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Abstract 
The purpose of this study was to ascertain how academic records are organised at public 
secondary schools located in Lagos State's Education District One. The attainment of efficient 
school organisation will always be at a crossroads if school heads do not rigorously follow the 
guidelines for accurate and efficient records-keeping administration. Inadequate and erroneous 
documentation within the educational system hinders comprehension of actual school events and 
activities. A questionnaire created by the researcher, the Record Custody Observations 
Questionnaire (RCOQ), was utilised to gather information from 120 educators and 10 school 
heads who were chosen at random from the 10 public secondary schools in Education District 

One. The study found that the handling of records in the secondary school system is fraught with 
issues, and that the school system's record-keeping will improve holistically through a variety of 
optimal organisational techniques and tactics. It was recommended that school heads and 
educators use the best organisational techniques and methods to enhance the secondary school 
system's records-keeping organisation in order to guarantee accurate and trustworthy school 
data. 
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1. Introduction 

Ensuring the seamless operation of a school is the duty of the school head. There are several aspects that 
determine how well he fulfils this obligation, and one of them is the records he is required to maintain. These 
documents provide a wealth of information about the school that will help him make decisions and evaluate its 
development. Certain records must be maintained in accordance with national education policy (FRN, 2014). 
Records concerning the school are kept by many individuals, including the school head, educator, and the local 
education authority. 

According to Ainafrah and Mouselli (2021), academic records are official documents, booklets, and files 
that include vital information about events and activities. These documents are saved and preserved in the 
school offices so that the information may be used and retrieved when needed. School heads, educators, and 
other administrative staff are responsible for maintaining these records. The log book, staff record book, visitor 
book, inventories book, and student personal files are a few of the important school documents. The goal of 
record keeping and organisation is to make sure that, among other things, accurate and appropriate records of 
students' progress and accomplishments, details about school events, and issues that will increase the efficacy 
and efficiency of the educational system are maintained. 

Records are crucial for maintaining the school and helping to accomplish educational goals and objectives 
since they are a key source of information. Documents foster teaching proficiency and uphold the historical 
tendency in the processes of instruction and learning. According to Saffady (2021), not all information can be 
regarded as records until it satisfies requirements for genuineness and authenticity, which include the 
information being true, accurate, and unique; additionally, records must be complete, easily available, and safe. 
Statutory and non-statutory school records are separated. Every school must have statutory records, which are 
those required by education legislation, and they must be produced upon request by the appropriate authorities. 

Admission/withdrawal registers, attendance registers, work schedules, school diaries, log books, financial 
records, continuous evaluation records, and so on are examples of statutory records. Schools that find non-
statutory documents valuable can utilise them privately. These consist of the school calendar, inventory book, 
staff minutes book, school magazine, cash book, stock book, discipline book, inspection/supervision report file, 
confidential report forms, and requisition book. These days, schools typically maintain all of the aforementioned 
records. According to Heller (2023), records organisation is the use of methodical and scientific control over 
recorded information that is necessary for the school's operation. The distribution, use, retention, storage, 
retrieval, protection, preservation, and ultimate disposal of all kinds of data within the school are all subject to 
this kind of organisation. The goal of records organisation is to increase the effectiveness of the procedures 
involved in creating and maintaining records as well as to ensure that school records are stored, retrieved, and 
used as efficiently as possible within the educational system. For a school head to evaluate the school's success 
in a meaningful way, he or she has to have correct information. All school records are highly helpful; 
nevertheless, they must be complete and accessible when needed. Not keeping records on a regular basis will 
result in incomplete and misleading records, which can impede the school's success. The head of the school 
must ensure that there are no false or inflated reports in the school's records. 

