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SUMMARY

Archival legislation is a crucial tool for the public sector to ensure the management, preservation
and accesefacount ryos n aaryiheritagelln Mdzarobiguee anchival legislation

has been enacted which sdhe scene forrecords appraisal and disposition, as well as
classification schemes and retention schedules for administrative re€gagernmental bodies
falling under the auspices of the A&t a result, public agencies in Mozambique are required by
the archival legislation to adopt a systematic and organized approach to the management of their
recordsfrom creation to disposaDespite this the records management processksnany
public entities in Mozambiqukave remained ineffective and inefficteihis studyutilized the
recordlife cycle concept as a framewdrk assess the state of implementatiorthef National
Archives and Records Management Act atuBrdo Mondlane University (EMU) in
Mozambique The study applied a quantitative research apph with triangulation of data
collection tools, amely, questionnaire and documantlysis. The study revealed th&MU has

only established one central records appraisal and disposal commitiee doectorateunits,

which has not coped with the t¥gds management demands from other academic units such as
faculties schools and research centdrsmost of the academic units the records management
staff were not involvedn the training, records appraisal and disposal proceasegell asn the
dedruction and/ortransfer of records to th&lozambique Historical ArchivegMHA), as
required by legislationThe study concludes thatost EMU unitsdo not complywith archival
legislation resulting in few provisions of the Act being implementdthe study therefore
recommends that the records management function at EMU shouldh pldce the basic
procedures ofontrol for records managemesystemswith the leadership taking a proative role

in the strategic planning, budgeting and monitoriddurtherempirical staly on the assessment

of the state of implementation ohea National Archives and Records Management Act

throughout the entire public seciarMozambiques recommended

Key words: archives, archives management, archives legislatidnailoM ondlaneUniversity,
Mozambique, public seatp records, records managemeiational Archives and Records

Management Act.
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CHAPTER ONE
INTRODUCTION

1.1 Background

Many countries in theworld have developed national archives and records management
legislation for the public sectofiRMT 19993; Wamukoya & Lowry 2013:153).egislation that
establishes the legal and administrative infrastructure not only a&oales, power and
responsibilities among central state departments and public agencies, but also protects the rights
of citizens withrespect to recorded informati¢fCA 2004:5. Archival legislation is a crucial

t ool for the public sector to ensure the man
national e@cument heritagd RMT 1999:3. However somepublic government agenciefo not

function effectivelydespite the availility of records andrdhival legislation Ngoepe (201%)

argues that having legislation and not implementingasigoodas not having itin Africa, lack

of implementationis partially due to the fact that mogteces ofarchival legislationare not

costed (Ngoepe & Saurombe 2016Mozambiquealso enacted théational Archives and
Records Management Aat 2007 (See Appendix A for a copy ohé National Archives and
Records Management Act No. 36 of 2Q07)

According to the National Archives and Red®iManagement Acthe Mozambique Historical
Archives(MHA) plays an advisory roJeoncerning the desigrf cecords management systems,
the monitoring of records appraisal processas management of perneamh recordswith regard
to the Act As a part othe Eduardo Mondlane UniversitfeMU), the MHA is also in chaye of
the management speciflbaof current, semcurrent and permanent records within the EMU
units. This implies that the EMUhrough MHA plays a contradictory double rotgardng the
mana@ment of public sector records as the referee amgeplregulator and regulatedhe key

goals of the MHA at EMU are as follows:

1 To formulatespecificrecords manageamt documents for the EMU
1 To implement key records management documents sugndelires, regulations,
procedures, standards and tools.

1 To monitor records appraisaind disposgbrocesses



i To ensure the protection and preservation of the enduring administraivegarent and
scientific recordsvithin the EMU units.

1 To ensure the public aessibility of records complying with other regulations related to
the access to informan and issues of state secrecy.

i To evaluate the traing needs on records management.

I n order to ensure that records &aessedifar eat ec
appropriate manner, t h e ara recdnds management respbiisies were assigned and

the standards, guidelines, procedures, and tools were also producdide l&yentre of
Documentation and Information of Mozambiq¢@EDIMO) with techni@l assistance from

MHA (CEDIMO 2013:3 2014:2) This meansCEDIMO is responsible for themanagemenof

public records in Mozambiqueyith regard tothe management of current and sernirent

records and EMU, through MHA plays aradvisory roleon recordsand archives management

issues to Central Director of The National State Archives Systernsaisio responsible for the

managemenf permanent records making them available for the public

With the enactment of the National Archives and Records Managehetin August of 2007
(Mocambique 2007D), the EMU, through the MHAas one of its special unijtplays an
advisoryrole (Mocambige 1976:1 Mogcambique 1995:1IMocambique 2007:21As a result,
the MHA has been undertaking several initiativesvards developing programmes for good
recordkeeping within the university since 200is isin line with the University Strategic Plan,
which emphasises the need for evidehasedjood governance, including effective procedures
for retrieval of its records coplying with the National Archies and Records Management Act.
Nevertheless, the main challenge is to ensure that specific records management rules, tools and
procedures ardeveloped tamplementthe National Archival and Records Managem&at in
governirg the recordand archives enagementithin the University (Mogambique 200272-
28). Public agencies in Mozambique including the EMU have been struggling to implémaent
requirements o&rchival legislation concernirtg records managemertis is alsohe case with
other countriesn eastern and southern Africa. For example, #go@008;2012;2016) reveals
thepoor state of records management in South Africa; Nengomash (2013) iddatkef skills

in managing records in Namibidgemoni (2007)gives similar information forKenya and



Chaterera (2012or Zimbabwe to mention just a few countrie$he situation is the same in
Mozambique althougtihere is scarcity of literature due the language barrierStudies in
archives and records managementauatsern Africa for exampleNgoepe and Saurombe (2016)

and Mnjama (2005)ften exclude Mozambique becal®artuguese is the first officildnguage

The presentstudy utilized the life cycle concept as a framework dssess the state of
implementation bthe Mozambican National Archives and Records Management Act at&ViU
a meas to ensure the efficient and effective archives and records management within its

administrative, academic and special ufotsthe future

1.2 Background to archives and recordsnanagement in Mozambique

The background presented here refers to historical periods of archives and records management
in Mozambiqueboth before and aér independence frorthe Portugueselt identifies and
describes thekey changes that occurred in thechival and Records Management Act
particularly betweeri992 and 2007Such changes were madghin the public administration

in order toensure thainformation was accessible for atong a period as possiblaith an

efficient and effective public sace delivery.

1.2.1 Mozambique under Portuguese colonial administration

According to the first known national literature on archival science, the history of archives and
records management in Mozambique dates back to the creation of the MHA in June 1834 by t
Portuguese colonial gernment through Portaria 2687 (Costa 1987:4 Nharreluga 1999:62;
Inhangumbe 1999:1&ilva 2000:71 Monteiro 2000:66Mangue 2015:17)The MHA wasfirst
adminisered bythe Library Statistics Department and was then passed tDdpartment b
Instruction Services in 195However, its role was only clearly defined by the l&gige
Diploma No. 635 of 1939The crucially important objectives were to collect and preserve not
only archival materialsbut also to create a bibliogfaip collection about Mozambique.
Furthermore, its responsibility was enhanced in 1939 beaafuee necessity for setting up

library, history and administrative archival records sectichsell asa GeneraRegister Office



for the colony.In December 198, the MHA was recognised #se General Archives ahlLegal
Deposit of the provincgNharreluga 1999:63)t was a archives serviceseparatefrom the
Portuguese donial administrative servicesThis has been seen as thetivation for the

establishment o moden administration in Mozambiqu®languele 2009:44).

Aside fromestablishing the role of MHAthe Portuguese colonial government in Mozambique
formed a specialised committee on 12 April 1938, in order to investigate the organisation of
administratie services including book systems used for recondsgistration (Mogambique
194Q1236. The committee concluded thathe archives and records management within
Portuguese colonial administratioraswcharacterized by a lack of clear archival and records
operation objectivesThere was dack of organised, standardised and structured archival and
records management servichat Ngoepe and Keakopa (2011:147) contend that the archival and
records work could no longer be managa&dan aehoc basis by the adnoval and administrative
staff. Consequently, therevas a need for ensuring that records and archivese preserved as
long as possibledating as far back as the beginnionfithe colonialadministration(Ngoepe &
Keakopa 2011147). As a result, the Portar No. 4: 244 from 16 December 194fbntaining
procedures for the Portuguese colonial administrative serviessenacted ahupdated in both
1960 and 1969respectively(Mocambiquel9601969). This Portaria also did not state the role

of the MHA regardig the management of public records within the Portuguese colonial
administrative services (Silva00071). Before 1910, the archives and administrative services
were not subject to central contra@s was the case in South Afrigllgoepe & Keakopa
2011:47). The attemptsoutlined abovewere made in order to ensure that all the records
produced by colonial administrations in Africa wegmeserved for a long periodNgoepe &
Keakopa 2011 :148).

As a public state organisation, EMwvas created by decréewv N0.44.530 of 21 August 1962
under the name Estud@srais e Universitarios (EGUMIrrom that timeit had to comply with
the Archival and Records Managent Portaria No. 4:244 of 194Mitially, its organisational
business was directed aly a minority of Portuguese citizens and a handful of civilised local
African people(Tembe & Pereira 2015:1As Quilambo (201%}) observes, the EGUM offered

academic programmes in education, medicine, agronomy, veterinary sciences, civil engineering,



mining and electcal and chemical engineeringhese programmes were extended in 1968 when

the institution was elevated to the status of universitiopting the name of the University of
Lourenco Marques (ULM) through Decree No. 48790 of 23 December Bg8t from the

teaching and learning processes, research activities were also given considerable attention as the
core business of the universifChilundo 2012). Other academic extended programmes
included applied mathematics, physics, chemistry, biology and geodésgyyell as Roman

philology, history, geography, econommiand metallurgical engineerii@Quilambo20154).

To sum up, the role of the MHA within the Portuguese colonial administrative services was not
stated in Portaria Né: 244 of 1940which was updaiin 1960 and 1969 his Portariamerely
regulated the records registration and classification of incoming and outgoing records within the

administrative services.

1.2.2 Mozambique after independence from Portuguese colonial administration

The Mozambican stateas officially created on 25 June 1975, @nldecameandependent ofhe
Poruguese colonial administratio@ne year later, the MHAhrough Decree No. 26/76 of 17
July 1976 was moved from théinistry of Education to EMWRIaying its role as a National
Archives the MHA began collecting archival records from all over the colonial administrative
services as well as from outside the country, such as in Por@gal Italy, France, Holland,
Switzerlandand SamancéCostal9875). This project was funded kihe Swedish government

in 1978 (Nharrelugd99963).

The first | egislation on Mozambi queodsondati ona
October1992 through Act N&3/92. This legislationwas an extremely broad framework with

some specific thitations on classification, retention perjagpraisal and désiction procedures

of records.The MHA was given a mandate to guide the archives and records management
practices in the entire central state departments and public government agen@gspuairitial

and district levelsThe presenstudy, however,s based on internal implementation at EMU of

the new National Archies and Records Management Atb. 36/2007.As a result ofthe

continuing political, economic and social reforms since 198% Mozambican government



launched a global strategy for public reform in June 2001, in order to ensure the integrity,
transparency, efficiency and etttiveness of the public sect@utoridade Nacional da Funcéo
Publica20064). This strategy for public eform was divided into two phases: The first, from
2001 to 2005 and the secorfdpm 2006 to 2011(Autoridade Namnal da Funcdo Publica
2006:4).Part 8 of the second phase of the public reform was devoted to fighting and reducing the
level of corruption whin central government departments, provincial and district public
government agencies through the creation of systems for the management of and access to
government informatignincluding the establishemt of the egovernment networkAutoridade
Naciond da Funcédo Publica 2006:31Among other issues of public interetitis second phase
defined as a priority, the organisation and standardisation of the archives and records
management funan in the public sectofCEDIMO 20131). In 2003 a records maagement
assessment was carried out at natiopedyincial and district levelsAs a result, in 2006 the
Mozambique Government approved the StrategyAhives and Records Management and
introducedsignificant changes in the public administration.

In order to establish more effective records management practices, a new National Archival and
Records Management Act was enacted in 2007 (Act No. 36/2007, from 28 August 2007), which
created the national state archival systefoBowed by several pieces oktlated secondary
legislation, namelya) the Ministerial Diploma No. 30/2008vhich approved the methodology

for designing the classification scheme and retentidmedule for specific recordd) the
Ministerial Diploma No.31/2008, which approeethe sandards for records appraisal and
disposition and c) the Ministerial Diploma No0.37/2010, which dealith the standards of
operationin addition, there wasAct N0.36/2010,which created the National Conmssion on
Records Appraisal and Disposal (NCRAR) approved a procedures manual on current
records as well as Law No. 31/2014n the right of access to public information and general
guidance on control and disaster planning and recovery in Zb&sefore, CEDIMO had to be
strengthened for the opei@atalisation of the above mentioned strategic legyad regulatory
environment (Autoridade Nacional daredo Publica2006:31).I1t was recognised that poor
record keeping practices coul@ither ensure accountability in the public sechar provide a

quaity service delivery to the citizen§Autoridade Nacional da Fun¢do Publi2@06:31 ISO

200211; Chebani 2005:139).



In conjunction with the global strategy of public reform, EMbtroduceda records retention
and disposition commission that created cerfapjectswhich were implementedhroughsuch
thingsas staff training, records surveys, records appraitsification and retention schedules
anda procedures manu&r administrative functiond-urthermore, a classification scheme and

retention schdules for specific functions were aldesigned.

The ULM opened to all Mozambicans in 198dwas named the Eduardo Mondlane University
on 1 May 1976By 2015 EMU hal a student population of approximately 36,864 of which
91.1% are undergraduates an®%. pestgraduategQuilambo 2015:4). EMU is a public,
fundamentally teachindriven institution that will become a research and extedAsidn
university in the near futureomplying with both the vision and mission statements formulated
in order to ensurexcellence and high qglily (Mocambique 1995:9Direc¢édo Cientifica da
UEM 20045; UEM 2016:1 UEM 20164-5).

The functions of the EMU can be identified and described from its vision and mission statements

as well as the strategic plddence, the univeist y vi si on statement affir
be a national, regional and international reference university in the production and dissemination

of scientific knowledge as well as innovation, highlighting research as the foundation of teaching

and leaning processes, extensio and o ut r e(dEVh20184). Reseaich iglsseen

as a key function of the unikgty for national developmeriDireccéo Cientifica da UEM 2004

5; UEM 20165). The university mission readB8:Pr o d u c e a n dientific k\@vkedge, n at e ¢
promote innovation through research, extension and outreach activities, while imparting
humanistic values onto generations to face contemporary developmént chan ges of SocC
(Mocambique 1995:20JEM 20154).

According to UEM(20165-23), there are three university missions or functions, namely: the
teaching and learning process,a&xh and university extensiomo support these missions,
theuniversity also deals with the governance and university management function that includes
social, cultual and sport areqd§/EM 20165-36).

Mozambi queods science, technol ogy and i nnovat
research areas, which have been considered as strategic objective€£MU research policy
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(UEM 2015:5).These aras include: human resource development, educa@rigulture, health

and energyOther areas were identifieduch as the social and human sciences and culture,
gender equity, ethnbotany, HV/AIDS and the environmenfUEM 20155). In addition,
informaton and communication technology and biotechnology are seen as enablirguttiogs
technologies for the developmteof strategic objectiveUEM 20155). Strategically, the
universityis moving towards the establishment of partnerships and networkargento ensure

that scientific knowledge is produced and disseminated, and innovation is promoted through
research, egnsion and outreach activitiéhe publicprivate partnership, civil society, industry,

and government arehe key stakeholderdUEM 20154-5).Accordingly, a change in the
mentality, along withimprovements in the data leected from the researciind disseminated
within the university, are needed and this may take (ldEM 20165-17). As a result of their
business activities, all the @emic and administrative units have generated a large quantity of
records day. These records would béhe subject of systematicontrol according to the concept
oftheé |l i f e cycl e tofthe manwalenvianrieriawevdr,the récent cocept of

the Orecor ds coasnapplied uarticulartydodtieel electronic environmenand a

model action plansuggested by hinyemba andNgulubeis adopted20057). Therefore, both

the business processes and related records created and restwmuét be clearly identified,
described and assessed in compliance with the National Archival and Records Management Act
Following independence, both the Portuguese colonial administration and the Mozambican state
were interested in putting soungcod management practices place within the public
adminigrative services.However, their political, social and economic goals were totally
different. From a racially and socially discriminatory archival and records management approach
for minorities praciced by the Portuguesethe modern administrationinfluenced the
development o&in integrated national approadthill facing certain challengedut based on the

local needs.lt appears that in 2007, theublic sectorrecords and archives management
strudures, responsibilities and authorities were changed significantly, thereby affecting the
organizationabusiness at EMMog¢ambique200722).

1.3 Theorethical framework of the study

This studyis concerned witlassessing compliance with archival legislatiomeringthe records

managementrendsat EMU from the creation to the dispos@herefore, the entire life cycle of



a recordis covered as Mozambique archival legislatis based on this principl&here is a
tendency amongst organisations not to bas# tlecords management practices on existing
theories or principles of recoradsanagementNgulube 2003:20). According to IRM{L999:5)
four important principles or theorig®vern the care of records and archives particularly within

the context of the palic sectoras follows:

1 The principle ofrespect des fondsatingthat records must be kept together according to
the agency responsible for their creation or accumulation, in the original order
established at the time of their ctiea.

1 The life-cycle mnceptdemonstrating that records follow a life cycle.

1 The continuum concegproposingthat the care of records should follow a continuum.

1 The principle of levels ® arrangement and description statitttat records can be

organised according to hierarchl levels in order to reflect the nature of their creation.

This study applid the life cycle theorywith regard to theecords managemempirocessest
EMU. Although the principles of respect des fond®stablished at the time of their creatien
not dscussegdthe principle of levels of arrangement and deption is applied to records that are

alreadyin the custody of an archivespository.

The life cycle concept wasroposedoy Theodore Schellenberg of the National Archives of the
USA in 1934 (Shpherd & Yeo 2003:5)lt divides the referred cycle into three phaq@ésthe
records creation or receifi) the records use and maintenance @ijdthe records destruction

or transfer to an archivaépository (Ricks & Gow 1988:4Furthermore, accding to Ngoepe
(2008:8) this theory has been the predominant conceptual framework for managing records,
especially in the paper environment since the late 1980s seenby records managers and
archivists as the most integrated and comprehensive apptoaecords management (Ngoepe
2008:9) as it clearly defired responsibilities for the management of records at three stages
reflectedin Table 1.1



Table 1.1:Life cycle of a record (IRMT 1999:19)

Records destructic
or transfer to Records creation

archives repositor recept
(born or adopted;

(die)

Records use anc
maintenance

(live)

The life cycle concept still offers aefsil framework in records managemémt the paper world
(Shepherd & Yeo 2003:10)n view of this, and also the fact that the National Archives and
RecordsManagement Acis still prevailing, the life cycle concepémainsa relevantfactorin

this study.The following areas werniavestigatedvhen researchinthe management of records at
EMU through the entire life cyclemamely: 1 Records creation or receipt (born or adopted), 2
Records use and maintenance (live) anBe&cords destruction or transfe archives repository
(die). All these constructs were applied in relation to the provisions of archival legislation on

records management processes.

1.4 Problem statement

Despite the availability oérchival legislation guidinghe managemerdf records many public

agencies in southern Africancluding Mozambiqueare struging to comply with these models
of legislation (Ke&opa 2007;Nengomash 2013Ngoepe 2008Ngoepe& Saurombe 2016;
Ngulube 2003).The EMU as apublic government agewcis required by aw to adopt a
systematic and organised appioao the management of recordehe strategy for this is

provided by he Natimal Archives and Records Management Aut its legislative and legal
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framework accordingto which records management practices gavernmental bodies are
regulated.Therefore, severatecords management documehigve been designecgarding
practices to do with establishing policy and such thasgsonstructingprocedures manual, a set
of standards for records creatiomcords apraisd and disposition, guidelines falisaster and
recovery plan, classification schemes and retention schedules for administrative and specif
activities On the basis of thelational Constitutionthe Act N°30/2001 on the functioning of
public adminisration and service delivery indiestthe importance of modernizing records
management practices within public government agerforemaking records availabl® the
public when requestedn spite of judicial requirements indicating the importance @ippr
records management practice, there siggestiorthat the situation is not reflected inaptice
(CEDIMO 20134; 20151). However, according to Keorapetse andakapa (2012:24
25),Wamukoya and Lowry (2012:18%3) and Ngoepe and Ngulube (2014:136)ould seem
that the problem relang to the low level of implementation of records management in a

systematic and organized weyaggravated by the following factors:

Lack oftop senior management suppaint records management practices.
Lack ofawaeness of themportance of records management.
Inadequate records management standardsadequate policy.
Inadequag records management procedures.

Lack oftrained, qualified and motivated staff in recordanagement or related fields.

= =4 4 A4 A -

Inadequate reeds management structureadequée records managementdit and

control andnsufficient funding forarecords management programme.

1.5 Purpose of the study

The general purpose of this stuags to assess the state of implementation of the Meean
National Archives and Records Management Act at EA4LA governmentgublic agencyin
order to ensure efficient and effective archives and records management within its

administrativeacademiand special units

The specific research objectivasre to:

11



Assesgheavailability and implemetationof policies andgrocedures
Assess the availability and implementatiorclafssificationsystemsat BEMU.
Analysesecurity anghysical protection of records at EMU.

