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ABSTRACT: This paper investigated the level of ICT integration in records management at Hilla 

Limann Technical University and the challenges confronting the records managers. The study 

used a survey design employing a questionnaire and interview to collect the data. Purposive 

sampling technique was used to select 40 respondents out of 50 records managers. The study found 

a high ICT integration with 87.5% of the respondents deploying ICT in processing, sending, 

storing, retrieving, receiving and recovering records. It was established that the institution does 

not have records management policy and records backup policy and therefore records mangers 

cannot dispose non-vital records. The study identified operational challenges such as virus 

infection; lack of dedicated backup storage facilities, poor and unreliable internet services, 

information loss, and lack of ICT equipment replacement policy. The study recommends that 

University Management should put in place records management policy, records backup policy 

and ICT equipment replacement policy. The records management policy should spell out a records 

retention period and disposal methods. There should be up-to-date antivirus applications on all 

computers and records managers should regularly update the antivirus installed on their 

machines. Finally, Management should provide reliable internet service to employees to facilitate 

their work.   

KEYWORDS: ICT integration, records management policy, records backup, internet service, 

records manager 

 

 

INTRODUCTION 

 

Information and Communication Technology (ICT) is pervasive in many educational institutions. 

This integration of ICT in the educational system has significantly changed how institutions 

operate, especially, in records management. The adoption helps to enhance, coordinate and control 

the operations of the institutions. It enhances the use of records management systems. According 

to Geetanjali, ICT supports service delivery in a convenient and cost-effective manner (Geetanjali, 
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2011). Effective service delivery is about cost-effectiveness, ease and timely access to the services 

and guarantees efficient and better service delivery. Effective integration and utilisation of ICT 

support record management and strategies of many educational institutions (Henderson & 

Venkatraman, 1999). Advantageously, ICT integration reduces information search and transaction 

cost leading to efficient operations and effective administration of institutions. It speeds up data 

processing, information sharing and distribution, thereby increasing productivity and improving 

institutional general performance (Sheppad & Hooton, 2006; Alam et al., 2007).  

 

Contextual Setting 

Hilla Limann Technical University was established in September 1999 and enrolled in, the first 

batch of students in 2003 to pursue HND programmes in Agricultural Engineering and 

Secretaryship and Management Studies. Currently, the University has four (4) schools, and about 

13 departments running both tertiary and non-tertiary programmes with a student population of 

about 1,269 and staff strength of about 80 faculty members and 20 administrative staff.  

 

To ensure the effective and efficient functioning of the institution, the Polytechnic formulated ICT 

Policy and Plan that seeks to guide and consolidate the process of fully exploring the benefits of 

ICT in the institution (Wa Polytechnic ICT Policy and Plan, 2008). The institution, like many 

tertiary institutions, has integrated Information and Communication Technology (ICT) in its 

routine work such as students’ enrolment, creating and managing records, internet provision and 

students’ assessment. This adoption of ICT by the institution was to minimise the prior huge 

paperwork, delays in document processing and to enhance effective records management. 

However, huge paper-based document abounds and records management seems to be 

predominantly paper-based. Most of the offices are still handling bulky files and papers. Students 

complain of delays in document processing and the institution is reported of receiving threats of 

legal actions from some past students over the delay of certificates, casting aspersion on how 

records are managed in this ICT integrated workplace.  

 

This study, therefore, examines the level of ICT integration in records management of the 

institution. It also assesses the competencies and skills of staff on the usage of available ICT tools. 

Further, the study identifies the operational challenges and make recommendations.  

 

Records  
A record is a compiled, written, or electronically generated fact kept to preserve its content. It is a 

document that provides tangible evidence of information or past happenings (University of 

Adelaide, 2020). Cox (2001), opines that records are human memory extensions generated with 

the objective to provide permanent evidence of activities that can support a decision-making 

Records are any information created, received, and maintained as evidence and information by an 

person, in pursuance of legal obligations or in the transaction of business (UG record policy, 2014). 

Many different kinds of records are produced. Examples are academic records, health records, 

legal records, parliamentary records, business records and elections records. The focus of this 

study is on academic records.  
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An academic record is any data relating to students both in paper and electronic formats that 

provides evidence of information about the events that happened (Nwaomah, 2015). Examples of 

records are email, letter, lab book, diagram, photograph, set of lecture handouts, and payment 

receipt.   

