Hare, 2010). At this point the record is destroyed or may be 

relegated to semi-active status, which means it still has value but is not needed for day-to-day 

decision making and is stored in an off-site storage facility as it is not consulted regularly. 

Retention periods for off-site storage are defined by an organization’s specific retention schedule. 

A retention schedule is a document that spells out what kind of information the company has and 

how long to keep it (Erdélyi et al., 1975; Higgins, 2008; McKemmish & Piggott, 2013). The 

municipal council will destroy some records in accordance with consistent and documented 

disposal procedures while those to be stored longer, such as policies and contracts, will be 

transferred to the archives by following archival procedures. A municipal council that applies 

RLCM can easily determine whether the procedures required to manage records are developed. 

However, RLCM’s major shortcoming has been its inability to accommodate e-records 

(Makgahlela, 2020). RLCM was used in other similar studies, such as legal frameworks for 
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personnel records management in support of accountability in devolved governments: A case of 

Garissa County Government (Makwae, 2021), and enhancing service. 

3.2.2 Strengths of the Lifecycle Model 

The lifecycle concept is important as it prevents vast quantities of inactive records clogging up 

expensive office space, making it virtually impossible to retrieve important administrative, 

financial and legal information. Such situations would undermine the accountability of the 

organisation and endanger proper organizational decision making. Without a management 

programme that controls records through the earlier phases of their lifecycle, those of archival 

value cannot be identified and safeguarded so that they can take their place in due course as part 

of organisational memory (Moseti, 2016).  

The lifecycle concept is a popular model and it is used in many health and government related 

studies. Alegbeleye and Chilaka (2019) used this model in a study to establish challenges being 

faced by the Ministry of Health in Nigeria and suggested how records management practices can 

be enhanced by use of best practices at the ministry. Among the challenges being faced were the 

constant misplacements or missing of the records at the government ministry (Alegbeleye & 

Chilaka, 2019). Government’s institutions require records for the necessary information in running 

programmes effectively. Records enable government institutions make sound decisions, 

administer programmes and provide continuity with past operations. Records ensure government 

and its officials are held accountable in the long run (Chaterera, 2016; Oyaro, 2013 & Plaček et 

al., 2020). Government related records may be mostly more likened to a living organism which 

suits the lifecycle concept in studying them as they are not continual in their nature (Svard, 2013). 

3.2.3 Weaknesses of the Lifecycle Model 

The concept of a life cycle has been at the core of most records management systems. The activities 

of records management systems are developed upon this concept, which has several phases that 

explain the stages or status of records, from creation through use and maintenance to ultimate 

disposal. However, it has been argued that the life cycle concept is more relevant to paper-based 

records management systems (Kemoni, 2009; Manikas, 2015). The concept is said to be 

inadequate when applied to electronic records, where records are unlikely to reach a definite 

inactive point but are instead migrated into new formats following developments in technology 

(Voutssas, 2012). Electronic records always need to be transacted, migrated and converted by 

hardware and software in order to be readable by their creators and users. The concept is therefore 



 

25 
 

generally inappropriate for technology-generated records (Groenewald & Breytenbach, 2011; 

Molloy, 2015).  

In evaluating the weaknesses of the Lifecycle model, Wood (2012) pointed out that with the rapid 

changes in technology, the records are more likely to be converted or transformed into other 

formats. The concept of a Records Continuum was subsequently encouraged in the records 

management field as it addresses the management of both paper-based and electronic records. 

While Kasungu Municipal Council generates both paper-based and electronic records, the majority 

of its records are in electronic formats. As such, the life cycle concept may not fully address the 

practical business need of KMC. The theory was therefore not adopted for this study because it 

does not provide clear guidelines in the hybrid records environment. 

3.3 Records Continuum Model 

To successfully operationalise the research phenomenon, the study was underpinned by the Record 

Continuum Model (RCM). The major reason for its adoption is that it adequately addresses both 

paper and electronic records management issues (Musembe, 2016). The model is presented in 

Figure 3.2 below.   
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Figure 3.2 The Records Continuum Model  

The model was developed in Australia by Frank Upward in the mid-1990’s (Musembe, 2016). It 

is a consistent and coherent framework of records management processes or best practices from 

the time of records creation to disposition. It aims to be an all-encompassing framework that 

demonstrates the records keeping process in four dimensions: create, capture, organise, and 

pluralise; that is to make available as evidence of collective memory (Soyka, 2015).    

It can be argued that the best practice behind the Records Continuum Model is the integrated 

approach used for managing records and archives. Records managers and archivists are brought 

together in an integrated recordkeeping framework, to guarantee the reliability, authenticity and 

completeness of the records. The framework provides common understandings, consistent 

standards, unified best practice criteria, interdisciplinary approaches, and collaborations in 

recordkeeping and archiving for the paper and digital worlds (Kulcu, 2009).  In addition, Matangira 

et al. (2013) reckon that records need to be systematically and continuously managed in an 

integrated manner as underpinned by the Records Continuum Model in order to effectively support 

strategic business objectives of the institution. There are four dimensions of the Records 

Continuum Model namely, create, capture, organise and pluralise (Duffus, 2017). 



 

27 
 

3.3.1 Create 

Creation is the first dimension of the Records Continuum Model. Creation involves the actors who 

do the acts such as decision making, communication, the documents which record the acts and the 

representation of that transaction embodied in the document (McKemmish & Piggott, 2013). The 

continuum model tries to identify those accountable acts and creates reliable evidence of such acts 

by capturing records of related and supporting transactions (Higgins, 2008). In practice, the create 

dimension relates to the event when a customer receipt is printed as a record of the commitment 

to fulfil, and when it is stamped and handed to a customer as a record of actual payment. At this 

point, the document, not a record, is created. As for the KMC, the create dimension accommodates 

activities such as cash receipts and printouts every time a customer shows up to settle an 

outstanding payment for city rates. 

3.3.2 Capture 

Capturing is the second dimension, and it encompasses the personal and corporate RMS designed 

to capture documents to support their function to act as evidence of the social and business 

activities of the units responsible for the activities (Henderson & Waller, 2016; Of et al., 2013). 

The capture dimension encompasses the establishment of a record from the document which was 

created in the first dimension. In other words, the capture dimension relates to the event when the 

receipt is kept (as a record of the payment), perhaps put aside to be included in the organisational 

collection of memorabilia and not directly discarded after the expiry of the transaction period the 

payment was required. Organization refers to the event of saving the receipt as a part of an 

organisational archive together with other documents (Yeo, 2011).    

3.3.3 Organise 

The third dimension is organise, which encompasses the organisation of record management 

processes and investing the record with explicit elements needed to ensure that the records are 

available over time (Yunus & Ariffin, 2010). It focusses on the manner in which an individual or 

corporate body develops and defines its record management regime and, in so doing, forms the 

archive as the memory of its business or social functions. In this dimension, the records are 

arranged so they can be archived (Joseph et al., 2012). 
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3.3.4 Pluralise 

Pluralise is the fourth dimension which is concerned with the way the records and archives are 

brought into an encompassing framework to provide a collective social, historical and cultural 

memory for institutional, social purposes and roles of individual and corporate bodies (Dikopoulou 

& Mihiotis, 2012; Lemieux et al., 2014). The pluralise dimension relates to the phase when the 

archive is opened for other uses, and for instance, when other departments or people are granted 

access to consult the archive for some specific activity, such as accountants trying to do some 

reconciliations (Öberg & Borglund, 2006).   

The Records Continuum Model does, however, go one step further to address the continuum of 

individual processes (Svard, 2013). Therefore, it is suggested that the Records Continuum Model 

and a somewhat more generic continuum thinking can function as a basis for a better understanding 

of the complexities of organisational information management. In contrast to the original Records 

Continuum Model, an organisational information management aware of continuum model needs 

to address the plurality of the nature of documents (records) and their use (that is, beyond 

evidentiality). Whereas records continuum focuses on a specific genre of documents, 

organisational information management is essentially not only concerned with documents as 

evidential, transactional and contextual, but also informational and topical artefacts (Yunus & 

Ariffin, 2010). In the Records Continuum Model, the four axes represent the broadening context 

of the evidentiality and transactionality of records, recordkeeping containers and identity of the 

authorities of their origin. A broader continuum model for organisational information would need 

to implement additional axes for capturing any additional contexts of relevance specific to the 

organisational information (Alegbeleye & Chilaka, 2019; Mcleod & Hare, 2010). In the context of 

customer information management, a cash receipt is not merely a piece of evidence of the payment 

for an outstanding bill, but it can also be a reminder that the customer once lived in the premises 

under the address on the receipt; it might state additional details of the premises and help the 

customer to cherish other memories associated with the once occupied premises. The Records 

Continuum Model has informed a number of studies in the records and archival domain. 

Svard (2013) in his study in Swedish municipalities used the Records Continuum Model to explore 

broader perspectives of preservation of digital information, the set of processes, strategies and 

tools used to store and access digital data for long periods of time during which technologies, 
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formats, hardware, software and technical communities are very likely to change. The study was 

aimed at establishing whether the Records Continuum Model could be used to mitigate the long-

term preservation challenges and facilitate the information open governance structure in some 

Swedish government institutions (Svard, 2013). The municipalities under the study were found to 

be facing challenges of lack of long-term information management policies, enterprise structure, 

disparate information systems, collaboration and system integration. In Sweden, the open 

governance is aimed at according the public and the media access to government information and 

in the process enforce the culture that public information is managed in a manner that promotes 

efficiency and transparency, a requirement that is shared with public institutions like the KMC in 

Malawi (E-transactions Act -Malawi, 2016; Vinet & Zhedanov, 2011).  

Phiri (2016) also used the continuous record model to critically explore the value assigned to the 

record management plans in the organizational strategy where governance, auditing and risk are 

important issues, particularly in universities in Sub-Saharan Africa. The studies showed that any 

organization can gain significant benefits from the implementation of good records management 

practices, such as facilitating the completion of organizational tasks and improving organizational 

efficiency. The KMC generates many records in its activities that support the provision of potable 

water in its service areas hence these findings could be beneficial to it as well (Koltay, 2016; Phiri, 

2016).  

Munetsi and Khayundi (2005) too used the continuum concept to investigate the feasibility of 

digital records management in the Office of the Prime Minister (OTP) in the Eastern Cape Province 

of South Africa. The study revealed that OTP had taken significant steps to establish records 

management practices, but still faced many challenges when using EDRMS. The lack of skills and 

abilities of the staff greatly affected the use of the new system. It also noted resistance in adopting 

the new records management system, and it recommended the provision of training related to 

records management to employees (Munetsi & Khayundi, 2005). Some suggestions were also 

made to improve the security of records and promote the preservation of digital records in 

institutions. KMC being an institution in a country less developed than South Africa, in the same 

Sub-Saharan Africa may likely face similar challenges that were noted in such a government 

established office in the Republic of South Africa (Borglund & Engvall, 2014; Frank, 2020).  
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Soyka (2013) used the Records Continuum Model in a study on the behaviour of the administrative 

team for an online forum for active US military officers, how they were influencing and 

representing the community using the records created and accumulated on the forum. The main 

aim of the study was to understand how the records continuum highlights, reveals, or obscures the 

qualities associated with understanding the communal co-creation of records (Phiri, 2016; Vinet 

& Zhedanov, 2011). A key finding was that the implicit and inherent value in creating community 

records was either hidden, not measured, or not clearly seen through the use of the continuous 

approach. This signified that the Records Continuum Model creation process does not affect the 

future understanding of the situated context of the created records. This is important for an 

organisation like KMC as it guarantees that the records being created currently will remain 

informative at any point in the future (McKemmish & Piggott, 2013; Ravenwood et al., 2015; 

Vinet & Zhedanov, 2011).  

Appiah et al. (2017) conducted a study to examine the relationship between corporate governance 

and records management in private and public hospitals in Ghana. The research was based on the 

triangulation of the Record Continuum and Stakeholders’ theories. The main finding of the study 

was that the hospitals produced different types of records during their business activities, but the 

existing record management standards, practices, and systems were insufficient, weakening the 

contribution of records in supporting the governance function in the hospitals. It also revealed the 

strong relationships between corporate governance and records management (Appiah et al., 2017; 

Ravenwood et al., 2015). These results strongly suggest that for institutions like the KMC, good 

records management practices have a direct positive influence on their corporate governance.  

3.3.5. Strengths and weaknesses of the Records Continuum Model 

The strength of this model is that it perceives each stage in the records management processes as 

multidimensional (Seniwoliba et al., 2017). It further suggests that the management of records is 

not time based or sequential. It also views the actions on the records management as seamless and 

simultaneous (Azameti & Adjei, 2013; Seniwoliba et al., 2017). In other words, the model is an 

extension of the Life Cycle Model (Williams, 2006). Finally, the Record Continuum can be 

operationalised in both paper-based and e-records environment (Moloi & Mutula, 2007). As a 

weakness, the literature only specifies that the model proves efficient only when there is a high 

level of collaboration between records managers and records archivists. Otherwise, records may 
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get lost in the subsystems due to lack of records management and archival knowledge on the part 

of corporate information systems designers (Seniwoliba et al., 2017). 