Assess theaccessibilityof records aEMU by the academic community.
Establish the level ddkills and trainingn records managemeat EMU.

Determinetherecordsappraisal andisposal processes EMU.

=4 =2 4 A4 -4 A -

Assess the information and communication technology used for the management of
digital records at EMU
1 Assess the level of top management supfarrtecords management activitias EMU

units.

1.6 Importance of and justification for the study

The importance of this study is underlined by IRMT (1999#hich argues that both archives

and recods are major sources of informatioih is important that they should be managed
properly in orderto avoid a situation of failure in the organisational businesighough the
archives and records management function is an extremely important funct®npitgiven

priority (Ngoepe & Ngulube 2013). Due to the lack of a sound records management
programme, many universitiesound the worldincluding EMU, have been facing a range of
records management challenges that shbeldaddresse@Kulcu 2009102-103). As a result,
records surveysave beenfollowed by the implementation of related projects on records
management strategjaescludingsuch items akegislation and regulations, governance structure,
awarenesgaising policies, staff training, proderres and toolsThesehave been common
methodologes used for introducing organisational changes in archives and records management
fields for better serge delivery (Chebani 2005:144Mauer 2013:43 Keakopa 2013:40;
Wamukoya & Lowry2012:152153). They can also help to develop an effective and efficient
archives and records management programme within EMU records, with information protected
and made available for as long as possible for administrative and academic purposesend to th
public as a whole ISO 2001:4;Ngoepe & kKeakopa 2011:3)Furthermore, as a result of this
study, it is expected thathe existing limited literature on records management in Mozampique
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which is mostly in Portuguesejill be expandedAdequate financial resources dherefae be
allocated to EMU so that it can helip the preseration of the organisational klget through
adequate planningConsequently, challenges faced in the archives and records management

operationgole can be alleviated (Mazikana 1984

1.7 Definitions of key terms

The identified key termsre crucial for this studylherefore, they will be defined in terms of the
coniext in which they will be usedAs Ngoepe (20086-17) and Onyancha and Mokwatlo
(2012111 note, if such terminologies are not defirmtd explained clearly enough, they may
create a misunderstanding even for readers arofamiliar with the subjeciThe key terms
identified in this study include: archives, records, archives management and records

management

1.7.1 Archives

Archives are dishguished from the building in which they are preserved and made available for
consutation (archival repository)The termNational Archives is used onlyith reference to
previouslegislation or as the title of the archival repository in which archidethe central
institutions of the state are preserved and made available for consult@®®T 1999:8).
Neverthelesghe National Archives and Records ManagamAct defines archives dke whole
documents in any form and dategardless otheir medium Enduring value documents are
preserved by a juridial or physical person or organizatispecializingin the conduct of affairs

for reference, sourseof information or evidenceThe Act also identifies two categories of
archives namelythe State archies and private archive$he state archives are defined as the
whole documentgreated and received by a public government body in pursuance of legal
obligations or in the transaction of busineBBis includes private archives that aesponsible

for public sevices (Mocambique 2007:2&).0Onthe other hand, the private archives are defined
as documentsereated and receiveldy a juridiaal or physical person of private affairs in
pursuance of legal obligations or in tih@nsaction of busines§hese d@umentsmight or might

not be underthe custodyof public instituitions (Mogcambique 2007:222). While the IRMT
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(1999:4) explainghati Ar chi ves are recor ds, -cursnuracbrdsyof but n
enduring value seléed for permanent presetian, archives will normally be preserved in an

archi val .Onéeabherihdndtheyl©A (2015:1) definearchivesas the whole of the
documents made and received by a juraior physical person or organization in the conduct of

affairs, and peservedAccording to ICA (2016:1)archives are an incredible resourdéey are

the documentary bproduct of human activity and as such are an irreplaceable witness to past
events, underpinning democracy, the identity of individuals and communitéesuaman rights.
However,they are also fragile and vulnerabfdl of the above authors argue that archives a

the whole documentsf enduring value that are presenfedover time

1.7.2 Archives management

It is important to note that archives managementiiderstood as thenanagemenof the
professional area of expertitiegat is concerned with the méémance and use of the archives
(IRMT 19994; IRMT 20097). It is aso known as archival administratioBy contrast the
National Archives and Records Mayement Act refers to archives management as the
management of permanent records undercustody of the Mozambique Historical Archivés
addition, the National Archivesmust be preserved for public access over tinespecting
confidentiality and privag issues(Mocambique 2007:224). Oveml, within the body of
researchers there is consensus that archives management is the administration of permanent
records.For this study the archives management is the management of permanent records that
are presered and made available to users by an archival repository or a national archives
(Mogambique 2007:224).

1.7.3 Records

A record is a document regardless of the form or medium created, received, maintained and used

as evidence and information by an organisatioan individual in pursuance of legal obligations

or in the transation of businesfiSO 2001:3. It is alsoregardedas acomplete set of information
contained within a dacompbsadot fieldsheachtof whichlcontinsr e ¢ o r
one itemof i nf or mat i ono ([herR Mé& foutypes 9f: rdc@&ding media cu as
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paper, electronic, audisual or microfilm (Ngoepe 2008:10but archival sciencaloes not
considera published books a recordit is regareéd as a record in librarianshipcdaasource of
informationas well In fact, information selected from it and reused in a new context may itself
become a record (IRMT 1999:7)Yherefore, ecords offer a picture of sometlyi that
happenediccording to IRMT(1999:9§, records are mainly @nacterized by being static in form,
unique,authenticand haing authority.(This issue is explained in detail in the secio8.4 of
Chapter fouy. As wasobservedabove by ISO (2003:3Jor the purpose of this studihe term
record is defined as adument regardless of the form or medium creatddch isreceived,
maintainedand used as evidence and information by an organisation or an individual in

pursuance of legal obligations or in the transaction of business
1.7.4 Records management

There is not oe single definition d the records managemeniérm According to the ISO

(2001:3), records management is definadfithe efficientands y st emat i ¢ contr ol ¢
from their creation to their disposavidentd ncl ud
of and information about o or g ations snatheifoorm af | bus
recordsKemoni (2008) argues that this definitionnist accepted univesly.On the other hand,

Ngulube (2000:163; Wallace (1987:9; and Yusof & Chell (1999:10) define records
management as@ocess by which an organisation manages all the elements of records, whether
externally or internally generateth any format or media type, from theiceipt all theway

through to their disposalOther sources &ntain thatrecords managemer$ viewed as a
Aprocess of controlling organisational i nform
(Place & Hyslop 1982:4)verall, there is consensus among the researchers that records should

be mamaged fromcreation to dispsal. Based on the above definition given by ISO (2004n8)

Van Garden (2003for the purpose of this study, records management is defined as the
systematic control of records through the entire life cg€leecords management procestest

include ecords capturerecords classificatiormecords storage, records preservation, records
access, records tracking and records dispbsalmoredetails sedable 12 on the description

of each records management process
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Table 1.2: Desciption of records management processes (Van Garden 2003)

Records management processey Process description

1 Records capture Assigning a unique identifier to records.

Entering, copying metadata into a record profile.

Identifying business information ascords and putting them aside for future use

reference.

1 Records classification | Assigning a code, number or index term that can be used to retrieve the record.

Assigning a disposal authority thatodg

and its eventual destruction or preservation.

Assigning a security classification code to determine who may access the reco

under what conditions.

1 Records storage Providing a reliable storage location.

Protecting the integrity of records emisg that they are not altered or tampered with.

1 Records preservation | Implementing a preservation plan includingeeords to protect the lorigrm usability

of the records.

Anticipating technology obsolescence and media degradation

1 Records access Providing records users with search, retrieve and display tools.

Enforcing records access and security restrictions.

1 Records tracking Tracking the current custody and location of records.

Maintaining audit trails on the access and use of the records.

Establishing version control and differentiating originals from copies.

1 Records disposal Appraising groups of records and assigning them a common retention period ar

disposal for preservation or destruction.

Identifying and monitoring the tention period for records and triggering a dispg

event when the retention period expires.

Transferring records to serourrent or archival repository for storage.

Securely destroying records

1.8 Demarcation and scope of the study

This study focussedn the assessment of the conformity with the requirements of the Archives
and Records Management Acincluding policy, procedures and tools issuefdr its
implementation at EMUIn addition, it assessed the capacity of EM&)a government public

agencyin Mozambiquehrough the MHAto achieve the best practices and processes in archives
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and records management beyond the minimum requirenpaoitging out the challenges and
perspectives at EMU in order to put a sound archives and records managementrpeogram
place. With regardto the international overview of the records management practices
approaches outlined by theternational Council of ArchiveCA), the International Records
Management TrugiRMT) andthe International Standard Organisati@SO), together withthe
regulatory environment of archiveand records management in thmublic sector in

Mozambiquewill be discussed.

This research projetiasexplorel the record survey parameters in line with the intended goals
of achieving acqatable recals management practices at EMIte records survewaslimited
geographically to 4&urrent and sengurrent storage areas of academesearch, directorate
and specialnits situated in Maputo CityOther EMU unitssuch aghoselocated in Ithaca in
Maputo City,Chibuto in the Gaza Provinc¥ilanculosand Inhambane Citin the Inhamabae
Provinceand Quelimane in the Zambezia Provineere not includedThe results however,
could not be generalised-urthermore, published sources includiegtbooks, journal articles
and other unpublished dissertations and electronicdagithl sources were retrieved from the

Internet and examined.

1.9 Research methodology

The research methodology is a crucial aspect of a reseadh Bherefore, it isessential for a
detailed description of the methodology used in a research tsturaiyiude the research design
the researclapproach the data collection toglstudy population and samplinggliability and
validity of data collection tools, ethicatonsiderationsand evaluation of the research
methodology.

This studyadopted ajuantitative reseahcapproact{Babbie, Halley & Zaino 20036; Mounton
2001:48 Mitchell & Jolley 2004:18p with triangulation of data collection instrumentsfind
the anwvers to the objectives (Nachmias & Nachmias 1996:226The selfadministrated
guestionnairgsas the principal instrument of data collectioves supplementetdy document

analysis In undertaking this studyhé researchemvestigatedrecords managemetrends at a
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specific publicgovernment institution, namel{MU. More comprehensive details on research
methodology are discussed in Chapter Three.

1.10 Outline of the study

This study is divided into sixhapters as follows:

Chapter one contains inttaction, a brief historical background to archives and records
management in Mozambique, the probldatesmentthe purpose of this study, the importance of
and justification for the study, definition of the key terms,démaration and scope of the stud

and thedescription of the research metlotmhy.

Chapter two deals with the literature revidwy presenting an overview of the role of the
Archival and Records Management Act in the public seotdlozambiquelt also analyses the
general provisionsfaan archival and records management act in the public shabtlighting

the following issues: the subject area and studies carried out worldwide, problematic issues and
proposed solutions, the existing theories and models, the tasks of the natibhadsarand

finally, some considerations on the reviewed literature.

Chapter three describes the research methodology of this study tberesearch design and
research approaeb are given particular attéon. Accordingly, data collectiontools data
analysis study population and samplingeliability and validity of data collection,ethical
considerationsind evaluation of the research methodolagyanalysed as well.

Chapter four focusses on theepentation and data analysis.

Chapter five is corerned with interpretation and discussion of tleeaech findings of the study.

Chapter six presents a summary of each chapter, including conclusions with reference to the

research objectives angroblem statement of the studyFinally, it provides key

recommendations for future developments.
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1.11 Summary

This chapterhas giveran introduction and background to the stuaighlighting the role of the
National Archives and Records Management Act and its related complementary legislation

patticularly atEMU in Mozambique.

The purpose, importance and justification, key terms, demarcation and scope of the study,

research methodology, outline of the study and summary of the study have been explained.

The next chapter presents titeraturereview with anoverviewof the role of the Archival and

RecorddManagement Aadin the publicsector.
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CHAPTER TWO

LITERATURE REVIEW: AN OVERVIEW OF THE ROLE OF THE ARCHIVES AND
RECORDS MANAGEMENT ACT IN THE PUBLIC SECTOR

2.1 Introduction

The previous chaptgresentec brief historical backgroundith regard toarchives and records
management in Mozambiquas well as the problem statementhe researchobjectives the
purpose of the studyhe importance and justification tife study, definitions of keyetms,the
demarcation and scope of the stuthe research methodlmgy, the outline of the study and
summary Following on from this it is appropriate to bring the reader up to date with the
previous research on the implementationthefnational archies and records management act in
the public sectorThe first steps to encapsulatéhe chosertopic into a research objectiveés
examinethe contemporaryiterature.In this way he researchatemonstraswhat theliterature
statesabout the proposetpic (Neuman (1997:12ZKemone 2008:1004 This point of view is
supported byBabbie and Mouton (2001:565)ho argued that the researcher should indicate
where the study fitglobally in the contextof therelated literaturevithin the general body of

sdentific knowledge.

This chapterpresentsthe literature reviewn accordance with the views expressed abiove
providesa description of the following aspects: tHegislative and policyframework for the

management of recordsecords classification syems security and physical protection of
records access to recorgskills and training in records managemengicords apraisal and

disposal processe&urthermore this chapteranalysesdigital recordsand senior management

support for records managent activities.

The literature review of this study was based on the research objestiies were to throw
light on the following elemenisrecords management policies and procexlwrkassification
systems,Security and physical protection of recgrdccess to recordskills and traimg in

records managemerdappraisaand disposal ofecords,digital recordsand seniormanagement

support for records management activities
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2.2 Legislative and policy framework for the management of records

Over the years averalcountries in the worldhave developedarchival legislationat different
times usually in theform of a national archives a¢iMatongo, Marwa &Wamukoya 2013:).
The greatst contributionto archivallegislationhowever,came from the Frahn, from 1289 to
1794(Olunlade &Adebayo2009:175)

The French Revolution of 8B establishedhe first FrenchParliamentaryArchives fice. Its
duty wassimply to assembland preservall documentary evidencélunlade & Adebayo
2009:175)lIt is argedthatthe French AciNo. 37 of June 1794 ote organisation des Archives
des la Republique graduallyintroducedthe new functions of archivesThis at hasbecomea
standardor the establishment afational archivesvorldwide emphasing theneedfor archival
and record¢egislation.As a resultmany countriebiave enacted a significamtimber of archival
and recordsacts, from 1834 to 196&uch asthe following: Public Records Act of 183
England, Public Records Act of 191th Canada,Public Record of 1934in USA, Public
Archives Act of 1955n GhanaPublic Archives Act of 195t Nigeria,Public Archives Act of
1965 in SerraLeone Public Records Act of 196ih Gambia and Archives Act of 1983in
Australia According to MatongpMarwa andWamukoya (2013) and Ng@&pe andSaurrombe
(2016:28, this evolutionand developmendf archival and ecorddegislationfor the Easternand
SouthernAfrica RegionalBranch ofthe InternationalCouncil onArchives (ESARBICA)from
1964 to2001is refectedon Table2.1 as follows

Table 2.1 National archives legislationin the ESARBICA region Source:(Matongo Marwa
& Wamukoya 2013:49; Ngoepe & Saurrombe 201628; Dulley 2017:231232; Angola
20092762

ESARBICA Enacted National Records and Archive Act Year of the Act

Member Countries

Angola Records and Archives Act No 51 1938 amended in 1966, 2002 and 2009
Botswana BotswanaRecords and Archives Act 1978, amended in 2007

DRC N/A N/A

Kenya Public Archives and Documentation Service Act| (CAP 19) of 1965, amendén 1990 and
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2003

Lesotho Lesotho Archives Act 1967

Madagascar N/A N/A

Malawi Records and Archives Act No 12 1975, amended in 1987 and 1989

Mauritius N/A N/A

Mozambique Records and Archives Act No 36 1934, amended in 1992 arid 2007

Namibia Records and Archives Act No 12 1992

Seychelles N/A N/A

South Africa Records and Archives Act No 43 1922 amended in 1950s, 1960, 1996 iand
2001

Swaziland Swaziland Archives Act 1971

Tanzania Records and Archives Act No 33 1965, amended in 2002

Uganda National Records and Archives Act 2001

Zambia ZambiaRecords and Archives Act 1964

Zimbabwe NationalArchive of ZimbabweAct No 8 1935, amended in 1958, 1963 86

From the abovdistoricalaccount the profound influence of th&rench archivis on modern
archival sciencecan be seen not onilg the establishment of national archiyvesit also in the
definingof the legal and regulatory framework for archives and record management worldwide.
In Mozambique research contributions have conmenfinhangumbe(1999:56); Nharreluga
(1999:83; 2006:189); Silva (2@0:73); and Monteiro (2000:79)These earlier studies were
generallyon archives and records managemarthe public sector concentratingpstly on the
Archives and Records Management Act. B3 of 1992 which was updated in 200The studies
mentioned abovemainly focussed on access to public information, records appraisal and
disposition, legislation and regulations, the role of the national state archives system and e
government.Neverthdess, those studies do not analyse the archives and records management
changes due to the effects of the new Archives and Records Management Act and its
promulgated regulations that have maed from 2007 to the presewtithough EMU is also a

public orgaisation, no studies have been conducted specifically on university records and

archives management issues.

It is regarded as unfortunate timabst oftheabove mentioned ano/al and ecorddegislations
donotincludeelectronicrecordgMatongo, Marwa& Wamukoya20131). Further problems

occur when there islack of stewardship and coordination in handling not just papealfait
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microfilms, audiovisual and electronic recordsas well as the recent phenomenon of record
keeping inthe cloud The absene of organisational plans for managing electronic records, poor
security and confidentiality controls and the absence of migration strategies for electronic
recordsalso hampers efforts to moderniEairthermoregpart fromarchival legislation inSouth
Africathat makes provisiorfer the management of electronic recortti® archivalegislationof

other countries ithe ESARBICA regionhasremainedsilent on vhether electronic records can

be admissible as evidence in a court of ldwough proper manageent and preservation
(Ngoepe & Saurombe 2016:24Ylatongo, Marwaand Wamukoya (2013) observethat the
existing archives and records management legislation mainlysExos the presrvation of
archives neglectingthe digital environment.

In the ESARBCA region, which includescountriessuch aenya, Malawi, Zambia, Zimbabwe,
Botswana, Lesotho, Swazilandianzania, Namibia, South Africa amtbanda a significant
number of academic studies and researched vaorkecods management issulkave also ben

carried out, for example, Bygoepe and Saurombe (2016hebani (200%; Ngoepe(2008160);

Kemoni andNgulube (2007); Ngoepe and/an der Walt (2009; Ngoepe andNgulube(201D);
Mzerah(2013; Tsabedze, Mutula andacobs(2012; Okelo-Obura (2012; Keakopa (2013;
Nengomaséa (2013; KamatulaMnkeniSaurombeandMosweu(2013)to mention just a fewin

these studies, the findings are specifically related to the implementation of records management
programmes in both manual and electronic environmemutyding toGithaka (1996:16)Kulcu
(2009:104105); Ombati (1996:5352); Kemoni and Ngulube (2008:304)goepe and Kakopa
(2011:157158); Dube (2011:28&89).The key factors identifiedy these studieare as follows:

a) dnflexibility of archival legisldion in the face of the changing nature of records in the digital
erad b) dmost African countries legislative frameworks are basedt least two of three major

legal frameworksof the common law, theivil law and African indigenous lafvc) a lack of &
integrated approach for the archivasd records management prograwhich encompasses
legislation and regulations, policies, standards, structure, procedures and tools from records
creation todisposal.Furthermore, there is a lack of sufficient fundimguipment, trained and
qualified staff and strategic plannings a result, countries such as Zimbabwe, Namibia and
Lesotho are still struggling with the implementation of their national archives awoddsec
management act (Ngoepe &e#kopa 2011:146; Citerera 2013:89However, withthe advent
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of new technologies there has been a belief that the introductideabfonic systems would
lead toa solutionfor record keeping challenges (NgoegeSaurombe 2016:25Besides the
obvious advantages broughy new technologies in record®eping studies done in many
regions of the world have shown that it also bsitg owntremendoushallengeghat can only
be solved with specific regulationparticularly regarding digital systems inthe creation
maintenance and preservation of reco(blgoepe & Saurombe 2016:25).

In many countries around the worlalyt particularly in the ESARBICA region, the public sector
recordkeeping systems are collapsinbhose systems are unable to cope with the gmpwin
number & records. This means that created records are poorly managed or disorganised,
resulting in negative consequences for all citizeR$AT 2000:2; Nengomasha 2013:Public

and private business organisations continually face certain risks (Ngoepe 20t4th¢sencan
include such issues as the lack of organisational business evidence, loss of proof of ownership,
rights and obligations and lack of documentation of who knew what and when, as well as loss of

collective, corporate and personal identity (Ng@2014:4).

