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ABSTRACT

• Purpose/Aims. This paper examined the effectiveness of the strategies 
tertiary institutions adopted for keeping and managing students’ 
academic records in Ghana. 

• The Study was based on the assumption that there was statistically 
significant association between type of tertiary institutions and records 
management strategies adopted to reduce malpractices associated with 
the acts of keeping and managing academic records in tertiary 
institutions. 

• The study also posits that the existing  traditional theories of  records 
keeping and management practices such as  the life-cycle 
conceptualization including the principles of provenance and original 
order don’t adequately provide the relationships between strategies 
adopted and the needed data security measures  and to forestall the 
current challenges that records managers face in tertiary institutions. 



Abstract cont.

• The study was guided by an Embodied social Presence theory and 
Complexity theories which are allied theories instead of the life-
cycle concept. 

• The ESP theory posits that our body is the nexus of communication, 
and that an embodied representation affects the perceptions of users 
by drawing them into a higher level of cognitive engagement in their 
shared activities which includes records keeping and management 
strategies and communication. During these processes they engage 
in a loop of shifting attention, they focus on the virtual and the real 
self, and the context of interactions. 

• Practitioners in recordkeeping and management now find 
themselves in a quagmire of focusing attention either on the virtual 
or the reality of alleged data falsification syndrome which has 
dented the truism of academic records and final educational 
attainments of students. 



Abstract cont.

• Methodology/procedures. The study adopted a descriptive research  
design with inferential statistical analysis of data. A sample size of 
1990 study participants were purposively selected from ten tertiary 
institutions across five regions in Ghana: This was subsequently 
grouped into three main clusters, thus, cluster A, (CA) representing 
two  Public University, 800 (40.2%) Cluster B, (CB) representing 
two Polytechnics, and two Colleges of Education, one Nursing 
Training College, 635 (32.0%) and cluster C, (CC) presenting three 
private universities, 555 (27.9%). 

• The results show that majority of the institutions have policies and 
standards among others as part of their preliminary strategies for 
effective recordkeeping and management systems, besides, quality 
service delivery also hinges on modern equipment in places, 
professional competence of practitioners, volume of data and 
students population.



Abstract cont.
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INTRODUCTION

• Records are created in the first instance for the conduct of business 
and to support accountability. In educational institutions for 
instance, records are created on every transaction and are very 
important just as any record of an organizational activity.  

• Records created in educational institutions provide the basis for 
continuous running of the institutions in all sectors in order to 
coordinate activities and events emanating from institutional plans 
for action. 

• The scope of recording in educational institutions includes 
programme of study, policy directives governing day-to-day 
transactions and interactions between management and teaching 
faculty which requires future reference to support accountability and 
historical evidence for legal proof in court of law when the need 
arises.



Introduction cont.
• Generally, records serve as memory of the institution or anyorganization

and for real time point of reference including issues which may be
considered as trivial or important so far as proof of originality is required.

• Practices of recordkeeping involve:

o Information to be captured must be identified by a qualified staff

o Policies and practices regarding records and their organization and 
disposal must be done by any competent person regardless of his or her 
academic qualification.

o Records storage in the institution which includes short and long-term 
housing of physical records and digital information should be planned 
by people who have requisite knowledge in recordkeeping.

o Identifying, classifying and storing records must be constantly carried 
out in the institution.



Introduction cont.
o Co-ordinating access to records internally and externally of the 

institution must be included in the recordkeeping practices.

o Access to records is balanced by the requirement of business 
confidentiality, data privacy and public access

o Executing a retention policy and disposal policy of records which are 
no longer required for operational purposes according to the 
institutional policy frameworks stating statutory requirement and other 
regulations which may involve either their destruction or offshore 
storage by the institution.

o Documenting context including administration change being practiced 
and finally to identify requirements needed of every recorded 
information to support recordkeeping functionality in the business 
systems of the institution



PROBLEM STATEMENT

Managing academic records in a hybrid paradigm characterised with 
fluidity of educational management environments in the midst of 

technological encumbrances coupled with self-inflicted challenges 
encountered by people who are involved in the act of managing students 

records manifest in several dimensions. These range from knowledge 
capacity, technological intricacies ,human exigencies and administrative  
externalities, the challenges in this context may be a mixed bag which 

may include areas such as little or no professional knowledge in records 
keeping  among  some practitioners and  skill  incompetence in 

information communication Technology (ICT) which has become an 
indispensable requirement  in  today's corporate world  not for   personal  

enhancement only in order  to survive economically, socially, 
psychologically and technologically but also to keep afloat in the 

competitive business environments.



WHAT CONSTITUTE ACADEMIC RECORDS

• Completion letters: a letter confirming that a student has satisfied the 
requirements of an award, issued in the period before the award is 
conferred. 

