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Abstract
This study is about records management at the Albany Museum in Grahamstown, in the Eastern
Cape Province of South Africa. The objectives of the study were to find out the extent to which
records management is practised; to find out what records management programme exist; to find
out the infrastructure available for records management; and to identify the challenges, if any,
facing records management in Albany Museum. The records life cycle and the records continuum
formed the theoretical framework. The study adopted qualitative and quantitative research
approaches. The state accountant, senior administrator, fossil excavator, receptionist and the
postgraduate researcher formed the sample of the study. Quantitative data were coded and analysed
using Microsoft Office Excel 2013 while the qualitative data were analysed using thematic
analysis. The major findings showed that records management Albany Museum is very weak,
which makes it difficult for the museum to derive or benefit from effective records management
as well as experiencing delays in decision-making, loss and misplacement of records. Also, it was
revealed that there was no personnel responsible for the records management. The study
recommended for recruitment of personnel for records management in the museum to improve on
records management as well as the development of a functioning records management program.

Keywords: Albany Museum Grahamstown, Eastern Cape Province, Records management
in museums, South Africa.
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CHAPTER ONE: INTRODUCTION TO THE STUDY
1.1.

Introduction

A museum is among the cultural centres or institutions, which deals with preserving and
interpreting of the primary evidence of humankind and its environment. The museum being
cultural institution is unique from libraries and archives because it deals more with recreational
facilities, scholarly venues or educational resources, which contribute to the quality of life,
especially the areas where it is located. The functions of museums involve the acquisition of
materials, recording of materials, preservation of materials, research, and exhibition of material as
well as educational purposes. The materials usually found in the museums include the works of
arts (art museums), animals and nature (natural museums), works of sciences and space (science
museums) and archaeological materials (historical museum), artefacts and objects. As evidence
of the daily activities and transactions carried out in the museum in terms of acquiring, processing
of materials and functions performed, records are created. These records are very important for the
effectiveness and efficiency of museum management. Therefore, there is the need to have proper
records management in the museums.

Latham and Simmon (2014) define the museum as a dynamic institution that deals with societal
trends, beliefs and cultural paradigms. According to Burcaw (1990), museums are institutions for
the preservation of objects that relate or trace the nature and works of man for increasing
knowledge as well as culture and enlightenment of the people. Museums help people to explore
collections for inspiration, learning and a source of enjoyment (Ambrose, Timothy and Crispin,
2012). It attracts tourism, civic pride or nationalistic endeavours as well as ideological concepts
(Lewis, 2018).
1

The International Standard Organisation (ISO 15489-1:2016) defines records management as a
management field that is responsible for the efficient and systematic control of creations, receipts,
maintenances, uses and dispositions of records. This includes the processes in capturing and
maintaining evidence of transaction, which is in the form of records (ISO 15489 – 1: 2001).
Sound records management and appropriate legal framework are important evidence of actions,
which support accountability, good governance, transparency and protection of citizen right and
entitlement by giving the public the right of access to information (International Council on
Archives 2005; Kansas State Historical Society). For accountability, it refer to the “ability to
determine who in government is responsible for a decision or action and the ability to ensure that
official are answerable for their action. Decision makers for example in museums such as the
museum manager or curator are accountable to their action as contained in the staff records Such
decision includes dismissal, allocation of benefit and entitlements, long service awards allocated
using appointment letter, assumption of duty communication generated at department level etc.
Records including museum records reflect which museum officer for instance were responsible
for decision that made in every activity and this is an element of accountability. Organisations uses
records to support accountability when they need to prove that they have met their obligations or
complied with the best practice or policies (Shepherd and Yeo 2003: xi – xiii). According to Mc
Donald (2003), records for the purpose of accountability provides the evidence required to account
for decision and activities as well as to respond to the requirement of laws and policies.

In the case of good governance, it involves the provision of good public services with transparent
decision-making and implementation of policy. Generally, staff records including in the museum
come in handy when important decisions are made about the employee. Records are used to mete
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appropriate disciplinary measures on individual in a transparent manner. This implies good
governance on the part of the museums. Good governance and accountability are the bedrock
principles of good administration. Records contribute to the good governance in that decisions that
affect the employees are made using the employee records (Dewah and Ndlovu 2013)

Protection of citizen rights are observed in the management of records especially in personnel
records. The staff records in museums should be accessible by selected few individuals even in the
HR section. This is because of the sensitive nature of personnel records, which are handle by the
human resource manager. As a result of it, most departments in an organisation such as the HR
avoid violation of individual right on privacy. The employee records to contain personal data that
are sensitive and confidential (Dewah and Ndlovu 2013). The human resource department generate
records of their staff in order to run their day-to-day business transaction. Popoola (2000) cited in
Akporhonor and Iwhiwhu (2007), that “records” is the major thing that keep civil service going in
any institution including the museum, which are used for planning, decision-making and
controlling.

Any records achieving the purpose of accountability, good governance, transparency and
protection of citizen right are capable of meeting the need for records keeping. Records are created
when information are received from organisations/institutions by letter, fax, email or messaging
system. The purpose of records management is to ensure that records are intact and secured as well
accessible as long as they are wanted. According to Shepherd and Yeo (2003), maintaining records
ensures the integrity of records over time. One reason for maintaining records is to protect them
from loss or damage. Shepherd and Yeo (2003), state that records maintenance make use of

3

centralized and decentralized system. In the centralized system, records are stored together, usually
in a central store while in the decentralized system; records are closer to the user. In some cases,
records are in the storeroom while in others they are very close to the records manager. One of
the reasons for records maintenance is to preserve records against loss or misplacement and
alteration. This will ensure that the records are properly secured, protected, for the purpose of easy
location and retrieval (Forbes, 2012). The policy and procedure in maintaining records in
museums include retention schedule, archives acquisition policy, emails policy, data protection,
freedom of information and information asset management (Parry, 2010).

For effective records management, records retention and disposal is of great importance to
museums. Records retention and disposal schedules provide the timeframe and the process for
maintaining records. Thereafter, these records are move to the inactive storage and then are destroy
when they are not of any use to the museum. The backbone and strength of any institution and
organisation depend mostly on how effective their records are preserved and kept. The study
focused on finding how records are manage in the Albany Museum bearing in mind the importance
of records management.

Records management has increased the efficiency of museums as well as the cost relating to
records storage facilities (National Museum of Women in the Art 2011). Records management, as
an effective tool in the functioning and operation of the museums. Without records management,
there seems to be an absence of accountability in museums (World Bank, 2006; IRMT, 2003).
Records management policy is a document that governs records creation, uses, maintenance and
disposition of records (Cheterera, 2014). According to Chaterera (2014) study on “Beyond regress:
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museum records management in Zimbabwe”, the author finds out that the legislation provides a
legal and regulatory framework in managing records and to support the development of good
record management practice. The museums recognise their records as corporate assets, important
administrative and historical information. These records are managed by policies in compliance
with the Charity Act (2006), the Data Protection Act (1998), the Freedom of Information Act
(2000) and the Limitation Act (1980) which is applicable to the United Kingdom. The management
of these records has to deal with records created, received, maintained by the employees,
volunteers, contractors and students while performing their daily duties.

In South Africa, the National Archives and Records Services of South Africa Act (No 43 of 1996)
provide the legislations framework, which regulates records management practices. In addition,
there are legislations governing the museums such as the Museums Act 1990, C.3 (formed by the
government of Canada), as well as the Museums and Cultural Institution Act 1998 (which is
applicable to South Africa Museums). These laws comply with National Archives and Records
Services of South Africa Act (No 43 of 1996) for good governance of records management in
museums. The Act requires organisations or institutions to develop, implement and maintain
proper records management systems (Ngoepe and Van der Walt, 2009). Furthermore, the
Promotion of Access to Information Act (PAIA) (No 2 of 2000) by the South Africa government
encouraged the need for an effective records management (Ngoepe and Van der Walt, 2009). The
general purpose of these legislations lies in, transparency and accountability as stated in the
constitution, 1996.

5

According to Yuba (2014), the challenges affecting this mandate have been lack of staff and space
in the archival repository as well as the inability to apply compliances. In the previous fieldwork
project conducted by Obileke (2016) titled “roles of records keeping in Fort Beaufort Museum”,
it was observed that the lack of records management is a challenge facing the museum. This
motivates the present study.

1.2.

Background of the study

Various studies on records management have being, conducted or carried out in Africa. In
Botswana, the study conducted by Kalusopa and Ngulube (2012), stated that records management
in Botswana is not of satisfactory and this has affected records management practise. The authors
recommended the adoption and implementation of best records management practices to promote
effective records management. In Tanzania, records management is generally very weak according
to Katundu (2002) and Kitalu (2001). Studies have shown that the system of managing records
prior to 1997 had broken down (URT, 2005). This is as a result of records being inefficiently
managed (Kalumuna, 2000). This has led to excessive volumes of records building up because no
one is responsible to ensure that records kept are in good order.

In Zimbabwe, Chaterera (2016; 2014) commented missing or misplaced of records, as well as lack
of records management guideline, are common challenges facing records management in the
country. This has prompted service delivery to be at risk due to inadequate records management
practices. The studies called for the need for professional records management practice to improve
public service delivery, good governance and accountability.
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Nengomasha (2003) conducted a study on knowledge management, information management, as
well as related concept (– e-sectors, specifically e-government) in Namibia. The author pointed
out lack of records keeping as one of the challenges facing records management in Namibia. The
problem of records keeping is far from satisfactory (Nengomasha, 2003). Nengomasha went ahead
to point out the absence of a classification scheme, retention schedule and disposal of records
resulted in congestion of office records and poor retrieval of information.

In Ghana, Akussar (1996) reported that the root cause of records management is lack of
comprehensive policy, which is an integrated holistic approach to managing the record’s life cycle.
Akotia (2003) recommended revision of archival legislation as a solution to Akussar (1996) study.
This will enhance records management in Ghana.

In South Africa, studies have shown that problems affecting records management include lack of
top management staff to support records management practices; lack of awareness of the
importance of records management; lack of skills and training amongst records management staff
and lack of records management policies. This was from a study conducted by Ngoepe (2008),
Ngoepe, and Van der Walt (2009). Ngoepe (2008) explored on the records management trends in
South Africa using the Department of Provincial and Local Government as a case study while
Ngoepe and Van der Walt (2009) explored on the records management trend in the South African
Public Sector. Both studies recommended that records management should be included in the
performance contract of all employees in South Africa as well as the need of various departments
to submit records management reports quarterly basis. The studies recommended an effective
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advocacy program by the National Archives and Records Service of South Africa (NARS) and
records managers to sensitize their staff about records management.
The history of museums in South Africa originated in 1825, when the South African Museum
(SAM) was, built in Cape Town. At first, South Africa museums where built for the purpose of
science and history. This started to improve towards the mid-1920s as ancient’s rarities of
chronicled nature picked up fame, sparing them from verifiable obscurity in museums. At the time
of the white settlement in Natal, museums played a role, which was as a triumph over brutality,
savage and heathenism. During the post-apartheid, KwaZulu-Natal museums reflect new
characters, which depend on non-racialism and connection of different individuals of the region.
During the sixteenth century, museums deal with early private collections (Katherine 2006). The
researcher embarked on the present study because of the challenges affecting records management
in selected African countries as discussed briefly as well as lack of studies on records management
in museums specifically in South Africa, despite a large number of museums in the country.

1.3.

Contextual setting (background): The Albany Museum

The Albany Museum is located in the Eastern Cape Province in South Africa. The Eastern Cape
Province is located on the South East, South Africa Coast. It is one of the nine provinces in the
country. The climate of the province varies, further east, rainfall becomes more plentiful and
humidity increases, thereby becoming more subtropical long the coast with summer rainfall. The
Albany Museum in Eastern Cape, South Africa is located geographically at 33º18’0’’South, 26º
32’0’’ East.
Figure 1. 1: Map of Eastern Cape Province Showing Grahamstown
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(Source: Online)
The Albany Museum, the second oldest museum in South Africa, originated in September 1855.
The Museum acquired its own building in 1902 when the core block of the present Natural Science
Museum was built. The paleontological and geological collections have their origins with the
collections of Andrew Geddes Bain and Dr W Guybon Atherstone; Dr. Schonland built up the
herbarium and the library. With Dr Schonland, came the historic ties, which the Museum has with
Rhodes University. He addressed the Cape Parliament, speaking for the establishment of a
university in Grahamstown, and persuaded the trustees of Cecil Rhodes’s estate to pledge funds
for the establishment of the Rhodes University College. When the College established in 1904, the
Director, Dr Schonland became its first professor of Botany. Dr John Hewitt succeeded Dr
Schonland as director. John Hewitt’s research lay in the fields of vertebrate zoology and
archaeology. During this period Grahamstown’s longstanding affair with fishes started. In 1930
Dr J. L. B Smith, Senior Lecturer in Chemistry at Rhodes identified and catalogued the Museum’s
marine fish collection. On 6th September 1941, the Museum was burn down. The library and most
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of the collections were saved but there was a great loss of exhibit materials. The museum was
rebuild and the displays reconstructed. In 1952 the museum’s collection of fishes was loaned to
the University‘s Department of Ichthyology. Three years later the museum celebrated its centenary
and, in 1957, its staff became Provincial employees. After that, Dr John Hewitt retired the
following year and Dr T. H Barry succeeded him. During Dr Barry’s tenure of five years, the
Hewitt and Rennie Wings were added to the Natural Sciences Museum and the 1820 Settlers
Memorial Museum was built. The period between 1965 and 1977, the directorship of Mr. C. F
Jacot Guillarmod, was one of consolidation. The National Collection of Freshwater Organisms
was transferred from the CSIR to the museum. Fort Selwyn was restored by the Province and
handed over to the museum in 1977. Under Mr. Jacot Guillarmod’s successor, Mr B Wilmot, the
museum entered a new period of growth. De Beers Consolidated Mines Limited purchased and
restored the Observatory and the Priest’s House and donated them to the Museum. The Old Provost
was restored by the Province. The freshwater fish collections of the Transvaal and Cape Nature
Conservation authorities, the Natal Museum and the South African Museum were transferred to
the Albany Museum. Museum staff started teaching short courses at the University and, in 1983;
the museum became an Associated Research Institute of Rhodes University. The Museum’s close
relationship with the University was expanded with the consolidation of the herbaria of the two
institutions and the formation of the Selmer Schonland Herbarium, housed in the Museum.

The museum has a staff complement of 70 with different departments such as the exhibition and
education department. The museum falls under the Department of Sport, Recreation, Arts and
Culture in the Eastern Cape government. The Albany Museum comprises of five museums,
namely: the observatory museum, the natural science museum, the history museum, the Fort
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Selwyn museum and Old provost museum. The Observatory Museum was named after Henry
Carter Galpin, a fascinating character in the Eastern Cape city of Grahamstown. The museum deals
with optics, astronomy and measurement of time, which was the passion of Henry Carter Galpin.
Inside the observatory museum, is the telescope room, a meridian room, a Victorian room and a
special display on the birth of the diamond industry in South Africa. The History Museum focused
on the 1820 settlers who came to South Africa from Great Britain, presently is displaying an
ethnographic collection that deals with Southern Nguni peoples and the traditional dress of the
amaXhosa. In the Natural Science Museum, a strong research facility displays the meteorites,
dinosaur reconstructions and various earth sciences, whereas the Fort Selwyn museum deals with
military units that were stationed from 1836. The museum is open only on request and is located
at the gunfire hill overlooking Grahamstown. Finally, the Old Provost Museum is also open on
request and was built by the Royal Engineers and served as a barracks and a prison. It consists of
an outer circle of cells and exercise yards, watched from the central guardhouse. The museum is
located near Rhode University. The Albany museum belongs to the Department of Sports,
Recreation, Arts and Culture in the Eastern Cape Province of South Africa (Hamer, 2012). The
vision of the museum is to contribute to the process of nation building through the process of
nurturing a society that is aware of the value and its past, thereby engaging in the present for
creating a better future. Albany Museum has a mission to accomplish with has to deal with
preserving and holding collections in trust for the nation, enriching knowledge, understanding and
appreciation of the collection through research, rendering collections accessible and usable as well
as developing representative collections that will reflect the social and natural environment laying
emphasis on the Eastern Cape. There is an existence of a library present in the museum located at
the education department.
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The figure 1.2 presents the organogram/organisation chat of the Albany Museum.
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Figure 1. 2: The Organogram/Organisational Chat of the Albany Museum
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(Source: extract from the museum staff)

1.4.

Research problem statement

According to the National Museum of Women Art (2011) in the United Kingdom, records
management in museums has increased the efficiency of museums and reduces costs on records
storage and retrieval. Also, a statement issued by the World Bank (2006) and International records
management trust (2003) stated that without records management in institutions, there is the
possibility of the absence of accountability, transparency, good governance and rule of law.
Therefore, sound records management in museums tends to create easy access to museum records,
improves museum operations, and aids the security of the museum (Chaterera, 2014). The National
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Army Museum of the United Kingdom commented on the lack of a working and operational
records management policy. The problem is more in developing countries, where records
management legislative is utilized (Ngoepe and Keakopa 2011). This is because of non –
compliance with the legislative and regulatory requirement of records management. Furthermore,
in most of the museums in Africa, the registry and collections are not organised making it difficult
for easy access or retrieval of both physical and electronic records. Poor records management may
result in the loss of important information, thereby affecting the day-to-day business of the
museum (Mahachi, 2008 and Coetzer, 2012). In South Africa, no studies on records management
in a particular museum. On a class project conducted by Obileke (2016) titled “roles of records
keeping in museums”, observed that there is inadequate records keeping in the museum studied.
This motivated the researcher to carry out the present study on records management in the Albany
Museum Eastern Cape Province, South Africa.

1.5.

Aim of the study

The aim of the study is to investigate the records management at the Albany Museum in
Grahamstown, Eastern Cape Province, South Africa.

1.5.1. Objectives to the study
This study sought to address the following objectives:
1. To find out the extent to which records management is practised in Albany Museum;
2. To find out what records management programs exist in Albany Museum;
3. To find out the infrastructure available for records management in Albany Museum; and
4. To identify the challenges, if any, facing records management in the Albany Museum;
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5. To determine the measures (if any) that are needed for improving records management
practice in Albany Museum.

1.5.2. Research questions
This study sought to answer the following research questions:
1. To what extent are records management practiced in Albany Museum?
2. What records management programs exist in Albany Museum?
3. What infrastructure is available for record management in Albany Museum?
4. What are the challenges facing records management in the Albany Museum?
5. What measures are necessary for improving record management practice in the Albany
Museum?