Thus, there are many challenges that hbrmighta negative effect on the records keeping
systemsThese include a lack of adequate records storage, limited financial resources, a lack of
trained records managers and professional developroppbrtunities, and a lack of records
management policies that includes legislation, regulatistendards and best practiéasen

when these issues have been resolved, there can be a failure, not just in implementing the
policies, but also in following dsic procedures such as the implementation of a classification
scheme or filing systems and adherence to retention and disposal schedules throughout the entire
life cycle of records in both manual and elenic environments (IRMT 2000:2lengonasha

2013:2. Moreover, these factors are associated with the administrative instability of public
sector organisations whose office names and functions &lse been changing over tinker
example, the National Archives of Namibia has collected records from puobhtral
departments and agencies without following progeocedures (Nengomasha 2013:3).
Furthermore, the lack of authoritative and effective policies and procedures for controlling
records has ledotcongestion in the registrie8s a consequence, theministrative, financial

and legal information that supports both sound decisiaking and delivery particularly of
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public services, such as the records of birth and citizenship, property ownership, social grants,
education and health care, thatensutebo t he accountability and pro
made difficult interms ofthe retrieval and identification and selection of records witroiry

utility or enduring valueAs a result, valuable office storage space is wasted on recbrus

real value (IRMT 1999:4Ngoepe P08:1; Kabata & Muthee 2013:3)These are the risks
emanating from either poor records or a lack of records management in organisations (Ngoepe
2014:4).

According to Kabata and Muthee (2013:1), it appears that thereely lik be a lack of
legislation governing the management of records during the initial stages of theiydiée
(Kabata & Muthee 2013:1)Yhe archives and records legislation must be in place for effective
and efficient management and this statementipparted by Ngoepe (2008:5), who argues that

an effective records management programme is an essential elementdovehgance of any
organization.Thus, legislation and related standards and best practices are applied for records

creation determined byrganisation business activities (ISO 2001:5).

In the ESARBICA region paricularly, there are other key problems that affect the management
of records and archives apart from the absence of legislation, regulations, standards and
procedures governingeerds and archives managemedengomasha (2013:404) higHights

the following problemsthe low awareness of the role of records management in supporting
organisational efficiency and accountability, the absence of funding for the records and archives
maragementunction within an organisatioand the lack of core competencies in records and

archives management.

A poor archives and records management act is not an isolated probleantihatvea negative
impact on the organs at i onds b u s.iinnfacs adheperce fo dhe @ i$ ¢he-pre
requisite for effective and efficient implementation of an archives and records management
programme within an organisatiomhere are other important related challenges that need to be
taken into account in theedelopment of an effective risk management framework, not only to
provide services to citizens, but also to ensure accountability within the government and between

the government and its citizens, andgtotect their rights as well.
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2.3 Records classifiation systems

Classification isregarded asa records management proces&cording to ISO (2001:13)
business activities atbe contendf this classification It assists the organization iheretrieval

of records(Keakopa 2013:41)However, most orgazationsoften do notapply classification
systems in thenanagenent oftheir recordgKeakopa 2013:41)As classification systems refie

the organizatiod businesstheycan be used for any records management processes (ISO 2001:
14). To support this, the classification scheme fdhe National Archives and Records
Management Actis attached with its corresponding retention schedules and classification
scheme for classified informati@m common activitiesSimilar classificatiorand reéention tools

for specific records must be designed by the central depats within the public sectdio
complete this taska list of general guidelines as produced and approved (Mocambique
2008:131133) in order to ensutthatnot just theclassification processes cords in the public
sector are carried out in a systematic way alsothatpublic records are made available for any
purposescomplying with the National Archives and Recor8isanagement Act (Mogcambique
2007: 131) The classification issues aaenongthosestated by archives and records legislation.
(See the section 1.iwhich refers to the objectives of the MHA at EMl¢garding the

implementation offte National Archives and Recorilsanagement Act)
24 Security and physical protection of records

Secuity is an aspect whiclideak with the safety and security of records and information
managed by a particular systeAccording to Ismail and Jamaludin (2009:140) and Ndenje
Sichalwe, Ngulube and Stilwell (2011:27#)e system and its infrastructure deaot onlyto be
safeguarded against any hazards that may damage or destroy the, rduor@ddso to be
controlled and protected to avoidlterations misinterpretations or lossf the records In
addition, the system must alsaclude control measureso monitor access, verify userand
ensureauthorised disposal and securithe integrity of records needs to be maintained through
appropriate security measunebich guarante¢hat the integrityof organisation records not
affected by the systeinmalfunctioning, upgrading and regular maintenance (ISO 1348%01;
NdenjeSichalwe, Ngulube and Stilwell 2011:272).
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As Ngcepe (2008:20¥%tated it is essentiato develop a number of activitiggich ensurethat
records are not altered or tamperechwaid theirintegrity is maintained Suchmeasures wolve
the implemenation of a preservatiorplan that alsoaddressesnatters related t@-records,
anticipaing the particulartechnology sbsolescencer media degradatiorWWith such a plan in
place,the longterm usability of the recordss well aghe provision ofa reliable storage location
is securedinformation stored in an electronic medium shathidreforebe migrated to the new
technologyso thataccess willnot provedifficult for future geneatiors (Lott 1997:vi). With
regards to integrity, théRMT (1999:10) specifiesthat the securityand authenticity of the
recordsmust be respecteth meeting this requirementbsolete records must leentrolled and
destroyedn a timely fashionwhile valuable recordsuch as vital recordsust be identified and
securedoy making available a disaster preparedness toigether with avital records schedule
or records inventoryo ensureoreservationn an archivegNgoepe 2014:10As Chachage and
Ngulube (2006:15) arguedhere are a number aheasureshat can be used for easy control and
tracking of records movemenwithin the system.For example,le trackng system may be in a
form of a movement book, cards, electronic file trackimsgspreadsheetjatabasecomputer
application softwareor generatedyy activities on a manual systems an audit trai(MoReq2
2008:163).

In other words,security and physical protection of records can beegetithrough designing a
system that safeguasdecordsagairst any hazardsat the same timeontroling and protedhg
records from any alterations and misinterpretations or. lossddition, such a system would
monitor access, verify users and authorise dispds&.record systenalsoneedso ensure that
theintegrity and authenticity of recor@senot affected over time.

2.5 Access to records

Within the public sector, records are created daily and used for facilitating business operations.
However, the government uses the records for specific purposesasudocumenting the work

of employees, confirming pensions, leave and health benefits, confirming or reviewing policies,

procedur es, citizenbés rights and for providin
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These records document actions, isieas, rights and responsibilities and commatec
information (IRMT 2000:16).

In many countries around the world, access to government information byigathizational

staff and citizens is the subject of specific national legislation and regulatidtnsegard to

archives and records managemeihese include such items as freedom of information or the
right of access to information, privacy legislation, data protection and information security
(IRMT 2000:23; Mabngo, Marwa & Wamukoya 2013:3)leverheless, some records categories

may have an extended closure such as those related to national security, the maintenance of
public order or safeguarding revenues, the confidence ofphanty information and the private

affairs of living individuals (IRMT2000:31).

Apart from the above government records, enduring value is transferred and permanently
preserved witim public archival institutionsThus, a range of users of the national archives and
other archival institutions may be identified as folloggsvernment representativgsofessional

or academic researchers, journalists, members of the public, donor and lending institutions and
others that can request access to records either for information, scientific and cultural purposes or
for solving a speific personal problem (IRMT 2000:16).

In short, it is crucial to have comprehensivestoqglate, drafted archival and records legislation
conferring the authority for the effective management of public records on the archival
institution wihin the agenes of the statek-urthermore, this legislation provides the basis for
effective and efficient quality civil services and service delivery, thus ensuring the accountability
of decisionmaking, the protection of the rights of the citizens, policy formuladiot political
develgpment.The government and citizens remain the key categories of users that may request
the use of the records ated in the public sector, at the same tooeplying with the existing

archives andecords managment legislation and poies.
2.6 Skills and training in records management

The National Archives andRecords Management Act requires the Central Director of the
governmental bodgn records managemetotpromote records management training for the staff
in the public sector (Mcambique 207:23). Nevertheless,this act does nogive any
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informationregardingthe designation of an official of the bodsho mustbe arecords manager

with the required qualification and working experienda fact, the Central Directoof the
govenmentalrecords managemehodyis responsible for ensuring thatgtbody complies with

the requirements of the A@ocambique 200B). This situation diffes from the NARS Act An

afficial may bedesignatechs a recordsnanager for example if the official has successfully
completeda university ortechncal qualification andpossesss professional experiencas well

asthe successful completion theNARS & Recor ds MaAnathgeeasmecttobeCour s
considereds whetherthe dficial possessssuficient knowledge of the organisational structure

and records systemvhich would erablethis persorto promote araccountable management of

t he body éand enswethateadhd o d yebosdscomply withthe Act and all other

relevant legislations

Despite the above provisions, records managerSaath African governmental bodies are
apmintedat low levels such agegistry and records cledbbot 2001:66).These officialsare
unablenot onlyto formulate and implement overall records policibst also tatackle the issues
presented by electronic recor@srkwood 2000:5) Yusof and Chell (1998:26) point out that the
obvious way for records managers to enhance their resourcefulness is through education and
training for the updating of their skills through workshops, vendsponsored programmes,
professional seminars and college or univesigtyel coursesHowever,Ngulube (2003:168)
observedthat the development of a records management course into a distanceg
gualification would be bettesuited to a wide range of students.

In Mozambique there are a great many records management practitioners in the public sector
with no opportunityof training. Sometrainingin records management initiativeave beetneld

but these haveemaned insuffcient at national levelThere is no objective criteri@lated ¢ the
selection ofemployeeswvho should attend theecords managemewgburse (CEDIMO 2007:7)
and thereforeéherecontinues to be onlg few qualified records managefhe historical trends
show that when the idea of offering formal archival training was put forwaieih980s by the
MHA, the EMU showed interest in taking up the challenge by approving a graduate curriculum

for History with specialization in Documentation (Costa 1987:6).

From 1983t01985 thefirst eleven students were graduhtieom the above cours&he Swedh
Governmentthroughthe Swedish Agency for Research Cooperation with Developing Countries
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(SAREC) finaaced the course (Costa 1987:®he candidates of the course wa have came
from either aHistory or other Social Sciences backgroupatallel to that coursprovidedby the
EMU Department of Historya single formal academic programme in Archival Science at EMU
waslaunched in2009.Thisis a graduate course the InformationScience DepartmenAnother
courseis Library Studies,which resulted froma revision ofthe curriculum that took place in
2015 wherebythese two coursesvere splitinto two different graduate coursgsroduced and
administered by the Deparént of Information Science$he former umbrella of Information

Science used fahetwo courses was removed.

Ancther tworelatedcourseswere set in motion, namelythe GraduateDiploma in theLibrary

and Documentation programpugened to the public kihe Higher School of Jornalismand a
technicalDocumentation Sciences programraeniched in 2000 by CIDO@roughthe Act No
130/2000 (Calbe 2003:72) The latter course includes records management issuasgther
training opportunitieshie Department oPublic Administration ad Political Science at EMU
together withIMAP and ISAR This additional educational developmesftered a graduate
coursein public administration with a module on information management in the public sector

and a techmial courseon records management, respectively.

Apart fromthe courses offereith the Department of Public AdministraticendPolitical Science
of EMU and at IMAP and ISAPRecords management modules are not taught at other existing
public and pivate universitiesHowever, despite the existing opportunities mentionedstm
record management practitioners the public sectorin Mozambique have not received any
formaltraining in records managemeht.addition, hese practionerdo not possess any
particularskillsin the maagement of electranrecord CEDIMO 2007:7.

Meanwhile it must benoted that the MHAIid not totally withdraw fronthe training arenasit

still provides training to records managers employed by govemtal bodieslt offers official
shat training courses on records mangeinfur timesa yearfor periodsof three months each.
However, 1 is argued thathe provision of education for records managerdviszambique
remains inadequatéviost of the staffthat need toget qualificationsin Archival Scienceat
undegraduate leveare obliged to travel to Maputo because othewvipcesacross the country
do not provide such ceoses. Furthermore,iere are no courses information studiesat mastes

and doctorate levels to accommodate archeecance and recds managemerngersonelA few

30



existingqualified staffcompletal their post graduateoarses abroaoh Brasil, Portugglthe UK,
Franceand latelySouth AFrica

2.7Records gpraisal and disposal processes

In many countries around the wab particularly in the ESARBICA region, the public sector
recordkeguing systems are collapsinghese systems are unable to cope with the growing
number of recordsThis means that created records are poorly managed or disorganised,
resulting in negate consequences for all citizen®RWMT 2000:2; Nengomasha 2013:Public

and private businessrganisations continually face certain risks (Ngoepe 2014:1) and these can
include such issues as the lack of orgarmsat business evidencanddocumentatiorto show

the identity of the staff holding the information and when this was acqaiseslell agheloss of

proof of ownership, rights and obligatiorsd collective, corporate and personal identity
(Ngoepe 2014:4).

Thus, there are many challenges theatdhada negative effect on the records keeping systems.
These include a lack of adequate records storage, limited financial resources, a lack of trained
records managers and professional development opportunities, and a lack of records management
policies regardinglegislation, regulations, standards and best practicesppraisal and disposal

of of records Even when these issues have been resolved, there can be a failure, not just in
implementing the policies, but also in following basic procedurels asa¢he implementation of

a classification scheme or filing systems and adherence to retention and disposal schedules
throughout the entire life cycle of records in both manual and electronic environnieiiE (I
2000:2; Nengomasha 2013:Nloreover, thesdactors are associated with the administrative
instability of public sector organisations whose office names and functiores dlaw been
changing over timel-or example, the National Archives of Namibia has collected records from
public central departmentand agencies without following propprocedures (Nengomasha
2013:3). Furthermore, the lack of authoritative and effective policies and procedures for
controlling records has led tongestion in the registriéd/here this happens, it is necessary for
administrative, financial and legal informatiot® support both sound decisionaking and
particularly delivery of public services, such as the records of birth and citizenship, property

ownership, social grants, education and health eehéh ensure botlthe accountability and
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protecti on o.flneficiertcy iz thenrétreevalrandgidentiBcation and selection of
records with ongoing utility or enduring vallbecomes a difficult procedur®aluable office
storage space msowasted on recordsf no real value (IRMT 1999:4\goepe P08:1;Kabata
& Muthee 2013:3)Thesefailures and inconsistenciesnanat from either poor records or a lack

of records managementanganisations (Ngoepe 2014:4).

According to Kabata and Muthee (2013:1), it appehet there is likely to be a lack of
legislation governing the management of records during the initial stages of thaiydiée
(Kabata & Muthee 2013:1Archives and records legislation must be in place for effective and
efficient management and thisew is supported by Ngoepe (2008:5), who argues that an
effective records management programme is an essential element fgovér@ance of any
organization.Thus, legislation and relatestandards and best practices shoodapplied to

recordscreation which isdetermined by organisation $iness activities (ISO 2001:5).

In the ESARBICA region paricularly, there are other key problems that affect the management
of records and archiveapart from the absence of legislation, regulations, standards and
procedures governingecords and archives managemésgngomasha (2013:404) higHights

the following problemsthe low awareness of the role of records management in supporting
organisational efficiency and accountability, the absence of funding foetbeds and archives
management function within an organisation, and the lack of core competenciesrds rand

archives management.

A poor archives and records management act is not an isolated probleanthavea negative

impact onan organisat osnbiusiness performancen fact, adherence to the act is the-pre
requisite for effective and efficient implementation of an archives and records management
programme within an organisatiomhere are other important related challenges that need to be
takeninto account in the development of an effective risk management framework, not only to
provide services to citizens, but also to ensure accountability within the government and between
the government and its citizens, amdprotect their rights as welln these cases, absence of
records management rules and guidelines for records appraisal and dissasalsed staff to
become reluctant to authorize the destruction of records (Ramokate & Moatlhodi 20%0:74

Ngope 2013:164.67).
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2.8 Management of dgital records

It is regarded as unforturmatthat most of the ESARBICArchival and records legislations
mentioned in table 2.1 of section 2.2 of chapter ofvthis studydo not include digitatecords
(Matongo, Marwa & Wamukoya 2013:1Jhis was als@onfirmed by Keakopa (2013:43, who
statedthat the management of digitedcordsremains achallenging issue for the information
professionalsin the ESARBICA regiorkurther problems occur when there is a lack of
stewardship and coordination in handling ndtjpger, but also digitarecords.The absence of
organisatioal plans for managing digitaécords, poor security and confidentiality controls and

the absence of migtion strategies for digitatecords also hampers efforts to modernize.
Matongo, Marwaand Wamukoya (2013:3) furthebserve that the existing archives and records
management legislation mainly focusses on the preservation of archives, neglecting the
continuum approach of records managemehtoreover, the modern technology issues are
becomng importantfor archival legislation alsd=or example, Australia, Sweden, and Italy and
other highly computerised countries have revised their archives and records management acts.
As a result, the <concept o f machineeradahiedrecérds w a s
(Olunlade & Adebayo 2009:175).

In the ESARBICA region, which includes countries such esyq, Malawi, Zambia, Zimbabwe,
Botswana, Lesotho, Swazilandia, Tanzania, Namibia, South Africa and Uganda, a significant
number of academic studieacaresearched works have also bearried out, for example, by
Chebani (2005:144); Ngoepe (2008:1661); Kemoni and Ngulube (2007:1-336); Ngoepe

and Van der Walt (2009:13P33); Ngoepe and Ngulube (2011:18); Mzerah (2013:11Q11);
Tsabedzge Mutula and Jacobs (2012:49)OkeloObura (2012:95); Kakopa (2013:39);
Nengomasha (2013:46); Kamatula, Mnk&aiurombe and Mosweu (2013:13h) Mozambique
research contributions have come from Inhangumbe (1999:56); Nharreluga (1999:83; 2006:189);
Silva (2000:73)and Monteiro (2000:79).

In the above studies, the findings are specifically related to the implementation of records
management progranasin both manual and digitanvironments and this has als@beaised
by Githaka (1996:16)Kulcu (2009:104105); Ombati (1996:53152); Kemoni and Ngulube
(2008:304); Ngoepe and Kakopa (2011157-158); Dube (2011:28&89). The key factors
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identified are as follows: a lack of an integrated approach for the archives and records
management programme, which encompassesld¢ign and regulations, policies, standards,
structure, procedures and tools from records creation to disposal. Furthermore, there is a lack of
sufficient funding, equipment, trained and qualified staff and strategic planning (Githaka 1996:7;
Mnjama 199629; Moyo 1996:41; Mnjama 2004:4749; Kemoni & Ngulube 2008:304,
Keorapetse & Kakopa 201224-25; Ngoepe & Ngulube 2013:8Yamukoya & Lowry 2013:159;
Ngoepe & Ngulube 2018; Ngoepe & Ngulube 2014:148)s a result, records are not available

for the wsersfor a range of purposeln this regard, many universities around the world have also
been facing similar records managememallenges (Iwhiwhu 2005:35€hinyemba & Ngulube
2005:1516; Kulcu 2009:1@-103; Okelo-Obura 2012:9®6). For example, countriesush as
Zimbabwe, Namibia and Lesotho are still struggling with the implementation of their national
archives and records managemens édgoepe & kKeakopa 2011:14& haterera 2013:89).

2.9 Snior management support for records management activities.

The records management concept was defined in section 1.8.4 of chaptewlmere its
relatedprocesses and activitimerealso poinéd oug particularlyin matters concerningecords
creationto records disposalccording to 1ISO (2001:5)these activities or processesequire
specificneeds to be identified so that respbilgies and authorities can not onbe defined but
alsoassigned and praigated within an organizatioft.is clearwho is responsible for takg the
necessary actiodSO 2001:5)

ISO (2001:5) claims that specific leadership responsibility for records management should be
assigned by law, rather than be the dutgraployees and oth&who arecreaing records as part

of the their work withinan organization According to Ngoepe (20147 some public
government agencies do not function effectively despite the availability of records and archival
legislation.Furthermore, Ngoepe (2014:@)guedthat having legislation and not implementihg

is as good as not havingLiack of implementabn is partially due to the fact that most archival
legislation in Africais not budgeted for(Ngoepe & Saurombe 2016).herefore, the main
challengefor the public sector in Mozambique i® ensure that the National Archival and

Records Management Acigoverning the records and archives management within the

34



University, is implemented (Mocambique 2007:28). However, pblic agencies in
Mozambique including the EMU have been struggling to implement the requirements of
archival legislation wh regard torecords managementhe lack of top senior management
support on records management practiseseen by Ngoepe and Ngulube (2014:136) as the
main problem relating to the low level of implementation of records management in a
systematic and organized wdg other words, besidalefining, assigning and promulgadithe
responsabilities and authgrito individuals through lawthe archival legislation shoulobtain

support from senior management within an organization in oragarit@ at the costs

2.10 Summary

Overall, this chaptedeals with the literature revielvdemonstratethata national archives and
records management act makes both administrative and technical provisiengherefore,
essential thabational archives institutiong regect of their own assigned activities and public
duties have to play a key role in the successful implementation of a national archives and
records management act in the central state departments and government agencies regardless of
their establishedorganisational structure (IRMT 19997). Nevertheless, their role may be
impaired by an existing act whigh ineffective and inefficienfThe main challenges are related

to poor compliance with records retention legislation and a lack of skilled and kneatdelg
personnel to support modern recomsd archives programmgtRMT 199913) that could
support the general organizational managemen{lsa 2009:133). These need to bein order, to

ensure the compliance with an archives ad records management acOther important factors

include the effectiveness and efficiency of the management of records from creation to dispoghie
protection and preservation of the natiomachival collective memoryand the access to
information in the public sectoflhis chapter s provided amternational overview of the role

of an archives and records management act in the psbéttor based on the historical

perspectiveanddemonstratingts evolution and developmebver time.
Apart from that, a overview of he Nation& Archives and Records Management Act in
Mozambiquewas alsresentd andthe processes that lead to tingplementation of aniform

and standardized records managent systems in the pabtmwasdescribedChallenges
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emanatiig from poorrecords margementwere identified and discusse@he academic and
adminstrative structure establishétht ensuregood governancet EMUwere alsgresented

The next chapteginalysesand justifiegheresearch methodaly utilised in this study.
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CHAPTER THREE
RESEARCH METHODOLOGY

3.1 Introduction

The previous chapter analysed the literature review in an overview of the National Archives and
Records Management Acboth in the public sector ansbecifically in Mozambique with

particular ateéntion to the EMUIn Section 1.1@he research methodology was discussed briefly.