Amongst the two concepts, the continuum concept is the best practice for managing both electronic 

and paper records when the aim is to improve responsiveness, increase efficiency, and satisfy 

users’ requirements. The Records Continuum Model’s ideal integration can be viewed as the best 

framework for managing records in a broader context of archival science to connect the past to the 

present and the present to the future (Mcleod & Hare, 2010).  

Being a public institution, KMC is required to have its records accessible by the general public 

(should there be such a need) for as long as the organisation exists. In addition, the institution is 

expected to make sound and informed decisions based on the trends of information in the records 

that it generates in its routine operations in order to project magnitude of future demands in its 

service areas.  With these requirements, the record continuum approach is more ideal to address 

the public’s need to access information at any given time and the building of a strategic 

organizational memory for long term decision making, hence the researcher’s use of the Records 

Continuum Model (Yeo, 2011). 

3.3.6 Linking the records continuum elements to the records management practices 

• Create: this is where documents are drawn and received in the post. The first dimension of 

the Records Continuum Model (2016) is the creation of records, and it is from this 

dimension that the types and forms of records are understood (Musembe, 2016). It demands 

that evidence of the business transaction, and that the originality of the records should be 

easily traced. For better records management practices.  

• Capture: In the “capture” (capture and classification) dimension, an organisation enters 

records into its record keeping system where they are kept as evidence of some transaction 

that took place during their creation (Joanne, et. al., 2017). Records are supposed to be 

captured as part of evidence of the activity that contributed to their creation. Capturing of 

records requires personal and corporate recordkeeping systems, which capture documents 

in a context that support their capacity to act as evidence of the business activities of the 

units responsible for the activities (Musembe, 2016). 

• Organise: records are organised and managed as evidence of their functions. Organisation 

of records and archives as portrayed in the third dimension of the Records Continuum 
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Model (2016) entails proper storage facilities or equipment. There is need for better storage 

facilities in order to enable platforms to organise records created. 

• Pluralise: where documents, as records schedules for permanent preservation constituting 

evidence of their creator’s or accumulator’s activity, are consulted by internal and external 

users 

The constructs/variables of the Records continuum model are matched with the research questions 

of the study in order to conceptualise such variables and provide a basis for understanding the 

dynamics of the theme of the study as illustrated in Table 3.1. 

Table 3.1: Mapping research questions with variables of the theoretical model  

Research questions  
Variables being 

addressed 
Sources of variables 

What are the records created, 

captured, or received at 

Kasungu Municipal 

Council? 

Create, evidentiality, 

activity, transactionality 

 

Archive 

Records Continuum 

 

 

 

 

Literature reviewed 

What are records 

preservation strategies at 

KMC? 

Create, capture, 

organisation, pluralization, 

storage, retention, 

preservation, security, 

disposition.   

 

Responsibilities 

Records Continuum,  

 

 

 

 

 

Literature reviewed. 

 

What are the factors 

influencing records 

management practices at 

KMC? 

Recordkeeping containers, 

benefits, management 

commitment, ICT 

infrastructure, policy and 

legislations, resources, 

Records Continuum 
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challenges, identity, 

actors, knowledge, skills, 

competencies  

 

Top management support, 

staff training 

 

 

 

 

Literature reviewed. 

 

3.4 Chapter summary 

The chapter has presented and comparatively discussed two common theoretical frameworks in 

records management. They act as benchmarks to uncover gaps in records management practices 

in academic institutions of higher learning. The chapter also justified the adoption of the Records 

Continuum Model owing to its suitability in the hybrid records environment. For clarity, the 

research questions that addressed the topic of study were matched with the variables of Records 

Continuum Model. The next chapter covers the research methodology.   
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CHAPTER 4 

 RESEARCH METHODOLOGY 

4.1 Introduction 

Research methodology is the specific procedures or techniques used to identify, select, process, 

and analyse information about a topic (Langkos, 2014). It offers the theoretical underpinning for 

understanding which method, set of methods, or best practices can be applied to a specific case to 

calculate a specific result. It encompasses concepts such as paradigms, theoretical models, phases, 

and quantitative or qualitative techniques (Igwenagu, 2016). The methodology as a field or section 

of research warrants the researcher to explain different steps generally taken to study a research 

problem. Hence, the scientific approach which is adopted for conducting research is called 

methodology (Mishra & Alok, 2017). This section allows the reader to critically evaluate a study’s 

overall validity and reliability (Langkos, 2014). In brief, this study outlined the philosophical 

perspectives, research design, research method, target population, sampling techniques, data 

collection methods, and ethical considerations. 

4.2 Research paradigms 

The research paradigm is also known as research philosophy. It refers to a system of beliefs and 

assumptions about the development of knowledge (Rehman & Alharthi, 2016). The assumptions 

inevitably shape a researcher’s understanding of the research questions, the methods used and 

interpretation of the findings (Saunders, 2009). A well-thought-out and consistent set of 

assumptions will constitute a credible research philosophy, which will underpin methodological 

choice, research strategy and data collection techniques and analysis procedures (Saunders, 2009). 

There are a number of common theoretical paradigms that dominate the research discourse in the 

social sciences, namely: positivism, post-positivism, interpretivism, and pragmatism (Creswell, 

2014).   

4.2.1 Positivism  

It takes the view that there is a single reality that can be measured and known, and it uses 

quantitative method to measure the reality (Rehman & Alharthi, 2016). It claims that the social 

world can be understood objectively. In this research philosophy, the researcher is an objective 

analyst (Zukauskas et al., 2018). Positivism entails working with an observable social reality to 

produce law-like generalisations. It promises unambiguous and accurate knowledge. The focus is 
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on the strictly scientific empiricist method designed to yield pure data and facts uninfluenced by 

human interpretation or bias (Saunders, 2009). The study did not adopt positivism as a research 

paradigm because it does not adequately underpin the mixed method design.   

4.2.2 Interpretivism   

It views knowledge as socially constructed multiple realities and there is no single truth to it 

(Creswell, 2014; Rehman & Alharthi, 2016). Interpretivism uses qualitative method to understand 

multiple realities. Interpretivism emphasises that humans are different from physical phenomena 

because they create meanings. This philosophical worldview is underpinned by the argument that 

human beings and their social worlds cannot be studied in the same way as physical phenomena 

and that therefore social sciences research needs to be different from natural sciences research, 

rather than trying to emulate positivism.  This embodies the purpose of creating new, richer 

understandings and interpretations of social worlds and contexts (Saunders, 2009). The study did 

not adopt interpretivism as a research paradigm because it does not address the research problem 

from a dual methodological perspective of quantitative and qualitative methods.   

4.2.3 Pragmatism   

It takes the view that accommodates both positivism and interpretivism/social constructivism 

(Kaushik & Walsh, 2019). A major underpinning of pragmatist epistemology is that knowledge is 

always based on experience. Perceptions of the world are largely influenced by our daily social 

experiences (Creswell, 2014). Pragmatism asks the researcher to engage two different approaches 

to inquiry than assigning positivism and constructivism in two different ontological and 

epistemological perspectives (Creswell, 2013). Pragmatist research philosophy deals with the 

facts. It claims that the choice of research philosophy is mostly determined by the research 

problem. In this research philosophy, the practical results are considered important. Pragmatism 

offers researchers freedom of choice. They ought to choose the methods, techniques, and 

procedures that best meet their needs and scientific research aims. In other words, there is no 

absolute unity under the lens of pragmatism as a philosophical worldview (Zukauskas et al., 2018).   

 

Following theoretical and empirical studies reviewed by Doyle et al. (2009) in research 

methodology, their shared views on pragmatism posit that purists’ view of the dichotomy between 

positivist and non-positivist philosophies are prevalent. However, mixed methods allow 
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researchers to overcome this false dichotomy. The philosophical underpinning of pragmatism 

allows and guides mixed methods, which help researchers use a variety of approaches in answering 

research questions that cannot be addressed using a singular method. The study adopted 

pragmatism as a philosophical lens that underpinned the research design. This research paradigm 

enables the researcher to understand concepts of records management practices from a pluralistic 

point of view in the perspectives of quantitative and qualitative approaches. 

4.3 Research site 

The study was conducted at Kasungu Municipal Council in Kasungu, Malawi. 

4.4 Research design 

Research designs are types of inquiry within quantitative, qualitative, and Mixed Methods 

Research (MMR) approaches that provide specific direction for procedures in research (Cohen et 

al., 2018). Quantitative research designs provide a numeric description of trends, attitudes, or 

opinions of a population, examples being survey and experimental designs (Creswell, 2014). 

Quantitative designs were not adopted because the study used MMR designs. Qualitative research 

designs focus on the contexts and meaning of human lives and experiences for the purpose of 

inductive or theory-development driven research, and examples include narrative, 

phenomenology, grounded theory, ethnography, and case study (Cohen et al., 2018). These 

qualitative designs were not employed as this study used MMR designs.  

MMR designs are ones in which the investigator collects and analyses data, integrates the findings 

and draws inferences using both quantitative and qualitative approaches in a single study 

(Creswell, 2014). MMR uses designs such as explanatory sequential where quantitative data are 

usually collected first, followed by qualitative data to explain the quantitative data; exploratory 

sequential where qualitative data are usually collected first typically with a small sample, with 

quantitative data from a larger sample used to generalise the findings; embedded where each 

research question requires both quantitative and qualitative data, and qualitative data may be added 

to quantitative data; and convergent parallel design where both quantitative and qualitative data 

are collected independently and in parallel with each other, and then they converge, yielding 

triangulation of data and offering complementary data on the topic in question (Cohen et al., 2018). 

Convergent parallel design was used in this study by converging quantitative and qualitative data 
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collected from Kasungu Municipal Council staffs to provide comprehensive results and integrate 

the information in the interpretation of the final results. 

4.5 Research methods 

Research methods are tools and techniques for doing research (Cohen et al., 2018). Decisions 

about the choice of the research approach are influenced by the research problem and the issue 

being studied (Creswell, 2014). Three types of research methods are quantitative, qualitative, and 

MMR (Creswell, 2014). These are explained in the subsequent paragraphs. 

4.5.1 Quantitative research methods 

Quantitative research method is concerned with quantifying things. It asks questions such as ‘how 

long’, ‘how many’ or ‘the degree to which’ (Creswell, 2014). In other words, quantitative research 

method focuses on measurement of magnitude or aggregate including numbers, percentages, 

numerical counts, statistical tests and mathematical models (Rajasekar et al., 2013). Rajasekar et 

al. (2013) further maintain that quantitative research is descriptive, numerical and often presents 

data in tables and graphs. This method helps researchers to generalise research data to large 

amounts of populations (Leedy & Ormrod, 2016). This quantitative method was not adopted in 

this MMR because the researcher wanted more complexity and depth of the research. 

4.5.2 Qualitative research methods 

Qualitative research method refers to exploring and understanding the meaning individuals or 

groups ascribe to a social or human problem (Creswell, 2014). It collects non-standardised data, 

analyses subjective meaning and incorporates multiple realities (Neuman, 2014). Participants in 

qualitative research broaden and deepen the researcher’s understanding of the social world, 

particularly showing why people behave in certain manners and how they are affected by events 

around them (Creswell, 2014). Qualitative research maintains the stance that knowledge is socially 

constructed by people. Likewise, Johnson and Christensen (2014) postulate that qualitative 

researchers often hold the belief that human behaviour is fluid, and constantly changing over time 

and place, with little interest in applying the findings beyond the specific people who are studied. 

Qualitative research method was also not adopted in this MMR. 



 

38 
 

4.5.3 Mixed methods research 

MMR is an approach to inquiry involving collecting both quantitative and qualitative data, 

integrating the two forms of data, and using distinct designs that may involve philosophical 

assumptions and theoretical frameworks (Cohen et al., 2018). MMR approach was used in this 

study because one method has limitations and biases, making it important to augment quantitative 

data with qualitative data, and vice versa, to close gaps and provide better and more comprehensive 

answers to the research problem at hand (Creswell, 2014). Mutsagondo (2021) opines that use of 

the MMR should not be seen as a sign of detesting quantitative or qualitative research approaches, 

but a practical and complementary way of helping interrogate a research problem from a more 

informed position. The disadvantage of MMR is that it is expensive to implement and time 

consuming (Hibberts & Johnson, 2012). Despite its downside, the current study used MMR to 

investigate records management practices at Kasungu Municipal Council because the research 

questions guiding this study necessitated the use of MMR in which both quantitative and 

qualitative data is collected. However, quantitative data was dominant in this study. MMR was 

also employed by similar studies on records management practices in local authorities by Malatji 

and Marutha (2023) and Gupta and Bukhari (2022). 