For simplicity, table 1.1 presents the research objectives and questions stating the types and
methods of data collection used to achieve them.
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Table 1. 1: Showing the research objectives, questions, types and methods of data collection
Research objectives Research

Types of data collection Method of collection

Questions

used

used

To find out the

To what extent are

Qualitative/Quantitative Interview/Questionnaire

extent to which

records

records

management

management is

practised in Albany

practised in Albany

Museum?

Museum
To find out what

What records

records

management

management

program exists in

programs exist in

the Albany

Albany Museum

Museum?

To find out the

What infrastructure

infrastructure

is available for

available for

records

records

management in

management in

Albany Museum?

Qualitative/Quantitative Interview/Questionnaire

Qualitative/Quantitative Interview/Questionnaire

Albany Museum
To identify the

What are the

challenges, if any,

factors challenging

facing records

records

management in the

management at the

Albany museum

Albany Museum?

To determine the

What measures are

measures (if any)

necessary for

that are needed for

improving effective

Qualitative/Quantitative Interview/Questionnaire

Qualitative/Quantitative Interview/Questionnaire
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improving effective and efficient
and efficient

records

records

management in the

management

Albany Museum

practice in Albany
Museum

1.6.

Significance of the study

The findings are important in influencing the policy, funding, education and training of staff on
records management at the Albany Museum. More understanding of the museum records ensures
effective and efficient records management. This is important in relation to the resources the
Albany Museum may have invested in the management of records. In addition, the study may
establish the ground for further research or add to the existing body of knowledge on records
management in museums as the case may be.

1.7.

Scope and limitation of the study

The study was restricted to records management in Albany Museum, located in Grahamstown in
Eastern Cape Province of South Africa with the population limited to the people who make use
records in the museum. The Albany Museum was selected for the study because it is the second
oldest as well as one of the biggest museum in the country. The study was confine to people whose
age ranged from 18 – 60 years old. The study confined itself to units or departments in the Albany
Museum as it specifically targets on the staff of the museum. The study focused on specifically on
records management practice, apart from collections and artefacts. The conclusions and
recommendations may not be applicable to other museums globally. The study did not cover the
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records management related to archives and artefacts. This implies that the management of the
Albany museum delayed the data collection process. Again, the study was restricted to records
management in Albany museum only and unable to extend to other museums as result of lack of
resources.

1.8.

Definition of key terms

1.8.1. Museum
Museum is a dynamic institution that deals with societal trends, beliefs and cultural paradigms
(Latham and Simmon, 2014)

1.8.2. Museum records
Museum records are records that contain files from departments within the museum. These files
include exhibition, research, office, fundraising documentation; press coverage files (Art Institute
of Chicago (2015).

1.8.3. Record
Records are define as an information created, received, maintained and used as evidence and
information by an organisation or person in pursuance of legal obligation or transaction of business
(ISO 15489: 2001).

1.8.4. Records management
Records management is a field of management responsible for the efficient and systemisation
control of creation, receipt, maintenance, use and deposition of records including capturing and
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maintaining evidence of the information about business activities and transaction in the form of
record (ISO 15489:2001)

1.8.5. Records disposal
Records disposal is the process whereby the organisation, through its records manager
destroy/erase ephemeral records or transfer archival valued records to an archival institution for
permanent safekeeping (Marutha, 2011).

1.8.6. Records retention
Records retention is the length of time set for retaining records before disposal by the government
body (National Archives and Records Service of South Africa, 2006).

1.8.7. Records appraisal
Records appraisal is the process used to determine the value of records which is a disposal plan
before the government body decides on/plan the need to preserve “each records or series of
records” ((National Archives and Records Service of South Africa, 2006).

1.9.

Structure of the dissertation

The dissertation is of six chapters.
1.9.1. Chapter One: Introduction to the study
This chapter 1 provides an introduction and gives background information for the study, setting
out the problem statement, research aims and objectives, methodology, research questions,
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justification of the research, significances of the study and scopes and limitations of the study and
definition of terms. It gives the general context of the topic under study.

1.9.2. Chapter Two: Literature review
This chapter 2 focuses on previous literature related to the records management. It also outlines
the theoretical framework of the study.

1.9.3. Chapter Three: Research methodology
This chapter describes the research methodology used to acquire data to answer the important
question of the study. The chapter 3 outlined the collection tool and how the data collected was
analysed. It further outlined the research ethics.

1.9.4. Chapter Four: Data presentation, analysis and interpretation
Chapter 4 presents the data analysis and its interpretation. It forms the nucleus of the research
study, addressing the research objectives and research questions. The empirical responses of the
respondents, presented in form of figures and tables.

1.9.5. Chapter Five: Interpretation and discussion of the findings
Chapter 5 is the discussion of findings based on the data collected. It answers the research
questions of the study.
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1.9.6. Chapter Six: Summary, conclusion and recommendations
Chapter 6 is the conclusion and recommendation. The conclusion of the study and
recommendation for further studies was, exhaustively detailed in this chapter. The emphasis, made
on the need to bring out the answers from the researcher and to provide an overall conclusion.

1.10. Summary of the chapter
This chapter introduced the study as well as its background and overview of the study site. The
chapter outlined the status of records management in developing countries and their relative
importance. It further looked at the research problem, which the study sought to address, research
questions as well as the research objective, which the study intended to achieve. The significances,
scopes and limitations, definition of terms as well as the dissertation structure, were provided. The
next chapter provides an overview of the literature on records management and theoretical
framework.
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CHAPTER TWO: LITERATURE REVIEW
2.1.

Introduction

This chapter deals with the review of the literature on records management in museums. The term
‘literature’ review is define as the systematic and replicating method of identifying, evaluating and
interpreting an existing body of work done by researchers, scholars or professionals (Huges and
Tight, 2001:120). This chapter outlines the importance of literature review, the needs for records
management in museums and records management in developing countries. The variables that
guided the literature review themes, drawn from the objective of the study also form parts of the
chapter. These are; to find out to what extent are records management practised at Albany
Museum, to find out what records management programme exists at the Albany Museum, to find
out the infrastructure available at the Albany Museum and to identify the challenges affecting
records management at Albany Museum. Furthermore, the theoretical framework of the study
discussed exhaustively.

2.2.

The Importance of literature review

Pickard (2007: 34) pointed out that a good literature review informs the researcher on the state of
knowledge of the subject matter thereby providing a framework into the methodology. Studies are
usually undertaken or embarked on based on the context of existing knowledge. In this view, this
creates an avenue for review of the literature (Neuman, 2006:112). Therefore, a literature review
is important as it sets the formulation of the research problems and based on the assumption that
knowledge accumulates. In this regards, people learn from and build on what others have done
(Neuman, 2006:112). A literature review provides the framework for establishing the significance
of the study as well, creating a benchmark for comparing the results of the present study with
22

previous studies (Creswell, 2003:29; Neuman, 2006:112). The findings will be significant only to
the extent that they are the same or different from other people’s works and findings (Neuman,
2006). According to Neuman (2006:112), there are various types of literature reviews and these
are:



Context review: Here the author links a particular study to a bigger body of knowledge;



Historical review: This involves an author tracing a specific issue over time;



Theoretical review: This has to deal with an author using different theories based on the
subject topic and comparing them with the assumption and scope of explanation; and



Integrated review: In this type of review, the author presents and summarises the present
state of the topic, thereby highlighting some agreement and disagreement between them.

The literature review describes the theoretical perspective and previous studies findings relating
the problem statement at hand (Leedy and Ormod, 2005:64; Neuman, 2006:111). This outlines the
direction of the study on a question, thereby showing the development of knowledge. The status
of the body of knowledge in a given research topic is paramount the first step for the present
research topic (Livari, Hirschheim and Klein 2004:315). Furthermore, detailed pre-knowledge of
the previous study helps the researcher to be familiarized with the existing body of knowledge,
avoid unintentional duplication and forms the framework within which the research findings are
to be interpreted and demonstrated (Hesse-Biber, 2010; Mugenda and Mugenda, 2003:20-21).
Hence, the essence of the literature review is to provide a platform whereby the research objectives
and research questions are refresh based on previous studies. The review of the literature provides
a critical summary of research based on the topic to put the research problem in contexts (Park,
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2009:152) which help the present study. Therefore, the study, literature review aims to offer an
overview of the importance of literature and the theoretical framework on the topic understudied.

2.3.

The need for records management in museums

An effective records management in museums helps in policymaking. This is possible with the aid
of proof and evidence that are documented (Coetzer, 2012:35). In addition, records management
tends to contribute to the productivity and efficiency of museums. This fact is true as it ensures
that information is available when it needed (Coetzer, 2012). In museums, where records kept in
so many ways, like the registry and collection, it will be difficult to look for any information, if
there is poor records management. The challenge of misplacement of information because of lack
of proper records management of physical records (Coetzer, 2012) tends to occur in museums.
With proper records management system put in place, records can be disposed of legally in
particular retention and also there is the possibility of identifying and organizing records that can
be permanent for day to day business activities (Coetzer , 2012). More also, the World Bank
(2006), emphasised the need for record management as it tends to serve as a benchmark for
measurement of future activities and decision in any private and public institution. In the absence
of an effective records management practise in museums, museums make ad hoc decisions without
the benefit of memories. In accordance with Demb and Teuteberg (2010), the importance of
records management in museums might not be obvious to everyone, yet its impact on the ability
of the museum to function effectively is indisputable. In addition, the State of Florida (2009)
pointed out that museums can retain control of its corporate memory if their records management
program operates efficiently. Furthermore, sound record management is the ability to manage and
control records from creation to disposition. Hence, a sound records management whether
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electronic or manual has become a global issue and this forms part of the motivation for the present
study.

2.4.

Records management in developing countries: a review

The ISO 15489 – 1 (2001) defined records management as an effective tool for the control of
creation, receipt, maintenance, use and disposition of records. This includes the process of
capturing, maintaining, evidence of and information about daily business transactions in the form
of records. Record management is the control of records creation, maintenance and uses, retention,
protection and disposition of all types of records for the best benefit of reducing cost and increasing
efficiency (Uwaifo, 2004). The origin of records management has been in existence since the first
societal groups. During the ancient time, oral was the most ancient form of memory while the most
ancient keeper of records was the remembrances (Duranti, 1993). However, recording or having
information or records is not the same as managing records. Before now, unwieldy clay tablet was
the forerunner of the today’s electronic equipment used for managing records.

During the seventeenth century, clerks were responsible for the handwritten records. With time, as
population and geographical boundaries increased, the scope of day-to-day activities or transaction
also increased, and this made records moved from written to printed form due to population
industrialization. As the development of records increases in volume, the need for repositories for
their safekeeping become paramount and this was established. The focus for the preservation and
arrangement of records within the repositories is to facilitate easy access and retrieval (Abbot,
1999:71).
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In 1934, modern records management was built through the principle of life cycle been inverted
by the National Archives of the United States (Shepherd and Yeo, 2003:5). The use of electronics
for record keeping was develop in the 1950s globally (Kemoni and Wamukoya, 2000). This offers
advantages such as; speed, precision, diversity, flexibility and has a rich documented process,
thereby providing critical information management and communication tool. Since this invention,
academics and records manager are concerned about the impermanence of electronic records.

During the 1980s, archivists and record managers accepted that records management are face with
so many challenges such as the media deterioration (Cloonan and Sanett, 2003). The use of
computers has increased and almost every organisation and worker has a personal computer.
Today, the use of computers is performing the functions of records management in a way that is
not feasible before the computer age. In developing countries, records keeping system are weak to
the point where they do not function at all (IRMT, 1999a: 39). The finding reported by Thurston
and Cain (1995) supported this. IRMT (2003) stated that over the last decades there has been decay
in the management of records in developing countries with consequences for efficiency,
effectiveness and accountability. This is evidence that these countries had once been part of the
European dominated colonial regime. The people employed in these countries, had limited training
or experience with records keeping work, file classification and indexing systems. As a result, of
the challenges faced by records keeping professionals in managing records in developing
countries, including Africa, the World Bank and the IRMT organised a programme titled: evidence
based governance in the electronic age in the year 2000.
In many African Countries and Central American Countries, poor records keeping is a major
challenge of records management Mnjama (2004). Therefore, based on some records management
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projects handled by the author in Kenya, Botswana, Tanzania, Ghana, Gambia, Sierra Leone and
Belize that was, funded by the World Bank and IRMT. Mnjama reported that records management
were, faced with many problems in these countries. Some of these problems include regular loss
of files, lack of retention and disposal schedules, lack of files index, and lack of control of file
movement a lack of knowledge of the importance of information. Ngulube (2000) and
Nengomasha (2003:68) reported mishandled of records, abused of records and lack of training as
a major problem faced in Zimbabwe and Tanzania as regards records management practice. This
was, stated in a study conducted by records management practice in public sector in Zimbabwe
and Tanzania respectively.

In South Africa, the National Archives and Records Service of South Africa (NARSSA) is one of
the legislative bodies governing records management. According to Harris (1997), records
management has been in existence, as long as human inhabited in the country. The Cape Achieves
Repository (CAR) contains the oldest records. The Dutch East India Company from 1952 – 1795,
generated this. During the second British rule of the Cape in 1806 – 1901, records known to be
the function of the secretary and registrar of records. Then in 1876, the government of the Cape
appointed an ad hoc commission to look into how the government records were manage. In 1953
– 1969, there was sudden development and expansion in government administration after the
Second World War. This development led to the formation of more records, resulting in a greater
need for the destruction of ephemeral records. This was, as the Archie’s Commission could no
longer manage a result of the work on an ad hoc basis. Thereafter the 1953 Archives Act became
operative, the staff of the Archives Service commenced appraisal of government records as
required by the Act. The State Archives Service (SAS) has a historical role in managing
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government records according to Abbot (2007:7). The major challenges affecting the duties of the
SAS are the issue of scarcity of funds, staff and low status within the Department of Arts and
Culture (Abbot, 2007:7; Callinicos and Odendaal, 1996:40). This situation has continued, thereby
resulting in the change of the service into the National Archives and Records Services of South
Africa.

2.5.

The practice of records management

The practice of records management in the museum was review under the following topics


Creation and receipt of records;



Types of records created and received;



Organisation and classification of record collections; and



File plan of records (Shepherd and Yeo, 2003)

2.5.1. Creation and receipt of records
Records are created in various ways, either by writing a letter, memorandum, email, and filling of
forms or photocopying existing records, thereby becoming two or more and so on (Penn, et al.,
1994). The primary aim of records creation is to ensure that only the records needed are, created
and enter into the system (Penn et al., 1994:116; Shepherd and Yeo, 2003: 5). The creation of
records is the first phase of the process records life cycle and records continuum models (IRMT,
1999a). During this process, records go through a cycle and creation, receipt, use and maintenance
of records are the processes in records management. This is to ensure that they retain integrity,
authenticity and reliability (Public records office, 1999). With the development of technology,
records created electronically and the use of machines such as a scanner has made it possible for

28

the records manager to convert paper correspondence to electronic format (Menkus, 1996). This
is because of its speed and accuracy despite its disadvantage of lack of security (National archives
and records administration, 2000). The creation of records with word processing software on
computers is more advantageous than doing so with the use of pencil and paper, because of the
development of technology (Phillips, 1998)
Penn et al., (1994:116) stated that 75% of the costs of information are in records creation.
Therefore, generating of records also take place in museums as a cultural institution. Based on this,
records enter the system, thereby resulting the unplanned cost to arise. The Art Institute of Chicago
defined museum records as records that contain files from departments within the museum. These
files include exhibition, research, office, fundraising documentation, press coverage files, etc.
Ciwanza and Mutongi, (2016: 66); Shepherd and Yeo (2003:102) state that records management
in museums practises deals with the principle of creation and capturing of records which involves
every activity of more than one person as well as identifying every process or information that
leads to records. According to Chaplin and Tullock (2015), the records management stage of
creation and capturing of museum records are tools used in maintaining evidence and information
relating to business activities and transactions in the form of records. This stage is also applicable
to records management in museums. Therefore, records have to be authentic, complete and usable.
One of the essential benefits of effective records management practice in museums is to ensure
easy retrieval and accessibility. International Standard Organisation (ISO 15489 – 2:2001) is of
the view that records creation should involve policy. It went further stating that records
management practice involves capturing, registering, classifying, retaining, storing, accessing and
disposing of records. Museums create and keep records so that appropriate persons can make use
of them when needed.

29

2.5.2. Types of records created and received
Institutions and organisations create and receive records in order to perform their various
functions, transactions and activities with the aim of achieving their organisational objectives or
goals. Shepherd and Yeo (2003:217) defined records as a product of the organisational activity,
created, received and used during or after completion of activity throughout the life cycle. The
types of records created and received in the museums are meant to be evidence of actions and
transactions (Reeds, 2005), that have content and context (Hoffman, 1998) and able to support
accountability (ISO 15489 – 1:2016). The three types of records usually created and received
include vital records, useful records and housekeeping records. The Art of Institute of Chicago
(2015) in the United State listed the types of records created and received in museums. These are;
minutes of the meeting, departmental head correspondence, exhibition and event records, legal
papers, appointment books, official records. Regarding the format in which records created or
received, Freda (2014) classified this form as manual and electronic. When records are created,
received, it is the responsibility of the officer or person in charge to ensure that it is filed and
documented correctly for easy retrieval. A Survey carried out by Kalusopa and Ngulube (2012: 4)
revealed that paper format dominates most of the records in any organisation. The dominance of
paper records is similar to the finding of Moloi (2006:58) and Keakopa (2006:218).

2.5.3. Organisation and classification of record
The maintenance phase of the records life cycle involves organising and arranging volumes of
record and creating easy access to it. In an electronic format of records, this process is assign to a
database specialist (Menkus, 1996). Inefficient maintaining of records resulted in loss of
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information in any organisations or institutions including museums. For electronic records, vital
records protection contributes to the maintenance phase of the records.