This chapter covers the followinthe research desigtihe researchpproachthe data collection
tools, the study population and samplirtpe data analysis and preseiaat reliability and
validity of the data collection tools, ethical considerations anduatieah of research
methodology(Babbie, Halley & Zaino 2003:1@&/ounton 200148; Mitchell & Jolley 2004:180;
Nachmias & Nachmias 1996:22&3 reflectd in Figure3.1.
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Research methodology
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Figure 3.1 Methodological and theoretical key issues covered by the study
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3.2 Researchapproaches

Researchers face a dilemma with regard to choosing a suitaddeatesippoach for their studies
(Bryman 2004:36).The selection of research approacie$dased on the objectivedoutthe
methods used, the statistical analyses used, the conclusions and the researQuaytéksive,
gualitative and mixed method esschstrategiesare the approaches social and humanity
studies Johnson & Onwuegbuzi2004:14) Any of theseresearch approaches can be adopted in
social and humanitystudies (Plano Clark 2007:28) Therefore, this section discusses the
gualitatve, quantitative, andmixed method research approaclgsanalysingtheir merits and

demerits respectively.

According to Bahari (2010:22)he qualitative researdl intensivelt is often used to describe
and understanda social or humamphenomenon from multipl perspectives (Punch 1998:233
Leedy & Ormrod 2005:94)y gathering information from respondents and depmetp this
information into themedt is also seen aan inductive approac(Saunders, Lewis & Thornhill
2007:17) Due to its complexityn the undestandingof the subject matter under investigation
guestiors are raised by the usebout the relationship between measured variables in order to
explain, pedict and control the phenomefizeedy & Ormrod2005:94 Tashakkorri & Teddie
2009:219).This mehodincludes four processes, namedpservations of the phenomenon that is
the subject of the recordinglassification of data collectedollowed by its analysigTaylor,
200064). What is more, the data collected by meahgqualitative methods in itsatural context

and the statements produced are analysed in the context of an extended aastier total
course of the intervieFlick 2004:8 Taylor 2000:90. As Cresvell (20034) observedthere are
certain problemssuch as the impossibility of geralising the produced knowledge to other
people or other settings, difficulties with testing the formulated hypotheses and theories and
lower credibility of certain administratorsé commissioners of programmésirthermore, there

is the fact that qudhtive research entails a more the@nsuming data collection process and
data analysis than is the case with quantitative reseHnele is alsdhe fact that the results can

be influencedbyite r esear.cher 6s biases

Thequantitative researamethodis an extensivgBahari 2010:22and alsadeductive approach

(Tuli, 2006:101) It is often used in the humanities and other disciplines such as medicine and

39



captures the human meanings pertaining to social life, both experiencedderdtood by the
participants. It provides valid and objective descriptgoaf the phenomenon under stydwaylor
2000:69)by carrying outresearchinferring from existing theorieso determine whether the
predictive generalisations of a theory areetr(Walliman 2011:13 Silverman 2010:8).
Furthermore, researcher bias does not influence the anahgisterpretation of the datiis a
descriptive, analytical or experimental research process that examines a situation and identifies
the characteristics of a phenomenon and dasetations among other phenomefizeedy &
Ormond2005:179.

When a researcher applies a quantitative approach, he/she can manipulate variables and control
natural phenomena. addition, constructed hypotheses are tested against the hard facts of reality.
As this approach is based on standardisation during the data collection process andatigempa
statistical evaluatiomjuestionnaires must be structured in advance respectitagtbal order of

the questionsThe possible responses to them and theditions under which the questions are
answered, should be kept constant fothed participants in the studiflick 2004:9.

Patbn (2002, suggests the following charaastics of the research methoabjective data are
collected by means of questimaires from respondents, and the number of resgpds who
answered are countdwal.addition, the respondents filh the questionnaires alone in their own

time because the researcher is not part of the progdesample of population is chosen
randomly torepresent the whole population aswthe focus of theeality is concise and narrow.

It is also assumed thathen a static reality is measured for developing a universal the
reasoning is logical and deducti@adthe researcher strives for generatiisn It is also expected

that the report is based on the statistical analysis of numbers and the setting is a highly controlled

environment in contrasb the natural setting of qualitative research.

According toCreswell(2003), the disadvantages afamptitative research are as follows:
1 The categories and theories used by a researcher may nottreflaotlerstanding of
local constituencies.
1 If the researcher focusses on theory or hypothesis testing rather than on theory or

hypothesis generation, tiphenomenon might be missed bg tresearcher.
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1 The knowledge produced may be too general without any direct application to a specific

case.

3.3 Research method

This study tries to understand the diverse range of contexts for record management processes,
including access to information and service delivery to the academimanity of the EMU as
a whole.It also provides a detailed assessment of the state of implementation of the National

Archives andRecords Management Aat the university

This studyfocusses on the public sector in Mozambigaed particularly on the EMUThe
researcheusedthe surveyresearch method tassessinghe state of implementation olfie
National Archives and Records Management. Retcords surveyare a critical functionn the
management of public record§he records surveys or recordsnmagement assessment are
carriedout to enhance proper records management practices in an organization ensuring that
public government records are effectively preserved and accessitikezbys over time without
unnecessary delay€haterera (2013:3).

34 Data collection tool

This study applied the quantitative research approach amsed questionnairesas a data
collection tool(Kothari 2004:96)Data collected through questionnaireasaugmented through

document analysis.

3.4.1 Questionnaire

As Creswell (2006)observes there are different formatfor questionnaires, namely: self
administered, online, postal or madsed, intervieweadministered, telephonic or interview
guestiomaires.According toCreswell (2006, these areconsidered useful technigaéor data
collectionApart from mai nt ai nhe megghodpernitwider gepgraphicaln y mi t y
contacts and facilitate the collection of large amounts of data and informédtich can be done

in a relatively short space of time without any money constr@gmderson & Poole 2001:17;
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Bryman & Bell2003187, Mitchell & Jolley 2004:18).

The questionnaire is composed of both epadedquestiongother, specify, if notwhy, if yes,

why) and closeended questionshus represenihg an excellentomparisorbetween closed and
openrended responses (Babbie Mlouton 2001:237).This study used a sedfdministered
guestionnaire as the principal data collection instrur(ee# appens B for the example ofhe
guestionnaire used)orty-four questionnaires consisgy of nine questiors were produced,
containinga series of closendedquestionsand combinations of sonwosel and operended
guestions.These qustionnaireswereto be caonpleted bythe same number of members of the
academic community corresponding to the samplggulation.Consequentlyduring February

of 2017, The researcher distributed, 44 questionnaires to academic, research, directorate and
special units at EMU. Ther@as one questionnaire per unit that had to be completed by the
unités records manager, who performed the rec
and preserved records at the EMU, and return it to the researcher through indivicaihl e
addresseghe EMU email services and other existing means. Those records were also used by
students as the main external users of the services provided at the EMU. However, 35 out of 44
guestionnaires were received by the researcher, representing 80% resprSalyad (20%)

guestionnaires were not returned to the resea

Stilwell (2004:12), Powell and Connaway (2004) ardeuman (2006)recommend that

guestionnaire should be prested before its applicatido avoid errorsHowever,to the same
end,the tables and piehartsof the quantitative data from the questionnampgearing in the
next chapterwere further processeby using the statistical computer softwar&M SPSS
Statistic 20based on théormula, f/(N35) = +1 a + 4 (%), to calculate the percentagasd

frequencies in the tables

3.4.2Document analysis

As Petty, NJ., Thomson, OP. and Stew, G. (2012b) observed, documentary evidence refers to
written documents such as articles, textbooks, the minutes of meetugsographs,
drawings,pictures and levision programmedn addition, orline sources were also explored,

and theannual plans and reports and record sgsvearried out by the MA at EMU were

analysed to reveal the status of records management innacadaed administrative units.
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Hence, the documentary sources were significant in the provisiogvidénce on records

management practices and service delivery at EMU (Shepherd 2006:6).

3.5 Study population and sampling

This section deals with the canpt s o f Opopul at idaméti mopahar alo

particular.In accordance with the accepted vjés research studysed astratifiedsampling.

3.5.1 Target population

The definition of the populatigiefore collecting the samplis one of the major steps in survey
design (Ngulube 2005a:46). population is defined as the set of all elements sharing common
attributes or characteristics that form the universeagbarticular study of interesthose
elements with common attributes a@haracteristics may include units, objects,bjsats,
individuals and thingsAccording to Black1999:111); Babbie, Haley and Zaino (2003:1429
Welman and Krugef2001:46) a study might focus 10 an organisatigrbut the researchés still
interestedn the people belonging to that organisatiés Terre Blanche, Durrheim and Painter
(2006: 133) have observegopulation encompasses all the elemenras$ thake up our unit of
analysis.Hence, the defined population is retst to as the target populatigMugenda &
Mugenda2012:245)

In this context, the target population ofghstudywas composedof 59 units at EMU, under
academic, researchlirectorateand special units, respectivebiccording to theorganisational
website that was used as a sampfiragne, thee werel7 academic units(which included six
polytechmc schools andl1 facultieg, 15 researchunits 20 directorate unitandsevenspecial
units The EMU units and 59records managefsom each unitwere thetargetedpopulation
These recals storage areas were relevant because they réflecbncept oflife cycle of a

recordthroughout apecific EMU unit.

3.5.2 Sampling methods

This section presesithe justification of the chosenrmgling technique of this studit. begins
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with an explaination of when the norrandom sampling and when tl&atified andpurposive
samplingareused in a studyThe researcher draws a sample by focusing on the population of
the study(Bless and Higsoismith 2000:84;Rowley 2002:19 and Nachmias and Nacisn
1996:201) The sampleontainsthe selected members or part of the entire populaiahthis is
thesample size. However, Ngulube (2005a:130) arguedtibed are no rules for sampling size.

The results of the study may be affected by the sampdeasizvell aghe plan in terms of the
type, level and generahtion of the study conclusiomNgulube (2005a:13234) and Marshal
and Rossman (1995) pointed out that a small sathpb®urageseaderdrom usng the results
On the contrarya large numer inthe samplaivesthe readersonfidencen the resultsbutthe

management of this type of samphln be very expensive

Although he sampling method determines the validity and reliability of the research conglusion
Leedy (1997:211) underscores ttisampling is not necessary for a popiola that is not more
than 100.This is supported bylerre Blanche, Durrheim and Painter (2006;4@0 underlire

that in a research where the number ofgiad participants is too smaill is not advisable to use
random sampling because that sample may not be representative enoughrfbretip@pulation

of the study.This is also the case with a large number of sampled ipartis in norrandom
sampling.In this study all the units were targetedd stratified under academic, research,
directorate and special units, respectively and therrespondents weselected purposivedy

looking at records management staff within the units.

In this section, thestratified and purposivesampling are describedto show both the
manageability and representativeness of the final sample of this research Tsiudgsure
manageability and representativenessout of 59EMU unitswerethe target population of the
study. The remainingl5 EMU units were not ogered bythe resarcher because sonwe
located very far from the Maputo ciyea a distance of ove250 kilometres driving and othes
werenot coveredby any inititiativeswith regards tdhe implemention of the National Archives
and Records Management Agdrried ot within the EMU unitsfrom 2007 to 2016Table 3.2
presents aidt of the 15 academic, dministrative, special and researghits not covered by

researcher ggart of thetarget population
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Table 3.2: List of 15 EMU academic, administrativespecialand researchunits that were

not covered bythe researcherin the target population

Academic units Special units Administrative units Reserch cengrs

School of Communication | Maritime Biology Cente | Office of Internal Audit | Study and Psycologial

and Arts of Inhacalsland Support Cerdr

Faculty of Medicine Office of Legal Affairs Resource Cest for

Non-Formal Education

Schoolof HigherSciencdor Vice-Rectob ©ffice for | International Ceter for
Maritime  and Coastal Administration and Water Economics and
Regions HumanResouces Governance

School ofRural Regional Cerar of
Development Excellence for Studies

in Engineering and

Technologyin Oil and

Gas
School of Hospitality anc Cengr of Engneering
Tourism Studies

School of Business an

Entrepeneurship

For further information seAppendix E:List of 35 academic, administrative and special units

visitedatthe EMlAnd each wuni t d&vkocampletan thguestionmaimea g e r

3.6. Reliability and validity of data collection tools

Both concepts pertaining the o6reliabilityd an
chapter of the styd These concepts are defined and discussed with an insight into the specific
characteristics of existing research methodolgdiestis the quantitative, qualitative and mide

methodology or triangulatiomethodsThis study used a quantitative method

36.1 Reliability

Reliability entails the stabilitand consistency of measureméekaran 208:203) It refers to a
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particular tehnique that is applied repeatedly to the same object and the achieved result each
time itis applied is still the sam@&his ensures both stability and consistency (Singleton &
Straits 2010:130).The results can only be regarded as reliable if they earefeated and
managed constantlyCohen, Manion & Morrison2007:146. To achieve reliability of the
research instruments, representative populationhe#6 EMU organic units were asked to
inform the studyRelated data wasollected over a period ofvie monthsandthe pretesting of
instruments byfive records managers was alsodertakenNeuman 2006:188 Questions and
instructions were formulated clearly in order to ensure both the congistedcreliability of
results. The questionaire was carrie out on a small sample dive people with similar
charactestics to the sampled populatisrho were the peple that wee the respondents of the
study. Consequently, # designed data collection toof this study had to be surveyed out
(Hernon & Schwae 2009:73.

3.6.2 Validity

The <concept of Ovalidityd is wused neseareh i n
(Golashafani 2003:598lt is concerned with the accuracy between an empirical measure and the
real meaning ofhe concept under codgration(Babbie & Mouton 2001:12R The basis of this
concept hinges on whether the results obtained are truthful or acceptable (Watliham1).
Consequently, if the conclusions of the research study are not reliable and correcedrehres
study B also not validin other words, to validate a research study, the conclusions must be
correct and reliable aen the findings are repeatable.

According to Kothar{20049 and Sekaran (2003} he fAmet hods t hat have
validity of a dudy are content validity criterionrelated validity and construct validdy The
content validity refers to the extent to which measuring instruments are sufficient in scope and
covergie of the phenomena under stud§othari 2004:74) but it may also beseen as both
criterion-related validity ad construct validityfSekarar2003:206).As anadditioral safeguard

this studywas also checked by known arespectedexpertsSection 3.4of this chapter deals

with the data cdlection tool The dah collection pocesses werearried out through self

administrated gestionnairesugmented through document analysis
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3.7 Ethical considerations

Mouton (1996) andCooperand Schindler(2008) observed thattiis important that all academic
and research works shouldnsader and comply with the research ethidsis elemenincludes
the protection of the rights of individuals from the public organizatemmd involvestheir

privacy, confidentiality anthe acqusition of informed consent

In general, universitiearound the world, such as the University of South Africa (UNISA) and

the EMU, have their own codes of ethics that shdddfollowed by any researchdn this

regard, tle researcher declares that any acts of misconduct that could lead to the fabrication,
falsification and plagiarism ofthe present study were avoidékhe field of Ethics provides a

number of analytical tools to guide individual and collextyoals correctlyn fact, Mouton

(1996) and Cooper argchindler(2008 observed thagthical issuesdl wi t h t he r ese;

accountability andhe privacy, anonymityandconfidentiality oftherespondents

Accordingly, thepresent estudy considered both EBMU Policy on ethics andtleical conduct in
research(2011) (See Appendix D for aawering leter with dispatch of approval to conduct
research at the EMENd Appendix E for &etter granting permission to conduct research at the
EMU) and the Unisd@olicy on research ethi¢2007) reflectedin the Ethical Clearance issued

by the Ethical Committee Mmber ofthe Department of Information Sciences (See the Appendix

H). Thus, the researcher ensured that the respondents in the study were not coerced, and their
names weralso not revealedn addition, t was assured that collectddta wouldonly be use

for academic purposeandthe respondents also had the right to slimthe objectives of the

studyAll the instructions were documented througbdata collection instruments

3.8 Evaluation of the research methodology

As can be seenllahe aboe mentionedresearch methods are imperfethe findings of a
research study can lbegarded as unreliable because they holahadfidoubt(Leedy & Ormord
2010:28% Ngulube 2005:48 To avoid these imperfections, the procedures involved in
collecting andanalysing data are evaluated and thlated weaknesses are outlined (Leedy &
Ormord 2010:285 Collins, Onwuegbuzie & Sutto2006:68) Furthermore the geographical
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locations of administrativegcademicandresearch centres and specialts of EMU are th key
challengeexperienced by research throoghthe data collection of this study.

The EMU is based in Maputo with scattered faculties, higher schools and research centres and
specialand administraivelnits all over the cityln addition, some othe EMU units are located

in Inhambae, Gaza and Zambezia Provincéhose unis were notthe subject of this study 6
researcilhe researcher did not visit the Inhambane, Gaza and Zambezia Provinces because the
existingEMU units at those sitemre not covermr by this studyThese provinces are located far

from the place where the resdagc was carrying out the studythe distance of those
geographical areas from Maputo City is approximately 250, 500 to 1500 kilometres
respectively Consequently, with the lakated funds and time, it would nbavebeen possible

for the researcher to circulate all the designed questionn&ioesase contacthe telephone
numbers, the email addresses ofidgords manags and senior records managemeate also
accessedni order toensurecommunication between thgurposivesampled population andhe

researcher when the data veadlected.

3.9 Summary

This research study adopted quantitative research methoddlaggd ora questionnaire as a
data collection toolthat giided the description and integpation of the collected dat®ata
obtained via questionnaire weaeagmented by document analy#ecording to Felden (2008),

if statistics and thematic approaches are amalgdber two methods can be combined
successfily, therebyincreasing the validityAs part of this study,hie researclapproachthe
data collection togltogether withthe study population and sampling, the reliability aatidity

of data collection toglthe ethical considerations and evaluatbmesearch methodology aaé
explained. It is seen as an essential procedws the onehand integrating thematic and
statistical datand onthe othergnsuing the quality of thdindings in a research studparrison

& Reilly 2011:8)

The geograpbal locations of the administrative and academic units of the EMU were the key
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challenges experienced by the researcher thmughe data collection process of this study.
Furthermore, to avoid imperfections, the procedures involved in collecting ahgsiag data

were evaluated and related weaknesses were outlined.

The researcher also complied with tikedes of ethicef both Unisa and EMU, respectiveljt

was ensured that the collected data would only be used for academic purposes, but the
respondets also had the right to shanme the objectives of the studyhe research results based

on the datecdlected from the questionnaires given delected records managers awhior

management frorBEMU arepresentedn the next chapter.
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CHAPTER FOUR
PRESENTATION OF DATA

4.1 Introduction

The previous chapter dealt with the research methodapglied in thisstudy. This chapter
analyzes and presents the findings of the data coll¢giatedghquestionnairesThe themes that

form part ofthe study translated in the objees were consolidatedhe researcher presented
and analyzed the findings based on the data collected by questionnhatt@s chapter, tables

and piecharts are used to illustrate various responses that were obtamoedh the data
collection processln fact, tables and graphs are recognized as ideal for conveying detailed
information in aconcise manner (Kumar 2005:244inter & Michaud 2003:2), helping ithe
drawing of conclusions and generalizations of findimgmnected to a probleratatement
(Creswell 2009:152)With such techniques, the knowledge about the phenomena being studied
can ke enhanced (Ngulube 2003:239).

Similar studies such dBose ahaterera (2013:71) and Marutha (2011:96) followedrderto

obtain integrated insights into th&ubjects under the spotlighthus clearly reporting the
outcomes or the results ofettstudy to prospective readeFsirthermore, with respect to ethical
considerations, data presented in this chapter is not attfiblirectly to anyof the respondents

or partcipants and specific EMU unitResponses and all information yielded by the study are
presented with the purpose of assessing the state of implementation of The National Archives

and Records Management Act &8 in Mozambique.

4.2 Response rate and respondendss pr of i | e

It is accepted that a sample size of the population of a research study must Entapres\s

a result, many researchers are frequently concerned with maintaining a percentage aitesturn r
that issuitablefor a particular studyThe representativeness of the sample size of a population
can be demastrated from its response ralthe response rate is Higr, this means that there is
less chance of significant response bias (Babbie @utigh 2001:261Smidt 2011:47)In this

case, the interpretation of the results should be directly cteohéo the overall conclusioBy
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contrast, it cannot reflect omll population characteristicsTherefore, Babbie and Mouton
(2001:261) point out thed response rate of 50% is adequate for analysis and reporting, while

60%is good and 70% is very good.

This study usedjuestionnaireand document analysis @sstrumens for data collection.The
guestionnaire was tested witkie individuals,four staff members andnestudent of EMUThis
was done to minimize error€onsequently, after the ptest was conducted on the pilot group at

EMU, some questions in the questionnaire were changed.