 

Electronic records refer to any machine-generated and machine-readable information (Coetzer, 

2012; University of Ghana record policy, 2014). They may be an integration of text, graphics, 

images, video, audio, e-mail, internet content, documents, spreadsheets, databases, etc., that are 

generated, maintained, modified or transmitted in digital form by a computer or related system.  

 

Life-Cycle of Records 

Every record has a useful life to live and those with enduring historical value are maintained in 

archives (Pari & Tamar, 2020). A properly managed record is the one whose life cycle is seriously 

handled (Azameti & Adjei, 2013; International Management Trust (IMT), 1999). The record life 

cycle concept was developed in the USA in 1934 to enable records managers to exercise control 

over records to make their use, maintenance and disposition easy (Ken vision, 2007; Schellenberg, 

1956). A records life cycle helps to identify the status of records within a records management 

policy and programme and provide a framework for planning, implementation and monitoring. It 

also integrates records management and archives administration (Shepherd and Yeo, 2003). A 

record life-cycle is in phases as shown in Figure 1, starting when created or received, the usage, 

maintenance and finally disposal. According to Porter-Roth (2006), the main phases of a record 

life cycle are capturing, managing, storing, delivery and disposition. The creation or receipt of a 

record constitutes the first phase. The second phase, maintenance and use, is the most useful life 

for which a record exists for easy and accurate accessibility and retrieval. The last phase is the 

disposition, where the records are destroyed or kept for archival reasons. A record disposition is 

essential because it helps an organisation to avoid operating costs. 
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Figure 1: A detailed records lifecycle.  Adapted from Adelaide University, 2020) 

Records Management in Educational Context   

Records management is the efficient and systematic control of recorded information (International 

Organisation for Standardization (ISO) 15489, 2001; Newton, 1986). It is the adherence to some 

standards to control records. Records management is a herculean task in the educational setting. 

Poor records management in educational systems create administrative, developmental and 

supervisory challenges in schools (Amanchukwu & Ololube, 2015). Consequently, tertiary 

institutions are rolling out measures to manage academic records with efficiency and effectiveness 
and to safeguard the academic records to enhance their credibility and sustainability (Azameti & 

Adjei, 2013).  Both paper-based systems and digital records management systems are used to 

manage school records. According to Azameti and Adjei (2013), the reasons for using the 

electronic systems are flexibility, keeping abreast of current technological issues in records 

management, enhance data security, limit accessibility rights to academic records, and improve 

tracking systems. They opined that paper-based record keeping is motivated by fear of cyber and 

viral attacks on sensitive academic records, lack of storage capacity and lack of database 

applications to manage electronic records. The adoption of both electronic and paper-based is to 

produce complementary backups, generate backups to authenticate records, have backups in times 

of equipment failure and an inability to convert all paper-based records to electronic form. In South 

Africa, the Council on Higher Education (2000), reports that higher education information systems 

are inadequate hence the need for universities’ information and records to be managed 

systematically to enhance the effectiveness and efficiency of the universities in carrying out their 

mandate. Alwi, Husain and Jannatul (2016), categorised the importance of proper management of 
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academic records in the educational setting into three as: academic records application, educational 

development and solving issues. The application category involves in determining policy, metrics 

reviewing, information assessment, instructional design, and spelling capabilities instrumentation. 

Academic records form integral component in university educational development. They are 

reliable data for analysing the quality of education service delivery (Baghdarnia, & Arash, 2014), 

and play critical role in granting accreditation to an institution (Franco, 2015). Similarly, academic 

records are used as evidence in seeking solutions to educational such as issues of teachers’ 

performance, recovery of students’ information and prevention of any destruction to same (Carzoo, 

Young, Pommering, & Cuff, 2015), appraisal on school dropout and students’ poor academic 

performance (Alwi, Husain & Jannatul, 2016; Badr, Algobail, Almutairi, & Almutery, 2016) 

Records Management Policy in Some Tertiary Institutions  

Many tertiary institutions have policies and procedures to guide the management of student 

academic records. The University of Sheffield has a records management policy that regulates 

records of the university. According to the university, records are authoritative evidence of 

business and therefore should possess the characteristics of authenticity, reliability, integrity and 

usability (University of Sheffield, 2020). The policy ensures that records are maintained during 

their lifecycle with appropriate security. The University of Adelaide has records management 

policy which articulates the roles and responsibilities of every staff member in handling records. 