4.6 Target population 

Target population is “the total quantity of things, organisations or people that a study focuses on” 

(Etikan et al., 2016, p. 1). The study targeted members of staff at Kasungu Municipal Council. 

The members of staff constitute departments such as administration, information technology, 

human resources, public works, finance, planning, and education and health. Public Sector 

Reforms Management Unit (2022) indicates that administratively, each municipal council is 

headed by a Chief Executive Officer, with the help of Director of Planning, Director of 

Administration, Director of Finance, Director of Education and Health and Director of Public 

Works. 

 It was further indicated that the middle level management of a municipal council has officers that 

are from different departments (PSRMU, 2022). The lower-level management is made of those 

holding clerical positions in various departments of the municipal council (PSRMU, 2022). KMC 

has 78 staff members in total. The staff members were targeted because they are involved in the 

process of records creation/receipt to final disposition. Hence, they are in an informed position to 
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provide data on records management practices at KMC. The strata of the study population by 

departments are presented in Table 4.1 below. 

Table 4.1: Target population of staff at KMC 

Department Employee Management level 

Top Middle Clerical Total 

Administration 1 3 1 7 

Information technology  2  2 

Human resources 1 5 1 7 

Public works 1 19 3 23 

Finance 1 6  7 

Planning 1 11 6 18 

Education and health 1 11 2 14 

Source: Human resources department KMC 2022 

4.7 Sampling techniques 

 

Sampling is whereby a small set of cases is selected from a large population from where a 

researcher generalises about the population (Neuman, 2014). Creswell (2014) describes two main 

sampling techniques as follows: Random sampling which relies on unplanned selection, or the 

process by which each element has equal chance of selection, examples being, simple, systematic, 

stratified, and cluster. Non-random sampling is a planned selection where participants are known 

prior to selection. Examples of non-random sampling include quota, purposive, and snowball. 

Random and non-random sampling techniques can be used in either quantitative or qualitative 

studies (Neuman, 2014). It is common for MMR to use more than one kind of sampling (random, 

non-random) and to use samples of different sizes, scope and types (Teddlie & Tashakkori, 2009 

as cited in Cohen et. al., 2018). Parallel, sequential, and multilevel are sampling techniques used 

in mixed methods research (Cohen et. al., 2018). This study used parallel mixed methods sampling 

in which two samples, both random and non-random, are selected, running side by side 

simultaneously, but separate from each other, that is, data from one sample do not influence the 

collection of data from the other and vice versa (Cohen et. al., 2018). The study used purposive 

sampling to select key informants who were in a better position to inform the research questions. 

The researcher purposively selects key informants who are KMC administrative staff such as Chief 
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Executive Officer and directors of departments to illuminate policy and technical issues regarding 

records management practice. All members of staff were included in the study. In a purposive 

sampling technique, participants deemed as “information-rich” are deliberately chosen due to their 

knowledge, skills and experiences in a phenomenon under study (Etikan et al., 2016).  

Top, middle and clerical staff were selected using census. According to Teddlie and Tashakkori 

(as cited in Cohen et. al., 2018), in census the researcher included every member of the population. 

 4.8 Sample Size 

This is the number of participants from whom a researcher obtains the required information in a  

study (Cohen et. al., 2018). A sample size can be determined using a census, imitating a sample 

size of similar studies, using published tables, and applying formulas (Israel, 2012). 

Since the target population was less than 200, the study used census (Israel, 2012). This means all 

members of staff were engaged in the study. See table below for sample size. 

Table 4.2: Sample Size 

Department Category of population 

Director of 

department 

Number of members 

 

Administration 1 6 

Information 

technology 

- 2 

Human 

Resources 

1 6 

Public works 1 22 

Finance 1 6 

Planning 1 17 

Education and 

Health 

1 13 

Sub-totals  6 72 

Total sample     78 

 

4.8 Data collection instruments 

These are tools that function mainly to enable a researcher gather reliable data which will later be 

analysed (Kumar, 2011). The popular data collection instruments used in social science research 

are questionnaires, interview guide, observation, and documentary sources (Kumar, 2011).   

4.8.1 Survey Questionnaire 

It is a document containing questions designed to solicit information for analysis and is mostly 

expected to be filled in and completed by the respondent (Babbie, 2004). Questionnaires are widely 
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used instruments for collecting survey information, providing structured, numerical data to be 

administered with or without the presence of the researcher (Blaxter et al., 2006). This data 

instrument is preferred because of its merits – it is economical and saves time. It is suitable in a 

big sample, and it also gives room for the respondent to reflect on the question and revisit it for 

further reflection. However, it is demerited on the premises that the questionnaire demands limited 

responses; there is a lack of personal contact and there is a likelihood of wrong feedback (Pandey 

& Pandey, 2015).  The study used a survey questionnaire to address the research questions that 

prompted the undertaking of this study.  

Section A of the questionnaire covered the preliminary questions that solicited demographic 

information, namely: gender, age group, academic qualification, and job position. Section B 

covered the first study objective: existing records management at KMC. It targeted staff members 

such as finance officers, and IT officers. Section C covered the second study objective: policy 

framework governing records management practices. It targeted all research participants including 

senior management staff. Section D covered the third study objective: factors influencing records 

management practices at the Kasungu Municipal Council. It targeted all research participants 

including senior management staff. The survey questionnaire design was premised on the variables 

of the Records Continuum Model. The study questionnaire was designed to look into or address 

variables such as creation, capture, organisation and pluralisation of records at KMC.  Studies by 

Makgahlela (2021) and Chaterera (2016) also used questionnaires to collect data on similar topic 

4.8.2 Interview Guide  

The interview guide is a list of research questions, themes, or areas of study relevant to the research 

participants (Jacob & Furgerson, 2012). The interview is an inquiry in which the researcher 

interacts with a participant face to face or through a medium such as a phone call or video call to 

collect information for research purposes. In this process, a rapport is established between the 

interviewer and the interviewee (Pandey & Pandey, 2015). Not only is a physical distance between 

them overcome but also the social and cultural barrier is removed, and a free mutual flow of ideas 

takes place. Both create their respective impression upon each other. The merit of the interview is 

that it offers more clarification of the questions asked. However, it can be affected by the 

interviewer’s prejudices (Pandey & Pandey, 2015).   
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The study used semi-structured questions where participants responded to open-ended questions. 

This provided the researcher an opportunity to thoroughly understand attitudes, opinions, and 

beliefs of members of staff at KMC. Similar studies by Mutsagondo (2021) and Makgahlela (2020) 

also used interview guides. 

Table 4.3: Mapping research questions with data sources and techniques of 

data analysis   

Research 

Questions 

Sources of data Data collection methods Data analysis Technique 

What are the 

existing records 

management 

practices at 

Kasungu 

Municipal 

Council? 

Members of staff: 

officers 

Questionnaire SPSS 

What policy 

framework is 

governing  

records 

management at 

Kasungu 

Municipal 

Council? 

Head of departments, 

officers 

Questionnaire and 

interview guide 

SPSS and thematic analysis 

What are the 

factors 

influencing 

records 

management 

practices at 

KMC? 

Heads of departments, 

officers 

Questionnaire and 

interview guide 

SPSS and thematic analysis 
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4.9 Data collection procedures 

From the sample size of 78 staff, the researcher collected quantitative data through survey 

questionnaire from 72 staff of which 69 responded, qualitative data was collected from top 6 

management staff members who were deemed as key informants out of which 5 were available for 

the interviews. Each interview took about 15 minutes. Handwritten notes were made by researcher 

while interviewing the participants and interviews were audio recorded after a permission to audio 

record the interviews was sought from interviewees. The questionnaires were self-administered to 

ensure that the target respondents are reached.  

4.10 Validity and reliability of the instruments 

Validity and reliability are concepts used to evaluate the quality of research. They indicate how 

well a method, technique, or test measures research variables (Middleton, 2020). Key elements of 

validity in research are trustworthiness, authenticity and credibility (Creswell, 2014). This study 

employed a mixed method approach which integrates case study and survey designs. These two 

methodological designs used interviews and survey questionnaires to offset weaknesses in each 

other and build on their strengths (Doyle, Brady & Byrne, 2009). It achieves that by 

counterchecking the truthfulness of one group of participants’ responses to the questions raised. 

Reliability entails consistency of results over a given period of time (Golafshani, 2003). To achieve 

this, pretesting of instruments was conducted. 

Pretesting is an exercise that involves the use of a population similar to the target population under 

study in order to test data collection instruments (Ary, et al., 2014). This helps to assess the 

appropriateness of the instruments and make changes where necessary. Therefore, the researcher 

pre-tested the questionnaires at Ministry of Information, targeting staff in the records department. 

Both questionnaires and interviews were administered to Ministry of Information staff that handle 

records.  

4.11 Data analysis technique 

Data analysis refers to systematic organisation, integration, and examination of data while 

searching for patterns and relationships among the specific details (Neuman, 2011). Since the study 

employed a mixed-method approach, it means both quantitative and qualitative data were 

collected. Quantitative data was analysed descriptively using International Business Machines 

[IBM] SPSS version 20. For smart presentation and customisation of charts and tables, Microsoft 
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Excel was used. The quantitative data analysis was limited to descriptive statistics only. To 

quantify the respondents’ ideas, meanings and practices, it presented the data in frequencies and 

percentages.  On the other hand, qualitative data was analysed thematically based on the objectives 

of the study. Finally, document analysis was done based on the content of the available 

documentary sources such as records.   

4.12 Ethical considerations 

Ethical issues such as safety, anonymity, confidentiality, privacy, voluntary and informed consent 

need to be taken seriously in social research (Akaranga & Makau, 2016). It is the responsibility of 

the researcher to design a study which must not infringe on the rights of participants or respondents 

(Mugenda & Mugenda, 2003). This entails the researcher keeping a tight lid on the identities of 

the participants. To fulfil such obligation, the researcher attached numerical tags to the interview 

guides to conceal and protect participants’ identities. For the questionnaires, data particulars 

leading to the identification of the respondent were omitted on the data instruments. Further to 

this, the purpose of the study was clearly spelt out so that participants/respondents were well 

informed before consenting to partake in the study. These are the topical issues scholars in ethical 

research strongly advise (Mugenda & Mugenda, 2003; Akaranga & Makau, 2016). In this regard, 

the researcher attached cover letters to questionnaires briefing the academic purpose of the study. 

On ethical clearance, the researcher successfully sought clearance from Mzuzu University 

Research and Ethics Committee (MZUNIREC), and management of KMC. 

4.13 Chapter summary 

This chapter detailed research methodology employed in the study. It explains the tools used to 

collect the data as being the interview guide and observation guide. The chapter also highlights the 

study setting, study population, and the sampling techniques used to collect the data. In short, the 

chapter provides the overall process of data management. The next chapter (Chapter Five) provides 

a detailed presentation and analysis of the study findings. 

 

 

 

 



 

45 
 

CHAPTER FIVE 

 DATA PRESENTATION AND ANALYSIS 

5.1 Introduction 

This chapter presents and analyses the results of the study. Since the study employed convergent 

parallel research design, qualitative data were collected almost at the same time as when 

quantitative data were being collected. The data was collected using structured questionnaires and 

face to face interviews. The data collected through questionnaires was analysed using IBM SPSS 

Version 20 to generate frequencies, percentages, inferential statistics, tables and charts. Data 

collected through interviews were thematically analysed and presented in a descriptive form. Data 

analysis and presentation of findings are important because they enable researcher to make sense 

of the information supplied by the research participants in the study (Creswell, 2014). Presentation 

of the findings is guided by the research objectives (see below) and the theoretical framework of 

the study, the Records Continuum Model (RCM). The study addressed the following research 

objectives: 

• To examine types of records at Kasungu Municipal Council 

•  To analyse records preservation strategies at Kasungu Municipal Council 

•  To investigate factors influencing records management practices at Kasungu Municipal 

Council. 

The findings presented and analysed in this chapter are preceded by response rates and 

demographic details of respondents. The chapter is organised according to the research themes 

identified in chapter one. For each of the objectives, data from the study questionnaires was 

presented first, then followed by data collected through use of an interview guide. However, take 

note that in this study, percentages are rounded-up to the nearest whole numbers to minimise 

fractions in the results. 

5.2 Response rate 

From the 72 self-administered questionnaires that were distributed to staff members 69 (96%) 

responded. As alluded to in the methodological chapter, the questionnaire consisted of four 

sections (A, B, C, D), and the questions in these sections gathered data on demographic 

information; existing records management practices; policy framework governing records and 

factors influencing record management practices. The interview guide consisted of three sections 
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(A, B,C) and the questions in these sections gathered data on existing records management 

practices; policy framework governing records and factors influencing records management. The 

study also conducted interviews. The study targeted six KMC senior management staff who were 

considered key informants. However, interviews, were successfully conducted with five KMC 

senior management staff. 

