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ABSTRACT
This study investigates records filing and disposition schedule in selected private polytechnics in Kwara State. Six (6) research objectives were aimed to be met. Descriptive survey method was used to cover 17 libraries’ and records personnel of three private polytechnics in Kwara State. Questionnaire to obtain data from respondents and the data was analysed with SPSS 23rd ed. Mean and standard deviation was used to interpret the lickert scale responses. Findings revealed that active files management and control, correspondent and vital records management and control are elements of records management considered by operating personnel who filed historical, research and academic records on the shelves according to the groups of general correspondence, technical reference materials and cards. Findings also showed that numerical, subject and alphabetical filing methods enhanced filing conditions for standardised shelving and complete accessioning of records series and records are majorly disposed through deleting, shredding and incinerating. Respondents agreed that records filing and disposition schedule enhanced supports institutional accountability, while lack of records management policy is perceived as the major factor affecting records filing and disposition. This study concludes that filing enhances proper arrangement and organisation of records in definite pattern and recommended amongst others that management of private polytechnics in Kwara State should devise a workable records management procedure manual which clarify the types of records that should be managed, equipment to be used in managing records and how records should be filed and disposed.
Keywords: Filing arrangement, Disposition schedule, Records filing, Records disposition.
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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study 
The polytechnic education is vital to the technological growth and development of any country (Ebele, 2019). There is no nation that can grow and develop technologically without technical education. It is important to note that polytechnic education is designed to blend theory and practice in order to solve real-life problems for the benefit of the society. Polytechnics are established to produce high quality technical manpower required for technological development and self-reliance of the country (Ebele, 2019) and one of the instruments that make polytechnics fulfill their roles are records of their activities.
Records are books, papers, photographs, machine readable materials, maps, or other documentary materials, regardless of physical form or characteristics, which have documentary or evidential value (Thomas Jefferson National Accelerator Facility, 2017). Such materials, created or received in connection with the transaction of official business, are preserved because of their informational value as evidence, functions, policies, decisions, procedures, operations, or other activities of an organisation. Hence, the values of records to organisations necessitate the need for their proper filing and disposition schedule.
Cambridge Dictionary (2019) describes records filing as the activity of putting papers, letters, or other documents into files. Records filing entails the process of specifying how records are to be organized once they have been created or received. It provide a roadmap to the records created and maintained by an organization and facilitate the eventual transfer or destruction of records (United States Department of Energy, 2016). Smead (2019) asserts that efficient record filing is the backbone of every successful organisation because when records are properly filed, it improves the overall efficiency of an organisation by providing better information for better decision-making and services. 
Ukpong and Adetunji (2020) posited that proper records filing promotes efficiency and effectiveness of organisations' operations, ensures that records are properly kept and secured for future references, save cost and ensure that organizational operations are done with ease, facilitates proper control of movement of files, aids the protection and easy tracing of file and also ensures that similar or related files are kept intact. Organisations that have realised the importance of records filing as their integral daily activity have devised economize processes of filing to accommodate records, keep and regularly update those files (Aaron, 2017). 
United States Department of Energy (2016) submitted that there are many approaches to developing records filing, but records are typically organised hierarchically according to the functions of the organisations. Each function is assigned a plan item number or file code and subcategories are identified by extensions of the main number. These may be determined by programs locally as needed, but there is no set requirement for the numbering of file folders or categories. Above all, records filing is essential because it provides a standardised records classification scheme that improves arrangement, enhances access and retrieval, and supports the use of records disposition schedules.
According to the Thomas Jefferson National Accelerator Facility (2017), records disposition is the third step of the records lifecycle. It refers to the actions to be taken on records that are no longer needed for current businesses of an organisation. Records disposition schedule is a broad term which may refer to the process of destroying records; offering and transferring records to another repository, retiring or transferring records to a records storage facility, transferring records from one office or agency to another and donating records to a government or non-government entity.
Records disposition schedule is a policy that provides disposal guidelines for how records should be discarded. United States Department of Energy (2016) sees records disposition schedule as a document that helps an organisation, agency, or company to determine when to keep, transfer, and destroy records. It identify and authorize the selective disposition of records for two different retention periods (i.e., the length of time that records should be kept or retained). It shows the permanent retention of records of continuing value that should never be destroyed by an organisation; and temporary retention of records with temporary value that can be destroyed after the expiration of a specified time period or on the occurrence of a specific event. 
The University of Kansas (2018) describes records disposition schedule as a timetable that identifies the minimum length of time a record series must be retained before it is destroyed or transferred to the archives.  is a plan of action that indicates the period of time records should be retained by an organisation. Records schedules allow organisations to dispose records in a timely, systematic manner by setting retention and disposal guidelines based on administrative, legal, fiscal, or research needs. Records disposition schedule is therefore essential before any action can be taken on records.
The submission above makes United States Department of Energy (2016), Thomas Jefferson National Accelerator Facility (2017) to further explain records disposition schedule as a comprehensive document that provide guidelines on decisions to be taken on inactive records of an agency, company or organisation. Disposition schedule provides a statement of procedures of actions to be taken regarding records after they are no longer needed in office space to conduct current agency business. These actions include: transfer of records to agency storage facilities or records centers, transfer of records from one agency to another, transfer of permanent records to the archives and disposal of temporary records no longer needed to conduct agency business, usually by destruction or occasionally by donation.
1.2	Statement of the Problem
Records filing is the systematic process of properly and adequately arranging a collection of records related in some ways. It involves orderly organisation of group of records meant for administrative, financial, legal, reference, research, information and evidential purposes. The importance of records filing is that it allows organisations to easily have access to records that are necessary for day-to-day running of their mandates and affairs.
On the other hand, records disposition schedule is one of the records management practices that systematically show or list documents or records of an organisation and ways of determining which of an organisation's recurring records will be retained, the period of time such record will be held, where the records will be kept during their retention, and other decisions concerning the records disposition based on their utilities and values to the organisation. Disposition schedule is very paramount in the process of controlling the movement, use destruction and disposal of an organisation's records.
However, it has been observed by this researcher that various private organisations and institutions are finding it difficult to incorporate adequate records filing and disposition schedule practices to handling their records. And these have been affecting them in achieving efficiency and economy in the orderly arrangements of their records and subsequent disposition of those records in their organisations. It is on this backdrop that this study is designed to examine records filing and disposition schedule in selected private polytechnics in Kwara State, Nigeria.
1.3	Objectives of the Study 
This study will be guided by both general and specific objectives. The general objective is to examine records filing and disposition schedule in selected private polytechnics in Kwara State, Nigeria.
The specific objectives are to:
1. Determine the level of training of personnel responsible for records filing and disposition in selected private polytechnics in Kwara State,
2. Find out the types of records being filed in selected private polytechnics in Kwara State,
3. Find out the methods of filing influencing disposition schedule of records in selected private polytechnics in Kwara State, Nigeria,
4. Identify the records disposition methods being practiced by selected private polytechnics in Kwara State,
5. Examine how filing is beneficial to records disposition in selected private polytechnics in Kwara State, and;
6. Find out the challenges associated with records filing and disposition schedule in selected private polytechnics in Kwara State.
1.4	Research Questions 
This study will aim at answering the following questions:
1. What is the level of training of personnel responsible for records filing and disposition in selected private polytechnics in Kwara State?
2. What are the types of records being filed in selected private polytechnics in Kwara State?
3. What are the methods of filing influencing disposition schedule of records in selected private polytechnics in Kwara State, Nigeria?
4. What are the records disposition methods being practiced by selected private polytechnics in Kwara State?
5. How do filing beneficial to records disposition in selected private polytechnics in Kwara State?
6. What are the challenges associated with records filing and disposition schedule in selected private polytechnics in Kwara State?
1.5	Significance of the Study
This study will be of high relevance to institutions managing records, librarians, record managers, archivists, policy makers and those whose daily operations are concerned with systematic and efficient handling of records. Specifically, this study will be of great impact to the operations of private polytechnics by revealing best practices of handling records in order to achieve their institutional objectives and goals. Also, it will be of benefits to records handlers in private polytechnics in Kwara State by providing the best methods of filing and disposition of records of their institutions, which will enhance orderliness and ease of access to records in their institutions. Furthermore, this study will reveal the bottlenecks affecting the implementation of records filing and disposition schedule and therefore suggest how private polytechnics can harness the inherent potential of records filing and disposition schedule.
1.6	Scope and Limitations of the Study
This study will focus on records filing and disposition schedule of selected private polytechnics in Kwara State. Therefore, the subject matter of this study are purely restricted to records filing and disposition schedule in Lens Polytechnic and Graceland Polytechnic, both in Offa and the Polytechnic, Igbo Owu in Asa Dam area, Ilorin, Kwara State, Nigeria. Data that will be used for the results of this study will be based on the polytechnics’ records from 2015 – 2022 and obtained from records officers of the above-mentioned polytechnics. 





1.7	Operational Definition of Terms 
Disposition: This is the act of discarding (either by destroying or disposing of) records of selected private polytechnics in Kwara State, Nigeria.
Kwara State: This is a federating unit of Nigeria in the North-central geopolitical zone with a land mass of 36,825 km² where records filing and disposition schedule of some of its selected private polytechnics will be examined.
Nigeria: This is a country in West Africa with a land mass of 923,768 km² where records filing and disposition schedule of selected private polytechnics in one of its states will be examined.
Polytechnics: These are diploma degree awarding institutions that are expected to train students with technical skills at middle-level manpower.
Private: This means being owned or controlled by an individual or specific group of people.
Records disposition schedule: This is a timetable or other time-based plans of decisions and actions to be taken on filed records, indicating the time to take such action and provides guidelines on how records are to be discarded in selected private polytechnics in Kwara State.
Records filing: This is the systematic process of organising or arranging records of selected private polytechnics in Kwara State, Nigeria, which are expected to be connected with records disposition schedule.
Records: These are documents or information generated by selected private polytechnics in Kwara State, Nigeria, during the course of their day-to-day operations, fulfilment of legal obligations or financial regulations.
Schedule: This is a timetable or other time-based plans decisions to be taken on records of selected private polytechnics in Kwara State, Nigeria.
Selected private polytechnics: These are intentionally chosen degree awarding institutions owned and controlled by an individual or group of people with the aim of training students with technical skills at middle-level manpower, where there records filing and disposition schedule are to be examined.