The policy states that, the staff awareness of when and why creating records is the foremost step 

in good records management. Records serve as proofs of actions, accountability, legal 

requirements, institutional memory and ensure transparency (University of Adelaide, 2020). The 

University of Ghana has records management policy which provides a framework and assigns 

responsibilities for ensuring that full and accurate records of the business activities of the 

University are created. This ensures records are managed and maintained for as long as they are 

required to support business functions and accountabilities until their disposal in accordance with 

the authorised retention schedules (University of Ghana record policy, 2014).   

 

The record management policy framework of University of Education, Winneba (UEW) identifies 

records creation and capture, records survey/audit, records analysis/retention schedule, disposal of 

records, records protection and security and provision of appropriate training for relevant staff as 

the key records management practices in the University (University of Education Winneba, 

Records Management Policy Framework, 2000).  

While some institutions have specific policies and procedures for managing academic records, 

others do not have such standards. Coetzer (2012) reports that the University of Zululand has no 

specific policy for records management.  

Attempts to ascertain the record management policy and strategies in Hilla Limann Technical 

University revealed that there is no such a policy. Interviews with some management staff revealed 

that there is no institutional policy on records management. This was confirmed by sighting some 

documents which have outlived their usefulness yet they were packed in some offices unattended.  
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The need for Proper Academic Records Management 

Records are valuable assets of institutions and should be harnessed through proper records 

management (Alwi, Husain, & Jannatul, 2016; Mutula and Wamukoya, 2009). Proper record 

management provides better use of physical and server space, save staff time, improved control of 

valuable information resources, compliance with standards and reduction in operational costs 

(UEW Records Management Policy Framework, 2000). Effective records management 

programme ensures records availability, utilisation, privacy, integrity, confidentiality and 

maintenance. Well-managed records provide evidence of compliance with legislature and ensure 

organisation accountability, prevents duplication of effort, easier retrieval, better utilisation of 

space, and less frequent loss of documents (Blake, 2014; Palmer, 2000; Sanderson and Ward, 

2003; Zawiyah and Robert, 2000). 

 

Proper records management in public institutions is also a legal requirement. Ghana has a 

legislature on information acquisition and usage as stated in the Right to Information Law (RIL)., 

Act 989. The law requires every public institution to generate, process, maintain and preserve 

accurate and authentic information related to the running of the institution (Parliament of Ghana, 

2019).  Well managed records mitigate risk through compliance with legislation, minimises 

information loss and provides evidence of transactions (Ngoepe, 2014).  

A good records management provides the following benefits: completeness, cost effectiveness, 

flexibility, quality, relevance, timeliness, retention and disposition of records, variability, and 

maintenance (Ibara, 2010 as cited in Amanchukwu & Ololube, 2015).  Further, properly managed 

records provide the following proofs: originality, compliance of data capturing and retention or 

disposal. Proper records management is essential for effective school administration as it facilitates 

valuable information retrieval useful for daily operation and decision making. 

ICT integration in Records Management 

Information and Communication Technology (ICT) is pervasive and its significance in the work 

environment cannot be overemphasised. ICT can be defined as a collection of computerised 

technologies used in service delivery. It includes the utilisation of computing resources such as 

hardware and software to deliver service. Specifically, ICT as a collective term is used to create, 

generate, analyse, process, distribute, receive, retrieve, store and share information. According to 

Ngenge (2003), ICT is the use of a collection of specific tools, such as email applications, word 

processors, databases and management systems. ICT deployment in the work place aids 

productivity (Sheppad and Hooton, 2006; Alam et al., 2007), and therefore many tertiary 

institutions manage academic records using ICTs. This is motivated by the flexibility, increased 

understanding in the use of ICT, and enhanced data security, limit accessibility rights to academic 

records, and improve tracking systems (Azameti & Adjei, 2013). A study on the availability of 

ICT tools for managing students’ academic records in Tanzanian reported that diverse ICT tools 

are available and are employed in students’ records processing (Mandari, 2018). Majority (9/10) 

of the schools have printers and computers with Microsoft office applications. Amidst the 

persuasiveness of digital data, integrating computing systems into the records management of an 

institution is a best practice parameter. 
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Challenges in Records Management 

Mutula and Wamukoya (2009), reports the challenges in records management as lack of 

institutional plans for managing electronic records, inadequate knowledge about the role of records 

management in ensuring efficiency and accountability, inadequate stewardship and coordination 

in handling records, lack of legislation, policies and procedures to guide the management of 

records, lack of requisite competencies in records and archives management, insufficient  budgets 

allocation for records management, poor security and confidentiality controls, lack of records 

retention and disposal policies, and absence of migration strategies for electronic records.  