5.3 Demographic Information 

The first section of the questionnaire provided demographic information of the respondents. The 

basic information which respondents were asked included their gender, age, department and 

qualification. 

5.3.1 Respondents by gender 

Respondents were asked to indicate their gender. Results are as presented in the Figure 5.1 

 

Figure 5.1 Gender of respondents  

Data presented in Figure 5.1 indicates that out of 69 members of staff, the majority of the 

respondents were male – 38 (55%), while 31 (45%) were females. These results imply that the 

study was dominated by the male gender because KMC has employed more male staff members 

than female staff members.  

5.3.2 Age of respondents 

Respondents were asked to indicate their age range. Results are as displayed in Table 5.1. 

Table 5. 1: Age of respondents (n=69) 

Male
55%

Female
45%

Male

Female
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Years Frequency Percentage 

20 – 30  15 22  

31 – 40  31  45 

41 – 50  16 23 

51 – 60  7  10 

Total 69 100 

 

Results represented in Table 5.1 show that a majority of 31 (45%) respondents were in the age 

group of 31 to 40 years, followed by 16 (23%) respondents in the age group of 41 to 50 years, 15 

(22%) respondents were in the group of 20 to 30 years and seven (10%) were in the age range of 

51 to 60 years, as the least represented age group. The findings imply that most staff were in the 

age range of 31-40 years.  

5.3.3 Department of respondents 

Respondents were asked to indicate details of their department. The results are presented in Table 

5.2. 

Table 5. 2: Department of respondents (n=69) 

Department Frequency Percentage 

Administration  5 7 

Human Resource 6 9 

Information Technology 2 3 

Public works 21 30 

Planning 16 23 

Finance  6 9 

Education and Health 13 19 

Total  69 100 

 

Analysis of data in Table 5.2 shows that a total of 69 staff members were enrolled in the study 

from seven departments: Administration, Human Resource, Information Technology, Public 

works, Planning, Finance, and Education and Health. The majority of the members who were 21 

(30%) came from public works, while 16 (21%) came from Planning, followed by 13 (19%), 
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Human resource and Finance had the same number of respondents 6 (9%), 5 (7%) came from 

Administration, and 2 (3%) from Information technology. 

5.3.4 Academic qualification of respondents 

Respondents were asked to indicate the level of study. Findings are displayed in Table 5.3. 

Table 5. 3: Academic qualification of respondents (n=69) 

Academic qualification Frequency Percentage 

Certificate 12 17 

Diploma 21 30 

Bachelors 30 44 

Masters 6  9 

PhD 0 0 

Total 69 100 

 

Data presented in Table 5.3 indicate a majority of 30 (44%) respondents had a bachelor’s degree 

followed by 21(30%) respondents with a diploma, 12 (17%) respondents with a certificate, six 

(9%) respondents with a master’s degree, and there was no respondent with a PhD.  

5.4 Existing records management practices at Kasungu Municipal Council  

Objective one of this study intended to examine the existing records management practices at 

Kasungu Municipal Council in terms of records created or received, records storage and 

maintenance, records access and security, and records retention and disposal. This objective was 

addressed through the first research question: What are the existing records management practices 

at Kasungu Municipal Council?  

5.4.1 Records creation 

The researcher aimed to find out the process of records creation at Kasungu Municipal Council. 

This was achieved through question five from the survey questionnaire, which sought to solicit 

multiple responses from the respondents on various records created in the Municipal council on a 

daily basis. The results for quantitative data are presented in Figure 5.2.   
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Figure 5.2 Records received or created at Kasungu Municipal Council  (n=69) 

Results presented in Figure 5.2 show that 66 (96%) respondents mentioned meeting minutes, 62 

(90%) said mails, 57 (83%) said financial records, 48 (70%) said reports, 43 (62%) said 

memoranda, 37 (54%) indicated conference proceedings and 29 (42%) said legal papers.  Other 

records were policy documents with a score of 28 (41%), historical and archiving documents with 

a score of 17 (25%) and technical documents with a score of 12 (17%).   

These quantitative results suggest that meeting minutes, mails, financial records, and reports are 

the dominant types of records created or received at Kasungu Municipal Council.   

Question number five of the interview guide solicited similar data on the types of records 

created or received at Kasungu Municipal Council. The following are the responses from the 

respondents:  

• Most records in the institution are reports, mails, list of employees, financial 

documents, meeting minutes and many more. (Participant 2).  

• Our records, as you can see range from salaries, cheques, contracts, budgets, loans, 

donations to purchases. (Participant 3).  

• We as Kasungu Municipal Council have various internal and external records such 

as mails, meeting minutes, recruitments, applications, employee grades, and reports. 

(Participant 4).  
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Results from qualitative data suggest that the most common types of records created and 

received at Kasungu Municipal Council are mails, meeting minutes and financial records. The 

responses provided by members of staff were similar with the ones that senior management 

staff provided. 

5.4.1.1 Ways of creation 

The researcher asked respondents to indicate how records are created. The results are 

presented in Figure 5.3 below. 

 

Figure 5.3 Ways of records creation at Kasungu Municipal Council  (n=69) 

The responses indicate that most records were created through creating word-processed 

documents and spreadsheets 65 (95%); creating and transmitting emails 63 (91%); creating 

memoranda 60 (87%); entering data into databases 54 (78%); creating forms or templates 42 

(61%). Fewer records were acknowledged to have been created through handwriting 36 

(52%). The least responses indicated that records were created through taking photographs 

23 (33%), and making audiotapes, CDs, and other recordings 14 (20%).  An analysis of the 

results shows that creating word processed documents and spreadsheets, creating and 

transmitting emails, creating memoranda, entering data into databases, and creating forms or 

templates are the dominant ways of record creation at Kasungu Municipal Council. 

The findings from qualitative data collaborated with the quantitative data. All respondents 

indicated that they created records through working with Microsoft Word, Excel, Publisher, 
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and other data packages where they input office information.  The responses from respondents 

are as follows:   

• I normally use Microsoft packages, namely, Word, Excel, and PowerPoint to record 

office work. (Participant 1). 

•  Usually, the Word is the most common tool for creating or generating records that 

the Institution uses for its day-to-day decisions. (Participant 3). 

• Memos, reports, meetings, and mails are generated on Words and HTML platforms 

embedded in Internet applications such as Firefox. (Participant 5). 

From the analysis in both the questionnaire and interviews, results clearly indicate that 

creating word processing and spreadsheets is common when creating records at KMC. 

5.4.2 Records capture 

The last part of question five of the interview guide focused on soliciting data on how records 

are captured. The results revealed that records are captured by saving in word documents and 

other related Microsoft packages. Some of the responses from the respondents are as follows:  

• External documents are scanned or printed and kept in our information systems. 

(Participant 2).   

• Most records are captured at the moment they are being created and saved as a word 

document or in any other formats. (Participant 2).   

• We have so much information coming from external sources. However, we do not have 

even an email management policy to guide who should access what. Everyone is doing 

what seems best to them. (Participant 4).  

5.4.3. Formats of records 

 

This item of the survey questionnaire intended to find out the formats of the records created 

at Kasungu Municipal Council. The results are presented in Figure 5.4 below.   
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Figure 5.4 Formats of records creation at Kasungu Municipal Council (n=69)  

The results presented in Figure 5.4 show that 65 (94%) indicated hybrid format, 9 (13%) 

indicated paper format only, and there were 0 (0%) responses on electronic format only. The 

results suggest that the institution creates or receives records in hybrid format.   

Results from qualitative data also showed that most records were paper based. The responses 

from the respondents are as follows:  

• Usually, our records are in paper format as you can see all those files on the shelves. 

Few records are kept on my computer. (Participant 2). 

• We still depend on paper records. However, my work files are here on my laptop.  I 

can even work from home. (Participant 3). 

Results obtained from both the questionnaires and interviews complement each other by 

clearly showing that the institution creates records in both paper and electronic format. 

5.4.4 Records storage and maintenance 

5.4.1.1 Electronic records storage 

This item of the survey questionnaire sought to solicit multiple responses from the respondents on 

various equipment used to keep electronic records. The results are presented in Table 5.4 below. 

Table 5. 4: Electronic storage records equipment (n=69) 
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Electronic storage equipment Frequency Percentage 

Computer/ Laptop 67 97 

Flash Disks 56 81 

External Hard Drive 33 48 

Electronic Recording Delivery 

System 

15 28 

Compact Discs 11 16 

Cloud storage 4 6 

Secure Digital Cards 2 3 

 

Results presented in Table 5.4 show that 67 (97%) respondents mentioned Computer/laptop, 56 

(81%) said Flash disks, 33 (48%) said External hard drive, 15 (28%) said Electronic recording 

delivery system, 11 (16%) said Compact discs, 4 (6%) indicated Cloud storage and 2 (3%) said 

Secure digital cards.  These quantitative results suggest that computers/laptops and flash disks are 

dominant equipment used for storing electronic records at Kasungu Municipal Council. 

The findings from the interviews suggested that most electronic records were stored on 

computers. Some of the responses from the respondents as follows:  

• The data is stored in classified manner in specific files or folders using specific dates 

on computers. (Participant 2). 

• Electronic data is kept in specific folders created on laptops and computers. 

(Participant 3). 

• In the course of our work, we create files mostly in Microsoft Excel which we store in 

the computers. (Participant 4). 

• Electronic records are kept in specific folders on the computer. (Participant 5) 

The findings obtained from the interviews on this matter agree with those obtained from the 

questionnaire, which showed that most electronic data were stored on computers. 

5.4.4.2 Paper based records storage 

Respondents were asked to indicate the equipment used for storing paper-based records at 

Kasungu Municipal Council. The results are presented in Table 5.5 below: 
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Table 5. 5: Paper based storage records equipment (n=69) 

Paper based storage equipment Frequency Percentage 

Shelves 66 96 

Cabinets 52 75 

Cartons 46 67 

Hard files 24 35 

Folders 17 25 

Hard containers 5 7 

 

Results presented in Table 5.5 show that 66 (96%) respondents mentioned shelves, 52 (75%) said 

cabinets, 46 (67%) said cartons, 24 (35%) said hard files, 17 (25%) said folders and 5 (7%) 

indicated hard containers. These quantitative results suggest that shelves, cabinets and cartons are 

the dominant equipment used for storing paper-based records at Kasungu Municipal Council. 

The findings from the interviews suggested most records were kept on the shelves and 

cabinets. Some responses from the respondents are as follows: 

• Paper based data is stored in files arranged by supplier name and kept on shelves. 

(Participant 1). 

• The paper-based records are filed and put on the shelf in the office. (Participant 2). 

• Paper based records are stored in the lever arch files and filed according to dates. 

(Participant 4). 

• Invoices are photocopied, attached to delivery notes and filed. The files are recorded 

according to names of the supplier and kept in cabinets. (Participant 3). 

• Paper based data is stored in files which are indexed by date or month after 

completion of the processes and kept in cabinets. (Participant 5). 

Both quantitative and qualitative findings reveal that shelves and cabinets are dominant equipment 

used for storing paper records at Kasungu Municipal Council. 
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5.4.4.3 Awareness about the availability of information centre or records registry 

This item required respondents to indicate if they were aware of the availability of a records 

registry for organizing and storing records. The results are presented in figure 5.5. 

 

Figure 5.5 Awareness about the availability of records registry (n=69)  

Results in figure 5.5 show that 36 (52%) respondents indicated were aware, 30(43%) said 

were not aware, and three (4%) said were not sure. The findings indicate that many 

respondents were aware about the availability of records information centre or records 

registry. 

Qualitative results revealed that there was no records centre.  Instead, there was only the 

registry office where most records were being kept. Some of responses are as follows:  

• There is no records centre. I have never heard of it on any of our institution. 

(Participant 1). 

• We do not take matters of records seriously as we should have been doing. I don’t 

think we have any records centre as it is with the District council offices rather we 

have registry office. (Participant 5). 

The responses from the questionnaire are different from what participants expressed in the 

interviews. 
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5.4.4.4 Time it takes for a record to be retrieved or accessed 

The researcher further inquired on access and retrieval average time through this questionnaire 

item.  The results are presented in Table 5.7 below. 

Table 5.6: Average duration for accessing or retrieving records (n=69 ) 

Average time for retrieving records.  