CHAPTER TWO
REVIEW OF RELATED LITERATURE
2.1	Introduction
This chapter is set out to review relevant positions, assertions, opinions and conclusions of various authorities on the subject understudy. Literature review, according to Research Observatory, University of West England (as cited in Kolawole and Ijiebor, 2018) is a critical and evaluative summary of themes, issues and argument of a specific clearly defined research topic obtained from published (and unpublished) literature. 
Literature review can be best understood by arranging relevant topics in order of importance or seniority. Thus, this chapter will be arranged under the following sub-headings:
2.2 Concept of records filing
2.3 Records filing personnel
2.4 Stages of records
2.5 Records filing systems that enhances disposition
2.6 Records disposition schedule
2.7 Methods of records disposition
2.8 Records filing and disposition schedule
2.9 Types of records that can be filed and disposed in polytechnics
2.10 Benefits of filing on records disposition in polytechnics
2.11 Challenges of Filing on Records Disposition in Polytechnics
2.12 Summary of the literature reviewed
2.2	Concept of Records Filing
Records filing is the systematic identification and arrangement of business activities and/or records into categories according to logically structured conventions, methods, and procedural rules represented in a filing system. It is also the act of marking groups of records with a label with the aim of conveying meaning to both users and records managers over time, which in the end will improve retrieval of records (Aaron, 2017). Records filing employs the use of schemes and thesauruses as controlled vocabulary tools to support effective records retrieval. These tools keep records of like kind, or with shared attributes together (USDoE, 2016).
Oyedokun (2016) and Kim (2020) opines that records filing allows logical and sequential arrangements of records according to their common features or qualities. Understanding how records containers or documents can be described and organised is highly important so that records can be retrieved effectively. The process of filing helps describe, organise and control records. It creates order in understanding what an organisation does and how it does it. A simple records filing tool can facilitate and enhance the capacity of the organisation to share records.
Filing of records means keeping documents in safe files and being able to find them easily and quickly. Documents that are cared for will not easily tear, get lost or dirty. A filing system is the central record-keeping system for an organisation (Aaron, 2017). It helps you to be organised, systematic, efficient and transparent. It also helps all people who should be able to access information to do so easily. It is always a pleasure when someone looks for something and is able to find it without difficulties (Mohammed, Tetteh & Ahmed, 2018).
Records filing involves the use of controlled vocabulary to generate consistency in the description of records produced by an organisation's activities and improve retrieval of records. When records are classified, the management of their retention and disposal, security and access, is greatly improved. Records filing improves records tracking, increases accessibility of records, location of records, saves time and space and enhances timely access to records (Oyedokun, 2016).
Samuel (2019) and Poudel (2019) posited that efficient and effective records filing heavily relies on some essential qualities. These qualities allow records manager or classifier in easy accessibility of records in the files. The essential qualities are as follow:
Simplicity: This is the first quality of a proper filing system. A good filing system should be simple to operate. It should be easy to understand by employees or other users of the records. Its operation should not be dependent on skilled employees.
Economy: A good filing system should be economical. It should not be expensive to install and operate. The cost of files, folders, cabinets and equipment should not be high.
Compactness: A good filing system should be compact. It should not occupy too much office space. It should fit with office layout.
Flexibility: A good filing system should be flexible. It should have capacity to change with the changing needs of the office. It should discard dead files to make room for new files.
Safety: A good filing system should have safety. It should ensure safety of documents from insects, water, fire, dust etc. It should preserve documents in good condition.
Accessibility: A good filing system should be easily accessible. It should not take much time to file new documents and take out needed documents. It should easily locate the documents.
Cross reference: A good filing system should provide cross reference of records. It should help to locate a record in more than one file.
Classification and indexing: A good filing system should be properly classified. It should have indexing. This is needed for easy location of documents. Index provides location of the file. Classification groups the files (Poudel, 2019; Samuel, 2019).
2.3	Records Filing Personnel
Records managers are individuals vested with the authority to oversee the processes, procedures and guidelines governing the management of an organisation records. They design, implement and administer record systems and related information services to support efficient access, movement, updating, storage, retention and disposal of files and other organisational records. Records managers oversee the organization and filing of a company’s physical and digital records (Kim, 2020).
According to Good Universities Guide [GUG] (2022), records officers are individuals responsible for the creation, storage, retrieval and disposal of all recorded information about an organisation's activities. Information can come in many formats, such as digital, photographic, film or paper. This information contributes to what is often called the 'corporate memory' of the organisation, without which an organisation could not function properly or be held accountable for its actions.
Skills of Records Filing Personnel
Records managers are expected to possess the following skills: Meticulous attention to details, good written and oral communication skills, leadership skills, organisational skills, problem-solving skills, document management ability, planning, research, project management, analytical and problem solving skills, team work skills, strong negotiation skills, familiarity with information systems and archives, capacity to get a clear overview of his/her company’s activities, outstanding organisation skills (Oyedokun, 2016; Muhammed, Tetteh & Ahmed 2018).
Roles and Responsibilities of Records Filing Officers 
Records managers are expected to perform every responsibility that would enhance efficient, systematic and effective records management practices in the organisation (Smead, 2019). However, the following are specific roles and responsibilities of records managers:
· Establishment of reliable records management system
· Writing of records reports and publications
· Creating & maintaining company databases to ensure quick retrieval of information
· Developing record distribution and storage policies
· Auditing the information that is created and stored within the company
· Analysing your company’s information needs and developing procedures to ensure these requirements are met
· Referring to policy & legislative requirements in order to determine the length of time company records are kept
· Potentially overseeing the transition from paper to electronic management systems
· Providing the necessary support to ensure the accountability, transparency and regulatory requirements of the company are met (Allahmagani & Bizi, 2015; Wilkins, 2019).
Criteria to Consider for Training of Records Filing Personnel
Training of records managers is the process of exposing records managers to various procedures, guidelines, standards and systems that can be deployed in managing an organisation’s records (Records Nation, 2022). Organisations thinking about a traditional training course, should first consider some of the factors below when choosing the course that will best fit the individual needs of their records officer:
Topic: This is the particular aspect of records management the training intends to address. Sometimes, the training can focus on general aspect of records management, while some can also focus on the specific aspects of records management. However, when opting for training, organisations should always ask the following questions on the topic of the training: Is this something your records manager needs to know? Are your records managers interested in in the topic, or not?
Depth of Coverage: This has to do with the level at which the training would be delivered to participants/trainees. Some records management training may not consider training records officers at advanced level, which may later affect them in discharging their duties effectively. When considering this factor, organisations should ask if their records officers need the very basics, if they need to solve a specific records handling challenge or if they are looking to fill in some gaps in the organisation.
Delivery Method: This involves the methods at which the training will be delivered to trainees/participants. Considering the methods of training is very vital in records management training because it helps records managers to prepare schedules that align with their training. The methods of delivery can be online self-paced, live online, in a private class with your internal colleagues, or a public class with others from a variety of organizations, backgrounds, and experiences?
Cost: This is concerned with the amount to be paid to participate in the training. Also, the organisation should consider other fees associated with enrolling their records officer for training. The reason why cost is a most important consideration is because nobody has an unlimited training budget – or the travel budget needed to go to a live event (Wilkins, 2019; Samuel, 2021).
Learning Options for Records Filing Managers	
First, it depends on what you mean by training. While most of us think of training as a few days out of the office, sitting in a conference room, and engaging with colleagues, there are many other ways to train. Below is a list of fantastic training opportunities for records managers that don't follow the traditional training classroom structure, but still deliver quality education. Some of these options have the additional benefits of being free (Wilkins, 2019):
· Webinars and Virtual Events: These are often free and available from a variety of sources, including associations, vendors, consulting firms, etc. Many of them are available as live presentations as well as on-demand replays.
· E-Books and Other Industry Publications: Some of us learn better by reading as opposed to listening. Industry publications tend to be a bit lengthy, in-depth, and provide more context than can be shared in a 30-minute webinar.
· Conferences: Now, you may be thinking, that’s just webinars or training with 600 of your peers and colleagues. I’ve been in the industry for over 20 years and gone to dozens of conferences, and I can state that, with few exceptions, the value I get out of a conference is not attending the sessions. Sessions are good if they are relevant to something you’re trying to do. But for me, I learn more during the breaks, lunch, happy hour, and even at karaoke! These provide a more informal setting, just hanging out and interacting with smart people (Wilkins, 2019; Smead, 2019).
2.4	Stages of Records
Because records have different values on activities of organisations, it therefore becomes imperative to have a step-by-step process at which values of records are evaluated to determine how relevant the records are to the operations of an organisation. Haire (2022), Kansas State University (2018) and Aliyu (2018) submitted that records can be categorised into three major stages which are active records, semi-active records and inactive records.
Active records: Active records are also known as current records. These are a set of documents that are currently being utilized by an office or a business. Active records are records in which the person on the record has had some sort of dealings with the business fairly recently. These records are frequently used in the conduct of daily organisational activities, which thus makes these records to be paramount to the efficient and effective discharging of daily organisational duties. World Bank Group (2021) asserted that active records are records or evidence in continuous use that need to be retained and maintained in easily accessible locations, whether in physical storage in or near offices or in electronic systems that support regular and easy digital access.
Semi-active records: These records are also known as semi-current records. They are records or evidence that have legal, evidential, or operational value for the creating agency but are not used on a regular basis. Ideally, semi-active records will be maintained within easy reach of officials, either in accessible physical storage locations or in “near-line” electronic storage systems that allow easy retrieval when needed. 
Inactive records: These are a set of documents or records that are NOT currently being used by an office of a business. They are records or evidence that are no longer required regularly by officials and can be disposed of as obsolete, if they are no longer needed, or by transfer to archival custody or care, if they have enduring value for the organization or society. Also known as non-current records. Many of these inactive records are required to be kept for either legal, administrative, or even historical reasons (Mohammed, Tetteh & Ahmed, 2018; Samuel, 2021).
2.5	Records Filing Systems that Enhance Disposition 
Isaac (2016) defines filing system as the method of keeping papers in an accepted file according to predetermine system so that they can be easily as well as quickly found. A filing system is concerned with how the various files on the various subject matters are managed. This covers the type of equipment used to store the files and the identification strategy used to locate or retrieve a file from a cabinet or a cupboard. 
Aliyu (2018) asserted that all filing systems have variations. Whether filing is done by subject, name, location, document number, file number, data or combination of this, it is important to consider factors like the type of access, method of classification and implementation of procedures. Ahukannah & Ugoji (as cited in Ukpong and Adetunji, 2020) posited that filing systems refer to the order or sequence of placing and tagging papers in files.
Book file system: The book file system is the method of filing whereby letters and minutes are enclosed on the left-hand side, face to cover, in chronological sequence and numbered in the same fashion as a book. This system allows new documents to be filed behind each other. This system is more popular in the public service.
Split file system: The split file system is the method of filing whereby all minutes are put on the left-hand side of the file while all correspondence, both incoming and outgoing, are placed on the right-hand side and numbered consecutively from the back to the front. This system is old-fashioned.
Flat system: The flat file system is also known as horizontal filing. In this system papers are put into the folder in chronological sequence, page 3 on top to page 2 and so on in that order. When the front cover of the folder is flipped open, the latest page i.e. the last paper, is the first one to see. In other words, for a file that has 100 pages, 100 is the first to see on flipping open the front cover. The papers are fastened with file tag or with metal strip fasteners.
Wire filing: This is also known as spike filing. It is the oldest filing method. In this method a piece of wire is fixed in wooden stand and that stand is kept on table or hanged somewhere. The letters and documents are inserted inside the spike. Whenever letters and documents are required for reference all subsequent letter are taken out. It used to be used in banks, retailer shop, hospitals etc (McCarthy, 2019).
Pigeon hole filing: This is also known as docket filing. A small cabinet is used for filing. The holes look like pigeonhole and each hole is given alphabet label. Letters and documents are kept into related holes. It is usually kept in post office. Here, the unnecessary files are destroyed.
Cardboard filing: This is one of the popular traditional methods of filing. In this, a thick cardboard file and folding sheet are placed one upon another. The two ends are tied with each other with the help of rubber. The papers are kept in chronological order. It is used for few transactions. The files can be kept in cabinet for protection.
Box filing: In this filing system, boxes are made up of wood or cardboard. The spring clips are fixed inside the box to hold papers. Whenever letters and documents are required for reference all subsequent letters are taken out. The documents are kept chronologically one upon another.
Vertical filing: This is the most popular type of filing in modern offices. In this method, documents are kept on upright position in especially pre prepared folders or files. The folders or files are made up of cardboard or papers which are folded in the middle to hold the documents in them. Documents are placed in a chronological order without punching and typing them up in a pair of clips. It requires folders which are made up of strong cardboard papers to hold the documents. The back of the folder is higher than the front part. They are placed in cabinet and their external part is visible. It also uses cabinet or drawer to keep the folders properly. Folders are kept vertically inside it. The size of drawer is dependent upon the number of papers to be kept in it. Generally 5000 papers are kept in one drawer. While guide cards are used to keep files in a drawer of filing cabinet. A guide cared is placed between the folders to divide the drawer.
Folder/Horizontal filing: In this system, documents or letters are chronologically placed in folders one upon another in a horizontal way. It is of two types – flat file and arch level files. The flat level file is made up of cardboard or thick paper. Each flat file is attached with a pair of metal clips or laces on the left-hand side of it to tightly hold the papers. Pair of holes is made on the left-hand side of the paper using a punching machine. Then the papers are inserted into the clips or laces and the clips are locked or the laces are tied up to tightly hold the papers. The papers are chronologically placed one upon another in a flat position in a file. 
On the other hand, the arch level file is made up of cardboard or thick plastic. The metal arches are made for holding papers or documents. Pair of holes is made on the left-hand side of the paper using a punching machine. Then the papers are inserted into the arches and the arches are locked to tightly hold the papers. The papers are chronologically placed one upon another in a flat position in a file in alphabetical order. In these papers can be taken out or inserted without disturbing other papers (McCarthy, 2019).
2.6	Concept of Records Disposition Schedule
Records disposition schedule is a policy document that identifies, describes an organization's records and provides instructions for the disposition of the record.  A records disposition schedule lets us know how long to keep a record, and when to transfer the record to the archives or destroy it. Records disposition schedule shares the manner in which a record can be destroyed through recycling or confidential destruction (Haire, 2022).
World Bank Group (2021) describes records disposition schedule as the process of establishing and confirming time frames for managing records throughout their life cycle, from creation, through active use in the office, to storage of semi-active records so that they are available when needed, to final disposition, as obsolete, if they are no longer needed, or by transfer to archival custody or care, if they have enduring value for the organization or society. Scheduling is pivotal component of effective records management because it formalizes retention decisions in a policy instrument that ensures the organization manages records efficiently, effectively, and accountably through their life cycle.
Records disposition schedule refers to the document providing guidelines on actions to be taken on records that are no longer needed for current businesses of an organisation. It provides a timetable showing different attributes such as records schedule number, record type, description, retention period, event necessitating the record’s disposal, mode of disposal, confidentiality requirements, copies of the records, etc., (Haire, 2022).
Slainte and Poustie (2021) posited that records disposition schedule is the key document in a records management system which helps organisations perform the following:
· Enables the organisation to meet legislative requirements
· Outlines the types of records held within an organisation
· Outlines the associated legislative/policy guidance framework
· Identifies the minimum period for which records should be retained
· Outlines the action required when the minimum retention period has been reached
· Disposal schedules define the minimum length of time specific types of records have to be retained before being reviewed, destroyed or transferred to storage facilities.
2.7	Methods of Records Disposition
Contrary to the famous opinion that all records are to be destroyed when their usage has been exploited, professionally, there are many actions that can be performed on records. These actions are being carried out by records based on the provisions of the records disposition schedule. Kim (2020) affirmed that records disposition is a broad term that may refer to: 
1. The process of destroying records: trash or recycling, shredding, macerating, incinerating, pulping, and deleting or other electronic obliteration
2. Offering and transferring records to another repository
3. Retiring or transferring records to a records storage facility for permanent preservation
4. Transferring records from one office or agency to another and donating records to a government or non-government entity.
Records destruction: This method of records disposal means that records are considered for destruction when they have no continuing business/legal value and are of no historical or research value to an agency. This involves trashing or recycling (discarding of records into waste bin or refuse), shredding (cutting or tearing of records into pieces), macerating (softening or separating of records into pieces by soaking it in a heated or unheated liquid), incinerating (burning of records), pulping (beating of records until its structure and contents are damaged), deleting and other electronic destruction (Allahmagani & Bizi, 2015).
Offering or transferring records to another repository: This method of records disposal involves the process of moving records from where they are currently housed to another safe place within the organisation. It is concerned with taking records from the office where it is being used to the registry or records center within the organisation.
Retiring or transferring records to a records storage facility for permanent preservation: This is the process of disposing organisations records by moving them from the organisation to archives. Archives are repositories where records of enduring values are kept. Hence, records are considered to be transferred to archives after they have been appraised based on some criteria such as financial, fiscal, administrative, historical, legal, reference, informational and intrinsic values. 
Transferring records from one office or agency to another and donating records to a government or non-government entity: This method of records disposition involves the transferring of records from where it is currently housed and move to the possession of government or its agencies. Many organisation disposed their records through this means because they know that their records can support the government in efficient policy making and effective decision making (World Bank Group, 2021; Haire, 2022).
2.8	Records Filing and Disposition Schedule
Studies have revealed that there is a dearth of literature on the investigations of records filing and records dispositions in tertiary institutions. Though, some studies (Mohammed, Tetteh & Ahmed, 2018; Oyedokun, 2016) that focused on records management, records filing or records disposition have identified the significant relationships between the two and explain the advantages records filing has on records disposition.
Records filing, according to Kansas State University (2018) is an integral part of records management that aids in efficient and effective handling of records. It helps organisations in performing other aspects of records activities such as disposition, maintenance, retrieval and dissemination of records. Ukpong and Adetunji (2020) also stressed the importance of records filing and disposition schedules by asserting that proper filing of records enhances orderly arrangement of similar records, thereby making records to be easily located.
Samuel (2021) argues that disposition schedule will be difficult to follow and implement when records are not adequately filed. Absence of filing of records makes records to be scanty, loose their values, difficult to locate, access and use and also cost a valuable amount of time in the retrieval of records. If this happens consistently, it becomes difficult to follow the provisions of records disposition schedule. 
2.9	Types of Records that can be Filed and Disposed in Polytechnics
Records are very essential to the day-to-day operations of organisations’ activities. There are different types of records that can be found in organisations. The factors influencing the types of records that can be found in organisations include the activities of the organisation, nature/format of the records, size of the organisation, etc. Aliyu (2018) and Southern Connecticut State University [SCSU] (2022) highlighted the following as records types: 
Academic/Educational Records: These records are records created and preserved for academic and educational purposes. These records include application forms, application letters, academic results, transcripts, certificates, testimonials, records of academic performance of students, etc.
Administrative Records: These are records that pertain to the origin, development, activities, and accomplishments of the agency. Aliyu (2018) sees administrative records as records that are associated with the management and daily administration of an organisation. These records include records of great visits and events, records of personnel that have served and still serving in the organisation. These records are necessary to implement administrative policies, procedures, and operations. The operational value is the usefulness of a record in the conduct of an organization's business. Examples include mandates, procedural records, or records that give direction.
Policy Records: Records that relate to the organization such as plans, methods, techniques, or rules which the agency has adopted to carry out its responsibilities and functions. These include three basic categories which are organizational, governing and reporting documents. The organisational documents include budgets and budget planning records, fiscal records, organizational and functional charts. Governing documents consist of manuals, directives, orders, and interpretations issued from top authority levels, correspondence files of high-level officials, regulations, circulars, instructions, memoranda or regular issuances that establish a course of action, and staff studies or special reports relating to methods of workloads and performances, while reporting documents are annual reports, periodic progress or summary reports, special reports or accomplishment, transcripts of hearings, minutes of meetings and conferences, and agency histories.
Legal Records: Records of legal value include those with evidence of legally enforceable rights or obligations of the State. These may include:
· Records relating to property rights: land, probate, contracts, agreements, leases, licenses.
· Records relating to citizenship rights: vital statistics, such as birth, death, marriage, some legal proceedings, and criminal cases.
· Records relating to employment: veterans' records involving legal rights attached to employment, basic state personnel records, and, in some cases, payroll records.
· Records containing information required to protect the State against claims or to enforce statutes: executive orders, rules, regulations, and records to establish or support judicial opinions and interpretations.
Fiscal Records: Records that have fiscal value relate to an agency's financial transactions. These may be budgets, payrolls, vouchers, and accounting records. After records have served their primary administrative purpose, it may be necessary to preserve them to document the expenditure of public monies and to account for them for audit purposes and requirements (SCSU, 2022).
Historical Records: Records worthy of permanent preservation for reference and research purposes are selected for deposit in the state Archives at the Connecticut State Library. These records are retained for many uses. Public officials use archival records to protect the government, to give consistency and continuity to their actions, to prevent duplication of efforts, and to find successful ways for solving recurrent problems. Records are also kept to protect citizens' legal rights and for research in many fields to advance general knowledge and understanding.
Research Records: Records used in scholarly studies and investigations. Researchers want to extend human knowledge using basic historical evidence. These records may include important information on individuals, corporate bodies including their problems and conditions, and significant historical events. Researchers may include case files and correspondence of a regulative and quasi-judicial nature, statistical and other data on economic development, population changes, and/or major movements in our society. Many of these records have informational, administrative, and archival value.
Electronic Records: These are record created, generated, sent, communicated, received or stored by electronic means, including, but not limited to, facsimiles, electronic mail, telexes and internet messaging. Electronic messages sent or received in the conduct of public business are public records (SCSU, 2022). 
2.10	Benefits of Filing on Records Disposition in Polytechnics
Overtime, records filing has proven to be significant to efficient disposition of records in organisations. Primarily, records filing enhances proper arrangement of groups/series of records which results in prompt access to such records when they are scheduled to be disposed. Samuel (2021) asserted that records filing saves spaces and resources, facilitates quick and immediate accessibility of records when they are scheduled to be disposed, saves time in retrieving records, enhances tracking of records and provides easy access to records.
Limani and Bina (2018) in their views opined that records filing reduces records volume and storage cost, enhances effective retrieval of records, reduces records redundancy, provides institutional accountability and timely access to records, enables regulatory compliance, optimizes continuity of records keeping, enhances quick access to evidences of an organisation’s activities, facilitates comparison and evaluates progress of an organisation.
2.11	Challenges of Filing on Records Disposition in Polytechnics
Despite the important roles of filing on efficient disposition of records in organisations, it is disturbing that many obstacles are hindering practitioners from standardised and effective filing of records. Wema (2017) identifies lack of proper accommodation of records which makes records to be dumped on the floor, inadequate filing equipment, lack of trained personnel, failure to implement disposal plans and schedules and inadequate records filing and storage facilities.
In the views of Samuel (2021), inadequate financial resources, inadequate professionally trained record managers, lack of records management policy, records overload, lack of records security leading to loss of vital records, lack of records retention and disposition schedule and ineffective means of retrieving records are the challenges limiting the efficient filing of records for disposition in organisations.
Aliyu (2018) argues that file captions on letters may be too long to comprehend, personnel working on files must have inadequate knowledge of filing system, maintenance of coding and indexing are time-consuming, indirect filing system doesn’t allow browsing on open shelves, retrieval may be slower when file number is not known, misfiling may lead to misplacement of records and difficulty in remembering file coding without necessarily reviewing the file itself are factors obstructing filing from disposition of records of many organisations.      
2.12	Summary of the Literature Reviewed
The importance of records filing and disposition schedule can’t be overemphasized. Records filing are essential aspect of records descriptions which helps in efficient disposition of records of organisations. Since records are created or received to support the day-to-day operations of an organisation, it therefore becomes imperative for records to be filed in logical and consistent manners, so that they can serve the purpose for which they are filed. Records filing is not existing in isolation. It is a part of the records management programme/system and ones of the reasons it is inevitable to the processes of organisations that prioritise effective decision making and compliance with regulatory provisions is because it offers supports to disposition of records, based on the guidelines provided in the records disposition schedule. This chapter thus discusses various concepts and topics that are necessary to the objectives this research work is understudying.