Saffady (2021) asserts that the maintenance of school records organisation is contingent upon the 
implementation of desirable solutions by school heads. These tactics could include prioritising the timely delivery 
of essential school records, retiring funds designated for records administration appropriately, and providing 
school heads with in-service professional training courses for staff to gain professional training, among others. 
Records organisation aids in regulating the amount and calibre of information produced in a way that best 
meets the needs of the educational institution (Zimmerman, 2023). Heller (2023) states that the goal of 
academic record organisation is to improve secondary school heads' performance. 

A proper records organisation program organises and safeguards the records of the institution, improves 
their usefulness as a management memory that regulates the equipment, time, and space allotted to records, 
and aids in the simplification of communication and intra-organisational issues. School heads, educators, 
students and other staff members are all involved in the cyclical process of handling records in secondary 
schools, just as in any other organisation. The majority of records are managed by school heads and are typically 
maintained manually, making it difficult to process, retrieve, and use them. Moyo et al. (2021) emphasise the 
inadequate number and calibre of personnel in the educational system's records organisation, underlining that 
hiring personnel does not compromise the quality of records organisation. According to Nani and Safitri (2021), 
organisation is a process that includes planning and innovation, coordination, regular supervision, organising, 
leading, measuring, and regulating; it is also seen as a procedure intended to guarantee staff involvement, 
cooperation, participation, and intervention in the successful accomplishment of a specific goal (Moyo et al., 
2021). Effective supervision, record creation, leadership, monitoring, provision and training of sufficient staff, 
records storage and retrieval, discipline and effective communication, duty delegation, motivation, and the 
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development of record-keeping skills are all necessary for school heads to manage academic records effectively 
(Moyo et al., 2021). The information and statistics produced by a successful records organisation program help 
the school plan and make informed decisions. It also helps the school maintain facts and figures for future use, 
which improves the efficiency and effectiveness of the school head and institution. The best possible 
organisation of school records would be ensured by the sufficient provision of high-quality personnel, funding, 
and equipment; on the other hand, insufficient or nonexistent availability of these resources would result in 
issues and difficulties with the effective and efficient organisation of records. Records and data created during 
the legitimate operation of an organisation or institution should be appropriately maintained and handled. Yet 
even though academic records are extremely important, it has been noted that they are not kept up to date. 

Given that all schools must maintain records in order to effectively and efficiently accomplish their 
educational goals and objectives, it is important to assess how well records are handled in Education District 
One. School heads do not appear to be handling school records effectively, despite the fact that they are crucial 
to achieving educational goals. Observation shows that trustworthy records are not adequately maintained. This 
implies that there are several issues with Nigerian records organisation practices, such as a lack of qualified and 
experienced workers and perhaps a lack of emphasis on records organisation overall. 

The aforementioned facts make it evident that there are issues with records organisation, and the 
researchers are very concerned about conducting a study on the organisation of academic records in public 
secondary schools in Lagos State's Education District One. 1. What are the school records presently kept in 
public secondary schools in Education District One in Lagos State?  2. What are the problems associated with 
keeping school records in public secondary schools in Education District One in Lagos State? 3. What are the 
strategies for the improvement of school records organisation in public secondary schools in Education District 
One in Lagos State? 

 

2. Methodology 

This study used a descriptive research design. Because this study aims to examine the organisation of academic 
records in public secondary schools in Lagos State's Education District One, 10 school heads and 120 educators 
from the 10 public secondary schools in Lagos State Education District One made up the study population, 
selected through proportionate random sampling. A questionnaire created by the researcher served as the tool 
for gathering data for this investigation. The 'Record Custody Observations Questionnaire' (RCOQ) is the name 
of the survey instrument. 
Ho1: There is no significant difference between the mean ratings of secondary school heads and educators 
with regard to school records that are kept in public secondary schools in Education District One in Lagos State. 
Ho2: There is no significant difference between the mean ratings of secondary school heads and educators 
with regard to the problems associated with record keeping in public secondary schools in Education District 
One in Lagos State. 
Ho3: There is no significant difference between the mean ratings of school heads and educators with regard 
to the strategies for improving school records keeping in public secondary schools in Education District One in 
Lagos State. 
 