In a study conducted by Kalusopa and Ngulube (2012), timely and accurate retrieval of records
depends mostly on how organised and classified the records are. Organisation and classification
of museum records are tools for classifying and organising records and other business information
based on the daily activities that generate records in a particular setting (ISO, 15489-1: 2016).
Shepherd and Yeo (2003:73) pointed out that classification system that reflects on the business
activities is important for a sound records management practice. This statement was, supported by
other authors, which emphasised that any effective records management practice must have a
working and operational classification system (Kemoni, 2007:273; Reed, 2005). A functional
records classification system will help museums in understanding the relationship between records
and their daily activities and identifying the requirement of records for their evidential value, in
order to facilitate its retention disposal decision. More also, an effective classification system,
quicken easily retrieval of information at any time provided the rules and guideline are followed.
The retrieval system includes; file classification system, the file tracking mechanism and shelf
labelling (Motsaathebe and Mnjama, 2009b). The International Records Management Trust (2009)
opined that the classification system helps in the creation of a file plan, which assists and enables
organisations or institutions, including the museums to identify a place where records can be file.
A good classification system has a logical alphabetical arrangement that facilitates easy access and
retrieval (Barata, Cain, Doig, and Flanary 2001:25) of records, which provides efficient service to
the public (NARSSA 2007). International standard organisation (2001) recommends organisations
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including museums to determine or find out the degree of classification control that will be
applicable to their business activities and transactions.

The record classification is a system based on the characteristics of any organization, establishment
or institution (Frank, 2013:31). It provides an avenue of allowing records maintained throughout
their life cycle and be preserved based on classification linked retention schedule, which provides
control over the preservation and destruction of records (Mc Neil, 2002). In the absence of welldefined, organised and classified structure of records, the organisation or institution, for instance,
the museums will rely on the initiative and the memory of the staff member like the receptionist
or curator about how to classify records. A poor classification system of record results to loss and
misplacement of records in any institution or organisations including the museums. This process
has the tendency to affect the service delivery of the museums.

2.5.4. File plan
Records management practise in museums also adopts the system of file plan (Demb and
Teuteberg, 2010:13). This is important for the efficient management of museum records. A file
plan is define as a tool that documents how records are organised. It reflects the file structure that
base on the organisation’s day-to-day activities or functions including the museums. This ensures
that records that deals with specific activities are together. The advantage of the file plan is that it
provides the structure for the records in the museums as well as naming the series on how they are
grouped, which is important for proper records management practice (Demb and Teuteberg
2010:13). Sperhe (2000:24) stated, “File plan classifies records to enable the present and future
seekers that they need the records to find them very easily. Before now, file plan is a primary tool
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for the organisation of paper records. Records series referred to as folders, groups of folders on
shared drives or standalone computer as well as those on the paper files. One benefit of the file
plan is the easy and quick retrieval of files; it offers to the staff of the museums as regards the type
of records series used. In museums, file plan includes categories that are determined by the
organisational structure (Demb and Teuteberg, 2010).

2.6.

The records management programme

The effectiveness of a records management programme in museums should ensure authenticity,
reliability, integrity and usability (National Army Museum in the United Kingdom 2007). An
effective records management programme is an important element of the governance of any
organization or institution. Despite the role played by records management, studies have shown
that organisation’s including museums pay little or no attention to records management (Ngoepe
2008). The study conducted by Ngoepe (2008) revealed that the benefit of the implementation of
a records management programme lies on the support and cooperation of the top management of
any organization or institution. This is also applicable to the museums. The study further states
that records management programme will only function if it developed as part of the objective of
the organisation or institution. The lack of sound records management programme places the
future of the museum as an information centre in danger (Chaterera, 2014:8).

2.6.1. Records retention and disposal schedule
Organisations cannot retain files, irrespective of their format (paper or electronic) indefinitely.
This is because of cost associated with storage and maintenance (Kalusopa and Ngulube, 2012:7).
The benefits of having records schedule are that it ensures that important records are organised,
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maintained in such a way as to be easily retrieved and identified as evidence of activities
(Chaterera, 2014). In records management, it is necessary to use techniques that support decision
about records retention. That is, records that can be destroyed at an early stage or requires indefinite
retention (Shepherd and Yeo, 2003:217). The ISO 15489 – 1 (2001), section 8.3 states that “records
system should be able to facilitate and implement decisions about retaining or disposing of
records”. The absence of records retention and disposition schedules, risk destroying critical
records that are not supposed to be disposed of while unnecessarily retaining records of temporal
value for a longer period than required (Chaterera, 2014:12).

2.6.2. The legislative and regulatory framework
An effective records management programme ensures that organizations and institutions provide
adequate evidence of their compliances with legislative and regulation of records of activities
(Keakopa and Ngulube, 2012:3). This also affects the museums as a cultural institution. These
legislative and regulatory frameworks are usually status, standard practices, code of best practice,
code of conduct and ethics. Keakopa and Ngulube (2012) affirm that the nature of organisations
or institutions like the Albany Museum determines the regulatory elements (ISO, 15489 – 1: 2001).
Shepherd (2006) defines the legislative and regulatory requirements as the compliances that
feature in organisational objectives, which act as a part of the environmental and strategic
framework for records management.

Different countries have different archival and records management law that establishes the need
for effective records management and provides authority for records disposal. According to the
National Army Museum in the United Kingdom, museum records are manage in compliance with
relevant legislation, which includes; the Charity Act (2011), the Data Protection Act (1998), the
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Freedom of information Act (2000), the Limitation Act (1980) and the Public records Act (1958 –
1967). These legislations are applicable and situated in the United Kingdom. Museums are legally
obliged to create records and they are required to retain certain categories for a particular period,
with the help of a records management programme. Hence, organisations and institutions that
create and receives records, including, the museums must comply with the rules and regulations
of their country or institution.

In South Africa, the National Archives and Records Service of South Africa Act (NARSSA, No
43 of 1996) provide the legislative and legal framework that regulates records management
practice. This Act requires departments and institutions to develop and implement as well as
maintain a proper records management system. The Act states that a government body shall be
responsible for ensuring that all records of such body receive appropriate physical care, protected
by appropriate security measures, and are manage in term of a standing order of that body with
relevant legislation. Others legislations for management of records include; Promotion of
Administrative Justice Act (PAJA) No 3 of 2000, Promotion of Access to Information Act (PAIA)
No 2 of 2000.

2.6.2.1.

The National Archives and Records Service of South Africa Act (No. 43 of 1996

as amended)
According to section 3, the government appointed the National Archivist with the aim of ensuring
proper preservation of valuable public and private records for continuous use by the public and the
state. The National Archivist is also liable for ensuring that public records are properly managed,
and taken care of as well as maintaining national automated archival information retrieval system.
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The Act also state that no public record shall be deleted and destroyed, as well as erased or disposed
of without the written authority of the national archivist (Ngoepe and Makhubela 2015: 291). In
South Africa, Ngulube (2006) stated that it has taken a long time to make provision for the proper
management of records in governmental bodies.

2.6.2.2.

Promotion of Administrative Justice Act (PAJA) (No. 3 of 2000)

The promotion of Administrative Justice Act (PAJA) (No. 3 of 2000) was introduce to bring about
lawful reasonable and fair administrative action and to ensure the proper documentation of the
action in accordance with section 33 of the South Africa Constitution (1996). According to section
5, “any person whose right have been materially and adversely affected by an administrative
action… may request the administrator… to furnish written reason…” It stipulates that reason for
administrative action should be furnish within 90 days after receiving the request, or else it should
presumed that the administrative action was taken without good reason (Promotion of
Administrative Justice Act No. 3 of 2000). The Act provides anyone who is a victim of the public
administrative action the right to demand written reason for these actions. If the administrative
official or institution fails to provide written reason, this may lead to a conclusion that the
administrative actions were not fair, reasonable, and not lawful and confronted with legal action.

2.6.2.3.

Promotion of Access to Information Act (PAIA) (No. 2. of 2000)

According to Ngoepe (2004: 8), Promotion of Access to Information (PAIA) (No. 2 of 2000)
promotes the need for sound records management. The aim of PAIA was to promote and enforce
open access to information in possession of government entities or institutions. The Act ensure the
protection of people rights. In the Act, the governmental body are not allow to refuse access on
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ground that a record is in an electronic form. It is the governmental body’s responsibility to make
sure that those records are always available, accessible and complete. This can be possible with
the assurance that proper management of electronic records is apply in their institution. It is
encouraged that in electronic records management, a proper records keeping systems and
documentation for disposal are achieve as authorised (National Archives and Records Service of
South Africa, 2006:3).

2.6.3. South Africa museum legislative
The Department of Art and Culture in 2008, reviewed national policy and legislation in order to
take stock as it regards the transformation of the heritage sector. A number of heritage laws were
pass between 1996 – 1999 that re-drew the heritage landscape in South Africa, including the
National Archives Act.1996; the National Acts Council Act, 1997; the National Film and Video
Foundation Act, 1997 and the National Heritage Council Act, 1999. These laws and the regulatory
institutions govern the legal framework in which South Africa Museum operates. Hence, the
museum policies comply with these legislative and regulatory requirements.

2.6.3.1.

Constitution of the Republic of South Africa Act, 1996 (Act 108 of 1996)

This provides the primary legal framework for government at the national, provincial and local
levels and provides the principle of co-operative and inter-governmental relations that regulate and
limit the powers and legislative authority of each sphere of the government. The constitution
empowers national government to establish minimum standards for the national funded museum
sector and to ensure that the policies of museum administration of provincial and local government
are not in conflict with the national policy.
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2.6.3.2.

White Paper on Arts, Culture and Heritage, 1996

The white paper, 1996 Acts advocated a broad range of structural changes aimed to completely
overhauling the museum sector through a process of restructuring and rationalisation as well as
creation of new management institutions. The white paper 1996 Acts established that national
cultural institution by name only means that neither their collections nor services are rendered and
that could be described as being truly national in character.

2.6.3.3.

Cultural Institution Act, 1998 (Act 119 of 1998)

The Cultural Institution Act (CIA) provides the declaration of national cultural institutions,
including the national funded museum. The Cultural Institute Acts (1998) is, funded by the
Department of Arts and Culture. It provides the establishment of the National Museum Division,
a national consultative body of museum director and chief executive officers. The Acts do not
provide co-operation between national, provincial and local museum as well as a legal definition
of a national museum. It does not specify the criteria that would differentiate a national aided
museum from provincial or local museum.

2.6.3.4.

National Heritage Resources Act, 1999 (Act 25 of 1999)

The National Heritage Resources Acts established the South Africa Heritage Resources Agency
(SAHRA) and its provincial equivalents. The aim of the SAHRA was to be custodian of the
national estate, coordinating efforts to protect all heritage resources including objects and sites.
The Act contributes the operation of museums in so far they hold in their collections, heritage
objects defined under section 3(2) as part the national estate.
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2.6.4. Records management policy
Records management policy is a document that governs the way records created, maintained and
disposed of (Chaterera, 2014: 8). An effective and efficient museum records depends on how well
structured and organised is their record management policy. According to a report on challenges,
in managing records in the 21st century (2004), organisations and institutions, including the
museums should develop, implement and maintain a codified set of record management policies.
The report also listed the records retention schedule, organisational chart, a classification,
procedure, backup procedures, and system documentation and disposition procedure as qualities
of records management policies. Records management policies need to be a review on a basic
routine either yearly or monthly to reflect on the current business needs. This is to ensure the
effectiveness of the records. In Chaterera (2014) study, it was reveal that museums in selected five
regional museums in Zimbabwe do not have a records management policy. This resulted in an
absence of systematic approach, corporate standard and requirement for the management of
records. A scenario of an absence of records management policy gives rise to a lack of a framework
for creation, maintenance, use and storage of records (Chaterera, 2014:8), thereby affecting the
preservation of museum records. Kew (2010:3) pointed out that the records management policy is
the cornerstone or pillar for effective records management in any organisation. This policy
demonstrates employees and stakeholders that managing records are important to organisations.
Furthermore, in Bexley (2006), the purpose of records management policy to ensure decisions
making. To achieve this, Maseh (2015) conducted a study on the records management readiness
for open government in the Kenyan Judiciary. The study opined that records management policy
should adopted, approved at the highest decision - making level. The records management policy
states as follows:
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 Records are kept securely and protected from any loss or damage
 Records are maintained and safe in good storage facilities with physical securities
 Records are disposed of in accordance with legal and regulatory obligations
 Records are necessary based on their retention guideline.
For records management policy to be effective the international records management trust (2011)
talked about communication and implementation of the policy at all levels of organisations or
institutions. This state that “records management policy confirms the roles and responsibilities of
records management authority and enhances the accountability framework which extends across
organisations at all levels of the civil services” (IRMT, 2011: 3 – 4)

2.7.

The Infrastructure of records management

This has to deal with the physical space, equipment, security, human and financial resources as it
relates to records management. Records are vital and are to be preserved, stored in a place against
environmental hazards or threat (ISO 15489 - 1: 2001; Dewah and Mutula 2016:1516).
Organisations or institution should recognised records management in such a way similar to human
and financial resources. Hence, appropriate records management structure should be in place for
effective records management. This is applicable to the Albany Museums.

2.7.1. Storage and preservation of records
Storage is essential for the managing of records because it ensures that records are secured, intact
and accessible for as long as they are needed (Shepherd and Yeo 2003:173). According to the ISO
15489 – 1 (2001) section 9.6, which state, “Records require storage conditions and handling
processes that take into account their physical and chemical properties”. Kalusopa and Ngulube
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(2012:8) advised that records either in manual or electronic format must require high - quality
storage and handling. The authors went further to recommend that organisations and institutions,
including the museums, should store records in media, which ensure their usability, reliability,
authenticity and preservation as long as they are wanted. The study conducted by Kalusopa and
Ngulube (2012) on records management practice in labour organisations, revealed that records are
stored in steel cabinets, cupboards, adjustable shelves, wooden racks, and non-adjustable shelves.
This also might be applicable to most museums. Johare et al., (2009) encouraged nearness to
storage facilities to ensure fast and easy retrieval of information. A scenario where the storage
facility is far away from the office of origin may cause a delay in retrieval. Hence, it is important
to take preventive action against threat because museums records are a valuable part of the
museum’s collections (NPS museum handbook, 2000).

Chaterera (2014) conducted a study on museum records management in Zimbabwe. The study
revealed that most museums in Zimbabwe (Natural history museum, Zimbabwe military museum,
Great Zimbabwe museum and Museum of transport and antiquities) do not have a storage facility
for keeping records as well as records management unit where semi records are preserved. The
study further revealed that the departmental office serves as a records storage area. The author
frowns at this development because this situation threatens the survival of records in the future.
The equipment used to store museum records as recommended by NPS museum handbook (2000)
includes; fire resistance insulated drawers, lockable filing cabinets, insulated filing devices,
insulated records containers, impact resistance filing cabinets and one or two doors insulated safes
to protect records that do not fit in a filing cabinet.
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However, there are specified areas where records are created, received, maintained during the
records life cycle. This is necessary for retrieval, storage, security and accountability as well as to
ensure that the characteristics of records (completeness, accuracy, authenticity and legal
compliance) are met and preserved (Shepherd and Yeo, 2003: 173; Crockett 2016). In Kalusope
and Nguluba (2012), a working and functional records keeping system can be fully-fledged records
management units, as most organisations like the museums kept records in offices. Most places
where museum records are kept do not have control and monitoring mechanism for the possible
agent of deterioration such as excessively high or low temperature, humidity, exposure to direct
sunlight as well water damage and a biological agent such as insect, mould, rodent etc., (Chaterera,
2014).

In Chaterera (2014:10), museum records in Zimbabwe are expose to direct sunlight. This is a result
of no curtain, blind, shutters or anything to prevent ultraviolet rays from reaching the records since
they are in the offices. The study established that the offices where there are curtains and blinds
are convenience for staff as well as not to protect record. Therefore, the curtains were not in a
position to shield the museum records from direct sunlight. This situation tends to compromise the
longevity of the museum’s records and its position as an information centre. One of the major
factors to be consider when selecting a place for museum records is the environmental condition,
and this is to ensure that the records in the place are accessible and secured until their destruction
(Demb and Teuteberg, 2010:16). Other factors includes:
 Temperature and relative humidity: recommended temperature of 13°C to 20°C and
relative humidity of 35% to 60% for adequate preservation (Chaplin and Tullock, 2015).
 Threats from pests;
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 Security against unauthorised;
 Consistent, legal and meaningful labelling;
 Adequate storage equipment (boxes and folder, rather than lever arch and ring binder) in
the building; and
 Installing a fire detection and intrusion detection system

2.7.2. Security of records
Regardless of the format in which records are, and their types, they need to be secure. There are
vital records, which help in decision-making (Dewah and Mutula, 2016). By vital records, it means
the records that the organisation, including museums, cannot do without, for instance, the financial
and legal records (Kalusopa and Ngulube, 2012:10). Therefore, these records must be secure
against disaster as well as to ensure their continuity (ISO 15489 -1: 2001). Some of the potential
disasters that are likely to affect these records include; floods, pest infestation, leaking roof,
computer system failure and unauthorised intrusion. To avoid these disasters, Kalusopa and
Ngulube (2012:10) recommended the development and implementation of security policy or
disaster plan, especially for vital records. In doing that, organisations should identify vital records
and information. This idea might be useful and applicable to museums as well.

2.7.3. Staffing and training
This are regarded as one of the human resources available when dealing with the infrastructure of
records management. According to the international standard of organisation (ISO 15489-1 2001:
Section 11) organisations including the museums should establish programmes for training in
managing records. This can be achieve by organisations collaborating with external bodies. In a
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report for documenting museum records in the museum handbook (2000), most museums offer
training in museum records management/keeping. This helps to understand the principle of
museum records that are necessary for museums. This is because different museums have different
ways of managing records. Most people that manage records had not received any education and
training in records management (Kalusopa and Ngulube, 2012:9). Studies have shown that
seminars and workshops are the most useful ways of meeting the training that the organisation
needs in records management (Kalusopa and Ngulube, 2012:9). Others are; on the job training,
internship, using consultant and training in schools. According Chaterera (2014) study on cultural
heritage and museum studies in Midlands State University in Zimbabwe, the study revealed that
no one was train to care for records generated because of the museum’s businesses. The study
further observed that museum objects (collections) are giving more priority than museum records
management. This situation might be true in most museums. Studies have shown that lack of core
competencies in managing records, training and inadequate staffing can result in improper records
management and records keeping (IRMT 2003:5; Nengomasha, 2005). As regards to staffing,
most staff that manages records does not have formal training in records management rather they
are office orderlies, messenger or receptionist. Chaterera (2016), commented that the bulk of the
records management personnel were people who have completed ordinary or advanced level and
are not willing to take up a further study in records management as they are only paid up to national
diploma level. This development is applicable to museums.