CHAPTER THREE
RESEARCH METHODOLOGY
3.1    Introduction 
This chapter presents all the scientific methods adopted in the process of carrying out this research work. According to Kolawole and Ijiebor (2018), methodology outlines the systems or ways and their scientific justifications used in carrying out a research. Thus, this chapter will be arranged under the following sub-headings:
3.2 Research Design
3.3 Population of the Study
3.4 Sampling Technique and Sampling Size
3.5 Instrument for Data Collection
3.6 Validity and Reliability of Instrument
3.7 Data Collection Procedure
3.8 Data Analysis Procedure
3.2    Research Design
Research design is to indicate the ways to be followed or patterns of how the study will be conducted. Descriptive survey method will be adopted for this study. The reason for adopting descriptive survey is because it the respondents of this study spread across various locations in Kwara State which the researcher may not have the capacity to cover all of them, but which the results would be used to generalize records filing and disposition schedule in selected private polytechnics in Kwara State, Nigeria.
3.3     Population of the Study
Population is the total area, environment, scope or aspect a study is expected to cover. According to Issa (2012), population of a study is referred to as all the members or elements of a particular group of people, animals, or things in a defined area. Hence, the population of this study will be records personnel and secretaries of Lens Polytechnic and Graceland Polytechnic, Offa and the Polytechnic, Igbo Owu, Asa Dam, Ilorin, Kwara State, Nigeria.