3. Results and Discussion 

Research Question One: What are the academic records presently kept in secondary schools in 
Education District One in Lagos State? 

Table 1. Mean ratings of school heads and educators on academic records presently kept in 
secondary schools in Education District One in Lagos State 

S/N Item 
Description 

School Heads Educators 
Mean SD Decision Mean SD Decision 

1. The 
student's 
admission 
and 
withdrawals 
are recorded 
in the 
admission 
and 
withdrawal 
register. 

3.04 0.76 Satisfied 3.03 0.71 Satisfied 
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2. The log 
book is used 
for recording 
school 
proceedings. 

3.01 0.69 Satisfied 3.05 0.64 Satisfied 

3. The student 
names and 
attendance 
to school are 
recorded in 
the 
attendance 
register. 

2.98 0.59 Satisfied 2.78 0.69 Satisfied 

4. The daily 
class-by-
class 
activities are 
displayed in 
the school 
time table. 

2.89 0.91 Satisfied 2.98 0.70 Satisfied 

5. The diary for 
weekly 
lesson plan. 

3.06 0.71 Satisfied 2.99 0.68 Satisfied 

6. The visitors 
book is used 
to record 
individuals 
that visit the 
school. 

3.09 0.69 Satisfied 3.02 0.82 Satisfied 

7. The 
examination 
record book 
is used to 
compile the 
students' 
results. 

2.99 0.72 Satisfied 3.09 0.76 Satisfied 

8. The 
movement 
book is used 
to record 
movement 
of teachers 
out of the 
school. 

3.00 0.65 Satisfied 3.09 0.73 Satisfied 

9. The National 
Policy on 
Education 
displays 
government 
rules and 
regulations. 

3.10 0.69 Satisfied 2.99 0.68 Satisfied 

10. The lesson 
plan displays 
the 
summary of 
what to 
teach. 

2.77 0.81 Satisfied 3.09 0.69 Satisfied 

Cluster Mean 3.013 0.72 - 3.011 0.71  

All of the school heads and educators who answered the questionnaire are satisfied with the academic records 
currently maintained in secondary schools, according to the statistics shown in Table 1. The mean values of 
each item, followed by the cluster means of 3.013 and 3.011 for school heads and educators respectively, 
indicate the degree of agreement between them. This demonstrates that both school heads and educators 



Jurnal Aktual Pendidikan Indonesia (API) 12 
               

 

 

 

believe that the admission and withdrawal register, attendance register, school timetable, work diary, visitors' 
book, examination record book, movement book, copy of the National Policy on Education, and lesson plan are 
among the academic records currently maintained in secondary schools. 
 

Research Question Two: What problems are associated with keeping academic records in 
secondary schools in Education District One in Lagos State? 

Table 2. Mean ratings of school heads and educators on problems associated with keeping 
academic records 