As per the sample outlined this study the researcher distubed46questionnaires tacademic,
research, directoratand special unitat EMU , during February of 2017There was one
guestionnaire per univhich had to be conmlpted bytheuni t 6 s r e cand 3bsveranan a g e
received by the@esearchefhe main reasanfor this were related to the lack @uthorization
fromtheEMU uni t 6s s eni oandtheanavailghbaity efrracords tmanégers to
complete the questionnaiid the following units:Directorate of Social Services, Faculty of
Science, Directota of Pedagogic Services, CentdrFood Studies and Agrarian Policy and
Programms, Centre of Regional Integration Studies, @ef LanguagesOffice of Academic
Quality, Legal Clinic and Centeaf Academic Developmenlthough the researcher made a
follow-up with allthe selected EMU unitghe records managersay have foundt difficult to
complete the questionnaire because they were not qualified and trained ,easugfteced in
Figure 4.10 andrigure 4.24 As alreadydetailed in an earliesecton, the quantitative data from
these questionnaires were further processed using the statistical cosgbtwere,IBM SPSS
Statistic 2Qto produce the tables and fmiearts appearing in this chapter.

As reflected inFigure 4.1, the spread of responst®ws that fromthe 35 respondentsf o

guestionnaires received, %7(6) were fromspecial units, 3% (13) werefrom directorate units,
17% (6) were from researclentes 26% (9) were fronfaculties and % (1) were from a school.
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culty

ecial Centre

search Centre
Directorate

Figure 4.1: Responses fom EMU unit (N =35)

Figure 4.2reflecs that of the 35 response$s §2) were comg@ted by senior managers and 29%
(10) by ecords managerd.he other 68 (23) were completed by different officials, such as
administrative assistants (secretaries withgirtdirectorate units), senior registry clerks, public

administration professionals, librarians, accountants, historians and a researcher.

52



B senior manager
B rRecords manager
[ cther

Figure 4.2 Re s p o n dffdiationdrs position within the EMU units (N =35)

4.3 Data presentation

This section presents g¢hfindings of this studyin written discussion, numerical surations and
figures.The presentation is guided by both the research purpose and the objectives formulated
The research purposgas to assess the state of implementationhef Mozambican National
Archives and Records Management Act at EMU in order to foster efficient and effective

archives and records management within its administrative, acadenspegidl units.

The specific objectives were to:
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1 Assess the availabilityand implementation of key records management documents
including standards, policies, guidelines, procedures and classification tools at EMU.
Analyse security and physical protection of records at EMU.

Assess the accessibility of records at EMU by taglamic community.

Establish the level of skills and training in records management at EMU.

Determine the appraisal and disposal of records at EMU.

= =/ =4 A

Assess the level of top management support for records management activities at EMU

units.

The descriptionof the categories for the findings, the study purpose and objectives and the
ethical considerations are shown to be relevant for obtaining integrated insights into the nature of
data under thepotlight (Chaterera 2013:7This will be presented in thelfowing sections.

4.3.1 Key records management documents:glicy, proceduresand classification

According to ISO (20015 the organization should definelocumentand promulgata policy

and procedurefor records manageme@therwise the organizatio® business evidence and its
information activities can not be ensured, respectivehe policy should léow for the creation

and management of authentic, reliable and usable records supporting business functions and
activities(ISO 2001:5) The NationalArchives and Records Management A&ctMozambiquds

an essential document that defsnelocumerg and promulgate policy and procedures on the

records manageent that must beommunicated anisnplemented aall levels ofEMU units.

The purpose ofhis olective was to investigate policy, proceduresand classificatiorsystems
concerningthe records managemeat EMU units. Findings are presented according to the

following subthemes:

1 The status of impmentation and the level of awareneésecords margement policy.

1 The status of implementation and the availability of manual procedures on the records
managenent.

1 The status of implementation of classification systems for common records
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The next sudheme is thestatus of imfementation and awarenes$ records management

policy.

Respondents the study were asked to indicate the statusnpfementation and awareness

policy on records management at EMU units.

Figure 4.3reflects that 4% (14) of respondents said théaeywere notsufficiently awae about
the records management policy and the need of its implementédtrmther 3246 (10) of
respondergurguedthat were not aware abotite records management poli@nd the need of
its implementationin fact, the records management policy in Mozayé was promulgated in
2007 through he National Achives and Records management Aat it had notyet been

implementecat EMU units

Respondents the study were asked to indicate the status of implementation and availability of
manual procedures ohd records management at EMU urfiigure 43 shows thaB4 %(11) of
respondents emtioned thatthey were not informed enough abouwécords management
proceduresAncther 29%(10) of respondents said that the records management procedures were
implementd. Only 9% (3) of the respondentsdicated that the manual procedures on the

records management were made available but not implemented at all

The Central Directorship of the National State Archives System in Mozambique has ddeelop
classificationscheme for common records aadclassified informéon scheme for common
records(Mogambique 207:21-28; Mogambique 2010:5). As a result, the EMU is required to
implementsuch systems.The university also needs to design and implement a classification
scheme of classified information for egific recordsand a classified informatiorscheme fo
specific recordslt is essential to manage information and knowledgh standards and codes

of best practice in records management, whigmecessary to sustain organization in
conformity with the National Archives and Records ManagementlAchis regard, records can

be easilyretrieved when requested by whoever seeks informatibis. classification system is
necessary for arrangin@rganizational recordsn a systematic way that can ensure a

comprehensive retrieval.

Respondentm the study were asked to indicate the status of impletiemiznd availability of
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aclassification scheme for common and specific recasdsell as thdbr classified

information

Figure 4.3reflectsthat17% (6) of respondents wrote that the classified information for common
records had been available since 2007, but had not yet been implemented in the same
circumstancesas it isonly applied to the retention scheduior common recorddt was made
availablethroughthe National Archives and Records Management Bat the researcher did

not request a copy of it.

It was apparent from the respondstfiat some staff membeisad been assigned to the records
managementunction without ag basic knowledge of the fieldhese respondents experienced
difficulties in giving answers to the questionnaird$e respondents were not familiar with the
records management tarmology usedBesides tht, 3446 (11) saidthat a clagfication scheme

for common records had been implemen#es an ongoing project, the EMU, throutite MHA,

is still developinga classification scheme for specific records which is expected to be approved
as soon as possible by the EMU Rector and Centiragicor of the National State Archives
System before its implementatiéirthermore, the classifified information scheme for specific

records was notet made available.

Key records Missing No answer | Available but not | Implemented | Unavailable | Awareness

management (percentage/| (percentge/ | implemented (percentage/ | (percentage/ | (percentage/

documents frequency) | frequency) | (percentage/ frequency) frequency) frequency)
frequency

Policy 23% (8) 40% (14) 6% (2) 31% (10)

Procedures 9% (3) 29% (10) 11% (4) 34 % (11)

Classification 34 % (13

scheme for common

records

Classified 17 % (6)

information for

common records

Figure 4.3: Key records management documentst EMU units (N=35)
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4.3.2 Security and physical potection of records

The EMU units create and receive records resulting from of their organizational businesses.
Therefoe, those units are required HyetNational Archives and Records Management Act to
ensure that public records of enduring administrative, historical and scieafifie are protected

and preserved over time (Mambique 2007:3)Preservation mearthe passive protection of
records and archival materials from damage or deterioration without physical anttcathem
treatments (IRMT 1999:34)t can be done in severalaws: through general protection of items
against environmental hazards or deterioration; determining the original materials and the
structure of the item as well as determining the extent of its deterioration or loss; the intrusive
protection of the itemral repaiing of an item (IRMT 1999:34)in other words, preservation
includes four key activities, namely, maintenance, examination, consenatt restoration,
respectively(IRMT 1999:34).

According to IRMT (1999:8), the static category refers to cotapiecords that provide evidence

of a particular action in time and they must remain unchangeable over time, while the authentic
category refers to a record that can be verified, but remains exactly as it was wrstniagir
transmitted or retainedzurthermore, the authority category refers to an official record that is
characterized by appropriate signatures, letimil, seals and office stampgally, the unique
category refers to records that make sense within the individual or organizationat ocbmnie

functions and activities that created or used them (IRMT 1999:8).

The purpose of this objective was to investigate protection and preservation of records of
enduring administrativescientific and permanent valuéindings are presented accordioghe

following subthemes:

Records protectioat EMU units.
The environmental conditions and other factors affecting protection and preservation of
records.

1 Furniture used for housing records at EMU units.
The next suliheme is the level of records peotion or completeness at EMU units.

Respondentaere asked to rate the level of red®protection or completenedsis is reflected
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in Figure 4.4 where86% (30) of respondents indicated thah e
protected and preserved fraany hazeds at all Only 3% (1) of respondents said thabtection

and preservation dheE MU u n i

created and received records avlE units were protected and preseryvethile 126 (4)

mentionel that protection and preservation of tBMU unitts recordswere ensured as well.

t 6 s notensoreddosvevervii&o (5¢ mentioned that

E M Urecardsweredtnst

However, 866 (30) of respondents indicated that the protection and preservation of records at

EMU unitswere notensurd at all.

Overall, there is an indication that tB&U units did not ensure the completeness of records.

EMU records did not remain static, authentic, authority and unique because they were not

properly protected and preserved for future users and purposes.

The level of protection

preservation of records

and

Protection
(Percentage/frequency)

Preservation

(Percentage/frequency)

Does not perform this activity 86 % (30)
Ensured 14 % (5) 11% (4)
Not ensured 86 % (30) 3% (1)

Figure 4.4 The level of records protection and preservatiorat EMU units (N=35)

Respondentsvere asked to identify the environmental conditions and other factors affecting

protection and preservation afaords.According toFigure 4.5 most of the respondents, %4
(25), argued that the conservation of records was negaaiegted by dustHowever, 54%
(19) mentioned that the conservation of records was affected by a lack ofespa@kaging

material while 51% (18) indicated that the conservation was affected by the lack of adequate

shelving and archival etosures.Further, 46% (16) said that the conservation of records was

effected by mold and fluctuation of temperature aelkhtive humidity. Another 43% (15)
indicated that conservation of recordasaaffected by insect®@nly 9% (3) mentioned that the

conservatiorof records was natffected by dustln total, 83% (29) mentioned that nother

hazards affected the conservation of records.

From the above respondents, it was apparent that the @MU t & s

many environmental hazards, such astdmold, insects anfluctuation of tenperature and
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relative humidity.Associated with these factors was the lack of suitable packaging material and

the lack of adequate shelving.

Environmental conditions and factors Affect Not affect
(Percentage/frequency| (Percentage/frequency

Fluctuation of temperature and relative humidity 46 % (16)

Mold 46 % (16)

Insects 43% (15)

Dust 71% (25) 9% (3)
Lack of adequate shelving and archival enclosures 51% (18)

Lack of suitable packaging material 54 % (19)

Other hazards 83% (29)

Figure 4.5 Environmental conditions and other factors that may affect protection of
records (N=35)
Respondentwiere asked to identify the type of furniture used for housing records at EMU units
and he data reflectk in Figure 4.6shows thatonly 6 % (2) of respondents mentioned that
records werenoused in cupboarddost, 69% (24), stated that recordgere housed in steel
cabinets Of the respondents, 60.0% (21) said that records were housed-aujustable shehse
and 43% (15) indicated that they were housed ifjuathble shelved. further 11 % (4)

mentioned that records were laid down on the floor.

According to therespondents and h e r e swsiato thé sitesthese are no provisions for
any nationalstandards regarding acquisition of adequate shelving, furniture ecwtds and
archival enclosuresAs a result, the existing shelves, furniture and records and archival
enclosures did not allow for the protection and preservation requirements of curment, se

current and permanent records.
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Furniture used Percentage/frequency
Adjustable shelves 43% (15)
Nonadjustable shelves 60% (21)

Wooden racks 37% (13)

Steel cabinets 69 % (24)

Cupboards 6% (2)

Laid down on the Floor 11% (4)

Figure 4.6 Furniture used br housing records at EMU units(N=35)

4.3.3 Access to records

rtkec or ds
academic community at EMW&Findings are present@dcording to the followingub-themes:

The purpose of this objective is to investigabe taccessibility oauni t 6 s

unitoéos records to a

by

1 The factorghat can affect the availability @hE M U

1 Rating the accessibility f uni t 6s records users

Thenext subtheme is the factorthat can affect the availability @hrEMU uni t 6s record

users.

EMU wuni

records to any @ss.As reflected in Figure 4,26 % (9) of respondents said that the activty

Respondentsvereasked to identify the factothat can affect the accessibiltyf a n
monitoring the state of accessibility airrentrecordswas not performednd 23% (8) said that
it was also notperformed for semcurrent records whin the EMU units Another 23% (8) of
respondents mened that the lack diinding aids ofthe ecords affected the accessibiliay
both currentrecords and sei-current records to any useHowever, 20% (7) mentioned that the
bad logs affected the accessibilityf a sammdurredtgecords while 1% (6) said this
affected curent records.Despite that, 236 (8) of respondents indicated that poor physica
conditions aff ect e ssemidurentaccoadsOnlyaP (2) mengioned thata u n i
both current and seraurrent records were affected by all factors, namely, back logs, lack of
finding aids and poor physal conditionsSome 23% (8) ofrespondents didot answer the

guestion at all.
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The conditions that affect Current-records Semicurrent records
(Percentage/frequency  (Percentage/frequency)

No answer 23% (8)

Does not perform this activity 26% (9) 23% (8)
Back logs 17% (6) 20% (7)
Lack of finding aids 23% (8) 23% (8)
Poor physical conditions 6% (2) 23% (8)
All factors 6% (2) 6% (2)

A

Figure 4.7 The accessibiltyof uni t 6s records to any us:«

Respondentwer e asked to evaluate désbywersiisshewsisi bi | i ty
Figure 48 that 49% (17) of respondents mentioned that accessibility for curemairds was

very good while aother 49% (17) said that senadurrent records were fairly accessible.
Nevertheless, 20% (7) of respondents arguatl $bmicurrent records were poorly accessible,

with 6 % (2) indicating that current reats were also poorly accessibla. total, 42.9% (15)

mentioned that curremecords were accessibie a reasonable degree and%910) indicated

that the accessibilt y o f  a-cumentirecodds was ey good.

Overall, the semcurrent records were less accessible thanentrecords because they were

affected by back logs, lack of finding aids and poor physical conditions.

Evaluation levels Current -records Semicurrent records
(Percentage/frequency| (Percentage/frequency)

No answer 3%(1) 3% (1)
Poor 6 %(2) 20%(7)
Fair 43%(15) 49% (17)
Very good 49%(17) 29% (10)

Figure 4.8: Evaluating the accesdiility of EMUuni t 6s records (N=35
4.3.4 Skills and records managementraining needs

According to ISO (2001:17gndthe National Archives and Records Management Act
(Mogambique 2007:5)an organizationtogetherthe Central Directorof the National State
Archives Systenshould establislan ongoing prgramme of record$raining to equip records

management staff with the necessary skills and knowledge of specific practsgsctively
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The purpose of this objective is to assess the training needs in records management within the
EMU units.

Findings areresented according to the following sihiemes:

Attendance at internal records management training.

Quialification completed supporting records management function.

Evaluating the level of trained staff in executing the records management function within
the unit.

Records management function as part of the induction program of the new employees.

Training provided for records management staff within the EMU units.

The next sudheme is attendance at internal records management training.

Respondentsvere aked toindicateif they had ever attended a training programme on records
management-igure 4.9shows thaR3 % (8) of the respondents indicated that thag attended

the training orrecords managemeriiowever, 9% (3) mentioned that they had atteddbrary
management while % (1) had attended records managettierary managemenOnly 9% (3)

did not anwer the questio’ further 14% (5) mentioned that this activity was not performed at

all within the EMU units This was demonstrated by 43 of repondents who attended other
courses, such as administration and management of human resources, political history and public
management, history and finance.

62



answer
cords management
Library management

cords
managementiLibrary

nagme
ﬁher
Missing

Figure 4.9 Attendance of records management training (N =35)

As the National Archives and Rerds Management Act observed (Mocambique 200th8)

Central Director of the National State Archives system should promote records management
training initiaves for the organizational staffAs Figure 4.10 demonstrates, 638 (22) of
respondets said thahone of the listedjualificaions had been finished whilé®(2) mentioned

that they had finished a Diploma aBdchelor in History with specialization in Documentation
Sciences A further 6 % (2) indicated that this aetty was not performed and 1% (5)

mentioned that they had finisthether qualificationsOnly 6% (2) did not answer the question.

Apart from the lack of trained records management staff, thasealso a shortage of qualified

staff in the records management field or a related discipirtfeMU units. Suitable training or
gualifications could be given byé School of Communication and Arts at EMuhich provides

a formal education on Archival Science at undergraduate level. In addition, a modular course in

Information Management and IGAithin the Public Sector is also given to the students of Public
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Administration at undergraduate level the Faculty of Social Science§he data also
demonstrated that there are no recruiting strategies that would alleviate the problem of lack of
qualified staff within the EMU units.

Qualifications completed Percent/frequency
No answer 6% (2)
Diploma 6% (2)
Bachelor in History with specialization in Document Science 6% (2)
None 63% (22)
Other 14% (5)
Missing 6% (2)

Figure 4.1Q0 Records management related qualificationg(N=35)

Whenrespondents werasked if they attendeah inductionprogramon records management or
whether new employees aiducted on records managemem)y 40 % (14) of respondents
mentioned that the records managenfanttion was not performed withithe EMU units as
reflected in Figure 4.1A further 23 % (10) of respondents commented that the records
management function did not form part of the ictihhn program of new employeddowever,
29% (10) mentioned that ¢hrecords management function formed part of the induction program
of new employeg, but not in a systematic w&yerall, 40% (14) mentioned that this i

was not performed at all.
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Mo answer

.It does but not in
systematic ways

Ot does not form part of

[ | Missing

Figure 4.11 Records management function as part of inductioprogramme (N =35)

When asked who provide the records management training within the institution, the following
were listed by the respondentHA and Directorate of Human Resources at EMidcording

to the respondents the training oecords managemerdovess records management and
preservation issuesThe Directorate of Human Resources does not carry out records
management training on a regular basis, but the Meigfour threemonths courses per year.

As reflected in Figure 42, a significant number ofhe repondents indicatethey received

training on the records management isareimany did not receive any training.
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Mo answer

B The MHA,

DThe EMU Directorate of
Human Resources

M other

DMHAJ’EMU Directorate of
Human Resources

BMissing

Figure 4.12 Service providers for records managementraining (N =35)

4.3.5 Records appraisal and disposal processes

The implemetation of a disposal authority enables a government department to dispose of its
records regularlyAccording to he National Archives and Records Management Act, only the
Central Director of the National Archives System has a technical disposal aufiooritye

records through records appraisal committees and records management units (Mogambique
2007:8).

Records appraisal is a process of evaluation of records of enduring permanent or temporary value
by using certain relevant criteria. Records dispasalefined as the process of destruction of
ephemeral records or transfer of archival valued records to an archival institution for permanent
preservation (Marutha 2011:17ccording to he Mozambique National Archives and Records
Management Act (2008:130records appraisal refers to the identification of records of enduring
secondary value and records disposal refers to transfer, destruction or permanent preservation of

records, preceded by an appraisal process (identification and selection of records).

The purpose of this objective was to analyze the efficiency and effectiveness of records appraisal

and disposal processes within #eU units.Findings are presented according to the following
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subthemes:

Responsibility for records appraisal and disppsatesses.

The records review implemented as part of records appraisal and disposal processes.
Regularity of records appraisal processes at EMU .units

Regularity of destruction of records within the EMU units.

Methods used for the destruction of uselessund s r ecor ds.

Pl ace where unitodés records are transferred

= =4 4 A -4 A -

Evaluation of records appraisal and disposal committee profile at EMU.

The next suksection analyses responsibility for records agad and posal processes at EMU

units.

Respondents were askéal consider who was responsible for records appraisal and disposal
processes at EMU uns. As reflected in Figure 4.13most of the respondents, 83 (29),

indicated that the records appraisal and disposal processes were not performed for both current
and £€micurrent ecords.By contrast, % (3) of the respondents said that the records appraisal
and disposal activities of current records WwWe
disposal committees araother 126 (4) of respondents said thdtet records appraisal and
disposal activities of seraur r ent r ecords were also carried
and disposal committe@nly 3% (1) of correspondents mentioned that the records appraisal and
disposal activities of seraurrent reords were undertaken by a central appraisal and disposal
committee andecords management unit.Simila¢o (1) of respondents said that the records
appraisal and disposal activities of semarrent records were also carried out by the records

managemeninit.