2.8.

The challenges facing records management

According to IRMT (2010), despite the importance of records, museum records still suffer neglect
and poor records keeping. The challenges facing records management tend to constitute a big threat
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to organisations, programmes that will affect service delivery including the museums. Various
authors highlighted; absence of records management programme and policy as well as lack of
training, workshop and seminars as major challenges facing records management generally
(Mnjama and Wamukoya, 2007:777; Mutula and Wamukoya, 2005; Egwunyenga, 2009 and
Iwhiwhu (2005). In Africa, Mnjama and Wamukoya (2007:777) listed the challenges posed by
records management and these includes; absence of an organizational plan for managing records,
absence of legislation, and procedures in guiding records, poor security and confidentiality
controls, lack of records retention and disposal and lack of stewardship and coordination in
handling records. From Lawal (2007) point of view, lack of external support as regards finance is
one of the challenges that records management faced especially in Africa. The government does
not provide adequate funds, facilities and infrastructure for proper records management. Chaterera
(2014) highlighted the following as major challenges facing museums records in Zimbabwe. These
are; a negative attitude or opinion toward records management, Lack of enough budget allocation,
Lack of competent staff to manage museum records, Lack of awareness campaign regarding
records management. Namakula (2016) wrote that records are lost due to negligence and
carelessness from administrative staff and inefficiency thereby resulting to loss of evidence. This
contributes to missing and misplacement of records.

2.9.

Theoretical framework of the study

Theoretical framework is a model of how one theorises makes logical sense of relationship among
factors that have been identify as important to a problem. It discusses the interrelationship among
the variables that are deem integrals to the dynamic of the situation being investigated (Sekaran,
2003). The essence of a theoretical framework in the study is to make research finding meaningful
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and generalizable (Polit and Beck, 2004). On the other hand, theory is regarded as someone view
or description of the nature of something (Buckland, 1992). The essence of theory in the study is
to decide what or how the research conducted or transferred findings to new setting. Models are
characterized by the use of analogies to gives a more graphic or visual representation of a particular
phenomenon, which can be seen as an explanatory device or scheme having a broadly conceptual
framework (Cohen, Manion and Morrison, 2007). Record management involves theories. The
IRMT (1999) states that the responsibility of records and archives is governs by four important
principles. These are:
 Records must be kept according to the agency responsible for their creation;
 Records follows a life cycle
 The care of records should follow a continuum and
 Records can be organized according to the hierarchical levels in order to reflect the nature
of creation
Based on this, the study concentrate on the records life cycle and the records continuum theory.
This states that for efficiency and effectiveness to be attain in the conduct of an organisation’s
business, records preserved throughout their life cycle (Yusof and Chell, 2000).

2.9.1. Record life cycle model
Theodore Schellenberg of the National Archives USA founded the records life concept in the year
1934 (Shepherd and Yeo, 2003). It is a core theory in the field of records management, developed,
in response to the ever-increasing model of records. This takes place in organisations and
institution (Yusof and Chell 2000:135). The records life cycle discusses the life span of any records
in any format whether paper based or electronic format, from creation to disposal stage. The theory
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of records life cycle can be illustrated as an analogy from the life of a biological organism, which
is born, lives and dies. The same process goes with records whereby records are created (born),
maintained and used (lives) as long as they have a continuing value and then disposed of or
destroyed (dies) by transfer to archival institution (IRMT, 1999). This means that the three
biological ages as seen in a life of a living organism (born, lives and dies) is also equivalent or
applicable to stages of life of a records (creation, maintained or used and disposal). There is a
current stage (creation). In this stage, records are created because of its values and reason why is
created, this determines the record being used often, which makes it active. During this stage,
records are used in the conduct of current business activities and are maintained either in their
place of origin. The next stage is the semi – current stage (maintenance and used). At this stage,
records created because of its values, which uses infrequently in the conduct of daily business
activities and are maintained. Finally, there are the inactive records or non – current stage. At this
stage, these are records, which are no longer required for current business activities. The inactive
records are known as the last stage of the life cycle (disposition stage). During this stage, the
records are destroy or transfer to the archival repository unless; they have a continuing value for
other purposes, which merit their preservations archives in archival institution (IRMT, 1999).
The figure 2.1 presents the concept of a records life cycle.
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Figure 2. 1: The life cycle concept of records
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(Source: IRMT, 1999:19)

The selection of records for disposal or preservation must be accompany by understanding their
values. This is determine by appraisal (Brooks 1996). Brooks (1996) ascertained that before
records created; the professional knowledge of the creator plays a significant role. However, if the
records are of no values then they are disposed of or destroyed immediately after they fulfilled
their purpose of creation. Records life cycle was consider consisting of three stages as discussed
earlier, however, in the United State of America (USA), there are five stages of records life cycle.
These are; creation, distribution and use, storage and maintenance, retention and disposition and
archival preservation. The records life cycle model used in the study, because it provides a
framework for the operation of the records management. Furthermore, it enables us to track in a
sequential process, the progress of a record and to ensure that the right processes are undertaken
in each phase of records life cycle.
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2.9.2. Records continuum model
Flynn (2001:80) and Xiaomi (2003:25) provided the Australians definition of records continuum
as a consistent and coherent regime of records management from the time of the creation of records
through preservation and use of records as archives. The record continuum was, developed because
of the criticism of the records life cycle model (Shepherd & Yeo, 2003:9). McKemmish (1998;
2001) criticized the model because it negates the transactional and evidential nature of records as
well as disconnect records manager, and archivist from organisational purposes of records keeping.
The origin of the model was in Canada but was developed and adopted in Australia according to
Sichalwe, (2010). The records continuum model was until mid-1980s that it was describe as the
Maclean approach after the Canadian archivist Jay Atherton presented his move for the adoption.
The model built on a unifying concept of records inclusive of archives, which are of continuing
value. One of the logical weakness of the concept of records life cycle and wondered the
management of current records the first stage in neither the administration of archives nor
continuing preservation of variable records was the last step in records management. From IRMT
(1999), records life cycle principle involves that records created, maintained, used and disposed of
either by destruction as obsolete or by preservation as archives for ongoing value. Therefore, the
concept of records continuum model recommend that four actions continue throughout the life of
records. These are; identification of records, intellectual control of the records, provision of access
to records and physical control of records. The records continuum model states that the distinction
between records management and archives management need not to be rigid maintained. The table
2.1 presents the action of records continuum on records and archives management.
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Table 2. 1: Action of records continuum on records and archives management

Records management action

Action of records continuum

Archives management action

Creation of receipt

Identification and acquisition

Selection or acquisition

Intellectual control

Classification within logical

Arrangement and description

system
Maintenance and use

Access

Reference and use

Disposal by destruction

Physical control

Preservation

(Source: IRMT, 1999:20)

Table 2.1 present the differences between the records management and archives management
based on the records continuum model action. The continuum approach means the end of the
traditional demarcation between the function of the records management and the archivist.
Relating the model to the present study, the person responsible for records at a particular stage in
their life cycle will requires knowledge and expertise. In addition, input will be required from other
person(s) who have been or who will manage records at other stage of the life cycle. For instance,
the receptionist or the state accountant, records manager and archivist will all perform their duties,
but the work undertaken within the integrated structure as well as no rigid boundaries as regards
limiting professional collaboration and development (IRMT 1999). The model emphasised that
the collaboration between records and archives manager can only be successful if the archival
institution are restructure in such a way to serve as a records and archives institution, to take care
of all aspect of records throughout the life cycle. Therefore, the records and archives institution
will establish a new records service for the government, corporation or organization that includes
staff working with records and archival repositories (IRMT 1999). The establishment will also
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develop an appropriate scheme of service and job descriptions for all records personnel’s as well
as prepare them for training at all levels which is needed for effective and efficient records
management throughout the life cycle. A scenario where records management and archival
activities are not integrated, IRMT (1999) stated that there is the tendency for the records manager
and archivists to duplicate each other work. This could lead to performing duties or function that
would have completed effectively and efficiently if the two phases considered as part of unified
whole.

In the study, the records continuum model gives guidance on relevant vital records (in the Albany
Museum) to be captured for certain function or activity, the system and procedure. More also, it
helps to ensure that proper capturing and maintenance of records for effective and efficient
preservation and easy access to records under study. In addition, to the relevant of the model to
the study, it gives guidance on the process that takes place before creation of records when records
keeping system is created. Finally, according to IRMT (1999), life cycle is used when discussing
records whereas continuum involves management of records based on continuum principle.

2.9.3. Relevance of the theories to the study
The records life cycle and the records continuum models discussed above are applicable to the
management of museum records for effective service delivery in the Albany Museum. The records
life cycle concept fits well with paper-based records and has been establish. Therefore, regardless
the number of stages involves in records life cycle, it shows that records in paper based pass
through various stages in their life. From Yusof and Chell (2000; 135), it was observed that paper
based records have to be created, received, maintained, used and destroyed or retained depending
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into an archive. However, the concept of records continuum model came into records management
from the introduction of information technology to address the issue of management of paper and
electronic records. The difference between the records life cycle approach and the records
continuum approach is the records life cycle perceives each stage as a linear with an independent
of other stages while the records continuum looks at records keeping as a multidimensional.. The
records continuum model recommends that the records management is not time based and also the
actions on the records are seamless and may not simultaneous. In other word, a record may at
certain time access for current organisational and archival purposes especially if the records are in
electronic format (Williams, 2006:12). In the Albany Museum, for instance, a memo from the
Department of Art and Culture is receive at the museum (being a higher museum) the same memo
is required in Fort Beaufort Museum (lower museum) for immediate attention. In other word, the
memo can be move from Albany Museum and transferred to Fort Beaufort Museum. At the Fort
Beaufort Museum, the memo is re-used and at that time the records goes back to current stage.
This process only takes place in the records continuum model and does not occur in the records
life cycle. In the records life cycle, records go through fixed stages; from creation, receives
maintenance, uses and disposal. The table 2.2 presents the differences between records life cycle
and records continuum model.
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Table 2. 2: Differences between records life cycle and records continuum
Records life cycle

Records continuum

Records life cycle focuses more on records as Records continuum focus on the nature of
a physical entity as well as the physical records keeping process as well as the
existence of records themselves

relationship of records in certain environments

Records life cycle deal on paper world

Records continuum deal on digital world

The criteria of selecting archives in the records The criteria of selecting archives in records
life cycle are based on currency and historical continuum are based on values, current and
value

historical value

Records keeping perspective for the records Records keeping perspective for records
life cycle are exclusive, single purpose and continuum are inclusive, multi-purpose and
organisation or collective memory

can be organisational and collective memory

The end time of archival appraisal for the The end time of archival appraisal in records
records life cycle is the end of records continuum is from beginning to end
movement
(Source: Coetzer 2012:45)
2.10. Summary of the chapter
In this chapter, available literature has comprehensively been explore with a particular focus on
the records management. The theoretical framework of the study was discuss in depth. The
researcher illuminated the theoretical underpinning of this study, which is composed of two
theories, namely; the records life cycle and the records continuum model. The literature review
also revealed the following issues: the practise of records management, the records management
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programme, the infrastructure and challenges of records management in museums. The next
chapter discusses the research methodology used in this study.
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CHAPTER THREE: RESEARCH METHODOLOGY
3.1.

Introduction

The previous chapter reviewed the literature that was relevant and relating to the management of
museum records as well as the theoretical framework. This chapter provides the methodology used
in the research to gather and analyse data. Research methodology is define as the general research
strategy or body of methods that state the way in which the research is to be embarked on (Howell,
2013). These include research design and methodology, population, sample and sampling
technique, research instrument, the data collection procedure, data analysis method and ethical
consideration. The study sought to answer the following research questions:

3.2.



To what extent are records management practiced in Albany Museum?



What records management programs exist in Albany Museum?



What infrastructure is available for record management in Albany Museum?



What are the challenges facing records management in the Albany Museum?

Gaining entry into the research site

The researcher first asked for permission to gain entry to the study site from the Albany Museum
security personnel on duty, after explaining the reason by presenting a letter of ethical clearance.
The security personnel referred the researcher to the receptionist who directed the researcher to
the museum manager, upon receipt of the ethical clearance letter from the University of the
Researcher. The letter of ethical consideration request for the official authorisation of the
researcher to conduct the research in the Albany Museum in Grahamstown as attached in the
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appendix section. The museum manager granted permission to the researcher to proceed with the
study.

3.3.

Research approaches

This study employed a mixed method approach. This approach combines both quantitative and
qualitative research approaches (Creswell 2013). The researcher used the questionnaire to collect
quantitative data and a face-to-face interview to collect qualitative data. The present study used
both quantitative and qualitative methods in order to have a holistic view of records management
in the Albany Museum by the staff of the museum. The essence of using triangulation in research
is to have an understanding of the same topic from a different perspective and be able to confirm
the finding of one method with another (Law, Harper and Marcus 2003). It also provides an
elaborate approach to the research problem and procedure under study (Maree 2007). The study
employed two data collection instrument that helped the researcher to gather information from a
different perspective on the topic under study. These were self-administered questionnaires for the
respondents, face-to-face semi-structured interview with selected key informants and observation
technique.

3.3.1. Qualitative research approach
A qualitative research approach is an approach conducted in a natural setting, whereby the
researcher gathers notes or pictures, analyse them inductively and focusing on the meaning of the
population, participants and the environment as well as describing the phenomenon in language
that is both expressive and persuasive (Trochim, 2000). According to Neuman (2000), qualitative
research involves data not described using statistics, but words, sounds, images and objects. Flick

56

(2014:542) states that qualitative research is of specific relevance to the study involving social
relations of issues, events or practice by collecting non-standardised data and analysing text and
images rather that number and statistics. The qualitative research approach aims at exploring
sociological elements and describing reality as experienced by the respondents (Sarantakos, 2005).
It is usually dependent on interpretation, meaning that the data or information collected needs
diverse explanations and discussions. However, there is no distinction between data collection and
analysis (Cassell and Symon 1994:39). Cohen, Manion and Morrison (2011), stated that data
analysis in qualitative research is distinguished by “Merging of analysis and interpretation” and
often by the merging of data collection with data analysis (p.537), supported this, this quotation
means that for conclusion to be reached there is an overlap of analysis and interpretation. The
researcher adopted this research approach for gaining a deep understanding of the topic under
study. This was gather through conducting an interview with the two key informants.

3.3.2. Quantitative research approach
The quantitative research approach is the descriptive statistics, which represented in quantities of
data using graphs, numbers, percentages and frequencies (Burns 2003:43; Bryman 2012: 35).
Rasinger (2013) wrote that the quantitative research approach attempts to investigate the answer
to the questions starting with how many, how much and to what extent. This type of research
approach makes use of experiments, numerical data and existing statistics (Neuman, 2000). The
quantitative research approach encourages the respondents to provide specific answers to the
information being ask (Mender, 2017). The questions usually asked in the questionnaire are design
to collect information for analysis and completed by the respondents (McKee, 2015). The
advantages of the quantitative research are that it provides a high degree of anonymity for the
respondents gives privacy while responding and allows the respondents to answer questions that
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are convenient to them most times (Leedy and Ormrod, 2005). The disadvantage of the quantitative
research approach (questionnaire) is that most people who receive the questionnaire usually do not
return them (Kumar 2005: 130; Leedy and Ormrod 2005:185). The researcher used this research
approach by distributing a questionnaire on the demographic information of the respondents
(section 4.2) well as gathering self-reported data.

3.3.3. Mixed method approach
Mixed method approach is the combination of quantitative and qualitative approaches in a single
study. A combined method of data collection is described as one in which the researcher used
multiple method of data collection and analysis (De Vos et al., 2005). Mixed method approach
was relevant in the study as it helps the researcher to obtain valuable information from the
participants of the study. More also, it was used to get the best out of compound approaches and
to reduce exposure to the weaknesses of any one method (Newsome, 2016). The mixed methods
approach was employed in this study to draw primary and secondary methods of gathering
information and data. Therefore, the qualitative approach enabled the researcher to listen to the
views and opinion of the participant (key informant) about the problem studied as well as to gain
information on how this problem affected their well-being in within their society. On the other
hand, quantitative approach was used to define the relationship between the museum records
management and service delivery.

3.4.

Research design

Various scholars have looked at research design as a general plan and procedures on how the
researcher will go about the study as it involves data collection, analysis and discussion with the
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aim of accomplishing the research problem of the study (Creswell and Plano Clark, 2007:58;
Saunders, et al., 2007). The study used a case study focusing on the Albany Museum. This case
study allows an in-depth investigation of the challenges and providing a better understanding as
regards records management.

3.5.

Population

The word ‘population’ is define as a well-defined group from which sample are drawn (Neuman,
2000). It can also be refer to as a set of object (animate or inanimate), which are the focus of the
research and about which the researcher wants to determine some characteristics (Bless and Higson
Smith, 2000). An example of a population can be a person, a group, a written document, symbolic
message, or even a social action under investigation (Neuman, 2000). Sometimes it is desirable
to study the whole population, but cost and time is a major challenge. The study population of the
present study consisted of staff of the museum that participated in the study. These includes; 1
state accountant, 1 senior administrator, 1 fossil excavator, 1 receptionist, 1 postgraduate
researcher, 1 curator and 1 museum manager. However, the population members involved in the
study are not included in the organogram structure of the museum presented in section 1.3.

3.6.

Sampling and Sampling techniques

Sampling is define as the process of drawing a sample from a large population (Maseh 2015). It is
importance in the social research process as it often one of the first aspects to consider when
planning a research project (Arber 2001). According to Neuman (2000), sampling techniques are
of two types, namely: the probability and non-probability sampling. The probability sampling is
define as having a distinguished characteristic, that each unit in the population has a known nonzero chance of being included in the sample (Etikan; Abubakar and Rukayya 2016:1). In non59

probability sampling, the samples are gather in the process that does not give the respondents in
the population an equal chance of being included (Liker et al., 2016). In Maree (2007:79), sampling
is the process used to select a portion of the population of the study. The researcher used the
purposive non-probability sampling in the study.

3.6.1. Purposive non-probability sampling technique
The purposive non-probability sampling technique is define as the deliberate selection of
respondents based on the qualities they possess. The researcher decides what needs to be known
and set out to find the people who are and willing to provide the required information by
knowledge or experience (Bernard, 2002). The purposive non-probability sampling usually used
in the qualitative research approach where researcher with a particular purpose, select the
participants that participated in the study (Abrams, 2010). This type of sampling technique was
use to pick participants in qualitative data collection. The sampled respondents were primarily staff
of the museum. The total number of seven staff was choosing for the study from ten administrative
staff of the museum. This number was considered appropriate for the study since more than half
(50%) of the population of the museum was involved in the study.