(minutes) 

Frequency Percentage 

11 - 20  7  10 

21 - 30  8  12 

0 - 5  10 14 

More than 30  11 16 

6 - 10  33 48 

Total 69 100 

 

The results show that seven (10%) respondents retrieved records on an average of 11-20 

minutes, eight (12%) respondents retrieved records on an average of 21-30 minutes, 10 (14%) 

respondents retrieved records within five minutes, 11 (16%) respondents retrieved records on 

an average of more than 30 minutes and 33 (48%) respondents retrieved records on an average 

of 6-10 minutes. The results suggest that more respondents retrieved records on an average 

of 6-10 minutes.   

 

5.4.5 Records classification system 

This item of the questionnaire intended to understand the classification systems used at Kasungu 

Municipal Council. The following options guided the respondents: general to specific; 

alphabetical; numbering; subject specific; and none. The results presented in Table 5.5 

Table 5. 7: Records classification system (n=69)  

Classification system Frequency Percentage 

None of the above 7 10 

Alphabetic 11 22 

Numbering 16 23 

General to specific 29 42 

Subject specific 58 84 

 



 

57 
 

The results show that most respondents 58 (84%) indicated subject-specific, 29 (42%) said general 

to specific; 16 (23%) said numbering; 11 (22%) respondents indicated alphabetic; seven (10%) 

respondents indicated none. The results show that the most predominant record classification 

system is subject-specific.   

5.4.6 Records access and security 

This item of the interview guide sought to establish the security of the storage facilities from 

internal and external interferences. The following verbatim responses from respondents show that 

security of records is a challenge at Kasungu Municipal Council: 

• That is a huge issue. We do not have a disaster recovery plan. If fire catches these records, 

we are gone. (Participant 2). 

• We only have a central hard drive where we back up our information resources. However, 

the hard drive is within the office of the Chief Executive Officer. It may also get damaged 

when the building catches fire. (Participant 3).   

• For electronic records we use passwords. The only challenge is that these passwords are 

so personalised that when an individual leaves the institution and also most of the laptops 

being used are personal and not institutional laptops, other staff have problems accessing 

the systems and records. For example, I log into my laptop or institutional computer using 

personal email address and password. When I leave who should access my email address?  

Most times those records are no longer accessible. We need to look into that. (Participant 

4).    

• Usually, we lock our paper records into drawers, cabinets but records on shelves are not 

safe. We are still behind on enforcing security measures in our information systems. 

(Participant 5) 

The data indicate that passwords were used to secure records on electronic storage facilities and 

locks were used to protect paper records in containers and cabinets.  

5.4.7 Records retention and disposal 

Section C (Question 9) of interview guides sought to find out on the availability of records 

retention and disposition schedules, and whether there were records retention periods. The 

verbatim responses are presented below:  
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• We use the institution cycle framework to decide the periods we should keep our 

employee records. Usually, the records stay for a period of at least ten years.  We do 

not have other guidelines for other records. The institution does not have a records 

retention policy.  (Participant 1). 

• It is difficult to tell. But financial policy mandates us to keep records for the period of 

10 to 15 years. After that, we can dispose them. (Participant 2). 

• We send outdated records to the storage room but up to now they have not been 

disposed of or cleared. But there is no clear guideline for the disposal of records.  

(Participant 4). 

• Disposal is done at our discretion. We just delete out of use electronic documents to 

create space in our laptops. We also send unimportant papers to the bin for burning. 

(Participant 5). 

5.5 Policy framework governing records management at Kasungu Municipal Council 

Objective two of this study sought to establish whether there were records management policy, 

plans and guidelines at the Council. The objective was addressed through Research Question 

Number 2: What policy framework is governing records management at Kasungu Municipal 

Council?  The researcher asked respondents if there were records management policy at Kasungu 

Municipal Council.  

 

Figure 5.6 Availability of policy regulating records management  (n-69) 

29%

71%

Yes

No
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The results showed that 20 (29%) respondents agreed that there was records management 

policy while 49 (71%) respondents did not agree. The analysis shows that there were no 

records policy. The results from this question are presented in Figure 5.6. 

Qualitative data was also collected from Top management in Section C of the interview 

guides. Top management staff were asked to indicate records management policy framework 

and guidelines for managing records available at the Council. Verbatim responses are 

presented below: 

• At the moment we don’t have formal guidelines. The demand of our job dictates the 

capturing of the data. For example, you will always have an auditor who will want 

that information, so we all know that we need to have it for auditors but would 

specifically say there are no official guidelines. (Participant 3). 

The researcher therefore concludes that there were indeed no records management policy, 

plans, and guidelines at Kasungu Municipal Council. 

5.6 Factors influencing records management 

This objective intended to find out factors affecting records management practices at Kasungu 

Municipal Council. Both, encouraging factors and discouraging factors were investigated. 

5.6.1 Factors that encourage records management 

The researcher asked the respondents to indicate the factors that encouraged good records 

management practices at Kasungu Municipal Council. The results are presented in table 5.8 below.  

Table 5. 8: Factors that encourage records management (n=69) 

Encouraging factors Frequency Percentage 

Compliance with statutory requirements 23 33 

Litigation purposes 31 45 

Accountability 57 83 

Enhancing information access 60 87 

Transparency of business transactions 67 97 

 

Results presented in Table 5.7 show that respondents indicated the following key benefits: 67 

(97%) transparency of business transactions, 60 (87%) enhancing information access, 57(83%) 
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respondents indicated accountability of business undertakings, Other 31 (45%) respondents 

indicated compliance of statutory requirements, and fewer 23 (31%) respondents indicated for 

litigation purposes. The results indicated that many respondents were able to identify many 

encouraging factors of records management. 

5.6.2 Factors that discourage records management 

This item of the questionnaire intended to find out factors that discouraged records management 

at Kasungu Municipal Council.  The results are presented in Table 5.9 below. 

Table 5. 9: Factors that discourage records management (n=69) 

Discouraging factors Frequency Percentage 

Finances and other resources 27 39 

Policy and legislative guidelines 28 41 

ICT infrastructure 38 55 

Technical and human expertise 54 78 

Management commitment 64 93 

 

The findings show that 64 (93%) respondents indicated that lack of management 

commitment; 54 (78%) indicated lack of technical and human expertise, 38 (55%) indicated 

lack of ICT infrastructure; 28 (41%) said lack of policy and legislative guidelines; and 27 

(39%) indicated lack of finances. From these results, lack of management commitment was 

the main factor that discouraged records management at Kasungu Municipal Council. 

The researcher also conducted interviews with top management staff of Kasungu Municipal 

Council to provide data on the factors militating against records management. Results showed 

that the unavailability of a records management policy and other related guidelines was a 

major concern. Some of the responses were as follows:  

• We entrust the management of records with secretaries who are unqualified for the 

job. There is no training for records management, or it is done haphazardly. A times 

management support is the genesis of everything. No commitment on their part. 

(Participant 2). 
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• There are several issues that act as challenges for now: lack of records legislative 

guidelines, lack of policy documents as well as lack of goodwill from Management.  

(Participant 3). 

• Lack of resources to roll out the problem and sometimes we think we may do without 

this important aspect of information organization. (Participant 5). 

• There is no unified records management policy here. Everything is done on a 

departmental basis. There is no such policy that is supposed to govern Kasungu 

Municipal Council as a unit organization. In one of the meetings, we suggested we 

should have a records management unit or a registry unit but up to date nothing has 

happened. (Respondent 4). 

• Honestly, there is no records management policy here. And even no business 

continuity plan. Maybe others who were there before me can know better. It is a 

worrisome situation. (Participant 1).   

• We only use a financial policy that guides us in how we manage our records, but we 

do not have a records management policy. (Participant 2).    

 

5.7 Chapter summary 

This Chapter has presented the findings of the study on records management practices 

conducted at Kasungu Municipal Council. The next Chapter discusses the study findings, 

presenting the key findings and recommendations. 
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CHAPTER SIX:  

DISCUSSIONS, RECOMMENDATIONS AND CONCLUSIONS 

6.1 Introduction 

This chapter discusses the findings reported in chapter five. The discussion of findings is 

considered the essence of research since it demonstrates that the researchers understand the 

study by linking research objectives to existing literature and theoretical frameworks 

(Lunenburg & Irby, 2008). The chapter seeks to answer objectives which were formulated in 

chapter one with the aim of explaining how the broader research problem was answered. In 

this case, this discussion is informed by the empirical findings obtained by this study, which 

are interpreted using the Records Continuum Model and the reviewed related literature. 

The discussion is organised according to the three objectives which were formulated in 

chapter one as follows:  

• To examine types of records created, received, or captured at KMC 

• To analyse records preservation strategies at KMC 

• To investigate factors influencing records management practices at KMC 

6.2 Types of records created, received, or captured at Kasungu Municipal Council 

This objective of the study intended to establish the types of records created, received, or 

captured at Kasungu Municipal Council. The most produced or transacted records at Kasungu 

Municipal Council were minutes of meetings, mails, financial records, and reports. The 

records created or received at Kasungu Municipal Council are within the broad function of 

conveying knowledge, conferring credentials, fostering socialization, conducting research, 

sustaining the institution, and providing public services as described by Chinyemba and 

Ngulube (2005).  

The prevalence of records in form of minutes of meetings, mail, financial records, and reports 

implies that Kasungu Municipal Council is committed to transparency and accountability in 

its operations. This means that Kasungu Municipal Council actively documents its actions, 

discussions as well as financial transactions. This transparency fosters the accountability, as 

staff members and the public can review these records to ascertain and verify if the decisions 

align with the best of interests of the institution. Unlike other official documents like minutes, 
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emails are essential for communication within Kasungu Municipal Council. Members of staff 

often use email to share information, discuss issues, and coordinate tasks. The prevalence of 

emails demonstrates efficient communication channels within the council which is essential 

for effective governance. Kasungu Municipal Council has a strong focus on maintaining 

financial records. This means that the council diligently tracks its budget, expenditures, and 

financial transactions. This helps to prevent financial mismanagement, reduces the risk of 

fraud, and ensures that funds are used prudently.  

Kasungu Municipal Council generate various reports. These reports provide valuable insights 

into the council’s activities and the impact of policies and programs. They are used to inform 

decision making. The prevalence of reports mean that the council is actively gathering data 

and conducting analyses to support its policies and initiatives. This data-driven approach 

helps members of staff make well informed choices that benefit the community. 

The Records Continuum Model demands that evidence of the business transaction, and that 

the originality of the records should be easily traced. In this regard, the findings of the present 

study seem to show that Kasungu Municipal Council provides a complete and reliable account 

of its activities through creation of records. The findings of the current study are similar to 

those of a mixed-method study by Agoe (2019) in Uganda at Soroti Municipal Council, which 

found that the records that were generated included emails, reports, financial reports and 

meetings.  

The findings of the current study also relate to findings of studies conducted in the Southern 

African context. For instance, a case study by Tshotlo (2010), at Gaborone City Council found 

that the records generated by the council were meetings, financial records such as research 

funds, grants, budgetary information, salary payments, statements of accounts, reports, and 

expenditure receipts. The similarities of the cited studies and the current study are based on 

the fact that most public institutions share similar functions and goals. 

The study established that the Kasungu Municipal Council generates records in hybrid 

formats, that is, both electronic and paper records. The paper-based records are largely 

quotations for goods, delivery notes for the supplied goods, goods receipts and invoices. Most 

of the information from these are captured into the KMC system using pre-defined forms. 

While such forms may assist employees to capture all relevant data, they also have potential 
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to cause challenges on compliance. Unlike the electronic systems which may be set to 

automatically reject incomplete records, paper-based forms may be filed in an incomplete 

state, compromising credibility of resultant records being created (Kasumba, 2013).  

Kasungu Municipal Council also creates substantial amounts of electronic records. These 

electronic records are usually created in excel files and word documents which are used in 

reporting procedures. These records are created using desktop computers or personal 

computers assigned to employees.  

The paper-based records noted in this study represent traditional formats within the Records 

Continuum Model. These records are typically captured into the KMC system using pre-

defined forms. However, the model highlights a potential challenge; paper-based forms might 

be filed in an incomplete state which compromises the credibility of the resulting records. 

This aligns with the Records Continuum Model 's emphasis on the evolving nature of records 

and the challenges posed by traditional, paper-based systems. The electronic records are part 

of the Records Continuum Model’s digital formats. The model emphasises the importance of 

managing these electronic records effectively, considering issues such as data integrity, 

authenticity, and accessibility, which are crucial aspects of digital records management within 

the continuum.  

The findings of the present study correspond with the findings of a case study by Luyombya 

and Ndagire (2020) in Uganda which established that records were generated in hybrid 

formats but most of the records were kept in paper formats. Like at KMC, Ndagire (2020) 

also found that the major reason for the prevalence of paper records was due to lack of an 

Enterprise Resource Planning System to harmonise and consolidate electronic resources. The 

findings of the current study also relate with those of a study by Kashaija (2022) in Tanzania 

which found that records were created with the aid of computer packages and exposed limited 

use of ICTs in the creation of electronic records.   