• Statement of Learning Activities: a document confirming that a 
person has attended specified learning activities that are not offered 
as a part of the institutions award of program

• Statement of attainment: may be issued to students who have 
discontinued an accredited course without completing but who have 
completed a unit or units of competence or study from the course

• Testimonial: the official document bearing the institutions seals 
stating that the student has successfully completed the award named 
on the testimonial.

• Examination scores and corresponding grades kept in the 
registry/with heads of departments.



POLICY REQUIREMENT ON MANAGING STUDENT RECORDS

• The  policy should ensure that: 

o Records relating to an individual student are complete, accurate and up 
to date;

o Duplication of student data is deliberate rather than uncontrolled and 
kept to the minimum needed to support effective administration;

o Records are held and stored securely to prevent unauthorized access to 
them;

o Records relating to the academic aspects of the student’s relationship 
with the institution are clearly segregated from those dealing with 
financial, disciplinary, social, support and contractual aspects of that 
relationship. This will enable differential retention periods to be applied 
to each of these to meet business and regulatory requirements (Kallaus, 
2004).



SYMPTOMS OF POOR RECORD MANAGEMENT

• Management of records which can be classified as good management 
begin from the creation stage to maintenance or retention of the records to 
final disposition. The trade-off between this is what can be termed as poor 
management of records. Experience has shown that in many corporate 
institutions, symptoms of poor records management manifest in the 
following manner:

o Records will most often be inadequate for the purposes for which they 
are needed;

o Records will most  often be lost;

o Some records will probably be destroyed prematurely and others 
retained unnecessarily;



Symptoms Of Poor Academic Record Management Cont.

• Other symptoms of poor records management include:

o The organisation may be unable to prove that it did what was required 
of it or that policies and procedures were correctly followed.

o It may be unable to defend itself if liability claims are being made 
against its products or activities such as services rendered or the actions 
and inactions of its employees.

o It may be unable to prove its rights or protects it assets.

o Business operations may be compromised if critical information is 
unavailable when required.



THE AUTHENTICITY OF ACADEMIC RECORDS

• The credibility of students’ academic records is under pinned by the 
policy statement of the institution. Every academic institution is 
committed to ensuring the accuracy and authenticity of all issued 
documents that records details of students academics information, in 
the interest of the institutions, its students and graduates. 

• The objective is reinforced by legislation and agencies that empower, 
review and support public institution and their reputations. In the 
Ghanaian context, the ministry of education with  it’s ancillary or 
auxiliary bodies such as the National Council for Tertiary Education 
(NCTE) the National Accreditation Board (NAB) take oversight 
responsibility for ensuring credibility and authenticity of academic 
awards, program duration, the structural and physical environments, 
professional competence and certification. 



METHODOLOGY

• The methodological approach is a descriptive design which 
involved ten tertiary institutions. The study institutions were 
randomly selected from five regions of Ghana and 
subsequently grouped into three main clusters. 

• Thus, 2 public universities form Cluster A (CA), 800 (40.2%). 
Professional Training Institutions such as 2 Polytechnics 2 
colleges of Education and a Nursing College, Cluster B (CB), 
635 (32.0%) and 3 private universities, cluster C (CC), 555 
(27.9%) respectively. 

• The data were gathered from a total sample population of 
3,111, using 2,500 survey instruments which were both 
structured and non-structured. This yielded a total of 1,990 
sample size derived from faculty members, records keepers and 
final year students.



Methodology cont.

• The faculty and records officers sampled fromthe first cluster-(A)
were 500,(25.0%),students-300(15.0%),the cluster B Faculty
members and records officers sampled were 250,(13.0%),
students,385,(19.0%) and the last cluster, C, faculty and records
keepers sampled were 265,(13.0%), and students sampled were
290,(24.4%).Significantly, the sample populations fromeach of the
three clusters were - 1,280, 1,121 and 710 respectively.

• The total faculty and administrative staff fromthe study areas
amount to 1,015,(41.0%) and the total students also equals to
975,(58.0%).The retrieval rate stands at 64.0%. Analysis of data was
carried out with the application of inferential statistical tool and the
SPSS which generated a chi -square analysis in tables and were
cross tabulated for the discussions of the findings.



Strategies

Public univ. Polytechnic Nursing

training

Teacher

training

Private univ. Total

Mean Stdv. Mean Stdv. Mean Stdv. Mean Stdv. Mean Stdv. Mean Stdv.