S/N Item School Heads Educators 
Mean SD Decision Mean SD Decision 

11. Delayed 
delivery of 
records to 
school. 

2.62 0.61 Satisfied 2.93 0.73 Satisfied 

12. Absence of 
comprehensive 
supervision by 
school heads. 

2.58 0.59 Satisfied 2.87 0.91 Satisfied 

13. Absence of 
funds to 
acquire 
equipment. 

2.74 0.64 Satisfied 2.59 0.63 Satisfied 

14. Insufficient 
knowledge of 
record keepers 
on the use of 
facts from 
records. 

2.99 0.71 Satisfied 2.61 0.61 Satisfied 

15. Dishonesty of 
data by some 
people due to 
intentional 
adjustment. 

2.78 0.78 Satisfied 2.91 0.75 Satisfied 

16. Destruction of 
records by 
ants or 
rainstorm. 

3.03 0.66 Satisfied 2.69 0.81 Satisfied 

17. Undesirable 
approach to 
work by the 
school heads. 

3.09 0.77 Satisfied 3.09 0.96 Satisfied 

18. Deficiency of 
passion and 
attention on 
the part of 
educators to 
record 
keeping. 

2.96 0.91 Satisfied 2.88 0.81 Satisfied 

19. Enormous 
managerial 
roles of the 
school heads. 

2.68 0.55 Satisfied 2.74 0.87 Satisfied 

Cluster Mean 2.83 0.69 - 2.81 0.78  

The data in Table 2 indicate that a significant proportion of the school heads and educators who answered the 
nine questionnaire items agreed on the following issues related to the maintenance of school records: delayed 
delivery of records to schools; inadequate supervision by school heads; lack of funds to purchase books and 
other equipment; insufficient acquaintance of record keepers regarding the use of information from records; 
rainstorm destruction of records; human dishonesty of data due to intentional adjustment or erasure; 
undesirable approach of school heads toward their work; deficiency of passion and attention on the part of 
educators to keep records; and an excessive number of managerial roles borne by school heads. Educators' 
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mean evaluations on the subject ranged from 2.59 to 3.09, while school heads' ranged from 2.58 to 3.09. Since 
these points are above the cut-off point of 2.50, all of these are high response scales. The cluster means for 
educators and school heads were 2.81 and 2.83, respectively. 
 

Research Question Three: What are the strategies for the improvement of academic records 
management in secondary schools in Education District One in Lagos State? 

Table 3. Mean ratings of school heads and educators on strategies for the improvement of 
academic records management in secondary schools 

S/N Item 
Description 

School Heads Educators 
Mean SD Decision Mean SD Decision 

20. Source of 
required 
school records 
to school 
should be 
given the 
precedence it 
justifies. 

2.88 0.72 Satisfied 2.99 0.66 Satisfied 

21. Funds made 
for school 
records 
administration 
should be 
reserved for 
its use. 

2.91 0.69 Satisfied 2.59 0.98 Satisfied 

22. Administrators 
of school 
records 
should be 
given the 
prospect of 
professional 
courses. 

2.69 0.73 Satisfied 2.97 0.89 Satisfied 

23. School heads 
should ensure 
that records 
are provided 
on time even 
if it means 
using 
internally 
generated 
funds for their 
timely 
acquisition. 

2.58 0.91 Satisfied 3.07 0.69 Satisfied 

24. Record 
administration 
should not be 
prejudiced by 
political 
reflection. 

2.90 0.77 Satisfied 2.98 0.89 Satisfied 

25. Every school 
head should 
have a "Data 
Board" 
comprising a 
summary of 
data on staff, 
students, and 
activities in 
the school. 

2.66 0.78 Satisfied 2.77 0.99 Satisfied 



Jurnal Aktual Pendidikan Indonesia (API) 14 
               

 

 

 

Cluster Mean 2.77 0.78 - 2.89 0.85  

Based on the data in Table 3, a sizeable proportion of the school heads and educators who answered the three 
questionnaire items agreed on the following strategies for improving academic records: school heads should 
make sure that records are supplied on time, even if that means using internally generated funds for their timely 
purchase; record administration should not be influenced by political considerations; the provision of school 
records should be given the priority it deserves; funds made for school records administration should be kept 
for its use; and each school head should have a 'Data Board' that summarises information about staff, students, 
and school activities. Educators' mean ratings on the subject ranged from 2.59 to 3.07, while school heads' 
mean ratings ranged from 2.58 to 2.91; all of these are on the high side. The cluster means of 2.77 and 2.89 
for school heads and educators, respectively, also show that they agree on the strategies to enhance secondary 
school records administration. 
 

Hypothesis One: There is no significant difference between the mean ratings of secondary school 
heads and educators with regard to academic records that are kept in secondary schools in 
Education District One in Lagos State. 