These findings are consistent with a study by Yunus and Ariffin (2010) who established that 

generally, most of the electronic records generated by the departments in government organs 

of the Malaysian government are not considered records or evidence of transactions, but only 

data and information to facilitate the information needs and decision-making of the 

organization. The records created are managed and maintained as part of the organization's 
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information management system. The results may be similar because the environments under 

study in both cases do not have adequate policies on records management. 

6.2.1 Ways of creating records 

Pertaining to records creation, the current study found that most records were created through 

word-processed documents and spreadsheets, and through creating and transmitting emails, 

creating memoranda, and entering data into databases. Mostly, the creation of records is fast 

tracked and proliferated with the use of computers or laptops.  

Word processed documents and spreadsheets were the most preferred way of creating records 

because they are easy to use. Word processing software and spreadsheets are user friendly 

allowing respondents with basic computer skills to create and edit documents easily. This 

accessibility promotes widespread adoption among Kasungu Municipal Council staff 

members.  

Creating and transmitting emails became predominant in ways of creating records because of 

its speed and efficiency. Emails allow Kasungu Municipal Council staff members to have 

instantaneous communication, enabling them to have swift exchange of information. This 

speed is crucial in decision making processes and facilitates the timely creation of records. 

Email communication is also convenient. This means that even remote or mobile staff 

members can contribute to discussions and decisions. These results are not surprising because 

the ever-increasing role of ICTs has potentially leapfrogged the rate of records production in 

public institutions world-over (Abdulrahman, 2015; Kalusopa, 2016). 

Analysis of the findings in the context of the Records Continuum Model highlight the 

dynamic nature of records creation at Kasungu Municipal Council. Digital formats and real-

time communication methods are integral components of the continuum, emphasizing the 

need for organizations to manage records effectively in a diverse, user-friendly, and 

technologically driven environment. The Model's principles of evolving formats, user 

interactions, and adaptability to technology are evident in the preference for word processed 

documents, spreadsheets, and email communication within the context of the municipal 

council's record-keeping practices.  
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The findings of the current study are also in agreement with those of a survey by Ayanda, 

Oloniruha and Ogungbade (2020) in Southwest Nigeria which found that records were created 

using computer packages such as Word, Excel, and emails. The study also established that 

there were no automated systems for creating records in most of these research institutes in 

Nigeria. The findings of the current study are also similar to those by Rutta, and Sichalwe 

(2021) in Tanzania which established that the Council embraced and used computers as a 

critical tool for creating records. From these findings, it can be inferred that there is growing 

consensus that ICT tools especially computers are the major tool for creating records at public 

institutions. 

Creating records through memoranda is a practical and widely accepted method due to its 

clarity, formality, traceability, and adherence to documentation standards. Kasungu 

Municipal Council mostly uses memoranda as another form of internal communication. They 

are an efficient way to circulate information among staff members, ensuring that everyone is 

up to date regarding policies, procedures, or decisions. The implication is that Kasungu 

Municipal Council maintains a written record of internal communications which is essential 

for accountability. Similarly, studies conducted by Kwadzo (2015) and Baro et al. (2011) n 

Ghana and Nigeria respectively, reported that memoranda serve as a formal means of internal 

communication within institutions, including municipal councils. In Tanzania, it was noted 

that memoranda records were more effective considering factors such as clarity, 

completeness, and relevance of information (Angello & Wema, 2010). The findings of the 

studies are similar because in every institution, there is a need of communication among staff 

members and memoranda being the effective way it is mostly being adopted. 

6.2.2 Records capture 

As regards to records capture, the present study established that records are captured by saving 

in word documents and other related Microsoft packages for generating information. These 

findings reveal that Kasungu Municipal Council has basic technologies for capturing data, 

which may complicate the organisation of records because their primary purpose is not 

records capturing.  

The second dimension of the Records Continuum Model is the records capture which 

considers capturing of records as a remarkable stage of records management process (Matlala 
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& Maphoto, 2020). Capturing of records as enshrined in the second dimension of the Records 

Continuum Model requires personal and corporate recordkeeping systems, which capture 

documents in a context that supports their capacity to act as evidence of the business activities 

of the units responsible for the activities (Musembe, 2016).  

It is exceedingly difficult to trace and manage records that are not captured into the institution 

recordkeeping system. From the findings of the current study, Kasungu Municipal Council 

uses Microsoft packages to capture records as opposed to electronic records management 

systems as recommended by Anastassia Dikopoulou & Mihiotis (2010) and Yunus & Ariffin 

(2010).  The implication of the informal capturing of records in administration and other 

departments at Kasungu Municipal Council is that there would be no evidence and continuity 

of business activities.   

However, unlike at Kasungu Municipal Council, a study conducted in Uganda by Luyombya, 

Ndagire (2020), reported that the creation of records did not follow any procedure for 

capturing records, hence some files or records were eventually lost. 

6.3 Records preservation strategies 

This section focuses on records keeping strategies, namely, records storage, records security, 

records classification system, records retention, and records disposal.  

6.3.1 Records storage and maintenance 

Findings indicate that the institution store paper records in shelves, cabinets, cartons and 

electronic records are stored in computers or laptops and flash disks. The electronic records 

are regularly protected by the computer passwords but the paper-based records in cabinets are 

prone to disasters like floods and fire.  

These findings reveal that paper records stored on shelves are typically organised and 

categorised to facilitate easy retrieval. Kasungu Municipal Council ensures that records are 

stored logically and can be quickly located when needed. Properly managed shelving systems 

contribute to the effective records management practices. Paper records at Kasungu 

Municipal Council are typically stored in filing cabinets as part of a systematic approach to 

organization and data management. Despite the digital revolution, KMC continues to rely on 

paper documents for various reasons, such as legal requirements, historical preservation, or 

the nature of the information being handled.  Storing paper records on shelves is a common 



 

68 
 

practice in various organizations, including Kasungu Municipal Council. The prevalence of 

storing paper records on shelves can be attributed to several factors including cost 

effectiveness, easy accessibility and adaptability. According to the Records Continuum 

Model, storing records on shelves in close proximity to relevant departments or employees 

ensures that records are readily accessible during day-to-day operations. This means such 

strategy facilitates the integration of records management into the ongoing activities of the 

Kasungu Municipal Council. The present findings contradict the construct of the Records 

Continuum Models’s organise dimension which recommends that there has to be a dedicated 

place for storing records such as a records/registry office for storing all institutional records. 

The current study assumes that some records at Kasungu Municipal Council can be lost or 

get damaged because the cabinets are in some people’s offices. 

The findings are similar to the results of a study by Mampe, Galaletsang and Kalusopa (2012) 

at the Ministry of Health in Botswana where lockable steel cabinets were used to store 

records. Both Malawi and Botswana are developing countries in Sub-Saharan Africa and to 

some extent, they share similar economic challenges which may be contributing to the 

similarities of handing records.  However, the present findings contradict the findings by 

Calvin (2018) which ascertained that at Mbale Local Government in Uganda, records were 

stored in a centralised storage system for all departments under the custodian of a district 

records manager using boxes, shelves, metallic filing cabinets, and open cupboards. From 

these study findings, it can be concluded that paper records are still relevant and prevalent in 

public institutions in developing countries.  

The findings show that for electronic records, most staff members kept their personal and 

institutional records on their desktop computers or laptops using various digital storage 

systems and software applications designed for efficient record-keeping and data 

management. Electronic records at KMC are typically stored in laptops or computers through 

folder structures and email servers. Electronic records are often organised into well-defined 

folder structures on local drives. At Kasungu Municipal Council folders are categorised by 

department, project, date, or document type. This hierarchical organization helps council 

employees quickly locate the records they need. Kasungu Municipal Council employees often 

use email for communication and documentation. Email servers store emails and attachments, 
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serving as a record of official correspondence. These emails can be archived, indexed, and 

searched for reference purposes. 

The findings of the current study are in contrast with those of Ali et al. (2020), which found 

that cloud computing was being used as dedicated storage facility for records in the Australian 

local government. Similarly, the present findings contradict the findings by Calvin (2018) 

which ascertained that at Mbale Local Government in Uganda, records were being stored 

using a centralised storage system for all departments under the custodian of a district records 

manager.  

Furthermore, the findings of the current study established that Kasungu Municipal Council 

did not have a records storage unit. At Kasungu Municipal Council, the absence of a records 

storage unit or centre compounded challenges of storing council records as evidenced using 

isolated records storage facilities. Records storage is an integral part of the third dimension 

of the Records Continuum Model (Kulcu, 2009). Organisation of records and archives as 

portrayed in the third dimension of the Records Continuum Model entails proper storage 

facilities or equipment at Kasungu Municipal Council. It specifies elements of archives and 

collective memory (Kulcu, 2009). Lack of a records storage unit and archival holding at 

Kasungu Municipal Council depicts uncoordinated or poorly managed storage facilities. The 

availability of wooden shelves, cabinet boxes, and computers provide an enabling platform 

to organise the records created or received at Kasungu Municipal Council. The study finding 

contrasts with the finding of a mixed method study by Masseh (2015) in Kenya, which 

investigated on how to manage the court records. The study found that the Kenyan courts had 

a records storage unit which worked closely with other court units. 

6.3.2 Records access and security 

The findings established that passwords were used to secure records on personal storage 

facilities such as laptops and desktop computers, and locks were used to protect paper records 

in containers and cabinets. The study found that there was no disaster recovery plan; no 

backup systems for records; poor storage facilities; and use of individualised passwords. 

Pertaining to the security of records as a records management practice, ensuring maintenance 

of records from loss, damage, theft, and unscrupulous tampering, the records systems and 

storage facilities must be secured (Kulcu, 2009).   
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Lack of records security controls in organisations exposes organisations to losing private and 

confidential records of individuals and the organisation. All records need to be always secured 

to ensure their authenticity and reliability. If records are not properly secured, they may be 

tampered with thereby losing their originality or they may be stolen. 

 Kasungu Municipal Council can develop a balanced and effective approach to securing their 

records, ensuring both electronic and physical assets are protected against unauthorised access 

and breaches using both locks and passwords. Passwords are more appropriate because they 

can help track who accessed the records, enhancing accountability and implementing 

protection which is generally cost-effective as it does not require additional physical 

resources. On the other hand, locks provide a physical barrier, preventing unauthorised 

individuals from accessing paper records.  

The current study exposed the vulnerability in records systems at Kasungu Municipal Council 

regardless of the fact that some key elements of security features were pointed out in the 

findings of the current study such as the use of locks to secure paper records, and use of 

passwords to restrict unauthorised access to electronic records.  The absence of inadequacy 

of strong security measures of records at Kasungu Municipal Council threatens the 

availability and accessibility of records overtime.  

The Records Continuum Model indicates that records should serve as evidence of business 

transactions and as a collective memory of the institutions (Matlala & Maphoto, 2020). This 

implies that records should be well safeguarded and protected from any form of harmful and 

unauthorised interference. The evidence of any business transactions purported by the records 

continuum may be only guaranteed when records are not physically or virtually tampered 

with. The findings of the current study agree with those of Egwunyenga (2017) who examined 

the associated problems and management options of record-keeping in public institutions in 

the South Geo-Political Zone of Nigeria which noted poor security of records as one of the 

outstanding challenges that require urgent rectification. The poor security of records includes 

aspects of unavailability of a disaster recovery plan, lack of records backup systems, and lack 

of proper storage facilities as reflected in the findings of the present study.  
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6.3.3 Records classification system 

As regards to the classification of records as a records management practice, the current study 

ascertained that the records are classified according to subject-specific, general to specific, 

numbering, and alphabetical classification.  

The study established that alphabetical and subject filling systems were the two major filing 

systems being used. Unified records classification system could be a recipe for organization 

of council records which were in large volumes at Kasungu Municipal Council. This could 

lead to the easy accessibility and retrieval of records, eventually. The use of records 

classification systems helps to prevent the loss of records ensures easy and quick access to 

records (Aziz, 2013). Primarily, classification of records is key to proper records organization 

as indicated by the third stage of the Records Continuum Model Records. Organization is 

mainly accomplished by systematic classification of the records. Based on that impression, 

the implication is that Kasungu Municipal Council has disorganised records following a lack 

of a unified classification system.   

The findings of the current study reveal that Kasungu Municipal Council staff members did 

not have issues in accessing and retrieving the records as the majority of them would take 6 

to10 minutes, on average, searching for a particular record. The findings of the current study 

tally with the findings of a mixed method research by Chaterera (2016) in Zimbabwe, which 

revealed that retrieval of employee records was fast due to good records organization. It 

concluded that the organization of records was on good standard. In light of these study 

findings, it is evident that there is a consequential link between records classification and 

retrieval of records which should act as an eye opener to records managers.  