The central committee that has been credtestefore needs to extend its mandaf€his
assumption is also supported by the staterabove which demonstratdidiat 836 (29) indicated
that the records appraisal and disposal activities for currentdee@md serncurrent records
were not carried out at alDne of therespondents indicategtiat two EMU units had requested
an appraisal and disposal authority from the MHA in 2®d@wvever, the disposal authority was
never issued to the units. One of tkeords managers indicated that no attemjgie made by
the EMU wit to contacthe MHA to expedite thessuing of a disposal authorit. shortage of
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storage areas at MHA and the absence of a functioning central appraisal and disposal committee
at EMU asa whole,had contributed to MHA not proceeding with the issuing of a disposal

authority.
ReRResponsibility for records appraisal and disposal Current records Semicurrent records
processes (Percentage/frequency (Percentage/frequency)
Activity not perfamed 83% (29) 83% (29)
Unitds records appraisal 9% (3 11% (4)
Central records appraissbmmittee 3% (1)
Records management unit 6% (2) 3% (1)

Figure 4.13 Responsibility for appraisal and disposal of currentrecords and seni-current
records at EMU units (N=35)

Respondentaere asked to indicate whether the records review is implemented as part of records
appraisal andidposal processes at EMU uniégcording to Figure 4.1414% 6) and 96 (3) of

the respondents indicatélaat the records review forms part of records appraisal and disposal of
current and sensurrent records within EMU units respectivelowever, most respondents,

83% (29) indicated that the EMU units did not penfothis activity at all.Only 3% (1) of
respondents mentioned that records review of current and@eneint records forms part tie
records appraisal and disposal processes, but ibtisinmplementedn addition, 36 (1) of
respondents said that the records review of sement records did ndorm part of records
appraisal and dispospiocesses within the EMU unit&s appraisal and disposal processes were
not carried out within the EMU units, consequently it becomes apparent that a records review
approach for the appraisal process was atseexistent.In other words, the records review of
semicurrent records does not form part of records appraisal and disposal processes within the
EMU units at all.
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The way ofarecords review is carried out Current records Semkcurrent  records
(Percentage/frequenty | (Percentage/frequency)

Does not perform this activity 83% (29) 83% (29)

It does not form part of 2,9% (1)

It forms part of but not implemented 3% (1) 3% (1)

Implemented 14% (5) 9% (3)

Figure 4.14 Records review of current and semiurrent records implemented as part of

records appraisal and disposal processes (N=35)

Respondentsere asked about wheacords appraisal and disposal procesga®taking place
within the EMU unis. As it is shown in Figure 4.158.1 % (4) of respondentrgued that the
records appraisal and disposal processes for-sement recordsvere carried out everfive
years While, @6 (3) of respondents point otihat the records appraisal and disposal processes
for current records wercarried outannually Only 3% (1) mentioned that the records appraisal
and disposal processes ofrsecurrent records werearried outon an annual basend 646 (2)
mentioned thathe records appraisahd disposal processes of current records wanged out
every five years.Anather 6% (2) of respondents said thia¢ records appraisal and disposal
processes for current recor@sd semicurrent recordsverecarried oubi-annually

From the respondents it appears that the retention period schedule for common records and for
classified information were not implemented and retention period schedule for specifis record

was unavailable at EMU units.

Regularity of records appraisal Current records Semicurrent records
processes (Percentage/frequency) (Percentage/frequency)
Annudly 9% (3) 3% (1)

Biannually 6% (2) 6% (2)

Each Five years 6% (2) 11% (4)

Figure 4.15 When records appraisaland disposal isaking place for current and semi

current records at EMU units? (N=35)
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Respondentsvere askedvhen the records distructigprocesses were takingace within the
EMU units. As is shown in Figre 4.16 11% (4) of respondentsdicated that ta records
destructionprocesses for sersurrent records wer carried out every five yeart the same
time, 9% (3) of respondenponted out that the records destructprncesses for current i@cs
were carried out annuall@nly 3% (1) mentioned that the recodisstructiorprocesses of semi
current records were carried out annually and 6% (2) mentioned that the rdestdstion
processes of current records were carriedevety five year® further 6% (2) of respondents
said that the recorddestructionprocesses for current records and seunrent records were
carried out biannually.

From the r esponde thattéretentios pegod scheduletfor carpnmoe racorgs
and for classified information was not implemented and the retention period schedule for specific
records was unavailable at EMU units.

Regularity of destruction Current records Semtk current records
processes (Percentagerfequency) (Percentage/frequency)
Annually 6% (2)

Biannually 3% (1) 3% (1)

Each Five years 11% (4) 20%(7)

Figure 4.168 How often current-records and semicurrent records are destroyed(N=35)

When asked for the methodssed for destruction ofuselessrecords, the following were
identified by the respondent#s Figure 4.17 shows, 43% (15) of respondents mentioned
shredding. Only 3% (1) indicated shredding and burning. Others, 23% (8) of respondents,

indicated burning and tearintn total, 29% (10) of respondents mentioned that this activity was

not performed by the unit.

According to the respondents, sieganethodswere used ensure confidentialityowever, nany
respondentsaid that destruction of records, through for examplesdsting or othemethods,

did not comply with an approved retention schedule because it was not implemented.
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Mo answer

M shredding
OBurning

M Cthers

O shredding/Burning

Figure 4.17 Met hods used for the dedgN=B5ction of

According to theNational Archives and Records &dhagemen#ict, records of enduring value

must betransferred to the MHA after beintipe subject of a records appraisal and disposal
processWhen asked about théransfer of recordso MHA, as reflectedin Figure 418, 52%

(18) of respondent-surga&ind trrextortdise wemiet a3 amai ¢
current recordsterage arealn total, only 9 (3) mentioned that they were transferred toAMMH
andjust66 ( 2) ment i on e dcurteht eetords weee tramsfed to bath MiHA and

t h e swsamitcdrrént recals storage area. In fact,6(9) indicated that this activity was not
performedwithin any EMU units.Only 3% (1) of the respondents said that the rourrent

records were also subjected to conversion into another medium.

Fromtheresporehts it was apparcwmrtr eérhtatr eac aurnd st 6vge rneo nk e
semicurrent storage ared3ue to lack of storage areas, shelving and archival enclosures no
records were transferred to MHA.
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BWNo answer
.Mo:uanque Historical
Archives

O Unt’s semi-current records

storage area
-Conve'sahon to another
medium
Clothers
W issing

Figure 4.18: Place wereau ni t 6 s r teanstered (Bl=3%)r e

Respondentwere asked to rate the profile of records appraisal and disposal committees at EMU
units As is reflected in Figure 4.19he majority, 80% (28), of respondents argued that the
appraisal and disposalbbmmittees were not functioning, both for currentorels and semi
current recordsThese bodies would be responsible for the implementation in a systematic and
organized way of all the requaeecords management process#hile 6% (2) of respondents
mertioned that the effectiveness aefficiency of the records appraisal and disposal committee
was poor for current records, another 6% (2) indicttatit was fair and very goodust 3% (1)
indicated that the effectiveness of semarrent records appralsand disposal was poor and%4

(5) said that it was fair.

From the respondent# was determined that the effectiveness and efficiency of the records
appraisal and disposabmmittee at EMU units was poofhe records appraisal and disposal
committee renained norexistent and because of that, it could not play its expected role within
the EMU units.
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The level of effectiveness of record Current records Semicurrent records
committee (Percentage/frequency]  (Percentage/frequency)

Does not perform this uity 80% (28) 80% (28)

Poor 6% (2) 3% (1)

Fair 6% (2) 14% (5)

Very good 6% (2)

Figure 4.19 The effectiveness of the records appraisal and disposal committee at EMU
units (N=35)

4.3.6 Management of dgital records

The National Archives and Reds Management Act does not state amguirements
concerningdigital records rmanagement in the public sectédthough the Act does not cover
digital records he purpose of this objective was to investigate the usénformation and
communicationtechnol@y tools by EMU units for the management of bptper and digital
records that were created and received, as
this study,it is positedthat the digitakecordsdo not physically exist, but are stdren different

parts of the system that differ from tradital paper (Duranti 1999:152)hey provide evidence

in digital form resulting from transactions undertaken by individuals or by organizations.
According to Tafor (2003:72), electronic records ardy generated and accessible through
computer hardware and software.

Findings are presented according to the following-thaimes to establish whether the EMU
units use information technology and communication tools for the management of both paper

anddigital records:

The software used for maging both paper and digitacords.
The accessility of the existingdigital mediums.

1
1
1 The level of effectivenesand efficiency of the digitalecords management system.
1 Staff profile opinionon management afigital records.

The next suksection analyses the performamdéehe software used by EMU units for managing

digital records.
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Accordng to IRMT (19997 ) , computer sof twar e refers to
operate a computer, manipulate the data execute particular functions or tasksough a

progr ami ng Computergsofavgre dnight béree or commercial/proprietary-ree

software can be customized her eby adapting it to an organi
Opropr i et aprivatelg awhethwadr ec oinst r ol | e dTie elettrBnM Tecotd9 9 9 : 1 3
within the EMU units are subject to the same meguents as their counterpart paper basd

records (Mocambique 2001:1®Jowever, this Act does not define the concdptigital recads

for its operationalization.

Respondentsvere asked to indicate or state their opinion about the software custiomiand
applications usetbr managing both paper and digitacordsit is shown in Fgure 4.2Qhat just
over71% (25) of respondenisdicated that it s developed from free softwarehile 37% (13)

of the respondents mentioned that there was no management of digital records within the EMU
units. Only 3% (1) indicated that it was from a commercial or proprietary source. Another 26%

(9) did not provide an answer on this matter.

The EMU Informatics Cater had developed a digitsystemcalled SIGE which was linked to

the Internet just for tracking iooming and ougoing recordsvia DAPDI. This is an
intermediary registry within the EMUWnits in charge of deliveringecords services (UEM
2015:3).Apart from SIGE, there is proprietary softwateveloped by UEMDRA from 2010 to

2015 called the Integrated Systeof Academic Management, SIGAhis is a webbased
software similar to SIGEILt is composed of four modules, namely, finance, management of
faculties, lecturers and students who can communicate with the system by SMS and Email
services (UEMDRA, SIGA 2010: 1).

A numberof respondents who were not sufficiently informed about the atengystem, it was
mentioned that the electronic system, particularly the SIGE, was developed from a free software
for administrative management atféit SIGA wasalso an open software which is still under the

customization processes.

74



M o answer

B comercialProperietary
CFree

M Missing

Figure 4.2Q The software used for managing digital record§N=35)

Regarding the main tasks performed by the software, refleénttheFigure 4.2167% (24) of
respondents noted that the electronic system was performing the registration process, 68.6% (24)
mentioned reaals control, 60% 41) said records retrieval, %b (19) argied records
classification, 466 (16) said records storage,%616) indicated records capture and 60% (21)
indicated recads retrieval By contrast, 6% (23) of the respondents said that it did pe@torm
appraisal of records, &6 (23) mentioed destruction of records, ¥9(17) said records transfer

and 57% (20) indicated that the system did not perfaacording to theetention period of

records.
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AaaaRecords management processes Application performed Application not performed
(Percentage/frequency) (Percentage/frequency)

Records capture 46% (16)

Registration of records 69% (24)

Classification of records 55% (19)

Retaining records 57% (20)

Records control 69% (24)

Records appraal 66% (23)

Records destruction 66% (23)

Records transfer 49% (17)

Records storage 46% (16)

Records retrieval 60% (21)

Figure 4.21 The applications of the softwareat EMU units (N=35)

Respondentsere asked about the accessibility of 8rgelectronic and digital mediumshis

is represented in Figure 4,2&here20% (7) of respondents mentioned that the existing hard
discs were not accessible, but%44) had an existing flash, 20% (7) had a DVD an%bZ0@)

had exernal discsBesideshat, 726 (25) had access to eking hard discs, P% (27) to flash, 20

% (7) to DVD and 20% (7) toxéernal discs. In addition, 34 (13) of respondents said that the

management of digital records was not performed at all.

Hence, this data demonstratedtttiee inaccessibility of existing hard discs, flash drives, DVDs
and external discs resulted in the lack of a program that could ensure the management of

electronic records in as satisfactory a mamsethd of paper based records.

Accessibility of Management of Hard disc Flash DVD External Disc
digital records digital records (Percentege/ (Precentage/ (Percentage/ (Percentage/
(Percentage/ frequency) frequency) frequency) frequency)
frequency)
Activity not 37% (13)
preformed
Existing but not 20% (7) 11% (4) 20% (7) 20% (7)
accesible
Accessible 71% (25) T7% (27) 20% (7) 20% (7)

Figure: 4.22 The Management of digital records at EMU units (N=35)

Respondentwaere asked to evaluate the existing digital environmental at EMU units. As it is
shown inFigure 4.2326% (9) of respondents argued that the digital records were poorly

managed, but another 20% (7) mentiotteat it was very well manageHligure 4.5reflects
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that 37% (13) of the respondents indicated that this activity was not performed.

-Does not perform this
activity

Figure 4.23 Evaluating the management of digital records at EMU unit§N=35)

Respondentwere asked to reflect on thevel of records managnent with regards to digitahd

digital recordsThe resits are indicated in Figure.24, which shows a signifant40% (14) of
respondents noted that t iméigital recotd® managamanhis wa s
scenario can be associated with the fhat 8446 (12) of respondents said that this activity was

not performedvithin EMU units, whereas 24 (5) of respondents indicated that they were very

well trained.

In other words, from these data presented above, it appleairshe EMU units were facing great
challenges with regards to the management of digital records because there is a total absence of
any systematic control over created and received digital records when pursuing their
organi zat i oTihe gse df wamputee systems has not been supported by strong

investment in digital records management training of tHéatéhe respective EMU nits.
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Does not perform this
.ac‘ti\ri‘tv

Eroor
CFair
Wvery goog

Figure 4.24 The level of staf training on the digital records managementN=35)

4.37 The senior supportfor the records management activities

According to theNational Archives and Recordsaviagement Acthe Central Dierector of the
National State Archives System is responsible for promoting records management training
(Mogambique 2007:5).

Hence, he EMU, asa public government agency, aeng withother public entities that receive
funds for a public purpose, is required by law at each adtrative level to report on its actual
performance against predetermined objectives (Mbggme 2009:46Mocambique 2004666).
The EMU units are required to prepare a budget based on their particular busivésess&oti
each financial yeaiThen, theapproved budget is followed by a regular internal auditing of its
execution throughout the ye&tevertheless, the EMU is also required to submit annual reports
together with its annual budgets.

The purpose of this objective is to investigate the annudgéting for records management
activities within the EMU unitsFindings are presented according to the followingtbaimnes:
1 Annual budget allocations to the records management function within the EMU units.

1 Records management activities annually budfete
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The next suliheme is annual budget allocation to the records managémnetibn within the
EMU units.

Respondentwvereasked about the annual budget allocation to the records managemennfunctio
within the EMU units. The respondents mentioned thatettannual budget included funds

allocated to the recorasanagement function

From the data presesd, it seems that the records BMU units were poorly manage@here
was no strategic planning and financial investmenherecords management functidhwas
not given a priority in the budgeting within the EMU units because it did not form part of the

general administration.

Respondentsvere askedor informationon records management activities annually budgeted.
Overall, he budgeting of records managent activities was not performed withthe EMU

unitsln fact records capture, records registration, classification of common records,
classification of classified information, access to records, records transfer and destruction of
records weg not budgted budget at aHowever,the annual budget allocated the storage and
handling of reords wasapproximately 1000 to 6000 WS Another 1000 to 6000 USD was
allocated tarecords creation and retainingcordsand 7000 to 9000 USD waallocated forthe

records management training

Accordingly, it can be concluded that the records management activéresnet strategically
budgeted.The existing resources were insignificant and had to be acquired lfergeneral
management functiol.hesefundsbarely cover storage and handlingdarecords management
trainingConsequently, the records management function within the EMU units did not achieve

its objectives.

4.4 Summary

This chaptepresentd data that was collected through questionnaares documenanalysisin

this section key issues raised are summarized according to research objectives as follows:

1 Key record management documents, suchctessification schemand retention
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schedules for common and specifiecords and classified informatiowere not
implemented within EMU units, thus posing difficulties in complying with The National
Archives and Records Management Act.
The EMU units did not have control over created and received digital records via
investments in digital infrastructure.
The cental records appraisal and disposal committee was not functioning and the
sectorial records appraisal and disposal committees and the records management units
had not been created.

The records review of current records and seunrent records did not forrmpart of

records appraisal and disposal processes within the EMU units.
The noncur rent records of EMU u nicurrent stoegee ke p
areas.
The destruction of records through shredding or by using other methods did not comply
with an gproved retention schedule.
The protection and preservation of semirent records were affected by several
environmental and material conditions, such as fluctuation of temperature and relative
humidity, mold, insects, dust arfdrniture with respect téack of adequate sfving and

archival enclosure8s a result, the integrity, reliability and authenticity of records at
EMU units were not ensured.
Ot her factors that af f ec t-audent reboeds wecechack si bi |
logs, lack of finehg aids and poor physical conditions. The semrent records were

less accessible than current records.

Most of the existing records management stafhained at lower levels and wemet

trained and qualifie on records management issuasthermorethe induction program

did not form part as a strategy for records management training of new employees.
The MHA and the EMU Directorate of Human Resources were competing in providing
records maagement training at UMU unit§hose units did not always work unison.
The records management activities were not strategically and annually budgeted within
the EMU units.

The existing resources for records management activities were insignificant and were

unaccountable within the EMU units.
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1 The existing lowevel records management staff were unable to interact with top

management to influence decisions that are made in strategic meetings within the EMU
units.
Finally, adequate planning and budgeting for the functioning of records appraisal and disposal
commitiees and records management units within the EMU units are seen as the main challenges
for ensuring the compliance withe National Archies and Records Management Altte next

chapter interprets and discusses the research findings.

81



CHAPTER FIVE
INTERPRETATION AND DISCUSSION OF RESEARCH FINDINGS

5.1 Introduction

The previous chdpr presented the data that wadlected via questiorairesand document
analysis.This chapter deals with the interpretation and discussion of skeaneh findings, a key
component of any research where inferences and generalizations of findings can be drawn with
regards to a problem statement and its respective research questions and hypotheses in order to
coherently expose related aspects and psesethat underlie the findings (Creswell 2009:152;
Kothari 2007:281;Neuman 2006:159)herefore, according to Babbie and Mouton (2001) and
Neuman (2006), the interpretation of the findings should be done in an objective manner to

achieve accurate conclosis.

This chapter follows the objectives of the reseastidy in its structure, namelyBtate of

availability and implementation status of key records mamagé documentsThe information

and communication technology teaused for records managemenhe records gpraisal and

disposal processeshe protection and preservation of records of enduring administrative,
scientific and permanent valu€he accessibit of a wuni t 6 Shetranmhgneatls by u

on records managemefithe annual budgetinfor records management activities.

5.2 Key records management documentgolicy, procedures and classification systems

The senior management at EMU, through the MHA, is responsible for ensuring the effective
implementation b the records managemenbligy and procedure As a result, th key
documentsver e recognized by senior management as
to achieve efficiency and effectiveness in the records service, so it is expected that some efforts
in this area will bemade as soon as possible (Comissdo de Avaliagdo de Documentos de
Arquivo-UEM 2012:12).

According to the Comisséo de Avaliagde Documentos de ArquivdEM (2012:1) and the
results of this study, it has been clearly demonstrated that the EMU has a long g@yn
designing kg records management documesigh asmanual of procedures for current and
semi-current recordsand this wasemaining as an @oing project in April of 2017
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It wasrevealed that the respondents were not sufficiently informea alppuovedarchives and

records management polieyithin the public sectoincluding EMU units. Consequently, &

staff responsible for the implementation of the records management programme was also unable
to assess the or ganimsamanagamérd in pupporting,rfan axampie, i n
teaching and learningrocesses within the EMU unit§tudents, lecturers, researchers and
administrative staff weref coursethe main users within the academic community that would
experience benefits from theervices provided by EMU unitAn additioral challengeis the

fact that:manual of procedure isot in existence at EMU unit3hese shortfalls may lead to a
similar situation to the one that has been occurring in thergment bodies of South Africand
Botswana where there have been serious consequences, such as the loss of vital national

memory and the instigation of loss litigations against government bodies.

As can be seen, the EMU was not implementing the approvedrdeords management
documentsConsequently, this has meant that the university is being made vulnerable to a range
of risks with the result that sugioor records management has not added value to the governance
of the bsinesses of EMU unitccordingly, records could not be retriest when needed by

internalor external users of EMU units.

The senior management at EMU, through the MHA, is responsible for ensuring the effective
implementation othe classification scheme of classified information for common records and
the classificaton scheme and retention schedule for common records throughout the
organization.Regarding the classification scheme and retention schedule for common records,
this has ot been implemented by the EMOwo factors were responsible for this, namely, the
lack of an adequate organizational business stamp for capturing incoming and outgoing records
and the lack of trained staff (Comissao de Avaliacdo de Documentos de AtfEiMd@012:1

2).

According to the Comissao de Avaliacde Documentos de ArquivdEM (2012:1) and the
results of this studyt has been clearly shown that the EMU has many challenge®toomein
designing kg records management documeiitsr example, the EMU has not yet been able to
make available the classification scheme of classifienformation for specific recordsndthe
classification scheme and retention schedule for specific redbidsiecessary for the EMU to
actuallydesign the classification scheme of classified information for specific records.
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5.3 Security andphysical protection of records

In answearinghe questionnaes,respondents indicated that the EMU units did not enthate
records remained static, authentic, authority and unique because they were also not properly
protected and preserved for future ssBurthermore, the records of EMU units were vulnerable

to many environmental hazards such as dust, mold, insects and fluctuation of temperature and

relative humidity (Comisséo de Avaliacdo de Documentos de Arduisid 2012:3).

There is no environmental catidns control procedure that could prevent the negative effect
that @uses deterioration of recordssociated with the environmental factors, there is a lack of
fire extinguishers (Comissédo de Avaliacdo de Documentos de Arglitid 2012:3), suitable
padkaging material and adequate shelvinthese problems were negatively influenced by the
lack of a national standard for the acquisition of adequate shelving, furnitune@rds and
archival enclosuresAdditionally, the existing shelves, furniture andcords and archival
enclosures did not correspond to the protection and preservation requirements of current, semi

current and permanent records.