3.4    Sampling Technique and Sampling Size
Sample is the unit, portion or element of the population, which will provide data that are relevant to the study. In this study, samples will be drawn from 17 records officers/secretaries in the selected private polytechnics in Kwara State, Nigeria.
On the other hand, purposive sampling technique would be used for this study. The reason for adopting purposive sampling technique is because the researcher has a predetermined respondents who can provide data for this study, based on their knowledge or expertise on its subject matter.
3.5    Instrument for Data Collection
This study will adopt questionnaire and unstructured interviews as its data collection instrument. The questionnaire, according to Issa (2012) is a data collection instrument containing series of questions and other prompt responses for the purpose of gathering information from respondents. The questionnaire titled “Questionnaire for Records Filing and Disposition Schedule in Selected Private Polytechnics in Kwara State” would be arranged into section A - G. Section A will be meant for demographic data while sections B – G will be dedicated to obtain data on the questions this study aim to answer. Also, the records personnel or secretaries will be interviewed in order to hear their opinions on the subject understudying. The views of the respondents will be incorporated to draw inferences in the data analysis.
3.6     Validity and Reliability of Instrument
Validity refers to the degree to which an instrument accurately measures what it intends to measure (Li, 2016). The questionnaire will be given to two subject experts for assessment of the quality of presentation of the contents of the property the researcher wishes to measure. Their expert opinions would be effected before the questionnaire is presented to the supervisor for assessment and corrections and subsequently administered to the respondents for data collection.
Reliability, on the other hand refers to the degree to which an instrument yields consistent results. Internal consistency is used to determine the reliability of the instrument for this study because it helps the researcher to get the same results from different parts of the respondents if designed to measure the same thing again.
3.7    Data Collection Procedure 
The questionnaire will be administered to the respondents by the researcher and research assistant. During the questionnaire administration, the researcher will dedicate a day each to cover the institutions understudying. Records personnel/secretaries in each school will be persuaded to fill and return the questionnaire in a short period of time. After this, the respondents will be interviewed. This is to avail the respondents the time to provide useful and genuine data on the problem understudy.
3.8    Method of Data Analysis
Data obtained will be presented and analysed by using the IBM Statistical Package for Social Science (SPSS) 23rd edition to present the data in simple percentage and frequency table. The reason for the choice of simple percentage and frequency table is because it allows presentation, analysis and comparison of multiple attitude, opinion and ideas which can enhance easy comprehension of tables and the data they contained.


CHAPTER FOUR
PRESENTATION OF RESULTS, ANALYSIS, DISCUSSION AND INTERPRETATIONS
4.1	Introduction
This chapter presents data analysis, presentation of result and discussion of findings. The chapter is presented under the following headings:
4.2 Questionnaire Distribution and Response Rate
4.3 Demographic Information of Respondents
4.4 Presentation, Analysis, Discussion and Interpretations of Results
4.2 	Questionnaire Distribution and Response Rate
From the sample of 17 library staff of selected polytechnics in Kwara State, only 16 filled the questionnaire that was administered to them. Out the filled questionnaires, only 15 were adequately filled and suitable for analysis. The filled questionnaire represents 88.2% return rate. The return rate is adequate for analysis and discussion of findings going by the assertion of Chung (2022) who remarks that the criteria for a survey’s response rate is excellent if it exceeds 50%.
4.3	Demographic Information of Respondents
Table 1: Demographic Distribution of Respondents
	Options
	F
	%

	Institution of respondents
	Lens Polytechnic, Offa
	7
	46.7

	
	Graceland Polytechnic, Offa
	4
	26.7

	
	The Polytechnic, Igbo Owu
	4
	26.7

	
	Total
	15
	100

	Work experience
	1 – 5 years
	10
	66.7

	
	6 – 10 years
	1
	6.7

	
	11 – 15 years
	3
	20.0

	
	16 – 20 years
	1
	6.7

	
	21 and above years
	0
	0.0

	
	Total
	15
	100

	Academic qualification
	ND
	4
	26.7

	
	HND
	7
	46.7

	
	BLIS
	4
	26.7

	
	MLIS
	0
	0.0

	
	Ph.D.
	0
	0.0

	
	Total
	15
	100

	Gender
	Male
	6
	40.0

	
	Female
	9
	60.0

	
	Total
	15
	100

	Marital status
	Single
	11
	73.3

	
	Married
	4
	26.7

	
	Divorce
	0
	0.0

	
	Widow
	0
	0.0

	
	Total
	15
	100

	Age range
	24 – 33 years
	7
	46.7

	
	34 – 43 years
	5
	33.3

	
	44 – 53 years
	3
	20.0

	
	54 and above years
	0
	0.0

	
	Total
	15
	100



Table 1 shows that Lens Polytechnic, constitute the majority with 46.7%, while Graceland Polytechnic, Offa and The Polytechnic, Igbo Owu have 26.7%. 66.7% has 1 – 5 years work experience, 20.0% for 11 – 15 years, while 6 – 10 years and 16 – 20 years have 6.7% respectively. More so, 46.7% are HND holders, and another respective 26.7% have for ND and BLIS. Females have 60.0%, while males have 40.0%. 73.3% are single and 26.7% are married. 46.7% are 24 – 33 years, followed by 33.3% for 34 – 43 years and 20.0% are 44 – 53 years.
The implications of Table 1 is that Lens Polytechnic, Offa, is staffed more than other private polytechnics in Kwara State. This submission is strengthened by the researcher’s observation during the distribution of the questionnaire. Out of the three private polytechnics understudied, only Lens Polytechnic could provide their staff for assistance in filling the questionnaire. For others, the researcher has to drop the questionnaire and go back on a fixed day to pick the filled questionnaire.
Regardless, academic qualifications and work experience showed that the respondents have adequate certifications and experience to provide reliable opinions on the subject investigated by this study. For instance, findings revealed that majority of the respondents are HND holders; this implies that being polytechnic graduates will help the respondents in acquiring practical skills needed in efficient and effective records handling. However, the work experience shows that majority of the respondents (66.7%) have 1 – 5 years work experience. This shows that majority of the respondents may not have been exposed to specific practices that are peculiar to the polytechnics understudied. 
Nevertheless, the respondents’ understanding of the problem investigated will be reflected in the subsequent tables.   
4.4 Presentation, Analysis, Discussion and Interpretations of Results
4.4.1	Research Question One: What is the classification of records management personnel in private polytechnics’ libraries in Kwara State?
Table 2: Classification of records management personnel
	Options
	F
	%