3.6.1.2.

Sample size

Sample is a subset of the population that is taken to be representative of the entire population, since
studying every member of a population is generally expensive and may also confound the research
as a result of measurement of large number of people often affect measurement quality (Tayie,
2005). Since the present study was aim at looking at the management of museum records for
service delivery, all museum staff in Albany Museum who dealt with museum records pertaining
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effective delivery of service were involved. This comprised of the state accountant, senior
administrator, fossil excavator, receptionist, researcher, museum manager and curator. These are
individual who were willing to participate in the study.

3.7.

Data collection methods

The data collection refers to the methods used to collect data. In the study, collection of data was
by conducting in-depth interview and self-administered questionnaire. Similarly, (Kawulich,
2005) emphasised that data collection refers to kinds of research tools used by researchers to obtain
information from participants for a particular study, and these include questionnaires and
interviews.

3.7.1. Questionnaire
A questionnaire is an important instrument with open or closed questions to which the respondents
should react to (Boote and Beile 2005). The advantage of using the questionnaire was to obtain
information from the topic under study or subject (McMillian and Schumacher 2006:194). In
addition, questionnaires are relatively economical, and have the same questions for all subjects as
well as anonymity (Boote and Beile 2005). The questionnaire were design in such a way that it
facilitates the respondent’s ability to provide the desired information. It basically, contained
questions on the characteristics of the respondents such as the gender, age, educational level,
working experience and employment position as well as questions related to the research questions
on the topic understudied. The study employed an unstructured questionnaire with open and closed
– ended questions. The respondents were advice not to write their names for ethical reasons.
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3.7.2. Interviews
Interview is a qualitative research method, which provides detailed descriptions of individuals and
events in their natural settings (Weiss, 1994). In addition, it is describe as the key factor in research
design (Weiss 1994). In addition, De Marrais (2004), defined interview as a process in which the
interviewer and the interviewee engages in a conversation that deals with questions about the
study. An interview is define to be a conversation with the aim of gathering a description of the
interviewee with respect to the interpretation of the meaning of the described phenomenon (Kvale,
1996). There are four types of interview, namely: structured, unstructured, and semi-structured and
focus group interview. The structured interview deals with predetermined direct questions that
requires immediate “yes” or “no” type of response (Berg, 2007:40). The unstructured interview is
the open-ended interview. In this case, there is greater flexibility and freedom to both the
interviewers and interviewees. This is in term of planning, implementing and organising the
interview questions (Dornyei, 2007: 136). The semi-structured interview provides the opportunity
on the part of the interviewer to probe and expand the interviewee’s responses (Rubin & Rubin
2005: 88). In focus group interview, the participants selected because they are purposive, although
not necessarily representative. During the interview procedure, the interviewer engages in
understanding the perspective, feeling and thought of people (Patton, 2002). The researcher
employed the use of the interview to find out the in-depth knowledge of the participants on the
subject topic. The study conducted a face- to-face interview with two participants, the museum
manager and the curator, to collect qualitative data of the study. The interview process took an
hour and was recorded and transcribed. During this process, the researcher engaged in an informal,
conversational interview as that would produce more data or information. The interview took place
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in a good working environment. This meant that the participants voluntarily answered all questions
from their minds.

3.7.3. Observations
Observation is one of the collecting data technique used in the qualitative research. This is an act
of noting a phenomenon in the field setting through the five senses of the observer, using
instrument and recording it for scientific purpose (Angrosino, 2007). Observation technique used
in the study was to fill in gaps and provide information where participants were unable to talk
about or provide information through other means. The researcher employed non-participant
observation in the study. This is because the researcher records data without direct involvement
with activities or individuals according to Creswell (2013). During the conversation with the
participants and respondents, the researcher observed that they were expressing themselves fully
in answering the questions without any fear, irrespective of the challenges the museum is facing
as records management been an information centre. Hence, observation made in the study includes
filing cabinets, storage equipment etc.

3.7.4. Document analysis
In document analysis, documents are, reviewed to provide related data to support evidence from
other sources. Document analysis is define as a retrospective information about a phenomenon and
may be the only way that certain information may be obtainable. It is one of the tool used to collect
data in the present study. There are two types of document analysis, namely; primary and
secondary sources. Primary sources are those data that are original or published which the
researcher has gathered from the participants while secondary sources of data deals with material
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that are based on previously published works (Maree, 2007). Document analysis was used in the
study to supplement information obtained by other methods when the reality of evidence gathered
from the interviews or questionnaires is checked (Ball, 2010). In the study, there are quite a
numbers of document sources used, which includes published or unpublished documents and
articles, reports, journals, newspapers etc. The data obtained from these sources was, compared
with the present data collected from the respondents and participants at Albany Museum.

3.8.

Data collection procedure

The researcher is base at the Alice campus. Prior to the visit to the Albany Museum for data
collection, the researcher obtained an ethical clearance certificate from the University of Fort Hare
Ethic Committee (UREC) and was given to the Museum Manager for an approval for data
collection for academic purpose. Thereafter, telephone calls were made as a follow-up and
reminder by the researcher to the museum manager. The questionnaire, which was in the form of
question guide, distributed to the respondents in their various offices. Thereafter, each of the
respondents was giving an envelope to enclose in the completed questionnaire. In the semistructured interview, an appointment was made earlier and interviews were conducted,
comfortable and conveniently with the participants. The interview took place at the offices of the
key informants. This is because they spent most of their time in their offices.

3.9.

Data presentation and analysis

Data analysis has to deal with giving raw data meaning and implications (Kothari 1990:151). Data
has no meaning unless it is analysed and interpreted. It is a collection of facts, figures relating to a
particular activity under study. Data analysis begins immediately after data collection and ends at
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the point of interpretation and processing of results. For the researcher to answer the research
problem statement and research questions there is the need to process and analyses data obtained
from the field in an orderly and coherent manner (Polit and Beck, 2008). According to Blanche et
al, (2006), the aim of data presentation and analysis is to transform information obtained from the
field of study into an answer to the original research question. Marshall and Rossman (1989:114)
stated that data analysis involves coding, editing, tabulation and grouping in the thematic area. In
this study, quantitative and qualitative data were collected Qualitative data were analysed using
thematic analysis while quantitative data were analysed using descriptive statistics.
In the study, quantitative data collected were analysed as follows:
Step 1: An excel database was created in the form of columns, rows and cells.
Step 2: Data was then coded. Numbers assigned to responses prior to entering the data.
Step 3: Data was entered beginning with rows.
Step 4: Finally, the data were analysed using tables and graphs for better interpretation.

3.10. Validity and reliability of data
3.10.1. Validity
Validity is define as the extent to which the instrument measures what it is supposed to measure
(Kothari 2004:73; Leedy and Omrod 2005: 28). This is to say that validity is the degree to which,
results obtained from the analysis of the data represent the realities of the world (Mugenda and
Mugenda 2003: 99). In the qualitative study as in the present research, validity ensures that there
are checks in the credibility of data as well as minimizing the distorting effect of personal bias
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upon which the logic of the evidence revealed by the collected data (Boaduo 2011). In the present
study, an experienced supervisor that specializes in records management as an area of interest and
specialisation scrutinized the instrument used before, during and after the proposed data formation
before the actual collection of data. This contributed and helped as a great deal in the validation of
the instrument. In addition, the strategies used to ensure validity include the recording of data as
well as carrying out pre-test of the interview questions.

3.10.2. Reliability
Alshenqeeti (2014) refers reliability to the extent to which a research instrument yields the same
results on repeated trials. Brewerston and Millward (2001:74) argued that interviews have poor
reliability, because of their openness to so many types of bias. Interview reliability is elusive,
according to Creswell (2009) and no study has reported actual reliability data. As a result, of this,
the present study employed the following techniques to increase the validity and reliability of the
interviewing procedure of the study proposed by Creswell (2009). These include; avoiding asking
leading questions, taking notes, not depending on a tape recording, conducting a pilot interview,
and giving the interviewee a chance, to sum up, and clarify the point they have made as well as
using the triangulation method. By following, these techniques listed above the validity and
reliability of the study was achieved.

3.11. Ethical considerations
Ethics are consideration of what is right or wrong (Boote and Beile, 2005). Furthermore, studies
or research that involves human beings must pass through an ethical committee, according to the
rule of the University of Fort Hare. To abide by the rule as well as to ensure successful research,
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the researcher presented a proposal to the Ethical and Higher Degree Committee of the University
of Fort Hare for evaluation, assessment and permission to conduct the study or research. The
researcher had to ensure appropriate measures to protect the privacy or confidentiality of the
respondent. All the information or data obtained in the study was, treated on a basis of
confidentiality. The respondents were assure that the collected data or information would be, used
for research and academic purposes only. The respondents of the study were, protected from
unwarranted physical or mental discomfort, distress, harm or danger. Boote and Beile (2005),
suggested that respondents in a research or study have the right to take part or not in the study.
Prior to the data collection, a brief idea of what the study is all about was, communicated to the
respondents. This was for them to decide whether to participate or not in the study. Therefore,
consent forms were prepared and given to the respondents for them to sign, according to Leedy
and Omrod (2005).

3.11.1.

Informed consent

Informed consent is the opportunity for the participants to base their voluntary participation on a
clear understanding of what the research study will do. This involves any possible risk associated
with the study, how the data will handled in term of keeping the identity of the participants
confidential. These should made clear in informed consent. It expected from the researcher to state
categorically if there are resources in place for any adverse effects of the study according to Abbot
and McKinney, (2013). The informed consent is one of the considerations used in the study. In the
informed consent, the research participants have the right to know what they are being research,
the right of be informed about the research and the right to withdraw at any time. The participants
in the study were brief about this by the researcher before they embark on answering the research
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questions. They were giving a consent form to sign in order to confirm their agreement of
participating in the study. The informed consent of the study is attach in the appendix section.

3.12. Summary of the chapter
This chapter dealt with the research methodology of the study. The study used a mixed method
approach. The various topics were discussed, these includes; geographical area of the study,
gaining entry into the research site, research approach, research design, population, sampling
techniques, data collection and procedure. Other subjects discussed in the chapter were data
analysis, reliability and validity, informed consent and ethical consideration of the study. The
reliability and validity of the study were useful in ensuring consistency and trustworthiness of the
research while ethical consideration plays an important role in and during the course of the study.
The next chapter (chapter four) presents the data analysis and presentation of findings.
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CHAPTER FOUR: DATA ANALYSIS AND PRESENTATION OF
FINDINGS
4.1.

Introduction

The previous chapters presented the introduction of the study, the literature review and the
methodology of the study. This chapter deals with the presentation and analysis of the data
collected through questionnaires and interviews guide. The researcher used tables, figures and
percentage to present the data collected through questionnaires. The qualitative data obtained from
the key informants were analysed to identify themes in the study. The researcher interviewed the
management of the museum. The interview was an in-depth face-to-face interview. Data collected
are in order to answer the following research questions as follows:

4.2.



To what extent are records management practised in the Albany Museum?



What records management programs exist in the Albany museum?



What infrastructure is available for record management in the Albany Museum?



What are the challenges facing records management in the Albany Museum?

Response rate

The response rate is define as the number of respondents from the sample size who returned the
questionnaires. It is expressed in percentage (Wilson, Grey and Hamilton, 2016). The researcher
distributed five questionnaires to the respondents of which all where returned. The researcher used
purposive sampling technique to select the respondents for the study. This indicates a response
rate of 100%. Furthermore, two key informants from the Albany Museum where interviewed and
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this indicating a response rate of 100%. This provides sufficient data for the analysis of museum
records in the Albany Museum. The response rate of the present study is good for statistical
reporting, according to Mugenda and Mugenda (2012); Babbie and Mouton, (2001:26), which
states “that a response rate of 50% and above is adequate for statistical reporting and analysis”
while 60% and 70%, are good and very good respectively.

4.3.

Section A: Demographic information

This section covers the characteristics of the respondents in Albany Museum Grahamstown. The
characteristics of the respondents are important to the study because it is an indication of their
relationship to the phenomenon under investigation. The demographic information is the first
aspect of the data collection/analysis, which deals with the basic data of the respondents. Hence,
in the present study, it is important to find out the respondent’s gender, age, educational
qualification and employment status. Furthermore, the section discusses why the researcher asks
the respondents about their demographic information as part of the question. The use of
demographic information is for the designing of a survey.

The respondents ’demographic

information was necessary because it helps the researcher to understand from the point of view
where the respondents are coming from as well as their contribution in the study (Frada, 2014: 43).

4.3.1. Employment position of the respondents
The essence of this question was to determine the respondent’s employment position in relation to
records management. In so doing, the researcher wanted to establish the official employment
position of those that deals with records management at the Albany Museum. Therefore, the
respondents were asked to indicate the position they held in the museum. The findings revealed
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that 1(20%) was a senior administrative officer, 1(20%) was a state accountant, 1(20%) was a
fossil excavator, 1(20%) was a receptionist and the remaining 1 (20%) respondent was
postgraduate researcher. The findings gathered that the museum does not have any position
relating to records management during the time of the study. More also, the findings showed that
the respondents have something to do with records in their daily transaction. The employment
position of the respondent had a significant effect on museum records. The level of employment
position of the respondents showed a moderate level of commitment toward their duties, which
also includes records management (Zeffan et al., 1994; Mazq & Mohammed 2003). Regarding
records management, the employment position of the respondents has positive impact on decisionmaking (Nahm et al., 2003) in any organisations or institutions.

Figure 4. 1: Respondents employment positions
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PG Researcher

4.3.2. Gender of the respondents
The researcher was interested in knowing the characteristics of the respondents. One of the
characteristics the researcher wanted to know is the gender of the respondents that make use of
records. The respondents were asked to indicate their gender. The findings revealed that 4 (80%)
respondents are females and 1 (20%) is a male. This shows that the majority of the respondents
that make use of records in their daily business activities are females. This confirmed the
perception that administrative duties, which involves records management is a female dominated
and that male generally, do not show interest in that (Freda, 2014). This is similar to the study on
records management conducted by Sichalwe, (2010) and Freda, (2014) on significance of records
management to fostering accountability in the public service; assessment of records management
practice among the administrative staff. In their study, more females were administered
questionnaire than males. In addition, study conducted by Davison and Burke, (2000) revealed that
females are evaluated and recommended for employment when compared to their male
counterpart. Questionnaire was administered to this gender in order to know whether there is
gender balance in the study area for the purpose of making a reliable conclusion.

4.3.3. Age distribution of the respondents
The researcher was interested in knowing the age of the respondents. The respondents were asked
to indicate their age. The age of the respondents ranged from 18 – 60 and above. The findings
showed that 1 (20%) respondent indicated 18 – 30 years old, 2 (40%) indicated 31 – 40 years old
and the remaining 2 (40%) indicated 41 – 60 years old while none was between 60 and above. This
implied that majority of the Albany Museum staff are between 31 – 60 years. This particular age
group has experience and are energetic. They can help the institution to achieve its objective as
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regards to records management (Freda, 2014). From the age of the respondent, it could be deduced
that the majority of the respondents are between 31 – 60 years. This disagrees with the study
conducted by Freda (2014) on assessment of records management practice among the
administrative staff where the respondents that administered questionnaires were below 36 years
old. The view of Freda (2014) was that respondents of that age range are very energetic and can
help the institution to achieve its objective regarding records management. However, the
researcher is of the opinion that the majority of the respondents of the present study have acquired
experience. This was, supported by the study conducted by Oliver (2010) on evaluation of
employee commitment as an imperative for business success, which states that the more
experience an individual, is the more commitment toward a particular duty or task than the younger
individual is.

Figure 4. 2: Respondents employment positions
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60 - above

4.3.4. Work experience of the respondent
This is importance because it has to deal with the knowledge a person has accumulated which may
be important for effective and efficient accomplishment and achievement of set goals of an
institution like the Albany Museum. Therefore, it was important to find out the experience of the
respondents that deals with records in the Albany Museum. In order to accomplish that, the
respondents were asked to indicate how long they have been working in their position. The
working experience of the respondents ranged from 0 – 6 years and above. From their responses,
it was gathered that 1 (20%) respondent had worked for 0 – 2 years while 4 (80%) have worked
for 6 years and above. Besides professional and academic knowledge, experience might contribute
to the performance of an individual. In many cultures, Alhaji, (2007) argued that people get wiser
because of their experience or exposure to certain things. Hence, it very important to stress that
the majority of the respondents that participated in this study had working experience. As matter
of fact, working experience plays a primary role when it is nurtured and utilized effectively and
efficiently, especially as it regards the present study. Katozi (2005) states that knowledge is a
weapon that makes a person effective as a leader and therefore he or she should be educated.
According to the profiles of the respondents, the findings from the study has shown that they all
had good experience in their area of specialisation, however, but not in records management.
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Figure 4. 3: The working experience of the respondents

Number of years of
experience

7
6

Working experience of the respondents

5
4
0 - 2 years

4

3

3-5 years

2

6 years and above

1

1
0

0 - 2 years

3-5 years

6 years and above

(Source: Field data 2018)

4.3.5. Educational qualification of the respondents
The museum is tasked with service delivery, which in most cases is based on records and relevant
documents. Hence, those handling the management of records should have obtained appropriate
levels of formal learning. The researcher wanted to know the type of qualification the respondents
held. Based on this, the respondents were asked to indicate their highest qualification. The essence
of this question was to know the level of qualification obtained by the respondents that deals with
records in the Albany Museum. The respondents were asked to indicate their highest education
qualification. The qualification of the respondents ranged from matric to diploma. Of the five
respondents, 1 (20%) indicated matric; 2 (40%) indicated degree while the other 2 (40%) indicated
diploma as their highest qualification. According to Ngoepe and Makhubela (2005), qualified
personnel are better equipped to manage records as recommended by the National Archives and
Records Service of South Africa Act (No 43 of 1996 as amended). In addition, formal schooling
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and professional qualifications enhance professionalism and efficiency regarding any task
including records management. This was the aim of asking the respondents about their educational
qualification. In the survey, the findings have shown that none of the respondents had a
qualification in records management or related to records management. This had a negative
significant effect on records management in the Albany Museum. However, the qualification of
the respondents are relevant to museum.