The results othe study clearly show thabmmercial offsite storage companies, which did not
exist locally,should have stored semactive records from EMU unitQueto the shortfalbf the
records storage center under the control of the MHA/National archives, the repository could not
receve more records from EMU unit€onsequently, due to a shortage of rdscstorage areas,
semtactive and nonactive records are kept withthe EMU units.The studyalsofound that

most EMU units kept seractive records osite.

The semtactive records that were kept-eite were stored in inadequate storage areas, gharin

the existing space with other obsolete equipment and furniture anceomnds and archival
materials. Most of those records were affected by insects, dust and lack of archival enclosures
and adequate shelving and furniture that caused degradationrettrds (See more details in

the Figures 4.18, 4.19 and 4.20 of section 4.3.5 of chaqter

Apart from the degradatiomantiened abovewater leakage were also a potential danges.

well as this, Ngulube (2014; IRMT 1999:22) also postured, air pdlon and damage from

light, fire, rodentsabuse and mishandling as other factors that may cause deterioration to records
(IRMT 1999:1827; Comissao de Avaliacdo de Documentos de Arqildtav 2012:3).

84



In short, the environmental conditions, particularlyctuation of temperature and relative
humidity, dust and biological agents such as mold and insects, together with and the shortage of
adequate shelving, furniture and archival enclosures, were seen as the main factors that affect the
protection and preseation of records classified as static, authentic, authority and unique at
EMU units.

5.4 Access to records

The seabn 2.50f chapter two of this study gives a brmferview on the context of the access to
information in the public sector worldwidBurtherto this, he MozambicanAct n°34/2014 on

the right to information wa approved on 31 December 20T4he purpose of this Act is to
promote public and democratic participation in decision making, complying with the National
Constitution (Mogambique 24:33. In this regard, members of the public should have access to
information held by the state, municipalities and branches outside the country as well as private
organizations with public terests (Mocambique 2014:[33Nith regards to the righto
Information, this Act is regulated by Act n°® 35/2015 of 31 December 2015.

According to the Act on the right to information, all civil servants from the public sector must
provide citizens with required information within 21 days (Mocambig0#5:163).Howe\er,

there are some restrictions or conditions for classified information that must be respected. If the
request was not satisfactory, citizens may launch an appeal to the court or ask for verification of
the dispatch from the competent civil sarig withtechnical assistandeom a records appraisal

and disposal committee (Mogcambique 2015:163).

It seemsthat a number of factors, such as back logs, lack of findidg and poor physical
conditionsreflected more negatively on semurrent records than cemt recordsn restrictng

the publi® acess to informatior-or example, some EMU units were unable to access records
of administraitve and enduring value in tim&hese records need to be properly identified and
managed to enable compliance with archiegislation, as well ato facilitateeasy retrieval of
information that is normally done through a registration book of outgoing and incoming records.
There is also in one EMU unit a data base used for retrdvaformation on the maagement

of humanresourcesThese tools are regarded bsingvery easily used and very effective and

efficient and therefore should be ugo-date and automatized (Comisséo de Aagidp de

85



DocumentodJEM 2012:3).1t would be seem, howey, that EMU unitscontinue to expeh
resources unnecessarily in order to manage records that should otherwise have been destroyed.
Consequentlyit is apparent thatecords storage areas should be made available to facilitate the

retrieval of records by users.

The semicurrent records werkess acessible than curremecords.The data was contradictory
with 48.6% (17)of respondents arguindpat they were fairly accessible and another 20% (7)
stating tlat they were poorly accessilibnly a few users requested access to seumrent
records.

Despite the above, records keptste in close proximity, were quickly retrieved by any users
when requesteddn the contrary, users of active files kept in-sifé storage areas experienced
enormous difficulties in retrieving thosecords.It also apeared in the study that some EMU
units had tried transferring records to an-ofé storage unit without it being arranged and
described, just to remove those records agdterspace for the active on@$.great significance

for the continentwas the &ct that this practice was being undertaken by some government
institutions in SubSaharan AfricaRetrieval consequentljpgecomes a challenging issue due to
lack ofadisposakuthority (Ngulube 2011:4).

According to Library and Archives Canada (2012)emaping in this way is high risk because
records can be hard to find and kept beyttrair useful life.As a result, thee records cannot be
preserved adequately and are costing more to retrieve, leading to unnecksagryand
expenditure This situationis affecting students, lecturers, researchers and administrative staff
members at EMUwho need the records to operate or to respond to access to information
requests and for legal cases. Lost anigmanaged records reduce their ability to deliver
prograns effectively (Ngoepe 2013:165).

The EMU units werehusnot able to deal with requests satisfactorily under the wWisich was
supposed to benabling the righto information.The respondentsvere not sure which sector
was responsible fothe implementéion of legislationconcerningthe right to informationthe
possibilities ranging amonggte recordgppraisal and disposal committee, records management
unit and the Legl Services Directorate at EMWhat is more, the records management units

andtherecords appraisal and disposal committee havgetdieen createdithin the EMU

86



units that should be responsible for implementation.

5.5 Records management skills and training

Staff records management training is one of the crucial processes focessliaecords
management prograntTherefore, an organization shdukstablish an ongoing prograot
records training to equip records management staff with the necessary skiisoaviddge of
specific practices (ISO 2001:17yhe lack of trained staffi the records management avehin

an organization means that the records managesevices become problemathMost of the
existing records management staff at EMU units were not trained specificalhgconds
management issues (Comisséo de Avatiagd Docimentos de ArquivdJEM 2012:1).Apart
from the lack of trained records management staff, there was also a shortage of qualified staff in
the records management field or related disciplines at EMts.Ufiom the respondents, it
appeas that there \as a strong neeaif records management trainirihey demonstrated that a
significant investment in training areblucation in the fieldhould be undertakdn. addition,
from Figure 4.26 oection 4.3.7 of chapter four, the induction program did not faarhof the
strategy br records management trainifidnis situation was therefore associated with the lack of

structured records management functioning within the EMU units.

Figure 4.27 ofsection 4.3.7 of chapter four shows that the records managera@mg was
offered by both the MHA and Directorate of Human ResaisteEMU as an ongoing program
That initial training was directed towards records management staff to give them the capability to
facilitate the implementation of The National Arctev@/stem within the EMU unitsThe MHA

IS a competent institution in the country consisting of recognized and qualified sta#f gvitat

deal ofexperiencean records management traininthis was one of the planned processes that
wasto beperformed by theMHA and in particular, the Central records appraisal and disposal
committee within the EMU units (Comissdo de Avaliacdo de Documentdsgievo-UEM
2012:24). As a means to unified approacthe EMU Directorate of Human Resources
contracted qualified recds management staff from the MHA for the running of short courses on
records management for the EMU upithough without any planning inadvance. No
coordination activitiesexisted between tBe two EMU unitswith relation to recads

management trainingsues.There was overlapping of recordsanagement initiatives at the

87



EMU units, thereby duplicating unnecessary resourceshwtere not readily availabl@he two
EMU units were competing in records management training within EMU schools, faculties,

research centers, spatunits and directorate units.

From the questionnaireg seems that, due to lack of sufficient funding, those BMU units
were not doing a sufficient amount of staff training with regards to reecnedagementThe
level of trainedrecords management staff remained at low levels (For further informa@n s
evaluation done in Figure 4.25 séction 4.3.7 of chapter foufexisting formerly trained staff
were constantly being moved to other sections or units with new responsibifitexsig from

the records management functig@omissdo Cemal de Avaliacdo de DocumentbEM
2012:1).These vacancies were filled with newly recruited stafhout a specific knowledge of
records management issuethis situation did not provide a basfor the successful
implementation oftie National Archives and Records Management Act at EMU units.

The records management staff at EMU unit whoright to berainedto a reasonable level, but

17 out of 35respondentsgelt that there was no skillsainsfer within most of the staff in EMU

units. For example, the classification scheme and retention schedule for common records and the
sectorial scheme of classifiedfanmation were not implementedis a result, the records

management staff in registryeagill requesting more training.

In short, there were no coordinated initiatives on records management training within the EMU
units mentioned aboveThe two units were apparently competing, thereby duplicating
unnecessarily resmces that were not suffent. The standard of the records management staff in
EMU units has remained at low levels, with the result that there is increasing organizational

demand for qualified staff to deal with more complex issues.

5.6 Appraisal and disposal of records

In acordance with e National Archives and Records Management Act, the EMU units that
form parts of the National Archives System are responsible for the proper management of current
and semicurrent records, including those records that might be transfertdeiAg throughthe

creation ofrecords appraisal and disposal committees (Mogambique 2007:8
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The records appraisal and disposal committees must be composed of three committee members,
namely,a head of a registryan archivist, and a staff member with qualification in legal
sciences (Mocambique 2010:6)hese requirements are critical for a better functioning of a
records apraisal and disposal committeAs a result, the EMU created a central records
appraisal and disposal committee in 2011 that wapervised by the VieRector and
coordinded by the Director of the MHAAs its members were required to hold a multi
disciplinary background, thiwas composed of 5 members and not three members as the law
states: one archivist from MHA, two from centradistry, one coordinator from MHA and one

from the Directorate for Administration.

According to Mocambique (2007:23), records appraisal and disposal committees play an
important role in records managemenithin the pblic sector. They can strengthen an

or gani z at toadanéifg andhdsseds irigkdsy addition, thee committees are technically

and methodicallysupervised by NCRAD, based on the approval of standards on functioning of
records appraisal and disposal committees within the public astration in M@ambique
(Mocambique 2010=). This point is underscored by Mogcambique (2007:23)stating the

main functions of the records appraisal and disposal committee within the National Archives

System as follows:

Formulate and implement a recordanagement plan.

=

Coordinate and implement a classification scheme and retention schedule of common and
specific records.

Propose a classification scheme and retention schedule of specific records.

Coordinate records appraisal and disposal processes (Mmgsa2007:23).

Ensure that records and archives are properly managed within the public sector.

= =4 4 -

Formulate a records disposal plan in coordination with public government agency

archives.

Initially, the Central records appraisal and disposal committee at tisHJcreated for six
months withthe sole purpose of planning and budgeting the records management activities of
directorate units at MU for the period 2011 to 201Zhe academic units were not the working
target of the committee (Comissao de Avaliacd®deumentos de ArquivlEM 2011:2).
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Accordingto respondenisthe budget of the Central records appraisal and disposal committee
wasnot made available at the tim@ue to the lack of funding, it had to extend its work for a
further twelve nonthsin total, the committee wasdelivering records services for &igen
months from 2011 to 2013 his plan covered recordmanagement staff training on records
classification, appraisal, disposal and assessment of twaslgeed EMU directorate unitdt

was also rgponsible for the designing of instructions for thactioning of thiscommittee at
EMU (Comissao de Avaliacdo de Documentos de Arglta 2011:[1]).

Apart from insufficient funding, the lack of transport for visiting and carrying out appraisal and
disposal activities was a great drawback that hampered destruction, transfer and preservation of
records within the EMU units, which are physically situated in diffefocations arounlllaputo
City.Some are closer than others, but provision of transport neraairiti@l issue for committee
members. The committee was unable to adequately monitor the implementation of a
classification scheme of common records and other planned records management activities
within EMU units.

The EMU did not create any sectoriacords appraisal and disposal committees and records
management units that could carry out the recorgsaggal and disposal process@ébis was
confirmed by 82.6% (29) of respondents who indicated that the records appraisal and disposal
activities forcurrent records and semirrent records were not carried out at all within the EMU
units. Regarding nofturrent records with archival value, these must be transferred to the
archiveds reposi t orned ailer osite®noftditd. In fach emngst olvthesee st o
records may have no enduring business or historical value, and should be the subject of an
appraisal and disposal proces®ar example, as indicated in kg 4.16 of section 4.3.4 of
chapter four, EMU units did not have their own specstiorage areas for sewctive and non

active recordsThis was evidenced in Comissdo de Avaliagcdo de Documentos de Arquivo
(2012:1)

According to respondenisthe Central records appraisal and disposal committee was not
functioning after 2013, thus requng the extension of its mandafehis means that from 2013

up to the date of this study, the responsibility for the records appraisal and disposal processes
was notassigned within the EMU unit€onsequetly, theprocesses weneot carried out within

these units and a records review before the records appraisal proceptatalvas also nen
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existent. Thus, the records review of se@mirent records did not form past records appraisal
and disposal processesthin the EMU units.It was argued in Fige 4.12 of chapter four by
82.9% (29) of respondents that the EMU units didpgsform this activity at all.

As it is shown in Figure 4.13 of chapter four, the EMU units had different periods of records
apprasal and disposaHowever, 11.4% (4) of respdents argued that the records appraisal and
disposal processes for seaurrent records were card®ut in each fiveyear periodin addition,

5.7% (2) mentioned that the records appraisal and disposal processes of current records were
carried out in thesame periodThis situation was exacerbated by the fact that the retention
schedule for common records was available but not implemented and the retention schedule for
specific records was not made availablalkfThis had a negative effect on recor@striuction

activity.

Many respondentsaid that destruction of records through shredding or by using other methods
was carried out without applying an approved retention schedule, either for common or specific
records.Such destructiomf records was naocumentedFrom thequestionnairgsit was also
apparent that neaurrent records for units were kaptsemicurrent storage areaBue to lack

of storage areas, shelving and archival enclosures, no reeerdstransferred to MHAThe
existing semicurrent storage areas for units were overloaded and some of the records were kept
in registries and working places, demanding an appraisal and disposal activity for selecting,
transfer and destruction of these recotdsthis study, however, it was foundathmost of the
records appraisal and disposal committeembers wereinmotived and insufficiently trained

with a lack of adequate qualification§herefore, individual committee members could not
introduce changes due to their lack khowledge, especiallyin archives and records
managementn a similar fashion tehe auditcommittees in government bodies in South Africa
(Ngoepe 2013:180), the Mozambican recoagpraisal and disposal committees should also
establish and maintain effective relationshipsh key stakeholders who influence and inform

the responsibilities and operations of twmmittee. This can be achieved by records appraisal
and disposal committees through theieetings andhrough working with key stakeholders
outside of committee mangs (Ngoepe2013:180).The stakeholders may include: personel in
leacership, records management, linformation management, risk management, human

resources, finances and supply chaianagemen{Ngoepe 2013:80-181)This relationship is
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central to enalohg the committe to meet its responsibilitie$¢¥hen Mogcambique (2010:6)
classified the responsibilities of records appraisal and disposal committees, the surprise
omissions were records creation, preservatiahatess to information issudence, accaling

to Mocambique (2010:56), the key determinants of affective functioning of the records
appraisal and disposal committee are as follows: composition, authority, resources, sufficient
number of members, expise and skillsThis will have a benefial effect o the committe® s

performance iran organization.

The life cycle of a record is comprised of three phases, namely, activeast®mi and non

active phaseszach of these tiee phases should be managed with adequate ge@ugoepe
2013:163).Thus, the active files must be stored on the premises of a governmental body in a
central place called the registry whassemtactive files areo bekept in the records storage
centerunder the control of the national archives repository, whileawive files are transferred

to anarchives repository for permangnmteservation (Ngoepe 2013:163he storage areas of
each r phease rare aifferent locationhese records storageeas must be able to

accommodatéhe growth in the amount of documation (Ngoepe 2013:127).

In short, from the atwve situation it was understood that the effectiveness of rnéeords
appraisal and disposabmmittee at EMU units was poofhe committee remaingon-existent

and because of that it could not achieve efficie and effectiveness regarding its role,
particularlywith regard tocoordinating, designing and implementing records management tools
within the EMU units.

5.7 Management of dgital records

Information Technology (IT) is seen as an important bssit@ol for organizations (IRMT
2009:1).Electronic records enable individual users and orgaoimmto access quality, timely,
effective and efficient records with less effort and money required, but at the same time with
conditions in compénce with lawsand regulationsAlthough papetased records and electronic
records are subject to the same legal requirements at EMU units (Mogcambique 2001:10), the
National Archives and Records Management Act is only applied to thag®aarent of paper

based record®ther types of records, including electronic records, are not covered by the Act.

There is an absence of specific policies, regulations, strategies, standards and guidelines for the
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management of electronic records @dmbique 2001:10; IRMT 2009:2Thus, tle records
professional should be working towards the development of the legal organization infrastructure
for the management of electronic records (IRMT 2009:39). (See the Figure 5.1. below on the
best practices for the implementation of an electronic rdscananagement programme by
creatng or improving existing poligy However, adequate power supplies, robust networks,
sufficient band width, suitable technical support and effective computer backup systems remain
critical toall IT systems (IRMT 2009:32)f this is not the case, then existing electronic records
will not be preserved over a long period of time because the reliability and authenticity, as
evidence of records resulting from a particulanatgti may be subject to chang€o avoid this
situaion, the safety of the records should be ensured over time (Lin, Ramaiah & Wal 2003: 118
119; Irons 2006:106).

As it has already been detailed, there are two types of computer software: proprietaryrand ope
software.The proprietary software isedigned ad owned by a companyhe company does not
divulge specifications of the product to avoiddigplication by other companie$his situation

is regarded as a ddzantage by many organizatioms a result, users prefer to use open
software, also known deee software. Specifications of this software are publicly accessible and
differ from propretary software (IRMT 1999:13)herefore, people using open software can
mix and match products from different manufacturers and this is regarded as the grrtigedlv
brought by open software (IRMT 1999:13).

In this study, it was revealed that the electronic system, SIGE, was developed from free software
that can be used throughe internet by all EMU unitsHowever, due to the environment
bandwidth being low,communicationbetween EMU units was hamperetihe bandwidth
available in the information systedid not ensure a quick procesisbecame tne consuming to
complete a task andhis system could not work properlyAs a result, all the existing
functionalities of the system were not effectively exploited by records management staff who
continued torely on the manual environmerithis was also exacerbated by the lack of trained
records managers, technicadfrastructure and technical support for follow up nfrothe

Information Center at EMU.

From questionnagson the sites, it became obvious that the units did not perform appraisal,
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destruction and transfer of records or adhere to retention periddit#l records.In fact, this

system did not fully meet ¢helectronic record management needs because it did not have the
necessary records management functionalities of an Electronic DocumendsREleoragement
System (EDRMS)This systemwas built for tracking physical incoming and outgpirecords

within the EMU units. However, onerespondensaid that applications such as classification
scheme, appraisal, destruction, transfer and retention period of records and digital records can all

be incorporated into the system in future, thus converting it to an EDRMS.

Meanwhile, the Informatic€enter at EMU is willing to acceptom records professionals all
important recommendations for aating the system to an EDRM$&lowever, some issues
should be considered, such as consultancy, networking, system mainteeaonods security
measures for easy retrieval and access to records (Mazikana 1999 in Kemuanikdd/a and

Ki pl ang o6 aThe putcita8ed dr@édveloped EDRMS should be reliable and run backup
tasks for disaster recovery and manage paper, electronic @tichediarecords(Johnson and
Bowen2005: 134; Tafor 2003:75; Ojo 2009:99).

The respondentevealed that there was no records manager working as part of the project for
the developmenof the digital system at the EMU Centre of Imfoation. This projet was
thereforelikely to fail because the decision for the development of the system was not founded
on a sound analysis of the business requiresnehtthe different EMU officesThe records
manager staff at MHA was of the opinion that the-cait of e built electronic system is
essentially a records managamh issue and not an ICT issukhe EMU Information Center
failed to indicate to the researcher theeri@ used to select the syst&m.supported by IRMT
(2009:1), consideration should be paidmoat tasks the computer systeill perform and how

records will be managed.

Hence, this study demonstrated that the inaccessibility of existing hard discs, flash drives, DVDs
and external discs, which resulted from a lack of a successful and effecigrarpme, could

not ensure the management of electronic records in the same way as paper based records.
According b the respondentsn the sites, the digital records wegreorly managed at EMU

units. This was confirmed when 37.1% (13) of the respondamdtcated that this aeity was

not performedIn Figure 5.1 below are reflected key parts of the processes for implementation of
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an electronic records management programme in an organization starting with the creation or
improvement of a records managemnpalicy, followed by continuous improvemeas$ detailed
by IRMT (2009: 3).
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Figure 5.1: Implementaton of digital records management by policy (IRMT 2009:3)
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To sum up, the records management staff was characterizethbly af technical expertise in
electronic records management and this was associated with the poor functioning of the installed
system within the EMU units which required constant follgovby Information Center staff at

EMU. The built electronic infrasticture was unable to respond to the demands imposed by the
installed system where the digitacords did not form part of iWVith information from the

IRMT (2009:3), best practices for a successful, effective and efficient electronic records

managemeprogramme could be laid down.

5.8 Seniorsupport for records management activities

As records contain important information, it is critical that the records management function
protects them as evidence of szaand insoaey (ISOi t hi n
2001:4).For this purpose, records management activities and processes must be budgeted for or
funded as a specific business activity withia tirganization (Githaka 1996:¥njama 1996:29;

Moyo 1996:41; Mnjama 2004:4749; Kemoni & Ngulube 208:304; Keorapetse & Kekopa
2012:2425; Ngoepe & Ngulube 2013:8Vamukoya & Lowry 2013:159Ngoepe & Ngulube
2014:148).(For more detailseesection 2.9f chapter twoon the benefits of an archivesd

records management act in the public sector).