 

A study by Azameti and Adjei (2013), identifies the following challenges faced by institutions: 

poor knowledge in computerized records management systems;  inadequate record keeping 

equipment; interferences from supervisors and low morale on the part of record keepers due to 

poor remuneration, the frequent crashing of hard drives leading to the loss of records; weak 

technological support for efficient record keeping; frequent freezing of computers making it 

difficult to retrieve information; system viruses leading to loss of records.  

According to Attwood and Grill (2008), the challenges of records management are inadequate 

qualified personnel, increasing student population and inadequate storage space. Some 

administrative staff of academic institutions carp funds and facilities inadequacy for records 

keeping. Lawal (2007), attributes the challenges associated with organisation’s records 

management to inadequate funding, lack of facilities, and infrastructure. Brendan (2012) observed 

that the major challenges associated with records management are weak legislative and 

organisational infrastructures (ICT tools). 

Studies by (Mutula and Wamukoya, 2009; Iwhiwhu, 2005; Egwunyenga, 2009) indicate that 

African records keepers lack the basic skills and competences for handling records and archives. 

Inadequate skills in information technology made many traditional librarians, records managers, 

and archivists very conservative and have phobia for computers. Further, generation gaps between 

the new and old professionals make analogue information managers to perceive computers as a 

threat to their status as experts (Ezeani, 2010). This implies that younger employees may easily 

cope with the requirements of digital age. Kemoni reports that many countries in Eastern and 

Southern Africa lack the capacity in electronic records management (Kemoni, 2009). Identifiable 

areas of deficiencies and challenges in managing electronic records include lack of policy and 

legislation, standardization, authenticity, capacity building, physical infrastructure and lack of 

awareness among recordkeeping professionals and government authorities on electronic records 

management issues. 

RESEARCH METHODOLOGY 

A survey research design was employed to obtain data from the respondents. A structured 

questionnaire of 25 items was developed for collecting the data. The population for the study 

comprised of the administrative staff, Heads of Departments and units and examination officers, 

who generate and manage records in the institution. A purposive random sampling technique was 
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used to select 40 staff members from a population of 51 for the collection of primary data using 

questionnaire and interview. 

DATA ANALYSIS AND DISCUSSION 

 

Table 1 presents the demographic characteristics of respondents: gender, age, and years as 

employees of the institution. 

 

Table 1: Demographic Characteristics of Respondents 

Variable Attribute Frequency Percent 

Gender Male 27 67.5 

 Female 13 32.5 

Age 20-30 years 13 32.5 

 31-40 years 19 47.5 

 41-50 years 6 15.0 

 >50 years 2 5.0 

Years Working with the 

Polytechnic 

5-10 years 11 27.5 

 11-15 years 14 35.0 

 16-20 years 8 20.0 

 >20 years 3 7.5 

 No Response 4 10.0 

Source: Field Survey, 2017 

The majority of the respondents (67.5%) were males while female respondents represent 37.5%. 

This gender distribution recorded is reflecting the composition of the institution, where there are 

more males than females. It is also a reflection of the general composition of the tertiary institution 

structure in Ghana, which has more male employees than females. On age, respondents from 31 

to 40 years constitute the majority (47.5%). Similarly, 20 to 30 years recorded 32.5%. Per the age 

brackets, the composite figure of respondents age group between 20 and 40 years, constituting 

80%, means that majority of the respondents do not perceive computers as a threat to their status. 

The relatively young age of respondents corroborates (Ezeani, 2010), and should be able to cope 

easily with the requirements of the digital age and therefore can competently integrate ICT to their 

records management responsibilities. Further, Table 1 reveals that 36 (90%) of the respondents 

have worked with the institution for quite a long time. This qualifies them to be in a better position 

to give the true reflection of the records management activities and associated challenges in the 

institution. It also means that the random selection procedure employed yielded a good result by 

selecting the right candidates for the study.   