Figure 4. 4: Education qualifications of the respondents
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It is paramount to note that education does not provide a guarantee for employment opportunity.
Therefore, individual who are unemployed are either educated or uneducated.
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Interview with the key informants
The qualitative data obtained from the key informants were collected through an in-depth face-toface interview, which was recorded, analysed, interpreted as presented in this section. The
researcher also takes notes where necessary during the interview.
The demographic information of the key informants’ is presented in table 4.1
Table 4. 1: Demographic information of the interviewees
Characteristics of the

Interviewee A

Interviewee B

interviewee
Gender of the participants

Male

Female

Age of the participants

41 – 60

41 – 60

Educational qualification of

Degree

Diploma

6 years and above

3 – 5 years

Museum manager

Curator

the participant’s
Working experience of the
participants
Employment position of the
participant’s
(Source: Field data, 2018)

4.4.

Section B: The practice of records management in Albany Museum

In this section, the study sought to answer the first research question, which is “what is the extent
to which records are practised in Albany Museum?” This aimed at establishing the status of the
practice of records in the Albany Museum.
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4.4.1.

Creation and receipt of museum records

Creation, receipt, maintenance, uses and disposal of records are the major processes in records
management. They are the stages of records life cycle and records continuum models. Creation of
records is the first stage of a records cycle as well as records continuum model. The researcher
was interested to know how records created and received at the Albany Museum. The majority 4
(80%) respondents, explained that records are created and received from lists of activities from
other museums, Department of Arts and Culture, universities, post office, emails and researchers.
The remaining 1 (20%) respondent does not create or receive records but only file them. The result
showed that majority of the records created and received originated from external while only few
such as the human resources records are internally. The records created and received are mostly in
electronic format. The 4.5 shows the response rate on how the Albany Museum creates records.
Figure 4. 5: Response rate on creation and receiving of records
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(Source: Fieldwork, 2018)
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Figure 4. 6: The computer used for the creation and receiving of records

(Source: Field data, 2018) Electronic records

4.4.2. Types of museum records
Museum is one of the institutions where different kind of records created, received and maintained.
The researcher was interested in knowing the types of records created and received during their
various business activities and functions. The majority of the respondents 4 (80%) indicated that
they creates and receives mostly administrative records while the remaining 1 (20%) respondent,
indicated educational records as shown in figure 4.7.
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Figure 4. 7: Types of records created and received

80%
70%

Adminstrative records
Education records

60%

50%
40%
30%
20%
10%
0%
Adminstrative records
Education records

(Source: Fieldwork, 2018)

The results showed that the museum records creates and receives mostly administrative records.
The administrative records consist of the human resources and financial records as reflected in
figure 4.9. The functions of these types of records are presented in table 4.1.
The researcher asked the interviewees of the types of records that the Albany Museum creates and
receives.
Interviewee A: “Here in Albany Museum, we create, receives and file records that are relevant to
the museum such as the financial records, legal records, and correspondences from other museums
in the province and the country at large”.
Interviewee B: “various departments in the museum creates and receives records that have to deal
with their work. For instance, for myself, am having records on exhibition, visiting registrar for
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those making an enquiry to come and visit the museum for research or exhibition as well as the
object collection reports”.
As a follow up the above question, the researcher asked what forms are records created or
received.
Interviewee A: “it depends on what you mean by forms but we have manual and electronic ways
of creating records”
Interviewee B: “In Albany Museum, we have manual and electronic but mostly electronic”

Figure 4.8 shows the financial records as an example of records created and received in the Albany
Museum.

Figure 4. 8: The financial records as an example of records created and received in the
Albany Museum

(Source: Field data 2018)
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Figure 4. 9: Different types of records created in the Albany Museum
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(Source: Fieldwork, 2018)
The table 4.2 presents the types and function of records created and received in the Albany
Museum.
Table 4. 2: Types and function of records created and received in the Albany Museum
Types of Records Created or
Received
Human resources records

Purpose of Records
Deals with recruitment/appointment of staff
record as well as payroll records

Financial records or accounts

Focus on transfer of funds and preparing the
statement of account records. It includes
keeping of vouchers and receipts.

Educational records (research, exhibition Its deal with publications records through
etc.)

research.

(Source: Field data 2018)
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Table 4.2 presents the types of records created and received by the Albany Museum as well as
their functions while figure 4.10 shows the proportion rate of these types of records.

4.4.3. Format of museum records
Generally, records created and received are both in manual or electronic format but mostly in
manual based format. The format of records is particularly critical in the electronic environment,
where the lifespan of a particular format limit its accessibility. In this vein, the researcher was
interested in knowing the format in which records created and received at the Albany Museum.
The majority 4 (80%) respondents, indicated that the records created and received are in manual
and electronic format, but mostly electronic while the remaining 1 (20%) respondent, indicated
that records created and received are in manual format.

4.4.4. Processing of museum records
Records created, received, maintained are kept for easy retrieval. Based on this, there is need to
know how records are processed in the Albany Museum. In so doing, the respondents were asked
to indicate how the records they created and received are, processed at the museum. The majority
3 (60%) respondents indicated that records are processed through the use of alphabet classification
and numeric classification system. The classification system from this response group is essential
for the identification, description and arrangement of records. It helps towards the mitigation of
file misplacement, minimise the losses of files at the museum as well as facilitate the ease retrieval
of records. The remaining 2 (40%) respondents indicated they make use of file plan. In most
institutions, organisational structure do not based on file plan rather on function (IRMT, 1999).
The file plan is also important in processing of records as it helps in retrieval of records. More
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also, it provides the schedules on when records should be disposed of after they have served their
purpose for which they were created.
The response rate on how the respondent’s process the record created and received is show in
figure 4.10 and figure 4.11 presents the classification and filing of records created and received.
Figure 4. 10: Records processed at Albany Museum
70%
60%
50%
40%
30%
20%
10%
0%

Classification system

File plan

(Source:Field work, 2018)
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Figure 4. 11: Classification and filing of records based on subjects

(Source: Field data, 2018)

4.5.

Section C: The records management program in Albany Museum

Records management programme should ensure authenticity, reliability, integrity and usability. In
any organisations or institutions like the Albany Museum, records management programme is an
important element of governance. To establish this, the study sought to answer the second research
question, which is “what records management programme exist in the Albany Museum?” The
following themes, describe the records management program that is in place in the Albany
Museum.

4.5.1. Retention/disposal schedule for museum records
The disposal schedule deals with records appraisal, sentencing, destruction or transfer of records
according to the National Archives Repository. The disposal is the third stage in the record life
cycle in which the life of the records is leading towards its end. At this stage, records appraisal
uses record disposal schedules to determine their retention value (National Archives and Records
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Service of South Africa, 2004: 44; 2007:51 – 57). For example, the museum will decide which
records for permanent keeping and which one for a short period. The decision depends on the value
of the type of records such as the administrative values. Therefore, records management
programme should be able to facilitate and implement decision about retaining or disposing of
records. The researcher was interested in knowing if the respondents have a procedure for disposal
of records in the Albany Museum. All the 5 respondents indicated that the museum does not have
any procedure for disposal of records. This implies that the museum does not have a retention/
disposal schedule, which is part of the records management programme. The interviewees were
asked how the museum disposes their records. Their response:
Interviewee A: “we do not really destroy records like that; we find a place to keep them for future
use or reference. In particular, these records are of great values and importance”.
Interviewee B: “we file records in their archives, although this often does not follow a systematic
manner”.

4.5.2. Legislative governing the museum records
Records management programme must comply with the relevant legislative and regulatory
requirement. These are usually statues, mandatory standard practices, codes of best practices and
code of conduct and ethics (ISO 15489 – 1: section 5). Hence, the nature of the organisations and
institutions like the Albany Museum determines the regulatory element. The respondents were
asked if the museum has legislative that governs them. The majority of 4 (80%) respondents,
indicated that the Albany Museum is governed by the museum legislative from the provincial
headquarter at Bisho while the remaining 1 (20%) respondent, is not sure of any legislative
governing the museum.
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4.5.3. Records management policy
The respondents were asked if the museum has a records management policy. All the 5 respondents
indicated the same that they do not have any records management policy rather they work with
museum policy.
The researcher asked the interviewees if they are aware of any policies, rules and regulations on
records management.
Interviewee A: The only policy we know is the museum policy through the head quarter at Bisho,
which is the provincial, headquarter. Therefore, whatever the museum is doing, they receive
guideline from the Bisho, which also include records.
Interviewee B: I believe that the records management policy whatever may be part of the museum
policy.

The researcher’s aim of asking this question was to find out if the Albany Museum has a records
management policy.

4.6.

Section D: The infrastructure of records management in Albany Museum

Records are important in any organisations or institutions like the Albany Museum. The records
need to be secured and stored in an environment or place where they will be protected against
environmental threat and hazards (ISO 15489: 2001). In this section, the study sought to answer
the third research question, which is “what infrastructure is available for records management
in Albany Museum?” The following theme, describes the infrastructure that is available in Albany
Museum.
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4.6.1. Training
In addition to the education qualification as refer in section 4.3.3, staff who works in the Albany
Museum may require special training that relates to their job. Respondents were asked if they had
additional training other than the formal education as responded in section 4.3.3. The majority of
3 (60%) respondents, indicated that they had never received any training, while 1 (20%) of the
respondent indicated to have received training after employment, but on aquatic invertebrate. The
remaining 1 (20%) respondent, indicated to have received training on museum generally (see
figure 4.3). For the interviewees, they were asked if the museum send their staff for training on
records management. Their responses:
Interviewee A: at the moment No, because of resources. However, we will look into it that may be
from your recommendation. But I think is useful
Interviewee B: is not in my position to organise or send staff to training. I think the question should
be directed to the manager.
The finding from the respondents and the participants reveals that none museum staff had
undergone training on records management. The figure 4.12 shows the response to training.
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Figure 4. 12: Response to training
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4.6.2. Storage of museum records
This is important as it ensures that records are secure, intact and accessible for as long as they are
needed. Therefore, providing suitable storage of records assist in the management and continuous
accessibility of the records in any organisation or institution including the Albany Museum.
Museum records need to be stored in order to ensure protection from harm, disaster, loss and theft.
The researcher was interested in knowing if the Albany Museum has storage facilities for keeping
records. They were, provided with yes or no option. All the respondents indicated yes. As a follow
up, the respondents were asked to list the storage facilities, which they used to keep their records.
The majority 3 (60%) respondents, indicated that they make use of lockable cabinets while the
remaining 2 (40%) of the respondents, indicated they make use of insulated files and iron shelves
as reflected in figure 4.13.
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Figure 4. 13: Storage of museum records
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From figure 4.13, shows that lockable cabinets is the most used storage facility used by the
respondents for safe keeping of the museum records.

4.6.3. Security of museum records
The physical and intellectual security of records is of paramount importance to any organisation
and institution like the Albany Museum. The essence of security is to ensure that records created
and received are free from theft as well as not being- tempered with, by unauthorized persons.
Based on this, the researcher is interested in knowing the security measures the museum is using
to ensure the safety of their records. All the respondents indicated that they have a separate room
(written, “Unauthorized person not allowed”) locked at all time. Hence, the museum manager is
responsible for the key. The result showed that one of the important measures toward security of
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records is the provision of a separate room (storeroom) suitable and refurnished for records
keeping.
4.6.4 Preservation of museum vital records
Vital records are those records that the museum cannot do without or function. Therefore, the
preservation of these vital records is very essential. These records need preservation against
physical, chemical and biological hazards. Based on this, the researcher sought to establish first if
the museum has vital records. The respondents were provided with “yes”, “no” and not sure option.
The majority of the respondents 4 (80%) indicated “yes” while the remaining respondent 1 (20%)
is not sure of any vital records. As a follow up to the question, they were asked how they preserve
their vital records to avoid hazards or disasters. The majority of respondents 4(80%) indicated that
the vital records are preserved in the same way as other records. The respondent’s response showed
that they do not understand question asked by the researcher. More also, the researcher asked the
interviewees what are the vital records the museum have.
Interviewee A: “the vital records the museums have is the financial records.
For the interviewee B, the researcher tries to explain what vital records are; as those records, the
museum cannot do without.
Interviewee B: “it may be the financial records”. It depends on what you mean by vital”.
As a follow up question, they were asked how the museum manages their vital records.
Interviewee A: “as far as am concern, the vital records are kept and manage the same way as
other records.
Interviewee B: “our vital records are kept in one of the room upstairs”.
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The researcher aim of asking this question was to find out if there was a preservation and
conservation programme or policy operating by the museum, as well, as if the museum has a
special way of preserving vital records.

4.6.5. Funding of the museum records
Finance is one of the infrastructure programme for records management. For the optimum effective
and efficient record management practice, there is the need for sufficient funding and good budget.
To establish this fact, the researcher was interested in knowing first, how the museum gets its fund.
The majority of 4 (80%) respondents, indicated that the museum gets its funds through the
Department of Arts and Culture (being a government-owned establishment), government subsidy,
research grants, donations and ticket sales whereas the remaining respondent 1 (20%) do not have
any idea of funds. As a follow up question, the respondents were asked if the fund generated is
sufficient for the running and operation of the museum. The response from the majority 4(80%)
showed that the fund is not sufficient.
The researcher asked the interviewees, what is the budget allocation for management of records at
the Museum? The responses go like this:
Interviewee A: sisi, you are asking difficult questions. Anyway, the budget is not to be made open
to the public, but let’s say approximately 15% of the total budget.
Interviewee B: another question for the manager, but I think is not above 20%

4.7.

Section E:

Challenges of records management in Albany Museum

This section sought to answer the question: “what are the challenges facing the management of
records in the Albany Museum”? The administrative challenges facing the service delivery leaves
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the museum with ineffective and inefficient modes of generating and maintaining full and reliable
museum records. As a result, of this, evidence is lost in the process of recording and managing
records due to one factor or the other. The challenges experience in the museum compromising its
position as an information centre.

The respondents were asked through the questionnaire to lists the challenges facing records
management in the Albany Museum. The findings revealed that the majority of the respondents 3
(60%), indicated lack of trained staff in the area of records management, lack of financial and
external support, lack of sufficient budget allocation (only allocated 5% of the budget) for running
of the museum. The remaining 2 (40%) respondents indicated that the museum lack personnel or
officer capable of taking care of records. The researcher asked the interviewees of the challenges
facing museum records.
Interviewee A: “majorly we are faced with Insufficient support from the government (being owned
by the government they try to do something, but is not enough as you can see) and low budget
allocation”.
Interviewee B: “sisi, most times some files of important documents got missing and cannot be
found, I do not know what the reason is. May be carelessness from those responsible and working
with the files”
The benefits of managing museum records
The researcher asked the interviewees if there are any benefits in managing records in their
museum.
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Interviewee A: “I can say records management is important in our museum. However, various
departments in the museum keep records that assist them in their work and this helps them during
appraisal exercise”.
Interviewee B: “managing of records has helped our museum in making decisions that have been
of benefit to us”.

4.9.

Summary of the chapter

This chapter dealt with the presentation of the finding of the data in the study. From the finding of
the data, there seems to be no effective records management in place to guide records management
in the Albany Museum. There is the need for the management of the museum to organise and
arrange training in records management since from the findings there is a lack of training to
effectively, manage museum records. Furthermore, there was a lack of records management
policy, legislative and regulatory as well as a working and functional classification and filing
system. Therefore, there is an urgent need for the management of the museum to plan or formulate
a procedure to deal with those factors. Chapter 5 discusses and interprets the findings of the study.
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CHAPTER 5: INTERPRETATION AND DISCUSSION OF THE FINDINGS

5.1.

Introduction

The previous chapter dealt with the analysis and presentation of data from the respondents. This
chapter covers the interpretation and discussion of the findings presented in the previous chapter.
It also presented and analyse the findings based on the problem statement, research questions,
theoretical framework supported with literature review.

The aim of this study was to investigate the records management in South African museums using
the Albany Museum in the Eastern Cape Province, South Africa as a case study. The study sought
to answer the following research questions as presented in chapter one.



To which extent are records management practised in Albany Museum?



What records management programs exist in the Albany Museum?



What infrastructure is available for records management in Albany Museum?



What are the challenging facing records management in Albany Museum?

5.2.

Section A:

The practice of records management in Albany Museum

The first research question sought to establish “the extent to which records were practised in the
Albany Museum”. Data collected from the respondents where to establish the creation and receipt,
types, format and processing of records in the museum.
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Museums creates and receives records as evidence of transactions and activities executed from
time to time, which leads to appropriate records management. The essence of records management
is that it enables individuals to locate and retrieve the information they need on time.

5.2.1. Creation and receipt of museum records
The creation and receipt of records is the first stage of record life cycle (IRMT 1999). Based on
record life cycle and record continuum model, records go through a cycle. Creation, receipt, use
and maintenance of records are the major processes in records management. Therefore, the records
management theory and practice requires that organisations should create and capture records
regarding activities or a transaction which involves more than a person and also identify and track
records of every process that can generate records (Chiwanza and Mutongi, 2016; Shepherd and
Yeo, 2003). This is the case in Albany Museum, where records created, maintained, used, and
disposed of. Records created must be authentic, complete and usable.
The Art Institute of Chicago (2015) defined museum records as records that contain files from
departments within the museum. These files include exhibition, research, office, and fundraising
documentation, press coverage files, etc. The findings from the study conducted showed that
majority of the respondents 4(80%) indicated that records created and received from the lists of
activities from other museums, Department of Arts and culture, universities, emails, post office
and researchers while the 1 (20%) respondent indicated that they do not create or receive records
but only file them (section 4.4.1). The findings from the study confirms the assertion made by
Penn et al (1989), that records in museum are usually created in various ways, either by writing a
letter, memorandum, email, and filling of forms or photocopying existing records (Penn, et al.,
1989). The generation of records needs to be preserved because this is where records enter the
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system. Penn et al (1994) state that the cost of information has to deal with records creation. If this
is not controlled, there is a possibility that unnecessary cost would incurred and this might affect
the museum since they generate records. For instance, before any visit to the Albany Museum, the
receptionist will check the visiting/appointment register to confirm the availability of any visit.
During this process, records created, received, maintained, used and disposed of where necessary.
However, it is an evident that majority of records created in the museum are externally created
with few being internally created. The creation and receipt of records from different sources makes
it necessary for an efficient records management programme for the Albany Museum.