	
	Records management directors/administrators
	2
	13.3

	
	Line supervisor
	5
	33.3

	
	Operating personnel
	8
	53.3

	
	Total
	15
	100


Table 2 reveals that majority of the respondents (53.3%) believed that operating personnel is the records management personnel used, followed by line supervisor with 33.3%, while records management directors/administrators have 13.3%. 
The results of the Table showed that records management practices in the private polytechnics understudied have not been given proper or adequate considerations. The records management practices operate effectively and optimally when it is being oversee by the records management director/administrator (Haire, 2022). The records management director/administrator is the one that will plan, supervise, coordinate, organise, direct, control and manage every other resources needed for efficient and effective handling of records in the polytechnics. 
Therefore, the practices revealed in the Table indicated that records management is haphazardly done in the private polytechnics understudied. If these practices continued, it will be difficult for the polytechnics to achieve their aims and objectives on records management. 
4.4.2    Research Question Two: What are the elements of records management programs in private polytechnics’ libraries in Kwara State?
Table 3: Elements of records management program in your library
	Options
	SA
	A
	U
	D
	SD

	
	F
	%
	F
	%
	F
	%
	F
	%
	F
	%
	Mean
	SD

	A records management administrator
	3
	20.0
	6
	40.0
	1
	6.7
	2
	13.3
	3
	20.0
	3.27
	1.49

	Forms management and control
	2
	13.3
	5
	33.3
	4
	26.7
	2
	13.3
	2
	13.3
	3.20
	1.27

	Reports management and control
	1
	6.7
	7
	46.7
	2
	13.3
	3
	20.0
	2
	13.3
	3.13
	1.25

	Correspondent management and control
	5
	33.3
	7
	46.7
	1
	6.7
	2
	13.3
	0
	0.0
	4.00
	1.00

	Records management procedure manual
	1
	6.7
	4
	26.7
	5
	33.3
	2
	13.3
	3
	20.0
	2.87
	1.25

	Active files management and control
	4
	26.7
	10
	66.7
	1
	6.7
	0
	0.0
	0
	0.0
	4.20
	0.56

	Vital records management and control
	4
	26.7
	8
	53.3
	2
	13.3
	0
	0.0
	1
	6.7
	3.93
	1.03

	Records inventory and appraisal
	3
	20.0
	6
	40.0
	3
	20.0
	2
	13.3
	1
	6.7
	3.53
	1.19

	Mail management
	1
	6.7
	8
	53.3
	4
	26.7
	0
	0.0
	2
	13.3
	3.40
	1.12

	Micrographic management and control
	3
	20.0
	6
	40.0
	3
	20.0
	2
	13.3
	1
	6.7
	3.53
	1.19

	Records retention and disposition schedule
	2
	13.3
	7
	46.7
	4
	26.7
	2
	13.3
	0
	0.0
	3.60
	0.91


Table 3 makes us understand that active files management and control is ranked highest with (4.20 ± 0.56) among the elements of records management program in the selected private polytechnics in Kwara State, followed by correspondent management and control (4.00 ± 1.00), while vital records management and control has (3.93 ± 1.03). However, 2.87 ± 1.25 for records management procedure manual is ranked lowest. This implies that active files management and control, correspondent management and control and vital records management and control are the major elements of records management programs in the private polytechnics understudied.
Active files management and control is a program of records management that is essential for decision making and problem solving. It is therefore not surprising to discover that active files are given priority in the polytechnics understudied. It is necessary to management and control active file because they are records frequently used in the conduct of daily organisational activities, which thus makes these records to be paramount to the efficient and effective discharging of daily organisational duties (World Bank Group, 2022).
Furthermore, findings revealed that correspondent management and control are also elements of records management programs being prioritised in the private polytechnics understudied. Correspondences constitute important aspects organisational activities because they provide evidential documents to the activities of the organisation. These correspondences include letters and memos sent or received by the organisation. They have to be managed and controlled so that they can be easily accessed and retrieved when needed. 
Also, it can be argued that vital records can be found in active records. However, they transcend active records because they are crucial to the running and existence of the organisation. The vital records can be used for legal, reference, administrative, policy, research, historical or financial purposes. Thus, vital records may not be used for day-to-day running of the organisation, but they are important to the organisation’s operations and services. 
Records management procedure manual is ranked lowest, according to the results of the findings. This means that other elements of records management being managed and controlled in the polytechnics understudied are being performed unofficially. This is supported by the opinions of the respondents interviewed when they noted that their institutions don’t have any official records management procedures or manual; any practices they follow are their inventions to address a particular records handling issue that arose.

4.4.3    Research Question Three: How are records filed in private polytechnics’ libraries in Kwara State?
Table 4: Types of records being filed
	Options
	A
	D

	
	F
	%
	F
	%
	Mean
	Std. Dev.

	Academic records
	12
	80.0
	3
	20.0
	1.80
	0.41

	Administrative records
	9
	60.0
	6
	40.0
	1.60
	0.51

	Policy records
	7
	46.7
	8
	53.3
	1.47
	0.52

	Legal records
	10
	66.7
	5
	33.3
	1.67
	0.49

	Fiscal records
	10
	66.7
	5
	33.3
	1.67
	0.48

	Historical records
	13
	86.7
	2
	13.3
	1.87
	0.35

	Research records
	11
	73.3
	4
	26.7
	1.73
	0.46

	Electronic records
	8
	53.3
	7
	46.7
	1.53
	0.52


Table 4 indicates that historical records are the major records being filed in the libraries of private polytechnics understudied with 86.7%, followed by 80.0% for academic records while research records have 73.3%. On the other hand, policy records have only 46.7%. The implication of the results is that historical records, academic records and research records are mostly filed in the libraries of private polytechnics understudied.
It is not surprising to discover that historical records are given priority in the libraries of the polytechnics understudied. This is because historical records provide evidence to past events. Therefore, it is important that they are filed so that posterity can have accessed to them and have a glimpse of what happened in the pasts and know the individuals that participated in the events. Historical records should be filed for the purpose of permanent preservation (Southern Connecticut State University, 2022).
Academic records are inevitable in every academic institution and the private polytechnics understudied are not exempted. Findings in respect to this showed the paramount of academic records. The respondents affirmed their choice of filing academic records by positing that they file copies of students’ clearance, yearbooks, names of students in various department, faculties/colleges, list of students admitted per session and other documents pertaining to the academic activities of the students. 
Polytechnics are tertiary institutions of learning devoted to building medium-level manpower (Ebele, 2019). Achieving their aims is central around research and for research output to be considered valid and reliable, it must contain documents that have been used by other researchers to serve as evidence of scientific endeavours. It is interesting to find out that these records are being filed in the private polytechnics’ libraries understudied. The respondents affirm that they are using research records to help students and researchers established basis for their research pursuits. 
It is troubling to discover that policy records are not majorly filed in the private polytechnics’ libraries understudied. This is not encouraging, based on the importance of academic records. The policy records, according Aliyu (2018) and Samuel (2021) are records that relate to the organisation’s plans, methods, techniques, or rules which the organisation has adopted to carry out its responsibilities and functions. Filing of these records helps in quick and ease of access when there is need for the records to be used for strategic planning and decision making. 
4.4.4    Research Question Four: What are the basic file groups in private polytechnics’ libraries in Kwara State?
Table 5: Basic file groups
	Options
	A
	D

	
	F
	%
	F
	%
	Mean
	Std. Dev.

	General correspondence
	13
	86.7
	2
	13.3
	1.87
	0.35

	Transitory correspondence
	10
	66.7
	5
	33.3
	1.67
	0.49

	Cases records
	10
	66.7
	5
	33.3
	1.67
	0.49

	Technical reference materials
	12
	80.0
	3
	20.0
	1.80
	0.41

	Audio-visual records
	7
	46.7
	8
	53.3
	1.47
	0.52

	Cartographic materials
	9
	60.0
	6
	40.0
	1.60
	0.51

	Engineering drawing
	10
	66.7
	5
	33.3
	1.67
	0.49

	Cards
	11
	73.3
	4
	26.7
	1.73
	0.46

	Microforms (Aperture card, fitches, films, etc.)
	10
	66.7
	5
	33.3
	1.67
	0.49


Table 5 reveals that general correspondence with 86.7% is the major basic file group of records in the libraries of private polytechnics understudied, followed by technical reference materials with 80.0%, while cards have 73.3%. However, audio-visual records have 46.7%. This implication of these findings is that general correspondence, technical reference materials and cards are considered highly paramount and deserved to be grouped into file in the libraries of private polytechnics understudied.
General correspondence are essential to the day-to-day running of every organisation. It is therefore incontestable that they are considered to be grouped into files in the polytechnics’ libraries understudied. According to the respondents, the general correspondence such as letters, memos, or reports are classified into groups based on their common characteristics. They posited that the group is like series where related records are organised together based on their subjects.
The respondents also posited that they filed technical reference materials into group. According to them, the technical reference materials are the documents or records concerned with the description of products technical specifications, features, designs, components, use, operations, and general technical maintenance. These records are very useful for students taking Science, Technology, Engineering and Mathematics (STEM) courses.
Cards, according to the respondents’ interpretations are the catalogue cards used for the bibliographic descriptions of in formation materials housed in their libraries. They asserted that they group cards into files by following the order of the English alphabets. Those who are conversant with filing explained that they either follow the letter-by-letter or word-by-word filing system to group cards into files.
Audio-visual records constitute an important part of every library’s collection, especially during ICT-dominated era. Their importance is borne on their usefulness in providing alternatives to users to either access records through electronic records by using their sense of hearing or seeing or both. Therefore, these records are very essential to simplification of complex ideas and space saving. However, failure to attach importance to these records is an issue the management of the private polytechnics’ libraries understudied should look into.