 

Examining the knowledge and skills of the respondents vis-a-vis the utilisation of ICT tools as 

pertain in the institution, the result is presented in Table 2. This was to identify the available tools 

and their utilisation. 
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Table 2: Type of ICT equipment used 

Variable  Description Frequency Percent 

Computer Yes 34 92.5  

 No 6 15.0 

Fax Machine Yes 0 0.0 

 No 37 85.0 

 No Response 3 7.5 

Photocopier Yes 7 17.5 

 No 31 77.5 

 No Response 2 5.0 

Printer Yes 37 92.5 

 No 3 7.5 

Telephone Yes 32 80.0 

 No 8 20.0 

External Drive Yes 11  27.5 

 No 29  72.5 

CD ROM Yes 27 67.5 

 No 13 32.5 

Pen Drive Yes 35 87.5 

 No 5 12.5 

    

Source: Field Survey, 2017 

Results in Table 2 indicate that respondents have knowledge and skills to utilise ICT tools such as 

computers (92.5%), fax machines (17.5%), photocopiers (17.5%), printers (85%), 

telephones/mobile phones (80%), external drives (27.5%), CD ROM (67.5%) and Pen drive 

(87.5%). The high percentage of computers (92.5%) and printers (85%) availability and usage 

corroborates (Mandari, 2018) findings that the majority (9/10) of the schools have printers and 

computers. Respondents indicated that some of the equipment such as pen drives and mobile 

phones are utilised at a personal level. Due to the inadequacy of these facilities, some staff 

members have to purchase their own devices and use them for administrative work, teaching, 

learning or research. This supports the assertion of Lawal (2007), that organisation’s records 

management is challenged by inadequate funding, lack of facilities, and infrastructure. This was 

indicated by the usage of storage devices. The external drive recorded the least usage relative to 

the pen drive. This finding is ascribed to the cost factor of external drive which is relatively higher 

and probably beyond the affordability of respondents. The pen drive adoption is high as a result of 

low cost. However, this is a source of threat to records and information as they are more vulnerable 

to viral infection. Further, personal level usage of these key devices implies that there is no policy 

regarding the acquisition and usage of personal ICT equipment in the institution.  
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Further, respondents’ knowledge and skills in applying software applications and some critical 

infrastructure were examined and the results presented in Table 3. 

Table 3: ICT Program /Tools 

ICT Application/Tool Description Frequency Percent 

Word Application Yes 38 95.0 

 No 2 5.0 

Excel Application Yes 34 85 

 No 1 2.5 

 No Response 1 2.5 

Internet Yes 31 77.5 

 No 7 17.5 

 No Response 2 5.0 

Intranet Yes 25 62.5 

 No 15 37.5 

Database management 

Program 

Yes 32 80.0 

 No 8 20.0 

PowerPoint Yes 34 85.0 

 No 7 15.0 

Source: Field Survey, 2017 

The results indicate that respondents used applications such as Microsoft word Program (95%), 

Microsoft Excel program (85%), Internet (77.5%), intranet (62.5%), Database management 

program (80%) and Microsoft PowerPoint program (85%). This finding is consistent with reports 

(Mandari, 2018; Tarafdar and Vaidya, 2006) on the basic knowledge of staff concerning critical 

ICT programs such as Microsoft Office applications. 

Table 4: Respondents ever lost Information/Records on their Computers 

Description Frequency Percent 

Yes 16 40 

No 22 55 

No Response 2 5 

Total 40 100 

Source: Field Survey, 2017 

Table 4 presents results on whether or not respondents have ever lost records on their computers. 