Table 4. Summary of t-test analysis for Hypothesis One 

Group Number Mean SD Df t-cal Sig. (2-
tailed) 

School Heads 52 3.013 0.72 4.4 1.367 .109 
Educators 364 3.011 0.71    

According to the analysis, the calculated t-value of 1.367 has a probability of 0.109. The null hypothesis is 
accepted since the probability value of 0.109 is higher than the 0.05 level of significance, suggesting that there 
is no significant difference between the mean rating scores of educators and school heads with respect to 
secondary school records. 
 

Hypothesis Two: There is no significant difference between the mean ratings of secondary 
school heads and educators with regard to the problems associated with record keeping in 
secondary schools in Education District One in Lagos State. 

Table 5. Summary of t-test analysis for Hypothesis Two 

Group Number Mean SD Df t-cal Sig. (2-
tailed) 

School Heads 52 2.83 0.69 4.4 1.594 .121 
Educators 364 2.81 0.78    

The probability associated with the computed t-value of 1.594 is 0.121. The null hypothesis is supported since 
the probability value of 0.121 is higher than the 0.05 level of significance, indicating that there is no discernible 
difference between the mean rating scores of school heads and educators about issues related to record keeping 
in secondary schools. 
 

Hypothesis Three: There is no significant difference between the mean ratings of school heads 
and educators with regard to the strategies for improving academic records keeping in secondary 
schools in Education District One in Lagos State. 

Table 6. Summary of t-test analysis for Hypothesis Three 

Group Number Mean SD Df t-cal Sig. (2-
tailed) 

School Heads 52 2.77 0.78 414 1.414 .171 
Educators 364 2.89 0.85    

According to the analysis, the calculated t-value of 1.414 has a probability of 0.171. The null hypothesis is 
accepted since the probability value of 0.171 is higher than the 0.05 level of significance, demonstrating that 
there is no discernible difference between the mean rating scores of educators and school heads regarding the 
strategies for enhancing the maintenance of academic records in secondary schools. 
 

4. Discussion 

Based on the answers provided to the study's first research question, it was determined that the following 
documents are currently maintained in secondary schools: lesson notes, a copy of the national education policy, 
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log books, attendance registers, school timetables, work diaries, visitors' books, exam records, and movement 
books. This finding is consistent with Smith's (2025) assertion that, for a school to be effective in record keeping, 
the following records must be properly kept: a copy of the National Policy on Education, lesson notes, a log 
book, an attendance register, a school timetable, a diary of work, a visitors' book, an exam record, and a 
movement book. Regarding the second research question, on the problems associated with keeping school 
records, participants reached consensus on several recurring issues; this is consistent with Mehmood (2021), 
who found that the main problems with record keeping in the educational system are the delayed delivery of 
records, the absence of adequate supervision and funding, the lack of knowledge about record keeping, the 
constant alteration of records, and the conflicting managerial roles of school heads. On the third research 
question, the strategies proposed for improving academic records management are consistent with Parycek et 
al. (2024), who assert that educators and school heads should adopt optimal administrative procedures to 
guarantee successful and efficient management of academic records within the educational system. 

Maintaining records is essential to achieving educational objectives. According to Beimaklouf and 
Chouaou (2024), records are any documents, regardless of format, that an organisation creates or receives 
during business operations because of the information they contain. Records provide information about all of 
the school's employees and students. Maintaining records is essential to the organisation and use of education 
and to the school's ongoing existence as an institution. If made available and used appropriately, this 
information will help school heads, teaching and non-teaching staff learn more about their students, which will 
put them in a better position to support them academically, ethically, and socially; furthermore, they may convey 
the information to anyone who would require it (Heller, 2023). 