6.2.5 Records retention and disposal 

This section sought information on the availability of records retention and disposition 

schedule, and whether there are records retention periods at Kasungu Municipal Council. The 

current study found that Kasungu Municipal Council did not have a records retention and 

disposition schedule and there were no definite retention periods for both paper and electronic 

records. It was however, noted that the Council follows Data Management Policy which 

requires it to keep financial records for ten to fifteen years and then dispose them. The findings 

of the study show that the management of records at Kasungu Municipal Council is still in its 

infancy stage. Lack of retention and disposition schedule may result into the council either 
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failing to destroy records which are no longer needed to support the day-to-day business 

operations, or it may be forced to take disposal decisions on an ad hoc basis without observing 

any aspect of disposal criteria. Keeping unnecessary records eats up valuable space/memory, 

may incur unnecessary costs, and cause difficulties in retrieving records. Ad hoc disposal of 

records on the other hand, may result in the council destroying ephemeral records together 

with those that have enduring value. This may result in the council being unable to defend 

itself if liability claims are made against its services or the actions of its members of staff.  

The findings of the present study concur with those of Frings-Hessami and Oliver (2022) 

which found that municipalities in Switzerland did not have records disposition schedule. 

However, the present findings are contrary to those of a quantitative study by Franks (2015) 

in Canada which revealed that cloud computing services allowed records and backups to be 

deleted according to a retention and disposition schedule. Further, the current study findings 

are in sharp contrast with those of mixed methods studies by Makgahlela (2021) and Malatji 

and Marutha (2023) conducted in selected municipalities in Limpopo Province of South 

Africa which found that retention and disposal schedules were available in the municipalities 

studied. Finally, the present findings show that Kasungu Municipal Council is not even 

guided by Access to Information Act of 2017 which orders every information holder to 

maintain information for a period of seven years and there after transferring it to National 

Archives (Access to Information Act, 2017).  

The absence of records retention and disposal schedule at Kasungu Municipal Council is 

against the principle of RCM’s organise dimension which encourages the formulation of  

6.4 Factors affecting records management practices 

The study examined both the factors that encourage records management practices and those that 

negatively affect records management practices at KMC. 

6.4.1 Factors that encourage records management  

The study identified some notable encouraging factors of proper records management 

practices which include transparency and accountability of business transactions, followed by 

enhanced information access, compliance of statutory requirements and for litigation 

purposes.  

Transparency and accountability of business transactions entails all decisions and 

undertakings at Kasungu Municipal Council should be procedurally documented so that they 
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can be easily seen by stakeholders. For instance, the recruitment process at Kasungu 

Municipal Council should be properly documented for future references. Accountability of 

business undertakings requires records to act as evidence to justify any institutional 

undertaking. For instance, financial records should account for any purchase transactions. 

Compliance with statutory requirements is when Kasungu Municipal Council meets the 

requirements of external institutions such as the Malawi Revenue Authority (MRA) and this 

should be supported by valid records. Records must also act as evidence in court proceedings 

in case the institution is sued by students, staff, or any other entity. 

The results of the current study also in contrast to those of a qualitative study on "Things to 

consider when managing an institutional repository" by Higgins and Goldman (2012). The 

American study found certain advantages to managing electronic documents through San Jose 

State University's institutional repository in Washington. The advantages include improved 

"findability" and accessibility of e-records, the capacity to quickly distribute data across 

borders, and the ability to provide long-term preservation and persistent access to records. As 

this theme of the current study was based on a structured questionnaire, methodological 

discrepancies may be to blame for the discrepancy between these study findings on the 

advantages of records management. 

6.4.2 Factors that negatively affect records management practices  

The study’s objective sought to ascertain factors that negatively affect records management 

practices at Kasungu Municipal Council and the key factors according to the study include 

management commitment, technical and human expertise, ICT infrastructure, legislative 

guidelines, and finances. Further, the study established the nonexistence of records 

management policy and lack of qualified records staff.  

6.4.2.1 Lack of management commitment or support 

Support of top management is vital in realizing better records management practices. In this 

case, lack of such support can have negative implications on the management of records at 

KMC. For instance, there will be little financial resources allocated to the management of 

records. It is perhaps the reason that the study found that there were no guidelines and policies 

to guide records management at the institution. Furthermore, lack of management support 

could be the contributing factor to the lack of ICT infrastructure. Management plays a vital 

role in the approval of recruitment and training of records staff.   
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The findings of the current study are similar to those of a qualitative study done by Phiri and 

Tough (2017) in Sub-Saharan African countries which established that management support 

was a huge setback to records management initiatives in some universities. The current study, 

therefore, provides fresh evidence which strongly suggests that the management teams in 

African public institutions do not view records management as a significant tool in efficient 

operations and business transactions for institutions of higher learning.  According to the 

Records Continuum Model, support of management is key in ensuring that records 

management processes are well managed in an institution. This implies that KMC will keep 

having a disfranchise records management system if management continues to ignore this 

important component or function of the institution. On the contrary, the findings of the current 

study are dissimilar with those of a qualitative study conducted by Bailey (2011) in Britain 

which measured the impact of records management in the British education sector. The study 

established demonstrable commitment and investment in records management in UK higher 

education institutions. Investment in records management as reported by this European study 

presupposes economic gains from proper recordkeeping. This, therefore, requires 

management commitment to fund recordkeeping activities.  

6.4.2.2 Lack of ICT infrastructure 

The study established the existence of ICT infrastructure in form of computers and computer 

networks at Kasungu Municipal Council. Generally, ICT infrastructure could be software such as 

record management systems, hardware such as computers, or computer networks. ICT 

infrastructure also facilitates efficient communication and collaboration. Lack of it hampers the 

ability to share records electronically. The infrastructure available at Kasungu Municipal Council 

is not adequate to conform to the Records Continuum Model’s record keeping containers axis 

requirement. The Council needs a unified record management system that would regulate what 

should be captured and what should not. 

The findings of the current study relate to those of a qualitative study by Masenya (2020) in South 

Africa.  The study established that libraries used modern technologies such as block chain, cloud 

computing, and the Internet of Things to manage records. It further reported that such technologies 

can only be utilised on established ICT infrastructures. A qualitative study by Mutula and Mostert 

(2010) established that the Government of South Africa had put in place ICT infrastructures to 

enhance service delivery in the digital information sector. 
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6.4.2.3 Lack of legislative guidelines 

Record management policies affect records management systems since they provide the guidelines 

on how record management functions should be carried out. The study shows that there are no 

written policies guiding records management at the KMC. According to Gratha (2015) and 

Wamukoya (2015), lack of records management policies act as the cause of challenges facing 

records management in many institutions. This has greatly affected the efficiency and effectiveness 

of many organisations in their service delivery. According to Gratha (2015), most organisations 

experience major problems in the management of records which include untidiness in the record 

storage areas, misplacement of files, and lack of file control tools. The study also indicates other 

problems such as lack of retention and disposal schedules and lack of proper supervision of staff. 

Wamukoya (2015) indicates that there are various risks associated with the poor management of 

records. Lack of proper records management in organizations like KMC would lead to loss of 

assets, litigation risks, time wastage in retrieval of records and non-compliance risks. 

The study found that there was no records management policy at Kasungu Municipal Council. 

The absence of a records management policy at Kasungu Municipal Council underscores the 

importance of implementing structured and comprehensive policies. Having records policy 

and guidelines could help to mitigate risks, improve efficiency, enhance compliance, and 

uphold the council's reputation and public trust. Without a records management policy, there 

might be a lack of standardised procedures for creating, organizing, and storing records. This 

can lead to disorganization, making it challenging for employees to find and retrieve 

important information when needed. Without a policy, employees might resort to individual 

methods of managing records, leading to inefficiencies, duplication of efforts, and wasted 

resources. According to Makgahlela (2020), proper policies streamline processes and ensure 

that employees follow consistent and standardised procedures. 

Embracing the Records Continuum Model’s prescribed factors in an institution might 

mitigate the challenges of long-term preservation and hence the re-use of information and 

enhancement of the organisational memory. Among other benefits of the Records Continuum 

Model are enabling integrated policy making and policy implementation (Jaakonmäki et al., 

2018; Phiri, 2016). The results from the study show that the KMC is missing out on crucial 

benefits models like the Records Continuum have on organisational records management 

practices. 
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The current study shares similar findings with a case study by Asamoah and Akussah (2016) 

in Ghana, which exposed policy gaps in records management by establishing that municipal 

councils in Ghana lacked a clear records management policy. This has a negative bearing on 

the development and implementation of a records management programme and policy. Other 

studies across Africa also found a lack of records management policies as a challenge 

militating against proper records management practices in public institutions. For instance, a 

study by Ngoepe (2014) which investigated the role of records management as a tool to 

identify risks in the public sector in South Africa reported that a lack of records policy 

frustrates the management of records at the institution.  

A formal record management programme with clear policies, infrastructure, staffing, 

guidelines, and clear qualifications for records personnel is recommended for the institution 

to realise the potential of records management (Khumaro & Chigaliro, 2017; Mosweu, 2019). 

6.4.2.4 Lack of funds 

The study established lack of funds to run records management initiatives at Kasungu Municipal 

Council. Just as in any other business undertakings, funds are viewed as a substantive resource for 

effective records management. Furthermore, this is perhaps the reason why KMC has limited 

technology, insufficient storage solutions, as well as ineffective data security. To mitigate these 

challenges, KMC can explore grant opportunities, partnerships with external organizations and 

priories funds for records management practices. 

According to the Records Continuum Model, lack of funds presents a significant challenge to the 

effective management of records within an organization. While the Records Continuum Model 

primarily focuses on the continuum of records management activities, the availability of financial 

resources plays a crucial role in determining the success and sustainability of records management 

practices. In such a case KMC failed to comply to the model standards 

The findings of the current study correlate with those of a qualitative study by Walters and Skinner 

(2010) in the USA which examined the emerging field of digital preservation and its economics in 

different organizations. The study established that finances or funds provide access to a body and 

network of expertise and technology that is required to carry out preservation of records effectively 

and efficiently.  A case study by Musembe (2016) in Ghana shares a similar viewpoint from the 

findings of the current study. It focused on strategies for improving records management in 
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enhancing the quality of services in government institutions. The study reported that soliciting and 

allocating of adequate funds is key to effectively carrying out records management practices in the 

institution. 

6.4.2.5 Lack of technical and human expertise 

The study established a lack of qualified staff in records management at Kasungu Municipal 

Council. Recordkeeping expertise is an enabling human factor to competently understand, handle 

and develop records management practices. Most participants also indicated that there are no 

training sessions on records management for staff. According to Halim et al. (2018), managing 

records in the electronic environment is not only a major challenge but also increasingly a strategic 

issue for organisations in both the public and private sectors. It is suggested that a key factor in 

meeting both the challenge and addressing the strategic management is the provision of training 

for employees. Training on records management can be in two phases: the customised training for 

staff tailored to their work place and the general training covering best practices applicable to any 

institution (Akuffo & Adams, 2016; Chaterera, 2016). The study shows that KMC does not arrange 

trainings for staff to update their skills on the management of records. Furthermore, there are no 

internal trainings to help the employees to customise the general skills on records management to 

their specific work environments. The lack of the internal trainings may create a gap in the 

implementation of the generally acceptable records management practices, locally. 

The findings of the current study relate to a case study by Mutula (2012) in Zambia. The study 

found that the evolution of new technologies and complex electronic resources is a big challenge 

and requires the staff to upgrade their skills. Similarly, the study by Alegbeleye and Chilaka (2019) 

also revealed that lack of necessary training in records management negatively affected the 

implementation of the systems Proper implementation of records management systems directly 

impacts the sound and efficient management of records. Just like what the Records Continuum 

Model projects, well managed records are more likely to be used efficiently and timely each time 

there is need. 

Generally, the findings of the current study on factors influencing records management are also 

replicated in other studies. For instance, a qualitative study by Dano and Ibrahim (2021) 

established that insufficient funding, inadequate training and retraining of staff, lack of storages 

devices, and lack of a comprehensive records management policy, guidelines and procedures are 
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some of the notable factors affecting records management. In view of the foregoing discussion, 

the success of records management at Kasungu Municipal Council is not exclusive to these factors. 

Therefore, the implementation of records management practices should be inclusively viewed 

through the lens of these factors.  

On the whole, any activity outlined in the dimensions of the Records Continuum Model requires 

an enabling environment or factors such as ICT infrastructure, records management policy, 

management support, trained staff, and adequate resources for its successful execution. For 

instance, the creation, capturing and organisation of records as explained in the dimensions of 

Records Continuum Model require the use of ICT tools such as computers. ICT tools are part of 

the ICT infrastructure which has been already discussed as one of the factors influencing records 

management practices. However, due to a number of factors inhibiting records management at 

Kasungu Municipal Council, its implementation is a challenge. Therefore, records management 

practices at Kasungu Municipal Council might not be as holistic as the Records Continuum Model 

demands. 