4.4.5    Research Question Five: What are the equipment used in records filing in private polytechnics’ libraries in Kwara State?
Table 6: Equipment used in records filing
	Options
	F
	%

	
	Shelves
	9
	60.0

	
	Boxes
	2
	13.3

	
	Cartons
	4
	26.7

	
	Total
	15
	100


Table 6 makes us understand that shelves are the majorly used equipment for records filing with 60%, followed by cartons with 26.7% and boxes with 13.3% this implies that shelves are considered efficient and effective for records filing in the libraries of private polytechnics understudied. 
The use of shelves, according to the respondents makes it easier for them to monitor the files and also consult them when the need to use them arises. Another respondent justifies their preference for shelves by noting that shelves reduces their stress in preserving and conserving records placed on them. Not like cartons and boxes where reptiles and other biological agents can easily hidden and damage the records.  
Although, the respondents admitted to the use of other equipment, but they submitted that the need to use other equipment is always predicated on the format of the records that have to be filed.


4.4.6    Research Question Six: What are the methods of filing used in private polytechnics’ libraries in Kwara State?
Table 7: Methods of filing
	Options
	A
	D

	
	F
	%
	F
	%
	Mean
	Std. Dev.

	Subject filing
	11
	73.3
	4
	26.7
	1.73
	0.46

	Chronological filing
	8
	53.3
	7
	46.7
	1.53
	0.52

	Numerical filing
	12
	80.0
	3
	20.0
	1.80
	0.41

	Alphabetical filing
	11
	73.3
	4
	26.7
	1.73
	0.46

	Decimal filing
	9
	60.0
	6
	40.0
	1.60
	0.51



Table 7 shows that majority of the respondents (80.0%) believed that numerical filing method is used, followed by 73.3% for subject and alphabetical filing methods. Negatively, only 53.3% believed that chronological filing method is used in their libraries. This implies that numerical filing, subject filing and alphabetical filing are mostly used in the libraries in private polytechnics in Kwara State.
Numerical filing method entails filing of records by following and using the order of the Arabic numerals. This method of filing is very simple to use and master, according to one of the respondents. It is a filing method that allows its users to file records by following the order of 1,2,3,4, and continue in that order. Finding out that the libraries understudied used numerical filing is consistent with the position of Limani and Bina (2018) that numerical filing is widely used in organisations, agencies and libraries.
One of the alternatives to numerical filing is alphabetical filing and it is interesting to find out that it is being used in the libraries understudied. The alphabetical filing, according to the respondents, allows them to follow the order of the English alphabets to file records. This methods, like it numerical counterparts, is also a straightforward filing method that is easy to understand by users. This importance of alphabetical filing is also stressed by Samuel (2021) that alphabetical filing enhances ease of filing of records in organisations.
Subject filing is the method of filing according to the discipline or field of study of records. Ukpong and Adtunji (2020) explained the importance of this filing when they argued that subject filing helps in prompt identification of records since they are filed or categorised according to their subjects. This point was also corroborated by some respondents who remarked that they preferred subject filing because it clearly give them insights on the discipline records are related to.
Findings revealed that chronological filing are not much used in the private polytechnics’ libraries understudied. Chronological filing is also a good filing method that allows records to be filed according to the time of their originations or creation. This implies that some records are better understood and retrieved when they are arranged in chronological order. As findings have revealed that this method is not that considered in libraries of the private polytechnics understudied, it means it will be difficult to access some records with the aid of chronological method.
4.4.7    Research Question Seven: What are the conditions that help filing in private polytechnics’ libraries in Kwara State?
Table 8: Filing condition work well when any of these conditions prevail
	Options
	SA
	A
	U
	D
	SD

	
	F
	%
	F
	%
	F
	%
	F
	%
	F
	%
	Mean
	Std. Dev.

	The standard records center carton can be used for most of the records
	0
	0.0
	7
	46.7
	2
	13.3
	3
	20.0
	3
	20.0
	2.87
	1.25

	The shelving is standardised
	4
	26.7
	10
	66.7
	1
	6.7
	0
	0.0
	0
	0.0
	4.20
	0.56

	The retrieval rate is low
	5
	33.3
	4
	26.7
	3
	20.0
	2
	13.3
	1
	6.7
	3.67
	1.29

	The records series is complete upon accessioning
	7
	46.7
	5
	33.3
	2
	13.3
	0
	0.0
	1
	6.7
	4.13
	1.13

	Inter-filing is minimal
	5
	33.3
	8
	53.3
	0
	0.0
	1
	6.7
	1
	6.7
	4.00
	1.13


Table 8 makes us understand that standardised shelving is ranked highest with (4.20 ± 0.56) among the conditions that make filing work well in libraries of the private polytechnics understudied, followed by complete accessioning of records series (4.13 ± 1.13), while inter-filing is minimal has (4.00 ± 1.13). However, 2.87 ± 1.25 for standard records center carton can be used for most of the records is ranked lowest. This implies that standardised shelving, complete accessioning of records series and minimal inter-filing are the conditions that make filing work well in libraries of the private polytechnics understudied.
Realising that the respondents believed that standardised shelving enhanced filing conditions affirmed their positions in Table 6 where 60% of them agreed that shelves are the major equipment used for filing in their libraries. That reveals a level of consistency from the respondents. Standardised shelving is concerned with providing and using the modern shelves to file records. The respondents appraised this by noting that it beautify their arrangement of files on shelves.
Another condition that enhance filing condition is complete accessioning of records series. Records series are groups of records. The respondents argued that records filing is enhanced when a collection of records with the same or similar contents are acquired or collected and assigned unique number that can follow each other. They submitted that complete accessioning of records series makes groups of records to be filed accordingly.
Complete accessioning of records series reduces inter-filing which also results to efficient filing of records. This is because when records are accessioned in series, they will not need to be filed separately and there won’t be need for files to be linked together. When there is no inter-filing, there will not be need for complexity of filing of filing of records. 
It is not surprising to know that standard records center carton can be used for most of the records is ranked lowest. This is because the respondents have already revealed their preference for shelves. Therefore, it becomes very easy for them to disagree with the option because of their less used of cartons. The respondents justified their choices here by noting that their records management practice is not standardised. This makes it difficult for them to assume how the use of standard cartons can enhanced filing in their libraries.


4.4.8    Research Question Eight: What are the records disposition methods being practiced in private polytechnics’ libraries in Kwara State?
Table 9: Records disposition methods being practiced
	Options
	SA
	A
	U
	D
	SD

	
	F
	%
	F
	%
	F
	%
	F
	%
	F
	%
	Mean
	Std. Dev.

	Trashing/recycling
	4
	26.7
	8
	53.3
	1
	6.7
	1
	6.7
	1
	6.7
	3.87
	1.16

	Shredding
	5
	33.3
	7
	46.7
	1
	6.7
	2
	13.3
	0
	0.0
	4.00
	1.00

	Marcerating
	2
	13.3
	6
	40.0
	1
	6.7
	3
	20.0
	3
	20.0
	3.07
	1.44

	Incinerating
	4
	26.7
	8
	53.3
	2
	13.3
	0
	0.0
	1
	6.7
	3.93
	1.03

	Pulping
	1
	6.7
	4
	26.7
	3
	20.0
	3
	20.0
	4
	26.7
	2.67
	1.35

	Deleting
	6
	40.0
	7
	46.7
	1
	6.7
	0
	0.0
	1
	6.7
	4.13
	1.06

	Transferring records to another repository
	2
	13.3
	6
	40.0
	4
	26.7
	2
	13.3
	1
	6.7
	3.40
	1.12

	Transferring records to storage facilities for permanent preservation
	0
	0.0
	5
	33.3
	3
	20.0
	4
	26.7
	3
	20.0
	2.67
	1.18

	Transferring of records to another agency
	2
	13.3
	8
	53.3
	1
	6.7
	2
	13.3
	2
	13.3
	3.40
	1.30

	Donating of records to government/non-governmental entity
	2
	13.3
	6
	40.0
	2
	13.3
	3
	20.0
	2
	13.3
	3.20
	1.32



Table 9 shows that deleting is ranked highest with (4.13 ± 1.06) among the types of records disposition methods being practiced in libraries of private polytechnics in Kwara State, followed by shredding (4.00 ± 1.00), while incinerating has (3.93 ± 1.03). However, 2.67 ± 1.28 for transferring records to storage facilities for permanent preservation is ranked lowest. This implies that deleting, shredding and transferring records to storage facilities for permanent preservation are the major records disposition methods being practiced in libraries of private polytechnics understudied.
Findings showed that the respondents engaged in deleting of records as the major disposition method being practiced in their libraries. This is inconsistent with the respondents’ opinions in Table 4, where electronic records has only 53.3%. The fact that majority of libraries understudied don’t file electronic means makes their position on deleting of records questionable. Or, is it possible to be deleting what you don’t file?
Discovering that shredding is used to dispose records among the respondents is very interesting because it is one of the most highly used methods of disposition among institutions and agencies (Hardley, 2021). The respondents interviewed opined that shredding avails them the opportunities of cutting or tearing of records into pieces. With this, they are rest assured that the contents of disposed records have been damaged and can’t be accessed or used by third parties.
Also, incinerating is another method of disposition being practiced in libraries of the private polytechnics understudied. The respondents are explained that incineration is the process or art of burning records. This means that the libraries engaged in burning of records oftentimes. However, the respondents asserted that it is not all records they incinerate. They only incinerate inactive records.
Realising that the libraries understudied don’t engaged in transferring of records to storage facilities for permanent preservation is interesting and consistent with the findings in Table 3 where records management procedure manual is ranked lowest. This means that since there is no official records management policy, records managers can be adopting any disposition method that is pleasing to them, not according to the dictate of their institution. But above all, it is not a good practice that libraries in private polytechnics don’t dispose records by transferring it to storage facilities for permanent preservation.