5.2.2. Types of records created and received
Institutions and organisations create and receive records in order to perform their various
functions, transactions and activities with the aim of achieving their organisational objectives or
goals. Shepherd and Yeo (2003) defined records as a product of the organisational activity, created,
received and used during or after completion of activity throughout the life cycle. The types of
records created and received in the museums are to be evidence of the action and transaction. The
study sought to ascertain the types of records; the Albany Museum creates and receives. The
finding from the study conducted has shown that the majority of respondents 4(80%) indicated
that they creates and receives administrative records while the minority 1(20%) indicated they
creates and receives educational records (section 4.4.2). This confirmed the response from one key
informant’s during one interview section (section 4.8.2). The purpose and function of these types
of records created and received by the Albany Museum are in table 4.1. From the response of the
respondents, the types of records created and received in Albany Museum, are in agreement with
Morris (2006) and the Art Institute of Chicago (2015).These studies state that the types of records
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created in museums are minutes of meetings, departmental correspondence, exhibition and event
records, legal papers, appointment books, office records.

5.2.3. Format of museum records
In recording the policies and procedure for creating records in organisations or institution, it is
important also for ISO-compliant records management programmes to record the type and formats
of records that organisations or institution creates or maintain. The format of records is critical in
the electronic environment where the life span of a particular format limits its accessibility.
Importantly, to ascertain the format in which the respondents creates and receives records, 4(80%)
of the respondents indicated in manual and electronic format while the remaining 1 (20%)
respondent indicated only in manual format (section 4.4.3). This agrees with the study carried out
by Kalusopa and Ngulube (2012) which revealed that records in paper based format dominates
most in any organisation, including the museum. Similarly, Freda (2014) confirmed that records
are usually in the manual and electronic format in most of the organisations including museum.
The dominance of paper record is similar to the finding of Moloi (2006:58) and Keakopa
(2006:218). The findings showed that the Albany Museum is gradually moving from manual to
electronic format, which affirms Keakopa (2006:218) study, that “manual records were a common
medium of communication, electronic records are becoming common.

5.2.4. Processing of museum records
Records management is the field of management responsible for the efficient and systematic
control of creation, receipts, maintenance, use and disposal of records including capturing and
maintaining evidence of and information about business activities and transaction in the form of
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records (ISO 15489: 2001). The processing of records forms an integral component of any records
management programme. It is essential for the classification, file storage and preservation of
records within the life cycle (IRMT, 1999). The processing of records should ensure the
completeness, authenticity, accuracy and security of records.

5.2.4.1.

Classification system

This helps to facilitate the retrieval of information based on a consistent set of rules and guideline.
The ISO 15489-1 (2001) defines classification system as a tool for classifying and organising
records and other business information based on the daily activities that generate records in a
particular setting. It enables an organisation to organise, describe and provide access, retrieval, use
and dissemination of its records, as appropriate. The IRMT (2009) states that classification is
important in records management as it enables the creation of a structured file plan which enable
easy identification of logical and unique physical places to file records. The researcher sought that
records management in the Albany Museum relies on information and if these records, when
classified and managed properly allows the evidence to be maintained and carried out effectively.
The findings highlighted the importance of a classification system for records keeping in the
museum. Kemoni (2007), states that any effective records management programme requires
classification. The findings on the processes of records in Albany Museum agrees with Kalusopa
and Ngulube, (2012) which attest that records are processed mostly using the alphabetical and
numerical classification system (section 4.4.4). In their study, 16 (18.8%) respondents indicated
they make use of alphabetical, while 8.2% indicated numerical classification as compared to the
response in the present study (section 4.4.4). Literature reveals that a good classification system
has a logical alphabetical arrangement that facilitates easy access and retrieval (Barata et al.,
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2001:25). Furthermore, the findings that the Albany Museum processed their records through
classification confirms the attestation made by Mokhtar and Yusuf (2015), that record management
in museums focuses on the method of controlling information and records, thereby classifying the
records based on their subjects. The researcher is of the view that a functional record classification
system will help the Albany Museum to understand the relationship between records and their
daily activities and identifying the requirement of records for their evidential value, in order to
facilitate the retention disposal decision. The loss and misplacement of records have been
attributed partly on the poor classification and filing systems in organisations and institutions. The
National Archives and Records Service of South Africa (NARSSA, 2007) states that records
classification systems facilitate retrieval of records for providing efficient services to the public.

5.2.4.2.

File plan

A file plan is a tool that documents how records are processed and organised once created or
received. It referred to as the road map to the record created and maintained by an organisation
and facilitate the eventual transfer or destruction of the records (Records management handbooks,
2016). It is important for efficient records management. File plan ensures that records that deal
with specific activities are together and made available in the quickest and satisfactory manner.
The advantage of the file plan is that it provides the structure for the records in the museums as
well as naming the series of grouping, which is important for proper records management (Demb
and Teuteberg, 2010). In most institutions, file plan is based on functions and not organisational
structure (IRMT, 1999). From the finding on how the respondents process their records, the
remaining respondent of 2(40%) indicated they make use file plan (section 4.4.4). This is in
agreement with (Demb and Teuteberg 2010), that file plan exists in London Museums, based on a
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report on London Museum Records Management. File plan guides the officials on the allocation
of file reference number for easy filing and retrieval (Akor and Udensi, 2013). The implication of
not having or using a file plan as well as not understanding what the file plan is all about as
indicated by the respondents in the museum can lead to deterioration of records in the future.
Similarly, Records Management handbook, (2016) confirmed that lack of file plan can result in
the inability of the users to know where to file their records and helps others know where to find
the records they need to complete tasks.

5.3.

Section B:

Records management programmes in the Albany Museum

Under the records management programs in the Albany Museum, data collected from the
respondents, includes the following theme: procedure for records retention and disposal schedules,
legislative and regulatory framework and records management policy.

5.3.1. Procedures for records retention and disposition schedule
The international standard organisation (ISO 15489: – 1:2001), section 8.3 states that “records
system should be able to facilitate and implement decisions about retaining of records”. This was
not so in the Albany Museum. All the respondents indicated that there are no retention and disposal
schedules in the Albany Museum as one of records management (section 4.5.1). In supporting this
finding, Chaterera (2014) studied on “Beyond regress: museum records management in
Zimbabwe”, the findings revealed that there are no retention and disposal schedules in Zimbabwe’s
National Museum. This is due to the fact that museum keeps their records longer than necessary
which result in storage and access challenge. Contrarily, Kalusope and Ngulube (2012) stressed
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that effective management of records, requires procedures for timely retention and disposal of
records.

5.3.1.1.

Procedures for records retention

Organisations, including museums, cannot retain files, irrespective of their format (paper or
digital) indefinitely. This is because of the cost associated with storage and maintenance (Kalusopa
and Ngulube, 2012). The benefits of having records schedule ensures that important records are
organised and maintained in such a way as to be easily retrieved and identified as evidence of
activities (Chaterera, 2014). In records management, it is necessary to use an appraisal technique
that supports the decision about records retention. That is, which records that can be disposed at
an early stage and indefinite retention (Shepherd and Yeo, 2003:217).

5.3.1.2.

Procedure for records disposal

Chaterera (2014) stressed that the museum creates and maintains records of enduring value. These
records are not destroy because of their importance as regards to administrative, scientific or
research values. A question was pose to the interviewees during interview section on how records
are disposed in the museum. Interviewee B revealed that records are not disposed in a systematic
manner, although they file the records to their archives which depends on the years of disposal
(section 4.8.1) while the interviewee A, revealed that there is a place where such records are kept
for future use and references (section 4.8.1). The findings complies with the National Archives of
Records Service Acts No 43 of 1996 (amended), which states that organisations should take critical
decision on how records should be destroyed or archived. The literature has emphasised that
disposal of records must adhere to approved policies and procedure (Saffady 2011) and this is not
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the case in the Albany Museum. Ngoepe and Makhubela (2015) stressed that no records can be
deleted, destroyed, erased or disposed of without the written authority of the national archivists.
The researcher is of the view that for effective records management programme to exist in the
Albany Museum, a policy guideline on disposal schedule should be establish.

5.3.2. Records management legislative and regulatory requirements
Different countries have different archival and records management legislation that establishes the
need for effective records management as well as providing authority for records disposal. Policies
formulation is important under such legislations, to govern the records management of institution
including museums. Therefore, records management practice has to deal with an organisation
providing adequate evidence of their laws with the regulatory requirements in the records of their
activities. According to ISO 15489 – 1 (2001), the framework includes status, mandatory and
standard practice. The nature of the organisations and sectors determines the regulatory element
(ISO 15489 – 1: 2001, section 5). Shepherd, (2006) wrote that legislative and regulatory
compliance often features in organisational objectives and acts as part of the environmental and
strategic framework for records management. Organisations like the museums should define and
document policy for records management with the objective that creation of records are authentic,
reliable and usable; these records are capable of supporting business functions and activities for as
long as they are required (Maseh, 2015). According to IRMT (2011), records management policy
confirms the roles and responsibility framework that extends across organisation and all levels of
the service.
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The respondents were asked what is the legislative governing the museum on records management.
The findings revealed that majority of the respondents 4(80%) indicated that the museum is
governed by the museum legislative while the remaining respondent 1(20%) is not sure of any
legislative governing the museum (section 4.5.2). This confirms with the report from the National
Army Museum in the United Kingdom, where museums management complies with relevant
legislative. In the United Kingdom, these legislative includes; the Charity Act (2011), the Data
Protection Act (1998), the Freedom of Information Act (2000), the Limitation Act (1980) and the
Public Records Act (1958 – 1967).

However, in South Africa, the National Archives and Records Service of South Africa Act
(NARSSA, No 43 of 1996) provide the legal and regulatory framework for records management
regulation. This Act requires departments and institution to develop and implement as well as
maintain a proper records management practice. The Act states that a government body shall be
responsible for ensuring that all records of such body receive appropriate physical care and are
protected by appropriate security measures; as well as managed on a standing order of that body
with relevant legislation. Others legislative and regulatory requirement for management of
museum records includes; Promotion of Administrative Justice Act (PAJA) No 3 of 2000, the
Promotion of Access to Information Act (PAIA) No 2 of 2000 etc. The literature review chapter
entails elaborately on legislative and regulatory framework of records management as well as
South Africa Museum legislative.

104

5.3.3. Records management policy
Policy should be adopted and endorsed at the highest decision making level throughout the
organisation or institution including the museums. According to IRMT (2011), records
management policy confirms the roles and responsibility of the records management authority and
enshrines the accountability framework that extends across the organisation and level of service.
There is need for policy to be regulated and reviewed to ensure that it reflect the current business
needs. Therefore, the success of the records management in the Albany Museum depends on how
the records management policy is structured. Records management policy is a document that
governs the way records created, maintained, used, and disposed of (Chaterera 2014). Kew
(2010:3) pointed out that the records management policy is the cornerstone or pillar for effective
records management in any organisation. It is essential because it provides a guideline in which
procedure of managing records is developed (Chinyemba and Ngulube 2005). The respondents
were asked if they have a records management policy. The results indicated that the Albany
Museum does not have a structured records management policy (section 4.5.3), and this was
confirmed by the interviewees during the interview (section 4.8.3). The finding of the study agrees
with Chaterera (2014:8) with regard to records management policy, which showed that the five
regional museums in Zimbabwe do not have a records management policy. More also, in
Chiyemba and Ngulube (2005) study on records management at higher education institution, 4
(11%) respondents indicated that there was a general records management policy but is inadequate
when compared to the present study where all the respondents indicated absence of records
management policy. The researcher commented that the museum does not have a framework for
the creation, maintenance, use and storage of records because of the absence of records
management policy. This situation negatively affects the preservation of museum records. The
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absence of records management policy shown in the Albany Museum suggests that the museum is
not receiving necessary support from senior management who is responsible for ensuring that the
museum has the necessary policies for improved operation.

5.4.

Section C: The infrastructure of records management in Albany Museum

This section sought the answer the fourth research question: “what infrastructure is available for
records management in Albany Museum”? The infrastructure of records management deal with
the physical space, equipment, security, human and financial resources as it relates to records
management. Records (including museum records) are vital and must be secured and stored in a
place protected against environmental hazards or threat (ISO 15489:2001; Dewah and Mutula
2016). Records management should be recognise in organisations or institutions similar to human
and financial resources. Hence, appropriate records management procedure should be in place for
effective records management.

5.4.1. Training
According to ISO 15489:2001, organisations or institutions, including the museums should
establish programmes for training. In fact, most museums in the United States of America offer
training in museums records management/keeping (NPS museum handbook 2000). This helps to
understand the records management programmes that are necessary for museums. This is because
different museums have different ways of managing records. Before the distribution of the
questionnaire, it was ascertained that in Albany Museum there was no personnel employed
specifically for records management. The findings from the study revealed that the majority of
respondents 3 (60%) had never received any training while minority of the respondents 2(40%)
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indicated to have received training, but on aquatic invertebrate and museum generally respectively
but not on records management (Section 4.6.1). Similarly, during the interview session, the
interviewees stated, “the staff of the Museum has not had any training on records management as
a result of lack of resources” (Section 4.8.6). These findings agree with Chaterera (2014) study
where no respondents had undergone training on records management. The absence of training, as
well as museum staff specifically assigned to manage records, implies that records generated are
not properly managed (Chaterera 2014),

Nengomasha (2003), pointed out that the lack of core competence in managing records, training
and inadequate staffing can result in improper records management and records keeping (IRMT
2003: 5; Nengomasha 2003). In Kalusopa and Ngulube (2012) study on records management
practice in labour organisation, showed that the people that manage records had not received any
training in records management. This agrees with the findings of the present study where the
respondent’s handling records have not undergone any training according to their responses in
Section 4.6.1. Moreover, Kalusopa and Ngulube (2012) went further to state that seminars and
workshops are the most program of meeting the needs of any organisation in records management.
Therefore, there is the need for adequate training in records management, as this will ensure
efficient records management in the museum.

5.4.2. Storage for museum records
Storage is essential for managing of records because it ensures that records are secure, intact and
accessible for as long as users need them (Shepherd and Yeo, 2003: 173). It is, regarded as one of
the infrastructure for a records management programme and is necessary for retrieval, storage,
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security and accountability. The specified areas where museum records are should be control of
and monitored against possible agent of deterioration such as excessively high or low temperature,
humidity, exposure to direct sunlight as well water damage and a biological agent such as insect,
mould, rodent, etc. Section 9.6 of ISO 15489 -1 (2001) states that records requires storage
conditions and handling processes that take into account their physical and chemical properties.
Records irrespective of their format require high quality storage and handling. Therefore,
organisations and institutions including museums should ensure that their records are stored to
ensure their usability, reliability, authenticity and preservation for as long as they are needed.
Based on this, the respondents were asked if they have storage facilities for museum records, all
the respondents indicated “yes” that the museum have storage facilities (section 4.6.2). As a follow
up question, they were asked to list the storage facilities they make use of. The majority of the
respondents 3(60%) indicated they make use of lockable cabinets while the remaining 2(40%)
mentioned they make use of insulated files and iron shelves (section 4.6.2). This implies that the
museum has a record keeping unit. The finding agrees with the study of Kalusopa and Ngulube
(2012), where there are storage facilities such as steel cabinets, cupboard, non-adjustable shelves,
and wooden rack etc. More also, the storage facilities used in the present study is the same with
the same reported in the NPS museum handbook (2000). The essence of the storage facilities is to
ensure that records are easily accessible. Absence of this will result to delay in retrieving the
records.

5.4.3. Security of museum records
The physical and intellectual security of records is paramount importance especially for mitigation
of theft and tampering with the content of records. Section 10(1) of the NARSSA Regulation
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(1458, 2002.11.20) states that government body shall be responsible for ensuring that all records
receives appropriate physical care; are protected by appropriate security measures; and are
managed in term of standing orders of that body and other relevant legislation. By so doing, it
contributes to the efficient and effective service delivery of the organisation or institution. The
results based on how the respondents secured their records showed that the Albany Museum has a
separate room (written “unauthorised person not allowed”) known as the store room where record
are kept for adequate security measures (section 4.6.3). The storeroom is to be refurnished and
suitable for recording keeping and contains storage facilities. The findings disagree with Chaterera
(2014) study, carried out in five regional museums in Zimbabwe, which revealed that there is an
absence of security measures. Although, some of the records were kept in some of the offices of
the respondents. This assumes to be records that the respondents were attending to at the time of
the researcher visit.

5.4.4. Preservation of museum vital records
There are vital records that help in decision-making (Dewah and Mutula 2016: 1515). These are
records that the organisations including museums cannot do without, for instance, the financial
and legal records (Kalusopa and Ngulube 2012). Therefore, these records needs preservation
against disaster as well as to ensure their continuity (ISO, 15489 – 1:2001). Records preservation
is essential in any organisation especially for vital records. The study showed that the Albany
Museum have vital records such as the financial records (section 4.6.4 and 4.8.4). The researcher
wanted to know how the respondents preserve their vital records. The majority of the respondents
4(80%) indicated that vital records are preserved the same way other records, 1 (20%) respondent
is not sure of any vital records (section 4.6.4). This confirms the response of interviewee A during
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the interview session, that vital records are preserved the same way as other records while the
remaining interviewee B responded that the vital records are kept in storeroom (section 4.8.5). The
findings disagrees with the study carried out by Kalusopa and Ngulube (2012), which states that
good records management practice deals with identifying vital records and then developing a
records preservation programme that ensures guideline for its effective preservation.
Unfortunately, this is not the case with the Albany Museum, where there is an absence of the
records preservation programme for handling vital records based on the finding.
The researcher aim of asking this question was to find out if there was a preservation and
conservation programme or policy operating by the museum. More also, whether the museum has
a special way of preserving vital records.

5.5.

Section D: The challenges facing records management in Albany Museum

This section sought to answer the question: “what are the challenges facing records management
in Albany Museum”? IRMT (2010) stated that regardless of the importance of records
management, museum records seem to suffer neglect and poor management. This brings about
threat to the government, programmes, processes and service delivery. The study deemed it
necessary to highlight possible challenges facing the Albany Museum as regards to records
management. The respondents were asked to indicate the challenges they experience during the
management of records. The findings from the respondents and the interview with the key
informants showed that the records management in the Albany Museum is faced with various
challenges. These are lack of trained staff in the area of records management, insufficient budget
allocation to the records management (only allocated 5% of the budget), and unavailability of
space to introduce records management, lack of staff generally, lack of financial and external
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support. Others includes; low budget allocation, lack of awareness of staff, lack of knowledge and
lack of records manager (Section 4.7 and Section 4.8.8). This agrees with the studies carried out
by Mnjama and Wamukoya (2007); Mutula and Wamukoya (2005); Egwunyenga (2009) and
Iwhiwhu (2005); that absence of records management programme and policy, lack of training,
workshop and seminars and absence of an organizational plan for managing records were the major
challenges facing records management in any museums. In addition, Wamukoya (2005) further
mentioned that poor security and confidentiality controls, lack of records retention and disposal,
lack of stewardship and coordination in handling records were other major challenges facing
records management in any organisation or institution including the museums.