Setting policies and standards 1.6 0.28 3.0 0.77 2.8 0.87 2.5 1.05 2.7 1.04 2.5 0.80

Assigning responsibilities and

authorities

2.3 0.50 2.5 0.82 2.4 0.91 2.1 0.95 2.5 0.77 2.4 0.79

Establishing and promulgating

procedures

2.0 0.79 2.3 0.57 2.6 0.55 2.2 0.79 2.3 0.58 2.3 0.66

Providing a range of services

relating to the management and

use of records

2.5 1.05 2.4 0.66 2.6 0.48 2.2 1.03 2.5 0.89 2.4 0.82

Instituting punitive measures for

records keeping irregularities

1.7 0.73 3.1 0.83 2.8 0.67 2.2 0.69 2.6 1.16 2.5 0.82

Designing and administering

specialized system for records

2.2 0.94 2.5 0.62 2.7 0.81 2.2 0.73 2.2 0.74 2.4 0.77

Integrating records management

into business system and process

2.0 1.00 2.3 0.44 2.5 0.79 3.1 0.77 2.8 0.95 2.5 0.79

Source: Field Survey, 2012 df = 12 x2=9.36 P-value=0.32

Table1: Record Management Strategies In Tertiary Institutions



RESULTS AND DISCUSSION

• The results  show  that all the respondents agreed that their 
institutions have set policies and standards for managing academic 
records in tertiary institutions (mean = 2.5, stdv. = 0.80), assigned 
responsibilities and authorities (mean = 2.4, stdv. = 0.79), established 
and promulgated procedures for managing academic records (mean = 
2.3, stdv. = 0.66), provided range of services relating to the 
management and use of records (mean = 2.4, stdv. = 0.82), and 
designed and administered specialised system for students’ academic 
records (mean = 2.4, stdv. = 0.77). 

• The formulation of these strategies is an indication of the 
commitment of the management of the institutions to protect the 
integrity of students’ academic records. According to Culling and 
Harvey (1995), the willingness and ability of management to institute 
strategies to address a particular problem is a reflection of their 
commitment



Results and Discussion cont.

• Thus, assigning responsibilities and authorities to certain positions
in an organisation helps to establish order and decency in the ways
activities are organised. Such orders could help to reduce
indecencies associated with academic record management.

• A cross analysis in the adoption of record management strategies 
among the tertiary institutions indicates that respondents from the 
public universities strongly agreed (mean = 1.6, stdv. = 0.28) that 
they have set policies and standards to control irregularities in 
academic record keeping, respondents from the polytechnics 
disagreed (mean = 3.0, stdv. = 0.77), while respondents from the 
remaining institutions agreed (nursing training colleges – mean = 
2.8, stdv. = 0.87; teacher training colleges – mean = 2.5, stdv. = 
1.05; and private universities – mean = 2.7, stdv. = 1.04). 



Results and Discussion cont.

• Similarly, respondents fromthe public universities strongly agreed
(mean = 1.7, stdv. = 0.73) that they have instituted punitivemeasures
to curb irregularities in records keeping, respondents from the
polytechnics disagreed (mean = 3.1, stdv. = 0.83), whereas
respondents fromthe remaining institutions agreed (nursing training
colleges – mean = 2.8, stdv. = 0.67; teacher training colleges – mean
= 2.2, stdv. = 0.69; and private universities – mean = 2.6, stdv. =
1.16).

• A chi-square test of independence was used to examine significance
of the association between the type of tertiary institutionand the
record management strategies adopted to curb irregularities in
students’ academic record keeping. A chi-square value of 9.36 (df =
10) with a p-value of 0.32 implies that there was no significant
association between the type of institution and the strategies to
control improprieties in academic record management.



CONCLUSION AND RECOMMENDATIONS

• Conclusions

o This study presents assessments on some strategies which tertiary
institutions in Ghana adopted for managing students records in a midst of
challenging human interface which leads to insecurity of records being
created and managed in higher education in general.

o In the contextual alignment of this study, inadequacies of the original
theories use in records management studies have been pointed out and
substituted with rather allied theories which plausibly seemed to provide
more cogent relationships between how records are managed in tertiary
institutions in Ghana and strategies adopted for management practices.

o The results show that many of the institutions have policy inplace to
safeguard the security of records which are institutional specific so to say
and also deal with acts of misconducts differently.



Conclusion and Recommendations cont.

• Recommendations
o The study recommends among others having uniform policy 

frameworks for educational institutions not only in Ghana for 
managing academic records but any other academic institution in the 
world.  

o Each of the institutions  could leverage their bench mark for 
managing records and handling issues bordering on malpractices 
and other encumbrances which are likely to rear ugly heads  time 
and again, in the midst of exponential increasing enrolments  of all 
types of students from the west African sub region whose entry 
qualifications are genuine  at the periphery level but inauthentic 
which manifest in their ensuing academic performance and acts of 
criminality which seems to be a common phenomenon all over the 
place. Lastly, the study recommends a lateral thinking approach 
when practitioners enter grey areas in their professional conducts. 
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