4.4.9   Research Question Nine: What are the benefits of filing on records disposition in private polytechnics’ libraries in Kwara State?
Table 10: Benefits of filing on records disposition
	Options
	SA
	A
	U
	D
	SD

	
	F
	%
	F
	%
	F
	%
	F
	%
	F
	%
	Mean
	Std. Dev.

	Enhances proper arrangement of record groups/series
	2
	13.3
	8
	53.3
	2
	13.3
	2
	13.3
	1
	6.7
	3.53
	1.13

	Enhances prompt access to records
	2
	13.3
	7
	46.7
	1
	6.7
	3
	20.0
	2
	13.3
	3.27
	1.34

	Saves spaces and resources
	6
	40.0
	7
	46.7
	1
	6.7
	0
	0.0
	1
	6.7
	4.13
	1.06

	Facilitates quick and immediate accessibility of records
	4
	26.7
	5
	33.3
	3
	20.0
	1
	6.7
	2
	13.3
	3.53
	1.36

	Saves time in retrieving records
	1
	6.7
	6
	40.0
	3
	20.0
	3
	20.0
	2
	13.3
	3.07
	1.22

	Enhances tracking of records
	3
	20.0
	5
	33.3
	4
	26.7
	2
	13.3
	1
	6.7
	3.47
	1.19

	Provides easy access to records
	8
	53.3
	5
	33.3
	0
	0.0
	1
	6.7
	1
	6.7
	4.20
	1.20

	Reduces records volume and storage cost
	2
	13.3
	5
	33.3
	2
	13.3
	4
	26.7
	2
	13.3
	3.07
	1.34

	Reduces records redundancy
	2
	13.3
	6
	40.0
	2
	13.3
	3
	20.0
	2
	13.3
	3.20
	1.32

	Supports institutional accountability
	7
	46.7
	6
	40.0
	1
	6.7
	1
	6.7
	0
	0.0
	4.27
	0.88

	Optimizes continuity of records keeping
	2
	13.3
	6
	40.0
	4
	26.7
	2
	13.3
	1
	6.7
	3.40
	1.12

	Reduces stress in the work place
	2
	13.3
	6
	40.0
	2
	13.3
	2
	13.3
	3
	20.0
	3.13
	1.41

	Helps in planning for records to be disposed
	2
	13.3
	5
	33.3
	2
	13.3
	4
	26.7
	2
	13.3
	3.07
	1.34

	Promotes better control on and protection of organisation’s records
	1
	6.7
	6
	40.0
	2
	13.3
	4
	26.7
	2
	13.3
	3.00
	1.25


Table 10 reveals that supports institutional accountability is ranked highest with (4.27 ± 0.88) among the benefits of filing on records disposition, followed by provides easy access to records (4.20 ± 1.20), while saves spaces and resources has (4.13 ± 1.06). However, 3.00 ± 1.25 for promotes better control on and protection of organisation’s records is ranked lowest. This means that supports institutional accountability, provides easy access to records and saves spaces and resources are the major benefits of filing on records disposition in libraries of private polytechnics understudied.
Apparently, filing supports institutional accountability by making records to be categorised and arranged in appropriate pattern. With that, organisation will document their series of activities along with the personnel and other details relevant to the records. This benefits of filing corroborates the point of Limani and Bina (2018) that filing supports institutional accountability. This point is also stressed by the respondents who explained that when records are properly filed, accountability of the institution is enhanced.
Filing also provides easy access to records, according to the findings. Through fling records are easily located and accessed whenever they are needed in the libraries. The respondents interviewed emphasized this point when they explained that filing allows records with same or similar attributes to placed together and separates records that are not having similar attributes. Thus, it is easy for them to have access to records anytime they want to use records. 
Saving of space and other resources is another benefit of filing on records disposition. The respondents affirmed this point by asserting that filing helps them to place series of records together. Thus, when it is time for the records to be disposed, they will be disposed in groups or series. With this, spaces will be provided for other records to be filed and also other resources such as money and filing equipment will be maximised and harnessed.
Ranking that filing promotes better control on and protection of organisation’s records as the lowest is difficult to comprehend. This contradicts the existing studies of Ukpong and Adetunji (2017) and Hardley (2021) that filing promotes better control on and protection of organisation’s records and going by the definition of filing as the process that entails specifying how records are to be organized once they have been created or received; provides a roadmap to the records created and maintained by an organization and facilitate the eventual transfer or destruction of records (United States Department of Energy, 2016), it is thus safe to conclude that filing promotes better control and protection of organisation’s records.
4.4.10   Research Question Ten: What are the challenges associated with records filing and disposition schedule in private polytechnics’ libraries in Kwara State?
Table 11: Challenges associated with records filing and disposition schedule
	Options
	SA
	A
	U
	D
	SD

	
	F
	%
	F
	%
	F
	%
	F
	%
	F
	%
	Mean
	Std. Dev.

	Lack of proper accommodation of records
	2
	13.3
	8
	53.3
	2
	13.3
	2
	13.3
	1
	6.7
	3.53
	1.13

	Inadequate filing equipment
	5
	33.3
	8
	53.3
	1
	6.7
	0
	0.0
	1
	6.7
	4.07
	1.03

	Lack of trained personnel
	5
	33.3
	8
	53.3
	0
	0.0
	1
	6.7
	1
	6.7
	4.00
	1.13

	Failure to implement disposal plans and schedules
	2
	13.3
	6
	40.0
	3
	20.0
	2
	13.3
	2
	13.3
	3.27
	1.28

	Inadequate records filing and storage facilities
	2
	13.3
	7
	46.7
	3
	20.0
	3
	20.0
	0
	0.0
	3.53
	0.99

	Inadequate financial resources
	2
	13.3
	6
	40.0
	2
	13.3
	2
	13.3
	3
	20.0
	3.13
	1.41

	Lack of records management policy
	8
	53.3
	5
	33.3
	0
	0.0
	1
	6.7
	1
	6.7
	4.20
	1.21

	Records overload
	2
	13.3
	4
	26.7
	4
	26.7
	2
	13.3
	3
	20.0
	3.00
	1.36

	Lack of records security
	1
	6.7
	4
	26.7
	4
	26.7
	2
	13.3
	4
	26.7
	2.73
	1.36

	Lack of records retention and disposition schedule
	3
	20.0
	4
	26.7
	3
	20.0
	3
	20.0
	2
	13.3
	3.20
	1.37

	Misplacement of records due to wrong filing
	2
	13.3
	5
	33.3
	1
	6.7
	3
	20.0
	4
	26.7
	2.87
	1.51

	Difficulty in remembering file coding
	1
	6.7
	5
	33.3
	4
	26.7
	3
	20.0
	2
	13.3
	3.00
	1.20