5.5.1. Lack of finance and external support
In Albany Museum, the respondents were asked about the challenges facing them with regard to
managing of records (section 4.7). Without financial support from the government or NonGovernmental Organisation (NGO), the museum may not be able to function efficiently and
effectively as regards records management. However, the funding situation in the Albany Museum
is not encouraging from the researcher point of view as only 5% of the budget from the government
allocation is for the museum. The finding revealed that lack of financial and external support is
one of the challenges faced by the Albany Museum. This agrees the study carried out Lawal
(2007); Kimario and Said (2014) which attains that lack of finance, government support
contributes as one of the challenges facing records management in museums, and this would result
to poor service delivery.
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A follow-up question was asked from the respondents on how the museum gets its fund for the
operation of the museum. The findings from the majority of the respondents showed that the
museum generates its funds through the Department of Arts and Culture (DAC), which is part of
government subsidy and research grants. Apart from the government subsidy, the Albany Museum
generates its funds through donations but this is insufficient for the sustainability of the museum
(section 4.6.5). This means that the Albany Museum is funded mostly by the government. This is
similar to the study carried out by Kimario and Said, (2014) which confirm that the museum
records management in Tanzania are funded by the office of Management and Budget. This office
is responsible for financing records management.

5.5.2. Lack of personnel’s/training in records management
This is one of the challenges facing the management of museum records as seen in section 4.3.1
and 5.3.1. Importantly, during the interview session, the interviewee A stated, “no one has been
trained specifically to take responsibility in managing museum records” (Section 4.6.1 and 4.8.6).
This agrees with Chaterera (2014) study, that no one trained or employed to take care of records
generated. The implication of this is that records generated within the Albany Museum are not
properly managed. Perhaps, lack of trained museum staff in the area of records management can
lead to poor management of records in the museum. The responses of the respondents and the key
informant are in line with Mutula and Wamukoya (2005) and Nengomasha (2009). These authors
pointed out that lack of skills and competence associated with records management contributes to
the ineffective and inefficient management of records. The researcher opined the need for the
management of the museum to organize training if possible set up a training programme in
collaboration with external bodies to enhance records management in Albany.
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5.5.3. Missing files and documents
Missing files and document contributes to the delay in decision making, especially in the human
resources department of the museum during appraisal for promotion and recruitment. Many factors
are responsible for the loss of files or missing of files in the Albany Museum; these are carelessness
on the part of the staff and misfiling or no filing of records. The findings showed that missing files
are one of the challenges affecting records management in the Albany Museum (section 4.8.8). It
was revealed that records disposal was not carried out. An evidence of this was the heavily
congested of files in offices and storeroom which showed that transfer of records had not taken
place for a long time. Other factors include; poor state of the storeroom and few computers
available which indicate the non-existence of electronic records management.

5.5.

Summary of the chapter

This chapter discussed the demographic information of the respondents. More also, the findings
of the data and analysis in chapter four, including the interview with the key informants’ were
discussed in detail with support from the literature. Chapter six presents the summary, conclusion
and recommendation.
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CHAPTER SIX: SUMMARY, CONCLUSION AND RECOMMENDATIONS

6.1.

Introduction

This chapter summarized the findings of the study as presented in chapter 4 and discussed in
chapter 5 of the study. The chapter summary the findings of the study draw conclusions from the
findings and make recommendations based on the findings and conclusions of the study.

The site of this study was the Albany Museum. The main aim of the study was to investigate the
management of records using Albany Museum in the Eastern Cape Province, South Africa as a
case study. Quantitative and qualitative data collected; analyses and finding presented using
graphs, pie chart and percentages. The following questions guided the study


To what extent are records management practised in Albany Museum?



What records management programs exist in Albany Museum?



What infrastructure is available for record management in Albany Museum?



What are the challenges facing records management in the Albany Museum?

This was a descriptive study. The study adopted quantitative and qualitative research approaches.
The research strategies used to collect data included interview and questionnaires. Quantitative
data were coded and analyses using Office Microsoft Excel while the thematic analysis was used
to present the qualitative data.

6.2.

Summary of findings

The summary of the research finding are based on the demographic information and research
questions as stated in chapter one.
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6.2.1. Demographic information for the respondents
The study-generated information on the respondent’s gender, age, educational qualification,
working experience, employment position within the museum. It was necessary to validate the
responses, which helped the researcher to understand the level of experience of the respondents in
answering the questions. The findings indicated that the majority of the respondents in the study
were females. The majority of the respondents are 40 years and above. The level of education was
important in the study as regards getting the views and opinion of the respondents and participants
towards to their own field of profession. The level of education of the respondents is above 75%,
(section 4.2.3). This shows that the majority of respondents had a better chance of knowing what
records management is all about when compared with the respondent with matric qualification.
On the working experience of the respondents, it was revealed, that the museum staff relies
strongly on the experienced staff based on their field of profession, since the museum do not have
experienced staff on records management. Hence, it is very imperative to stress that experience
refer to knowledge and skills

6.2.2. To what extent are records management practiced in Albany Museum?
The section sought to answer the first question of the research. The findings are based on the
following; creation and receives of records, type of records, format of records and processing of
museum records. The findings showed that in the process of records creation, the records created
and received from lists of activities from other museums, Department of Arts and Culture,
universities, post office, emails and researchers (section 4.4.1). Furthermore, the finding showed
that the majority of records were externally created with few been internally created. As regards
the types and format of records created and received, the findings showed that the Albany Museum
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creates and receives administrative and educational records, which are in manual and electronic
format, but mostly in electronic format (section 4.4.2 and 4.4.3). This shows that the Albany
Museum is gradually moving towards the world of information technology. In the Albany
Museum, the majority indicated that records are processed using alphabet and numerical
classification while the minority indicated that they make use of file plan (section 4.4.4). The
classification and file plan indicated by the respondents agrees with literatures as regards how
records are processed. The essence of the classification and file plan is to ensure that losses of files
are minimised as well as to facilitate easily retrieval of records.

6.2.3. What records management program exist in Albany Museum?
The section sought to answer the second question of the research. The findings based on the
following: retention/disposal schedule, legislative governing the museum and records management
policy. The finding showed that the museum did not have procedure for disposal of records. In
addition, it showed that majority of the respondents indicated that the Albany Museum is governed
by the South Africa Museum Legislative (see section 4.5.2). Based on the record management
policy, all the respondents indicated that they do not have any records management policy of their
own rather they comply with museum policy (section 4.5.3). Therefore, according to the responses
from the respondents, it is revealed that the Albany Museum does not have a records management
programme. This could be due to the inadequate knowledge and skills about records management
programme. The findings also indicated that the knowledge or awareness of the records
management programme in Albany is still low among the other staff. It is quite clear that the
museum management has a role to play in promoting or creating more awareness about the records
management programme to the Albany museum staff and community.
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6.2.4. What infrastructure is available for records management in Albany Museum?
This section sought to answer the third question of the research. The findings are based on the
following: training, storage of museum records, security of museum records, preservation of
records and funding of museum records. The finding indicated that there is available infrastructure
for records management in the Albany Museum, apart from training. The findings showed that
none of the respondents had received training on records management (section 4.6.1). This was
because of lack of resources according to the one of the key informants during the interview session
(section 4.8.6). The researcher opined that this do not speak good for the museum. As regards
storage of the museum records, the bulk of the museum records were within the museum premises.
The majority 3(60%) of the respondents mentioned the use of lockable cabinets as where records
are kept while 2 (40%) make use insulated files and iron shelves (section 4.6.2). This showed that
the Albany Museum has storage facilities where records created and received are kept. However,
the researcher critically view that these storage facilities are in poor state. The availability of
storage facilities corresponds to the records life cycle of the study because of the maintenance
stage. The lockable cabinet were the preferred storage facility for keeping museum records (section
4.6.2). On security of museum records, the findings showed that the provision of store room is an
essential security measures toward records keeping (section 4.6.3).The findings based on the
funding of the museum records showed that the funds generated in the museum is not sufficient
for the running of the museum (section 4.6.5 and 4.8.7). This has the tendency to compromise the
future of the museum as an information centre. There is still exist need for more infrastructure to
expedite the records management established in the Albany Museum. Therefore, this requires more
resources to enable the process to take place smoothly in the museum.
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6.2.5. What are the factor challenging records management in Albany Museum?
This section sought to answer the forth question of the research. The findings are based on the
challenging facing management of museum records. The finding showed that there are many
challenging experienced in the management of museum records. Such challenges according to the
respondents includes; lack of financial and external support, low sufficient budget allocation, lack
of personnel’s etc. (section 4.7). These challenges has led to inefficiency of the museum records
as well as reluctant of the staff towards museum records. The issue of missing and misplaced of
files and documents as responded by one of the key informant had affected so much on the museum
management, which has led to delay in taken decision.

6.3.

Conclusions

Based on the summary of the findings, the following conclusions based on the research questions
are made.

6.3.1. To what extent are records management practiced in Albany Museum?
Records are considered as a strategic asset for the existence and operation of the Albany Museum.
Therefore, there is the need for records to be preserved well and effectively. Records is said to be
an integral component for the operation of the museum especially towards service delivery. The
Albany Museum staff has done much in terms of assisting the researcher in finding out the extent
to which records management are practiced The extent to which records management are practiced
in the Albany Museum play a vital role in providing information on how records are created and
received, types, format and processing of museum records. The creation and receiving of records
can be traced to diverse sources with the majority coming from the state accountant and senior
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administrator. Although there seemed to be more to be done to the current existence of records
management, programme to ensure that records are managed with the theory of records life cycle
and records continuum model. To adhere to this theory, ensures that there is organised process of
records. In so doing, records are used effectively in the present and future. The application of
records continuum model ensures that records are kept for the future such as the promotion
appraisal report through the human resources department of the museum. This is essential to ensure
that records are preserved to the extent that information is made available in accordance with the
National Archives and Records Service of South Africa (NARSSA, No. 43 of 1996) which states
that department and institution should develop and implement as well as maintain a proper records
management system.

6.3.2. What records management program exist in Albany Museum?
The respondents indicated that the Albany Museum complies with South Africa museum
legislative. However, the museum records do not comply with any legislative and regulatory
requirement relating to records management. This could be due to the inadequate knowledge about
records management programme. Compliance with the legislative and regulatory requirement
promotes accountability and good governance. The study revealed that the respondents do not have
knowledge about the legal and regulatory requirement of records management. Based on this, there
is no records management policy. This shows that the Albany Museum do not have a records
management program. There is the need for staff handling records in the Albany Museum to be
familiar with legislative, policies, rules and regulations governing records management.
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6.3.3. What infrastructure is available for records management in Albany Museum?
Although the findings suggest that, there is infrastructure available for the records management in
the Albany Museum but this not adequate. Although the study revealed that the respondent keep
the records in the storeroom, however the storeroom is not in good condition. More infrastructure
are needed for improving records management like refurnished building suitable for records
keeping, good state of storage facilities and sufficient budget allocation etc. The study revealed
that Albany Museum lack suitable storage facilities and storeroom. This has the tendency to expose
the records to all hazard deterioration. There is no preservation plan and security policy governing
records especially the vital records as regard dangerous threat and hazards.

6.3.4. What are the challenging facing the records management in Albany Museum?
The finding showed that the major challenges facing the museum records at the Albany Museum
includes the lack of finance and external support, lack of personnel, low budget allocation and
missing and misplaced files or documents. These challenges have slowed down the efficiency and
effectiveness of records management, which has resulted in the running and operation of the
museum such as delay in taken decisions.

6.4.

Recommendations

From the study findings and conclusions, the following recommendations are made based on the
research questions
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6.4.1. To what extent are records management practiced in Albany Museum?
The study recommends an effective and organised file plan and classification system so that
records are protected against loss. More also the researcher recommended the museum to develop
policies for creating and receiving of records. This form part of the implication of the theories used
in the study.

6.4.2. What records management program exist in Albany Museum?
The researcher recommends the development of records management legislative and regulatory,
policies, standard and procedure for creating, capturing, organising, classifying and disposal of
records. This will enable best practice of record management in the museum as explained in the
theoretical framework of the study.

6.4.3. What infrastructure is available for records management in Albany Museum?
The study recommends that the Albany Museum should employ personnel and consider training
for personnel’s and staff dealing with records, as this will improve and sustain the knowledge of
staff about legal and regulatory requirement for records management. The study revealed that there
are poor storage facilities in the Albany Museum. Hence, the researcher recommends the Albany
Museum to improve on their storage facilities, thereby developing a programme for storing and
preserving records. To establish this, record continuum theory is achieved, as stated in the
theoretical framework of the study in chapter 2.
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6.4.4. What are the factors challenging records management in Albany Museum?
The study recommends the government and the external support to have interest towards records
management in the Albany Museum. More also, there is the need to upgrade the budget allocation,
this will afford that proper management of records is taken care off.

6.5.

Suggestions for future research

The study investigated records management in Albany Museum, located at the Grahamstown in
the Eastern Cape Province. From the current study, it is recommended that future research should
be conducted to establish the present state of records management in other museums in South
Africa.

In addition, future research can be done on the role and impact of records management in South
Africa museum as regards improving the records management program as well as the importance
of training in ensuring effective records management in museums.

6.6.

Summary of chapters

Chapter 1 introduced the background of the study focusing on the research problem, research
questions, and research objective, significance of the study and the scope and limitation of the
study. The theoretical framework adopted in the study as well as the literature review from the
research objectives was discussed in Chapter 2. More also, series of literatures relating to records
management was exhaustively reviewed. The methodology of the study form the Chapter 3. The
study employed the questionnaire method to answer quantitative data and interview method to
answer the qualitative data. The ethical consideration contribute to the success of the study.
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Chapter 4 discusses the presentation of the finding of the study from both the questionnaire and
interview method. It addresses the need for effective records management as well as develop a
plan or procedure to deal with the factors responsible for records management. The Chapter 5
covers an in depth discussion from the findings of the study in Chapter 4 with support from
literature. The summary, conclusion and recommendation was in Chapter 6. This specifically
addresses the summary, conclusion and recommendation from the research objectives and
questions.

6.7.

Final conclusion

The study has established that the Albany Museum depends very heavily on records for effective
service delivery. Absence of records cripples the continuation of museum records processes
thereby causing delay in decision making for the management and staff of the museum. The
solution to this is a viable records management program. The present study has reported various
steps that can be required to make the current program more viable. More also, the study has
demonstrated the benefit of managing museum records within the recommended theoretical
framework which includes creation, receiving, legislative and regulatory requirement.
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Appendix A: Questionnaire

DEPARTMENT OF LIBRARY AND INFORMATION SCIENCE
QUESTIONNAIRE

Introduction

Dear Respondents
My name is Obileke Ugonna, I am a Master’s degree student in the Department of Library and
Information Science, Faculty of Social Sciences and Humanities at the University of Fort Hare. I
am conducting a research on “Records Management in Albany Museums, Grahamstown,
Eastern Cape Province of South Africa as a Case Study.” The research will serve as a
prerequisite for the completion of my degree. It is solely for academic purposes and all information
obtained will be kept confidential. This questionnaire will not take more than one hour. You are
kindly requested to respond to the questions asked by the researcher. Your participation is
voluntary and your name is not required, but your responses are of great importance. I therefore
value your co-operation very highly. Please ensure that you respond to every question.
Thank you for your co-operation.
Please, in case of any question/query, my contact is;
Phone number: 0736060924
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Section A: Demographic Information of respondent
(Please tick in the appropriate block from 1 – 5)

1. Gender:

Male

2. Age (Years):

Female

18 – 30

3. Educational Level:

4. Years of work experience:

31 – 40

41 – 60

Degree

60 – above

Diploma

0 – 2 years

3 – 5 years

6 years and above

5. Please specify your position

Records Manager
Assistant Records Manager

Section B: Questions
6.

How are records created and received in the Albany Museum?

7.

What types of records do you creates and receives in the Albany Museum?

8.

In what format do you creates and receives records in the Albany Museum?

9.

How are records processed in Albany Museum?
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10.

Does the museum have a procedure of disposing of records?

11.

What is the legislative governing the museum on records management?

12.

Does the museum have a records management policy?

13.

Have you received any training in records management?

14.

Are there specified places where records are kept?

15.

How does the Albany Museum secure their records?

16.

Does the museum have vital records?

17.

If yes, how does the museum preserve them against hazard and threats?

18.

How does the museum get fund for operations?

19.

What are the challenges facing the Albany Museum?
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Appendix B: Interview schedule guide
Section A: Demographics of the participants (key informants)
Section B:
1. How does the museum dispose their records?
2. What types of records does the Albany Museum creates and receives?
3. Does the museum have a records management policy?
4. Does the museum have vital records?
5. If yes, how does the museum manage its vital records against hazards and threat?
6. Does the museum send their staff of offer training on records management?
7. What appropriate percentage of the budget is allocated to the museum from the
government?
8. What are the challenges affecting records management at the museum?
9. Do you think that there are benefits in managing the records in the Albany Museum?
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Appendix C: Informed Consent Form
Topic: Records Management in Albany Museums, Grahamstown, Eastern Cape Province of South
Africa

I volunteer to participate in a research project conducted by Mrs Obileke Ugonna, C from the
University of Fort Hare.
1. My participation in this project is voluntary. I understand that I will not be paid for my
participation. I may withdraw and discontinue participation at any time without penalty.
2. If, I feel uncomfortable in any way during the interview session, I have the right to decline to
answer any question or to end the interview.
3. I understand that the researcher will not identify me by name in any reports using information
obtained from this interview, and that my confidentiality as a participant in this study will remain
secure.
4. I have read and understand the explanation provided to me. I have had all my questions answered
to my satisfaction, and I voluntarily agree to participate in this study.

My Signature Date
____________________________ ________________________
My Printed Name Signature of the Investigator
For further information, please contact:
Mrs Obileke, Ugonna. C
0736060924
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Appendix D: Ethical clearance certificate
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