The results revealed that 55% of the respondents have never lost records while 40% of respondents 

indicated that they have ever lost records. This gives credence to the claim of (Azameti and Adjei, 

2013), that frequent viral attack and damage of ICT equipment results in the loss of records. It 
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further confirms the students' and staff's claims and complaints about missing of their records and 

documents. This disclosure is very instructive and brings to the fore what the institution is losing 

in the blind eye of Management. These losses can be prevented if the institution institutes a policy 

on backing up records and information to make it obligatory for every employee to back up 

records. Further, establishing a records centre is significant (University of Ghana record policy, 

2014). In situations where the hard copies of the lost information are available, they have to 

recreate the information according to the respondents. Records seekers on their own would have 

to contact the originator of the information for another copy, hence, the confirmation of claims by 

the students that processing of information takes much time; there is difficulty in obtaining 

requested information and unduly delay in processing documents in the institution. The study also 

sought to assess how secure electronic records are in the institution. Based on whether respondents 

accept other peoples’ storage devices such as pen drives into their computers. This was important 

in finding out the possible causes of viral infections or breakdowns of computers. The results are 

presented in Figure 1. 

 

 

Figure 1: Respondents accept other people’s storage devices into their computers 

Source: Field Survey, 2017 

The results indicate that 55% of respondents do not accept other peoples’ storage devices such as 

pen drives into their computers. A high percentage (37.5%) indicated that they accept pen drives 

of colleagues into their computers. This practice is attributed to a lack of essential ICT facilities 

and infrastructure (Lawal, 2007). Some of the offices do not have functional printers and they have 

to depend on other offices with functional printers to produce hardcopies as the institution adopts 

hybrid academic records management. Respondents however, indicated that any pen drive used on 

their PCs is scanned before opening it. Further checks indicated that some of the antiviruses were 

outdated, therefore not protective enough. For those who do not accept pen drives, always refuse 

to insert such devices from others. The insight in this finding is that there are attempts made by 

others to insert external devices such as pen drives into their machines. This practice if not check 
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has the potential to infect computers as they can yield to the persuasions of co-workers to use their 

office devices. An intranet could be established where the employers can print their work using 

their office computers without physical movement from one office to another. Some of the 

respondents indicated that they fear virus infection that may corrupt the records on their computers. 

Others also were of the view that malicious software can breakdown the Desktops as well as their 

personal laptop computers in the future. The data revealed that the respondents are aware of the 

potential risks involved in using ICT tools. This awareness is positive because the respondents will 

always be alert and cautious of what they accept into their computing devices. 

 

Figure 2: How respondents acquired ICT skills (Source: Field Survey, 2017) 

 

From Figure 2, 82.5% of respondents indicate that they acquired the ICT skills in records 

management through formal training, 12.5% acquired their ICT skills through personal or self-

study while only 5% acquired it through staff-in house training. It was also established that the 

ICT Directory has been organising ICT training for staff.  

 

Results in Figure 3 indicate that 10% of the respondents have excellent skills in ICT, 65% ranked 

their skills as very good, 17% had good skills, 3% ranked theirs as fair while 5% failed to respond 

to this question.  
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Figure 3: Rating of ICT Skills by Respondents (Source: Field Survey, 2017) 

The results indicate that, the majority (95%) of the respondents have the requisite skills in using 

ICT to manage records. This is in contrast with (Mutula & Wamukoya, 2009; Iwhiwhu, 2005; 

Egwunyenga, 2009), assertion that African records keepers have inadequate skills in information 

technology making many librarians, records managers, and archivists very conservative and scare 

of computers. The findings of this study are corroborating the pervasiveness of ICTs in the daily 

life of the respondents. Further, the majority of respondents are young and therefore accounting 

for their ability to acquire the requisite ICT skills. 
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Figure 4: The Use of ICT Resources/ Equipment (Source: Field Survey, 2017) 

Respondents indicated that they use ICT in information acquisition (25%), process information 

(30%), store information (10), retrieve information while in total, the majority (87.5%) of the 

respondents deploy ICT in their work as academic records managers. Consequently, the 

institution has integrated ICT in records management as they find numerous uses of ICTs in their 

work. However, 12.5% of the respondents failed to indicate how they use ICT to support their 

work. This could account for the adoption of hybrid records management.   

 

 

Figure 5: Respondents are satisfied with existing ICT facilities in the Polytechnic 

Source: Field Survey, 2017 

Figure 5 reports on the satisfaction of respondents concerning the existing ICT facilities in the 

institution. The majority (79%) are not satisfied. Some expressed dissatisfaction on the nature of 

existing facilities and how they impact negatively on records management. For instance, some 

documents demand that their hardcopies are produced using colour printer, but due to the absence 

of this equipment in their offices, they have to resort to commercial service providers outside the 

campus and at their own cost increasing records management expenses. This practice does not 

guarantee the confidentiality of those documents. Supporting the findings of (Brendan, 2012; 

Lawal, 2007) that inadequate funding, weak ICT infrastructure, and poor security and 

confidentiality controls of records. Another source of dissatisfaction was the poor internet 

connectivity and accessibility. Without these facilities, it is impossible to do effective academic 

and administrative work. Only 16% are satisfied with prevailing ICT facilities.    