Documented statements of facts about people, events, facilities, proposals, and activities inside and 
related to the school are called school records. There are several of them, and members are typically given 
them. Nonetheless, the school head, who serves as the chief executive, has full accountability for the school's 
academic records (Smith, 2025). As is evident in schools, there are several instructional activities, including 
scheduling, hiring teachers, registering new learners, and organising school programs. These are all educational 
activities that must be documented and kept on file for future use. To put it simply, records are official 
documents, books, and files that include important details about school-related acts and events. These are 
saved and preserved at schools for use when necessary. One of the key responsibilities of the school head is 
maintaining accurate records. Education law requires that all government-owned and nonprofit schools maintain 
the necessary school records. Keeping records helps to address some of the issues that may occur from 
forgetting things since, as Aprilia and Aminatun (2022) noted, many people have trouble remembering events 
in their lives and forget things readily. Properly maintained records aid in reconstructing the school's past. 
Teachers and school heads have a professional duty to maintain school records. Records give teachers and the 
head of the school information that helps them organise and prepare their work efficiently. An incoming school 
head, for instance, can learn enough about the school's history, customs, and issues, as well as its administrative 
structure and relationship to the surrounding environment, from the school's records. A teacher taking over a 
class or topic from another can also learn where the previous teacher stopped, thanks to school records, and 
can get a sense of the class's average ability and student behaviour from the evaluation carried out by the 
predecessor. It is impossible to overstate the value of maintaining school records, because record keeping 
serves as an information bank that allows education ministries to see data, records, and occurrences. 

In every social organisation, such as an educational institution, school records are a very vital tool that 
can be kept in the school to provide useful information on both staff and student personnel organisation. 
Records from different schools differ; statutory and non-statutory records are the two main categories into 
which school records fall. Records maintained in compliance with education law are known as statutory records, 
and they must be produced upon request for official inspection by ministry of education representatives. A copy 
of the national education policy, national curricula on various subjects, teacher assignment books, query books, 
school history, transfer certificate books, student individual files, sports and games record files, school clubs 
and societies, annual leave rosters, teachers' annual evaluation reports, education inspectors' reports, 
organisational charts, and minute books are examples of such records. 

 
Stock books, cash and account books, school calendars, health records, inventory records, and staff 

minutes are examples of non-statutory records that are maintained for administrative purposes (Onanwa, 2022). 
According to the legislation, a number of documents must be maintained in order to ensure that school 
organisation is efficient, forward-thinking, hygienic, and creating opportunities for growth. It is important to 
remember that there is still a gap in the literature despite the fact that a lot of work has been done on record 
keeping and related subjects. The disparity results from the fact that none of the aforementioned studies were 
conducted in Lagos State, as well as from the way school records are handled there. This paper attempts to fill 
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the evident vacuum left by previous research's neglect of the aforementioned issues. 
 

5. Conclusions 

The management and administrative effectiveness of principals and educators are greatly impacted by the 
school's meticulous record keeping; there is a probability that the system's standards for managing academic 
records will be raised for school heads who follow proper and ideal administrative procedures. A key component 
of overall school administration is the efficient maintenance of academic records; in other words, in order to 
pursue and achieve school goals and objectives, school heads and educators must inevitably maintain correct 
academic records. 
 

6. Recommendations 

1. The following academic records, which were found to be currently maintained in secondary schools, should 
be sustained by school heads: lesson notes and plans, a copy of the national policy on education, log books, 
attendance registers, school timetables, work diaries, visitors' books, exam record books, and movement books. 
2. School heads should specifically use the following administrative procedures that define the maintenance of 
academic records: assigning educators the responsibility of maintaining daily school records, maintaining 
accurate custody of records and books in their offices, overseeing teachers' compliance with record-keeping 
instructions, and verifying all information in the records before principals sign them. 
3. The following best practices for enhancing academic records management should be used to address issues 
related to the maintenance of school records: priority should be given to the provision of necessary academic 
records to schools, funds designated for academic records management should be retained for its use, managers 
of academic records should be given the opportunity to pursue professional development through in-service 
training, and each school head should have a 'Data Board' with a summary of staff, student, and school activity 
data. 
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