Table 11 indicates that lack of records management policy is ranked highest with (4.20 ± 1.21) among the challenges associated with filing and disposition in libraries of private polytechnics in Kwara State, followed by inadequate filing equipment (4.07 ± 1.03), while lack of trained personnel has (4.00 ± 1.13). However, 2.73 ± 1.36 for lack of records security is ranked lowest. This implies that lack of records management policy, inadequate filing equipment and lack of trained personnel are the major challenges associated with filing and disposition in the libraries of private polytechnics understudied.
Discovering that lack of records management policy affects filing and disposition is consistent with the opinions of the respondents in the previous tables. This is also consistent with previous findings and assertions of Aliyu (2018) and Samuel (2021) that the dearth of records management policy in most Nigerian institutions and agencies has deeply affected other areas of records handling practices, which has arrested their efficiency in discharging their duties.
Obviously, lack of records management policy will hinder the availability of records filing equipment as the study reveals that inadequate filing equipment is one of the challenges of filing in the institutions understudied. This notion is consistent with the position of the respondents interviewed who explained that filing is somehow difficult for them to carry out because of lack of adequate equipment. 
Furthermore, findings revealed that filing and disposition are difficult to be performed in the libraries understudied because of lack of trained personnel. This affirms the submission of Wema (2017) and Samuel (2021) that records management practices are not being performed by specially trained personnel. This has been affecting the efficiency of records management processes in organisations. Some respondents also corroborated this point by noting that despite the fact that they are trained in the field of Librarianship, they are not specialised in records management. Their basic knowledge of records management hinders their exploitation of records management activities in their institutions.
Finally, it is interesting to find out that lack of records security is not a major challenge to filing and disposition in libraries of private polytechnics understudied. This contradicts the point of Samuel (2021) that lack of records security affects records filing and disposition in corporate organisations. It can be accepted that lack of records security may not be a challenge to filing and disposition in the libraries understudied, if they have records management plans and procedures. But since such is not available, then securing records is difficult; let alone resulting to not being a challenge to their filing and disposition.
CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Introduction
This chapter presents the summary of this study, conclusion and make recommendations based on the results of this study.
5.2	Summary of Findings
This study is thus summarised as:
This study revealed that most of the respondents of this study are from Lens Polytechnic, Offa and HND holders with 1 – 5 years work experience. Also, most of them are females and single with the age range of 24 – 33 years. Operating personnel is the major classification of records management personnel used in libraries of private polytechnics in Kwara State.
Also, files management and control, correspondent management and control and vital records management and control are the major elements of records management programs in libraries of private polytechnics in Kwara State; while historical records, academic records and research records are the types of records being filed in libraries of private polytechnics in Kwara State.
General correspondence, technical reference materials and cards are the basic file groups for records in libraries of private polytechnics in Kwara State and shelves are the major equipment used for filing of records in libraries of private polytechnics in Kwara State. Numerical filing, subject filing and alphabetical filing are filing methods used in libraries of private polytechnics in Kwara State, with standardised shelving, complete accessioning of records series and minimal inter-filing are the conditions that enhanced filing in libraries of private polytechnics in Kwara State.
Deleting, shredding and incinerating are records disposition methods practiced in libraries of private polytechnics in Kwara State; while supporting institutional accountability, providing easy access to records and saving spaces and resources are benefits of filing in libraries of private polytechnics in Kwara State. Nonetheless, lack of records management policy, inadequate filing equipment and lack of trained personnel are the challenges associated with filing and records disposition in libraries of private polytechnics in Kwara State.
5.2	Conclusion
Filing is an essential aspect of records management program. It enhances proper arrangement and organisation of records in definite pattern, which will end in efficient disposition of records in accordance with their groups/series. Active files management and control, correspondent management and control and vital records management and control are the elements of records management program used for filing historical, academic and research records in libraries of private polytechnics in Kwara State.
Standardised shelving, complete accessioning of records series and minimal inter-filing are the conditions that enhanced basic file groups such as general correspondence, technical reference materials and cards on shelves in numerical, subject and alphabetical filing patterns, which makes records to be deleted, shredded and incinerating. This has helped in supports institutional accountability, provides easy access to records and saves spaces and resources. However, lack of records management policy, inadequate filing equipment and lack of trained personnel are challenging libraries in private polytechnics in Kwara State from efficient filing and disposition of records.
5.4	Recommendations
This study hereby recommends that:
1. Management of private polytechnics in Kwara State should devise a workable records management procedure manual. This will clarify the types of records that should be managed, equipment to be used in managing records and how records should be filed and disposed.
2. Libraries and records centers/offices of private polytechnics in Kwara State should prioritised filing of policy records. This will help them in documenting records on rules, regulations or procedures either from the government or its agencies.
3. Libraries and records centers/offices of private polytechnics in Kwara State should be filing audio-visual records into groups or series. This will help in eliminating disorderliness of audio-visual records.
4. Libraries and records centers/offices of private polytechnics in Kwara State should consider using boxes and carton for records filing. This will help in filing and keeping of records that can’t be placed on the shelves.
5. Libraries and records centers/offices of private polytechnics in Kwara State should consider transferring records to storage facilities. This will help in permanent preservation of records that can’t be housed in their libraries or records centers.
6. Management of private polytechnics in Kwara State and other stakeholders should focus on training records personnel across private polytechnics in Kwara State. This will strengthen their expertise of records handling.
7. Management of private polytechnics in Kwara State should be providing adequate filing equipment for their libraries and records centers. This will help them in strategic filing that will enhance efficient disposition of records.
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APPENDIX
QUESTIONNAIRE
Section A: Demographic Information of Respondents
Kindly select the option of your choice by ticking from the answers below
1. Institution: Lens Polytechnic, Offa  (    )   Graceland Polytechnic, Offa  (    ) The Polytechnic, Igbo Owu   (    )
2. Work experience: 0 – 4 years (    )    5 – 9 years (    )     10 – 14 years (    ) 15 – 19 years (   ) 20 and above years (   )
3. Academic qualification:  ND  (    )   HND  (    ) BLIS  (   ) MLIS (   ) Ph.D. (   )
4. Gender:    Male (    )     Female (     )
5. Marital Status:   Single (     )   Married (    )   Divorced (    )   Widow (    )
a. Age range: 24 – 33 years (    )    34 – 43 years (    )     44 – 53 years (    ) 54 and above years (   ) 
Section B: Classification of records management personnel
What is the classification of records management personnel in your library?
Kindly select the option of your choice by ticking from the answers below
Records management directors/administrators ( ) Line supervisor ( ) Operating personnel (  ) 
Section C: Elements of records management program in your library
The records management of your library encompass the following elements
Kindly tick SA for “Strongly Agree,” A for “Agree,” U for “Undecided,” D for “Disagree” and SD for “Strongly Disagree.”
	S/No
	Options
	SA
	A
	U
	D
	SD

	1.
	A records management administrator
	
	
	
	
	

	2.
	Forms management and control
	
	
	
	
	

	3.
	Reports management and control
	
	
	
	
	

	4.
	Correspondent management and control
	
	
	
	
	

	5.
	Records management procedure manual
	
	
	
	
	

	6.
	Active files management and control
	
	
	
	
	

	7.
	Vital records management and control
	
	
	
	
	

	8.
	Records inventory and appraisal
	
	
	
	
	

	9.
	Mail management
	
	
	
	
	

	10. 
	Micrographic management and control
	
	
	
	
	

	11.
	Records retention and disposition schedule
	
	
	
	
	

	
	Others, please specify………
	
	
	
	
	



Section D: Types of records being filed 
What are the types of records being filed in your library?
Kindly tick “A” if you agree with the question and “D” if you disagree and tick as many statements as applicable
	S/No
	Options
	A
	D

	1.
	Academic records
	
	

	2.
	Administrative records
	
	

	3.
	Policy records
	
	

	4.
	Legal records
	
	

	5.
	Fiscal records
	
	

	6.
	Historical records
	
	

	7.
	Research records
	
	

	8.
	Electronic records
	
	

	
	Others, please specify………..
	
	



Section E: Basic file groups
What are the basic file groups used in your library?
Kindly tick “A” if you agree with the question and “D” if you disagree and tick as many statements as applicable
	S/No
	Options
	A
	D

	1.
	General correspondence
	
	

	2.
	Transitory correspondence
	
	

	3.
	Cases records
	
	

	4.
	Technical reference materials
	
	

	5.
	Audio-visual records
	
	

	6.
	Cartographic materials
	
	

	7.
	Engineering drawing
	
	

	8.
	Cards
	
	

	9.
	Microforms (Aperture card, fitches, films, etc.)
	
	



Section F: Equipment used in records filing in your library
What are the equipment used for records filing in your library?
Kindly tick “A” if you agree with the question and “D” if you disagree and tick as many statements as applicable
Shelves (     )                                Boxes (    )                                   Cartons    (    ) 
Section G: Methods of filing in your library
What are the methods of filing in your library?
Kindly tick “A” if you agree with the question and “D” if you disagree and tick as many statements as applicable
	S/No
	Options
	A
	D

	1.
	Subject filing
	
	

	2.
	Chronological filing
	
	

	3.
	Numerical filing
	
	

	4.
	Alphabetical filing
	
	

	5.
	Decimal filing
	
	

	6.
	Alpha-numerical filing
	
	

	
	Others, please specify………
	
	





Section H: Filing condition work well when any of these conditions prevail
What are the records disposition methods being practiced in your institution?
Kindly tick SA for “Strongly Agree,” A for “Agree,” U for “Undecided,” D for “Disagree” and SD for “Strongly Disagree.”
	S/No
	Options
	SA
	A
	U
	D
	SD

	1.
	The standard records center carton can be used for most of the records
	
	
	
	
	

	2.
	The shelving is standardised 
	
	
	
	
	

	3.
	The retrieval rate is low
	
	
	
	
	

	4.
	The records series is complete upon accessioning
	
	
	
	
	

	5.
	Inter-filing is minimal
	
	
	
	
	

	
	Others, please specify………
	
	
	
	
	



Section I: Records disposition methods being practiced in your library
What are the records disposition methods being practiced in your library?
Kindly tick SA for “Strongly Agree,” A for “Agree,” U for “Undecided,” D for “Disagree” and SD for “Strongly Disagree.”
	S/No
	Options
	SA
	A
	U
	D
	SD

	1.
	Trashing/recycling
	
	
	
	
	

	2.
	Shredding
	
	
	
	
	

	3.
	Marcerating
	
	
	
	
	

	4.
	Incinerating
	
	
	
	
	

	5.
	Pulping
	
	
	
	
	

	6.
	Deleting
	
	
	
	
	

	7.
	Transferring records to another repository
	
	
	
	
	

	8.
	Transferring records to storage facilities for permanent preservation
	
	
	
	
	

	9.
	Transferring of records to another agency
	
	
	
	
	

	10. 
	Donating of records to government/non-governmental entity
	
	
	
	
	

	
	Others, please specify………
	
	
	
	
	




Section J: Benefits of filing on records disposition
Filing is beneficial to records scheduled for disposition in your library in the following ways
Kindly tick SA for “Strongly Agree,” A for “Agree,” U for “Undecided,” D for “Disagree” and SD for “Strongly Disagree.”
	S/No
	Options 
	SA
	A
	U
	D
	SD

	1.
	Enhances proper arrangement of record groups/series
	
	
	
	
	

	2.
	Enhances prompt access to records
	
	
	
	
	

	3.
	Saves spaces and resources
	
	
	
	
	

	4.
	Facilitates quick and immediate accessibility of records
	
	
	
	
	

	5.
	Saves time in retrieving records
	
	
	
	
	

	6.
	Enhances tracking of records
	
	
	
	
	

	7.
	Provides easy access to records
	
	
	
	
	

	8.
	Reduces records volume and storage cost
	
	
	
	
	

	9.
	Reduces records redundancy
	
	
	
	
	

	10. 
	Supports institutional accountability
	
	
	
	
	

	11.
	Optimizes continuity of records keeping
	
	
	
	
	

	12.
	Reduces stress in the work place
	
	
	
	
	

	13.
	Helps in planning for records to be disposed
	
	
	
	
	

	14.
	Promotes better control on and protection of organisation’s records
	
	
	
	
	

	
	Others, please specify………….
	
	
	
	
	








Section K: Challenges associated with records filing and disposition schedule
The following challenges are associated with records filing and disposition schedule in your library
Kindly tick SA for “Strongly Agree,” A for “Agree,” U for “Undecided,” D for “Disagree” and SD for “Strongly Disagree.”
	S/No
	Options 
	SA
	A
	U
	D
	SD

	1.
	Lack of proper accommodation of records
	
	
	
	
	

	2.
	Inadequate filing equipment
	
	
	
	
	

	3.
	Lack of trained personnel
	
	
	
	
	

	4.
	Failure to implement disposal plans and schedules
	
	
	
	
	

	5.
	Inadequate records filing and storage facilities
	
	
	
	
	

	6.
	Inadequate financial resources
	
	
	
	
	

	7.
	Lack of records management policy
	
	
	
	
	

	8.
	Records overload
	
	
	
	
	

	9.
	Lack of records security
	
	
	
	
	

	10. 
	Lack of records retention and disposition schedule
	
	
	
	
	

	11.
	Misplacement of records due to wrong filing 
	
	
	
	
	

	12.
	Difficulty in remembering file coding
	
	
	
	
	

	
	Others, please specify………….
	
	
	
	
	



Comments………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