 

Table 5: Respondents have back-up facilities in their Offices 

Description Frequency Percent 

Yes 21 52.5  

No 19 47.5 

Total 40 100 

Source: Field Survey, 2017 

Additionally, it was imperative to know whether respondents have back-up facilities for their 

records. In response, 52.5% of respondents indicated that they have back-up facilities in their 

Yes
16%No

79%

No Response…
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offices. Further interactions with them indicate that many of them are using their facilities such as 

pen drives and external drives. This development is not good enough because any fracas or 

unsatisfactory development involving them may trigger deny of service (DoS) through refusal to 

release the said information. They also complain about the inadequacy of some backing up 

facilities. Respondents without back-up facilities in their departments and units constituted 47.5 

%. This means that no backups for their records. This accounted for the high rate of information 

loss in Table 4 (40%) of respondents ever lost records. It also confirms assertion by Azameti and 

Adjei (2013), of loss of records in schools. Consequently, an indication of poor records 

management (Blake, 2014; Palmer, 2000; Sanderson and Ward, 2003; Zawiyah and Robert, 2000). 

Table 6: Regularity in Backing up Records 

Description Frequency Percent 

Daily 9 22.5 

Weekly 10 25.0 

Monthly 2 5.0 

Not at all 19 47.5 

Total 40 100 

Source: Field Survey, 2017 

On the regularity of backing up records, 25% of the respondents indicated that they back-up their 

records weekly, 22.5% back-up their records daily and 5% back-up their files monthly. The 

implication is that 52.5% of the respondents are aware of the need to back up records, have 

knowledge and skills to back up information and actually back-up their records at least once a 

month. This is very encouraging as the managers of the records realise the importance of backing 

up their records.  

The benefits from integrating ICT to records management include: quick data processing, storage 

and management of data, recovery of lost records, makes work easier and faster and ensure 

accuracy, and ease of information accessing and sharing. 

The operational challenges that they face in using ICT to manage records corroborated (Azameti 

& Adjei, 2013; Brendan, 2012; Lawal, 2007; Kemoni, 2009) identifiable challenges such as: 

virus infection, frequent blackout, managing database, retrieval of lost information from database, 

poor internet access, unreliable internet services, inability to use data analysis software, absence 

of external drives for backups, data corruption, outmoded equipment, inadequate orientation on 

newly acquired equipment, and lack of equipment replacement policy. 

The respondents suggested solutions to these operational challenges in ICT integrated records 

management are: provision of a functional stand-by generator, installation of up-to-date antivirus 

and frequent scanning of computers to remove malware, regular update of antivirus, instituting a 

records backup policy, installation of  power bank (UPS), training and retraining of staff in records 

management, internet accessibility, provision of modern ICT equipment and information 

encryption and archiving and ICT equipment replacement policy.  
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CONCLUSION/RECOMMENDATION 

The study found that ICT is highly integrated into records management and the majority of the 

staff members can competently use the ICT facilities. The integration helps the respondents in 

processing, storage, retrieval, updating and backing up academic records. The study revealed that 

40% of respondents ever lost information or records in their custody. Again, there is no policy on 

records management and backing up records. Further, the availability of backup facilities is a major 

challenge in records management in the institution. A high percentage (47.5%) of the respondents 

do not have back up for their records. Viral threat and infection is another challenge facing the 

record keepers. Further, the majority (79%) of the respondents are not satisfied with the ICT 

infrastructure in the institution and this impacts negatively on records management and the overall 

operation of the university. 

The study recommends to the management of the university the adoption of formal records 

management policy and records backup policy. Management should provide a reliable internet 

service. All the records keepers should install antivirus on their machines and update them 

regularly. The government through the Ministry of Education should support the university by 

providing state-of-the-art ICT infrastructure to facilitate the operation of the university. Future 

work will focus on the competence of records keepers in the context of prevention and recovery 

planning of records. 
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