6.5 Conclusion  

The major variables of the Records Continuum Model explicitly delimit records management 

practices in the four dimensions of records creation, records capture, records organisation, and 

records pluralization. One of the fundamental elements of records organisation is records 

classification which fosters systematic recordkeeping, access, and retrieval. Records classification 

is relatively more hectic and cumbersome in manual systems which characterised Kasungu 

Municipal Council predominant paper recordkeeping.   

With the advent and growth of computerised systems, records creation and e-records capture have 

become easily manageable and innovative. High-tech gadgets and records management systems 

have spurred records pluralization as the sharing of records is significantly affordable. 

Departments at Kasungu Municipal Council should inculcate organisational culture of sharing 

records for common usage. This is greatly facilitated by interconnected computer networks. To 

this end, the sustainability of records management practices is guaranteed by security measures 

put in place. Physical records are protected by locking them in cabinets while e-records demand 

strong passwords, encryptions, and firewalls. Unfortunately, Kasungu Municipal Council 

presented itself vulnerable to the loss and tampering of e-records.   
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Based on the findings of this study, there were inefficiencies in records management practices at 

KMC. Kasungu Municipal Council has a decentralised and fragmented records management 

system which is characterised by a disjointed departmental records management. The organisation 

and retention of these records is haphazard and unprocedural and is based on personal judgements. 

The lack of records retention and disposal policy is one of the retrogressive developments seriously 

hampering the realisation of records management practices. Even though Kasungu Municipal 

Council has not paid the required attention to records management practices, notable records 

management practices were records creation, capture, classification, and security. These infinite 

records management practices need thorough enhancement and reinforcement within the 

perspectives and aspirations of records management to underscore the ultimate principles of 

accountability, transparency, and compliance of business transactions. In the long term, efficient 

and effective records management practices seek to underpin the institutional collective memory 

to gain a lasting competitive advantage.   

6.6 Recommendations of the study 

Based on the findings of the study, the study recommends the following:  

• The study found that there is no management programme to guide efficient implementation of 

records management at Kasungu Municipal Council. The study recommends that the Kasungu 

Municipal Council management should develop a records management programme that could 

guide its records management practices including staffing, infrastructure and budgets.   

• The study found that there was no records management policy at Kasungu Municipal Council. 

Management should formulate a records management policy that will guide its records 

management practices.  

• The study found that there are no clear guidelines on the disposal of records. Kasungu 

Municipal Council Management should consider establishing a fully-fledged central records 

unit that would coordinate all records management activities from records creation to disposal.   

• The study found that there was lack of ICT infrastructure at Kasungu Municipal Council. 

Management should establish a robust ICT infrastructure that can support electronic records 

management systems.  

• The study found that there was lack of expertise at Kasungu Municipal Council. Management 

should consider recruiting record expert who can design recordkeeping systems, organise and 

manage records.  
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6.7 Suggestions for further research 

Further studies should be conducted with a focus on education, training and recruitment, 

processes of records management experts in Municipal councils in Malawi. 
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APPENDICES 

 

Appendix 1: Informed consent form 

 

 

 

 

 

 

 

Mzuzu University Research Ethics Committee (MZUNIREC) 

 

Informed Consent Form for Research in 

Masters in Library and Information Science 

 

Introduction  

I am Naris Kapanda, a Master of Library and Information Science student from Mzuzu University. I 

am doing research titled “Records management practices at Kasungu Municipal Council”.  This 

consent form may contain words that you do not understand. Please ask me to stop as we go through 

the information and I will take time to explain. If you have questions later, you can ask them of me or 

of another researcher. 

 

Purpose of the research  

This research aims to investigate records management practices at Kasungu Municipal Council 

  

Type of Research Intervention 

This research requires your voluntary participation in responding to a questionnaire/interview 

questions.  

 

Participant Selection  

You are being invited to take part in this research because you are one of the Kasungu Municipal 

Council staff member.  

 

Voluntary Participation  

Your participation in this research is entirely voluntary. It is your choice whether to participate or not. 

If you choose not to participate nothing will change. You may skip any question and move on to the 

next question. 

 

Duration  

The research may take a period of three months.  

 

Risks  

You do not have to answer any question or take part in the discussion/interview/survey if you feel the 

question(s) are too personal or if talking about them makes you uncomfortable. 

 

Reimbursements 
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You will not be provided any incentive to take part in the research.  

 

Sharing the Results  

The findings from this study will be shared with you as a participant and your community before it is 

accessible to the public.  The results of the study may also be published for the broader viewership of 

interested researchers. 

Who to Contact? 

If you have any questions, you can ask them now or later. If you wish to ask questions later, you may 

contact: Miss Naris Kapanda. (Airtel Malawi Limited: 0993988092/0884511112) 

 

This proposal has been reviewed and approved by Mzuzu University Research Ethics Committee 

(MZUNIREC) whose task is to make sure that research participants are protected from harm.  If you 

wish to find more about the Committee, contact Mr. Gift Mbwele, Mzuzu University Research Ethics 

(MZUNIREC) Administrator, Mzuzu University, P/Bag 201, Luwinga, Mzuzu 2, Phone: 

0999404008/0888641486 

 

Do you have any questions?   

 

Part II: Certificate of Consent  

 

I have been invited to participate in research about “Records Management Practices at Kasungu 

Municipal Council”. 

 

I have read the foregoing information, or it has been read to me. I have had the opportunity to 

ask questions about it and any questions I have been asked have been answered to my 

satisfaction. I consent voluntarily to be a participant in this study  

 

Print Name of Participant__________________     

Signature of Participant ___________________ 

Date ___________________________ 

 Day/month/year    

 

If illiterate 1 

 

I have witnessed the accurate reading of the consent form to the potential participant, and the 

individual has had the opportunity to ask questions. I confirm that the individual has given 

consent freely.  

 

Print name of witness____________       Thumb print of participant 

Signature of witness    _____________ 

Date ________________________ 

 
1 A literate witness must sign (if possible, this person should be selected by the participant and should have no connection to the 

research team). Participants who are illiterate should include their thumb print as well.   
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                Day/month/year 

    

Statement by the researcher/person taking consent 

 

I have accurately read out the information sheet to the potential participant, and to the best of 

my ability made sure that the participant understands the research project.  I confirm the 

participant was given an opportunity to ask questions about the study, and all the questions 

asked by the participant have been answered correctly and to the best of my ability. I confirm 

that the individual has not been coerced into giving consent, and the consent has been given freely 

and voluntarily.  

   

 

Signature of Researcher /person taking the consent  

Date ___________________________    

                 Day/month/year 
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Appendix 2: Questionnaire for Departmental staff members 

Instructions:  

Please indicate against the appropriate response(s) in the context of Kasungu Municipal Council 

(KMC) and that it should be to the best of your knowledge.  

SECTION A: DEMOGRAPHIC INFORMATION 

1. Please indicate your gender. Select one option only 

Male                              [    ] 

                  Female                           [    ]                                    

2. Please indicate your age group. Select one option only   

                  20 – 30                          [    ]                                    

                  31 – 40                          [    ]                                    

                  41 – 50                          [    ]                                   

                  51 Above                      [    ]                                   

3. Please indicate the highest academic qualification you currently hold. Select one option 

only 

                       Certificate                     [    ]                                    

     Diploma                        [    ]                                    

                       Bachelor’s                     [    ]                                    

                       Master’s                        [    ]                                    

                       PhD                               [    ]                                    

4. Please indicate the department you work under. Select one option only 

                        Administration                 [    ] 

                        Information Technology [    ] 

Human resources             [    ] 

Public works                    [    ] 

Finance                            [    ] 

Planning                           [    ] 

Education and Health       [    ] 

SECTION B:  Types of records created or received at Kasungu Municipal Council 
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5. Please indicate by ticking in the appropriate box(es) records that are created or received 

at Kasungu Municipal Council. You are allowed to tick more than one by selecting all 

that apply.  

Financial records                                 [    ]                                             

Legal papers                                        [    ]         

Historical and archival documents      [    ]         

Conference proceedings                      [    ]          

Mails                                                    [    ]          

Technical documentations                   [    ]          

Memoranda                                          [    ]         

Meetings                                              [    ]           

Reports                                                 [    ]          

Policy documents                                 [    ]             

Others (Please specify)  ______________________________________________  

6. Please indicate how records are created in your office or department. You are allowed to 

tick more than one by selecting all that apply  

Handwriting notes                                                      [    ]              

Completing forms or templates                                  [    ]              

Creating and transmitting an email                            [    ]            

Creating a memorandum or note                                [    ]           

Creating word processed document, spreadsheet       [    ]            

Taking photographs                                                    [    ]            

Making audio tapes, CD and other recordings           [    ]             

Entering data into database                                         [    ]             

             Others (Please specify) ____________________________________________________ 

7. Indicate the format(s) in which the records the Department receive or create. You are 

allowed to only one 

Print or paper based format only    [    ]         

Electronic format only                    [    ]            

Hybrid: both print and electronic    [    ]    

            Others (Please specify) ____________________________________________________ 

SECTION C: Records preservation strategies 

8. What equipment do you use to keep electronic records? You are allowed to tick more 

than one by selecting all that apply  

Computer/laptop                                                           [    ] 

Cloud storage                                                                [    ] 

Electronic Recording Delivery System (ERDs)           [    ] 

Flash disks              [    ] 

External had drive             [    ] 
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Compact Discs (CDs)                                                   [    ] 

Secure Digital Cards (SD cards)                                   [    ] 

 

Others (Please specify) ____________________________________________________ 

9. What are the equipment for keeping the records traditionally? You are allowed to tick 

more than one by selecting all that apply  

 

Shelves                                                                         [    ] 

Hard files                                                                      [    ] 

Cartons                                                                          [    ] 

Hard containers                                                             [    ] 

Folders                                                                           [    ] 

 

            Others (Please specify) _____________________________________________ 

10. Does Kasungu Municipal Council have a working records information centre or records 

registry? Select one option only 

Yes                            [    ]                                              

No                             [    ]                                               

 

11. How are records at Kasungu Municipal Council (KMC) classified?  You are allowed to 

tick more than one by selecting all that apply   

General to Specific        [    ]                      

Alphabetization             [    ]                      

Numbering                    [    ]                     

Subject specific             [    ]     

None                              [    ]                       

                        Others (Please specify) _____________________________________________ 

12. Please indicate the extent to which it takes for a record to be retrieved or accessed from 

any storage facilities available in your department. Select one option only 

0 – 5 minutes             [    ]                             

6 – 10 minutes           [    ]                             

11 – 20 minutes         [    ]                             

21 – 30 minutes         [    ]                      

More than ½ hr          [    ]               

13. Is there a functional record management policy at Kasungu Municipal Council? Select 

one option only 

Yes                             [    ]                       

No                              [    ]                       
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SECTION D: Factors influencing records management practices at Kasungu Municipal 

Council 

 

14. What are the encouraging factors influencing records management practices at Kasungu 

Municipal Council? You are allowed to tick more than one by selecting all that apply   

Transparency of business transactions        [    ]   

Accountability of business undertakings     [    ]   

Compliance with statutory requirements     [    ]   

Enhancing information access                     [    ]   

For litigation purposes                                 [    ]         

Others (Please specify) 

________________________________________________________ 

factors influencing records management practices at Kasungu Municipal Council 

15. What are the challenges of records management practices at Kasungu Municipal Council 

Technical and human expertise                [    ]  

Management commitment                        [    ]  

Finances and other resources                    [    ] 

Policy and legislative guidelines               [    ]  

ICT infrastructure                                      [    ]     

Others (Please specify) 

___________________________________________________________ 
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Appendix 3: Interview guide for Key Informants 

SECTION A:  Demographic Information 

1. Gender  

2. Age ground  

3. Academic Qualification  

4. Position   

SECTION B: Types of records created or received at Kasungu Municipal Council 

5. How are records created and captured in your department? 

SECTION C: Records preservation strategies 

6. What are the storage facilities for records?  

7. How are such storage facilities secure from internal and external interference? 

8. Are there any records management policies, guidelines and standards put in place to 

facilitate storage (records equipment), maintenance and disposal of records at 

Kasungu Municipal Council? 

9. Is there a classification system put in place to facilitate organization of records? 

SECTION D: Factors influencing records management practices at Kasungu Municipal 

Council 

10. What are the encouraging factors influencing records management practices at 

Kasungu Municipal council? 

11. What are the challenges militating against operations of records management 

practices at Kasungu Municipal Council?  
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Appendix 4: MZUNIREC approval letter 
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Appendix 5: Gatekeepers’ letter 
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Appendix 6: Editor’s report 

 



 

111 
 

  
 