Theresults of the study indicate that the records management function at EMU units was not the
subject of any bdgeting and was poorly manag&hly 2.9% (1) of respondents mentioned that

a portion of the annual budget was allocatechéorecords managemennction. There was no
strategic financial investment in the records management function that could be formulated from
the stateds annual budget, which presents t
expendture (Mocambique 2004:555) he records mnagement function was also not given
priority within the EMU units because it did not form part of the general administration and
would therefore incur more costisack of a records management section within the units with
trained and qualified staff seento be the root cause of exclusion of the records management
function from the planing and budgeting of the unitds a result, a regular internal auditing of

its execution throghout the year cannot be dofiée only external control of the legality and
efficiency of public income and expenditure is provided by the Administrative Court, which is a

supreme and independent body (Mogambique 2004:566).
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To sum upalthoughthe EMU units do submit an organizational budget, but it does not cover
recordsmanagerant need#\s a result, the businesses conducted by the units were not fully

supportedy documentation.
5.9 Summary

This chapter has interpreted and discussed the empirical research findings done in the light of the
empirical data presented in Chapteufdt has been established that the status of availability of

the key records management documents such as those on policy, procedure, regulation,
standards, designing of records management toolkits and creation of a records management unit
within an orgaization is very low.The implementation of key records management documents

can ensure a unitaods effectiveness and ef fic
contained in a record as evidence within arganization.On the contrary, a lack of
implementation of the key records management documents leads to destruction of records.
Therefore, a national archival and records management act is a crucial element for an effective

andeffice nt management busirffessoecogdaani zati onds

Hence, the maiproblems or drawbacks related to the implementation of the National Archives

and Records Management Act at EMU are as follows:

1. The National Archives and Records Management Act did not cover electronic records
management and other medium records besidse twhich are paper basddhere is an
absence of specifipolicy andprocedures fothe management of digitaécords.The
manual of procedures for paper records vedsonot implemented at EMU units.

2. The classification scheme and retention schedule #mel scheme of classified
information for common records were not implementedaddition, the classification
scheme and retention schedule and the scheme of classified information for specific

recordswerealsonot in existence at EMU units.

3. There is alsortage of records storage areas at the MHA and becaussctiom records
are taking up space, no more recocds be received from EMU unit€onsequently,
semtactive and nosactive records are kept @ite within EMU units. Semtactive

records that wer kept orsite were inadequately stored in storage areas sharing with
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obsolete equipment and furniture and meaords and archival materialdost of those
records were affected by insects, dust and lack of archival enclosures and adequate

shelving and ftniture, which resulted in degradation on the records.

4. Due thea number of factors, such as back logs, lack of finding aids and poor physical
conditions that were reflected more negatively on semmrent records than current
records, the internal and egtnal usersof the EMU units were unableo acessits
records

5. The records management staff at EMU units were not sufficiently skilledth manual
and electronic environmentds a result, the records management staff in registry are

requesting more aining as well as the recruitment of qualified and competent staff.

6. Records appraisal and disposal committees and records management units had not been
created Consequently, current and seauirrent records were nappraised and disposed
of in systematiavays.In addition,due to the lack of records storage areas recseis
nottransferred to MHA

7. Due to the environment bandwidth being IoWJGE did not ensurea quick
communication process betweenMB units. Consequently, all the existing
functionalities of the system were not effectively exploited by records management staff

who continued to rely on the manual environment.

8. The records management function at EMU units was not the subject of anyngland
budgeting. The annual organization budgets dmdt specifically cover the records
management functigrihereby incurring more cosfhe records management staff were
not informedfrom senior managememtbout the availability of the annual buddet

records management activities

It can be argued thahe effective ad efficient implementation ofhe National Archives and
Records Management Act by EMU units is certainly possible, with the inclusion of all
stakeholders of the national archives system joining forces to provide a coordinated effort
towards the achievement of this gdabwever, he efficiency of the records management

function at EMU will require dedicated atteon by the senior managemefb this end, the
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senior management of the EMU units must continue focusing on the records mamiagem
function fran records creation to disposdlhis function must be strengthened through the
provision of adequately trained and qualifisthff and appropriate fundintp ensure the
implementation of The National Archives and Relsomanagement Act atMtJ units. In doing

this, long term preservation of and access to records by the internal and external users may be
achieved through established, properly documented systems, policies, regulations, standards,

procedures and tools that drive sustainable feestrds management practices.

The next chapter provides the summary, conclusions, and recommendations generated from the
assessment of the state of implementation of a national archives and records mainageme
within the organizationlt identifies tre main related problems or drawbacks from records
creation to disposal and proposes a way forward for ensuring the effectiveness &tgfGt

the implementation ofhe National Archives and Records Management Act at EMU in

Mozambique.
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CHAPTER SIX
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS

6.1 Introduction

The previous two chapters presented data analysis, interpretation and discussion of the findings.
This chapter is dedicated to the summary, conclusions and recommendatiaasngetpee
findings of the study.This is based on the research objectives and questions as well as data
analysis and interpretation and discussion of the findings, wirch presented in the previous

two chapters, along witthe literature review presented chapter three of this studylhe

findings of the study presented in the previous chapters are summarizecthaftes.

The purpose of a conclusion is testate the findings of the study and to drawithplications
of the findings for the research guest at hand (Kalusopa 2011:263he conclusion looks
backward for distilling in short precisely what has been accomplished inpdede of the
research activityAs Leedy and Ormrod (2010:296) would attest, in the conclusion all loose
threads are gathedl together, as in the end, the research must come full circle to its starting

point.

This chapter proposes recommendations on the best records management prauticEsofos
creation to disposalAs a followrup to the present study it recommends furthesearch,
identifies possible practical implications okthesults, practice and polidy.is hoped that such
recommendations will help the EMU to implement The National Archives and Records

Management Act within its units.

6.2 Summary

This studywasdivided into six chaptersChapter one set the context of the study by presenting
an introduction and a brief historical background with regards to archives and records
management in Mozambiqu€hapter two analyzed the literature review in an overviethef
National Archives and Records Management Act, both in the public sector and specifically in
Mozambique, with articular attention to the EMUChapter three was concerned with a
description of the mearch methodology¥hapter five presented an anasysi the data.Chapter

five covered interpretation and discussion ofrésmearch findings of the studghapter six will
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present the summary of the research findings, conclusions and recommendations of the study.

This section presents the summary of fifgd accorohg to the research objectiveBhe results

of the study showed that the EMU has not yet made available the key records management
documents namely classification scheme of classified information for specigcords
classification scheme angktention schedule for specific records and prosiimanual for
current recordsFurthermore, although the classification scheme and retention schedule for
common records were made available, the EMU units hadyetamplemented themTwo
reasons wereginted out: the lack of an adequate stamp for capturing incoming and outgoing
recods and a lack of trained staffhe records management staff were not sufficiently informed
about approved and existing key records management documiémteeference to ta EMU
unitsThis implies that most EMU units were finding difficulties with regards to the
implementation of a classification scheme and retention period for common records and the
management of current recordsaashole. The MHA is responsible for impleemtationof the
National Archives and Records Management Act at EMU units, but the EMU units were still
unable to assess the organization6s perfor ma
example, teehing and learning processes.

The analysis of thexisting electronic system, the SIGE, showed that it is just used for tracking
physical incoming and outgainrecords within the EMU unitsThe system does not perform
some applications such as classification scheme, appraisal, destruction, transfdergrah re
period of records and digital records as well (UEM 2015:3), but those applications can be
incorporated into the system in due, converting it to an EDRM$owever, adequate power
supplies, robust networks, sufficient band width, suitable tedhicpport and effective
computer backup systems remain criticalatbIT systems (IRMT 2009:32)n addition, the
inaccessibility of existing hard discs, flash drives, DVDs and external discs resulted in the lack
of a successful and effective programmat ttould ensure the management of electronic records
in the same mannes that of paper based recoribis programwould respect best practices in

the processes of implementation of electronic records management by creating the policy
illustrated in Figire 5.1 of chapter five of this study (IRMT 2009:3)

As regards the environmental conditions, the fluctuation of temperature, relative humidity, dust,
and biological agents such as mold and insects along with the shortage of adequate shelving,
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furniture aml archival enclosures were seen as the main factors that affect the protection and
preservation of records of static, authentic, authority and unique status at EMU units over time.
As a result, according t@spondentsthe semicurrent records were lesscssible than current
records.Other factors such as back logs, lack of finding aids and poor physical conditions
affected the sengurrent records more negatdly than the current recordBhese records need to

be properly identified and managed to eeatmpliance with archival legislation, as well as to
facilitate easy retrieval of information that is normally done through a registration book of
outgoing and incoming records. In addition, the EMU units were not able to deal with requests
successfully nder the Act regaling the right to informationTherespondnets/ere not sure who

was responsible for implementationtbe legislation on the right to information, whether it was

the Central records appraisal and disposal committee, the records martageitsethe Legal
ServicesDirectorate at EMU or the MHAIn fact, the Legal Services Directorate at EMU is
undertaking this workoutside the university campu3he situation concerning the records
management training initiatives was also being divided/éen the MHA and the Directorate of

Human Resource Management within the EMU units.

The EMU units were facing a shortage of trained and qualifiedist#lfiie records management
areaAlthough there are two EMU units, namely, MHA and the Directoratdurhan Resource
Management, whichcarry out records management training initiatives, these units were
competing and consequently duplicatingarge resources unnecessarilfhe records
management traing of staff at EMU unitshas remained at a low level, déepthe great
organizational demand for qualified staff ¢ater for more complex issudsurther problems
arise when trained staff acentinuously moved from one department or unit to another with new

responsibilities noassociated with records managessues.

Overall, the study established that archival legislation is a crucial tool for the public sector to
ensure the management, preservation and acce:
(IRMT 1999:3), but most archival legislation in Afri¢eas not been budgetdor (Ngoepe &

Saurombe 2016Pue to the above observed records management problems, the UEM units are
facing great challenges accomplighithe smooth implementation dfe National Archres and

Records Management Act.
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6.3 Conclusons

This study was undertaken to assess the state of implementation of the Mozambican National
Archives and Records Management Act at EME aagovernmental public agendyhis act is
meant to ensure the efficient and effective archives and records maerdgevithin its
administrative, academic and special units, making records available for a range of

administrative and academic purposes for as long as possible.

Even though the study has found that the EMU, through coordination of the MHA, has carried
out a range of awvities for implementation ofite National Archives and Records Management
Act, it is clear from the above discussions, content analysis and findings that the EMU has a long
way to travel as faas record keeping is concerndthe challengesxperienced in implementing

key records management documents in a government body are not unique to the EMU units.

This study has revealed that an enormous advantage in the implementation of a records
management system isetltommitment of top managemehtdeed, without the support of top
management, the attempts at implementing a records management system are dooruegl to fail
due to the lack of fundingiccording to respondents, the records management activities were not
strategicallyand specifically bdgeted for.The existing resources were acquired frame t
general management functioGonsequently, the EMU has not yet made available the key
records management documemsmely classification scheme of classified information for
specific records, classification scheme and retention schedule for specific recordsaand
procedues manual for current recordBurthermore, although the classification scheme and
retention schedule for common records were made available, the EMU units had not
implemented tem. This was associated with the lack of an adequate stamp for capturing
incoming and outgoing records and thek of trained staff as welllThe records management
staff is not sufficiently informed about approved and existing key records management
docunents in particular, at thEMU units,which would be relevant to tHausiness and records

service delivery.

The study has also established that the existing hard discs, flash drives, DVDs and external discs
were not accessible, resulting in theck of a siccessful and effective programme that could

ensure the management of electronic records in compliance with best practices in the processes
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of implementation ofelectronic records managemefithis could be achieved through the
creation of documents detaif policy, standards, regulatis, procedures and
guidelines-urthermore, the existing electronic system is ndfilling EDRMS specifications.

This system with its insufficient band width is used solely for tracking physical incoming and
outgoing recordswithin the EMU units, takinga long time to complete a tasks it is not
EDRMS, the system does not perform some applications such as classification scheme,
appraisal, destruction, transfer and retention period of records in dagitalas well.It mears

that the resources allocated to records management are still insufficient and the records

management function does not form a significant part of tagegic objectives of the EMU.

Regarding to the protection and preservation of records of endurung, viaé study revealed that

there would no longer be static, authentic, authority @amdue categories in existencehose

records were vulnerable to degradation as time passed by a range of factors such as fluctuation of
temperature and relative humiditgust, mold, insects and a shortage of adequate shelving,
furniture and archival enclosureSonsequently, the serurrent records were less accessible

than currenfrecords. Besides thithe accessibility of records at EMU units was also limited by
theexisting back logs, lack of finding aids armeir poor physical conditions.

The EMU units were therefore not able to deal with requests successfully thedeght to
information Act.Difficulties arise because the MHA and the Legal Services Directatd&&U
are both responsible for the implementation of legislation on the right tonafon outside the
university. The latter did not work in liaiso with the MHA, but in unisomuplicity also
occurred regarding the records management training inéggtivhich were shared between the

MHA andthe Directorate of Human Resource Management within the EMU units.

Further problems have arisen because the EMU units have been facing a shortage of trained and
gualified staff in the records management area. Ajhdbere are two EMU units namely, MHA

and the Directorate of Human Resource Management that carry out records management training
initiatives, these units were duplicating the scarce resswnnecessarilf.he low level of the

staff of records managentein the EMU unit remains and that means that they cannot deal with
more complex issues. In addition, trained staff are frequently moved from one department or unit

to another ath given new responsibilities telatel to records management issues.
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Overall,the study established that an archival legislation cannot ensure an effective and efficient
management , preservation and access to the ¢
properly budgeted forThe provision of sufficient funding is crucifdr the implementation of

the act. Therefore, it can be argued that this study was able to answer the research questions as

well as meet the objectives raised in chapter one.
6.4 Recommendations

According to the research findings, the National Archives Redords Management Act is not

fully implemented within the EMU unit3here are some challenges which might be overcome if

the basic procedures in control systems are in place andi@rdap takes a proactive rolghis

situation encompasses the foliog aspects: the design and implementation of the key records
management documents; the use of information technology and communication tools for records
management processes; the protection and preservation of records of enduring administrative,
scientfic and per manent valwue; factors that affect
and effectiveness of records appraisal and disposal processes; training needs in records

management and the annual budgetingeobrds management activities.

Regading this assessment dfet National Archives and Records Management Actfalb@wving

recommendations are made:

Key records management documents were either not implemented or made available te facilitat
the retrieval of informationThese documents c¢tude the following itemsdisaster recovery

plan, classification scheme of classified information for specific records, the vital records
schedule and the establishment of contingency arrangements for those records or business
continuity plans, the cladgiation scheme and retention schedule for specific records, the
procedures manual for current records and the classification scheme andrreteimedule for
common recordsConsequentlythis study proposes that the records management function
should bethe sibject of strategic planningbudgetingand monitoringwith the commitment of

top managementThis can be achieved by making adequate records management resources
available to complete the task. In addition, if the existing recarelsot able to beetrieved at

the time when requested, this factor shouldniagped according to budget codes corresponding

to the expenditure.
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To accommodate these reforms, it is necessary to appoordseemanagers at senior levehn

the one hand, the records manageinaetivities can be represented in management meetings and
on the other hand, the records managers can dedicate themselveseticotle management
activities. Therefore, records managers should be adequately qualified, trained and properly
motivated toundertake the documentation of thein i &ctivies in a serious mannRecords
managers have a duty to managerds from creation to dispos#@ssociated with that, all staff
should be notified and supplied with a directive for implementation ofrdecmanagaent
processes within the unif. this does not occur, there will not be enough trained staff to ensure
that the created or received records are inserted in the filingnsystf EMU unitsThis activity

is unlikely to be done by people who dotrnave a bekground in records managemeéni. the

other hand, staff must feel ownership of the records, participating as fully as possible in the
development process by recognizing the importance of good records management, whsch build
confidence in the ew systemTherefore, workshops, demonstrations, meetings and interviews

should be held and adopted as a communications strategy.

As a way forward, the EMU should consider developing an EDRMS in all existing units in
liaison with the Ceter of Informationand the MHA As the management of records is concerned
with the flow of information throughout an organization, this EDRMS should link to a work flow
system of all documents stored electronically, thereby complying with the requirements
concerning requisé time framesNgoepe (2013:199) argued tHatormation Technology does

not embrace information management and it is us®Edly as an enabling component within

information management.

Apart from the above recommendations for successful implementatitre dfational Archive

and RecorddVianagement Act, any developmental strategikeuld be associated with the
provision of records and archives enclosures, adequate shelving, adequate environmental
conditions andadequate records storage ared@ss can be ehieved by promoting awareness

within staff members and top management of the importance of records, regardless of their
medi um, for the organi z atesoarcedlere bhouddialseelesae s a s
understanding that recordseanot merely fo personal useWithout such material resources,

public records may not be protected and preserved from any hazards and they may also not be

made available to the academic community and the public as whole, thus failing to meet the
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requirements demanded the right to informatiorAct of 2014.

Regarding the effectiveness and efficiency of records appraisal and disposal processes, this study
proposes that the EMU should consider the extension of the mandate of the Central records
appraisal and disposal conttee and create two additional sectorial records appraisal and
disposal committees for research, teaching aadhing processes respectivelye profile and
composition of the committee members should comply with the existing archives and records
managerant legislation.The creation of records management units within the academic and
administrative units at EMU, based on the designed records management model that is suitable
for particular environments, is also a key legal strategy for insuring the ieffeess and
efficiency of he records management functiéGiurthermore, the records appraisal and disposal
processes should be carried out in liaison with the MHA as the MHA has a statutory
responsibility for the preservation of records of enduring vahaethe provision of easy access

to them by the public.

Finally, there is also a need for EMU, through the School of Communication and Arts and MHA,
to develop training modules for records management based on the NatioealARfaitves
System requirementdhis training would identify and define the key functions and activities
associated with the design, implementation and maintenance of records management
infrastructures fothe EMU units.It would also identify the education, training and recruitment
strategies that should be employed to close the gap between what exists now and what is required
to ensure that the EMU units are supported by relevant and effective recorthgkeep
infrastructuresln this way, it will be possible to assess the level of caanpk with the National
Archives andRecords Management Act of 200he MHA, as a coordinator of the archiving
function at EMU,should also participate by playing an effective role in assisting the EMU units

to implement proper records management thrqaagticipation in designing systems, monitoring

their operation, and recomanding improvement
6.5Implication for policy and practice

This study presents a number of recommendatimeismayintroduce changes to boplolicy and
practice. They canhelp the EMU and other public government agencies in Mozambitgue

establish a comphrensive records management programme fmda¢himplementation of the
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National Archives and Records Management. Adte current sty has meet the objectives
concerningthe asessment othe state of implementation of tiNational Archives and Records
Management Act at EMU, in MozambigAecording to Leedy & Ormord (2010:285), research
findings must not itirely differ from thep e o pduresiitisiowledge about the topic in quiest.
Therefore it adds to the egting conceptual andontextualissues fornmg the currentdiscouse

on records management covering digital recardghe public sectorThe study has presentad
number of recommendations and frameworkfor the implematation of digital records

management by policy as a foundatfonintroducing records management changes at EMU
6.6 Final conclusion

The study was structurednto six chapters. Chapter Orie devotedto introduction and
background of the stud¥hapterTwo reviewed literature regarding tlogerview of the role of
archives and records management act in the public sé&hapter Thregresented asearch
methodology that can be reasonable replicated to a sstiidy. The methods used in this study
were explained in detail to allow readers to be infornemughabout the typeind place and
tools of data thathas been colléed and used for data analysrespectively.Chapter Four
presented the results of the study fromdh& collected throughuestionaires irrelation tothe
state of implementation of the National Archives &etords Mnagement Act at EMQhapter
Five discussed the research findings offerangroadnterpretation of the result€hapter Sixs
dedicated to the summary, conclusiangl recommendations regarding the findingshefstudy.
This is based on the research objectaed questions as well as data analysis and interpretation
and discussion of the findings, whigkere presented inhapter four and chapter five, and the
literaturereview presented iohapter three of this studyhe findings of the study presented in
the previous chapters asemmarized in this chaptdfinally, the study presenteal numberof
recommendationgend a framework for the implementation afdigital records management
system utilizinga policyin order to introduce records management changes at EMU by
establishing a comphrensive records management prografnteermore, the study presented

theimplicationof such a programme fgolicy and practice

The studyclearly revealedhat the National Archives and Records Management Achat be
succasdully implementedwithout senior management support for recruiting qualified staff and
their continuedraining and aguisition of software and hardwe furniture, shelving and other
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recordsand archival materials It meansthat an archival legislation cannot ensure an effective

and efficient management, preservation and ac
it is not properly budgeted forThe provision of sufficient funding is crucial for the
implementation ofthe National Archives and Records Management. Alowever, EMU

records manageere not ableéo enforcethe compliancewith the Act according to life cycle of a

record The implemetation of thisAct faces great challenges also becausestising staff of

records managementBMU unitsremains at low level and they cannot deal with more complex
issues. In addition, trained staff are frequently moved from one department oramother and

given new responsibilities not related to records management issues.

The study has atsestablished that the digital environment at EMU units was poor. It was
charactised byrecords thatwere not accessibléogether with thelack of a successfuand
effective programme that could eme the management of digitedcords in compliance with
best practices in the processdsmplementation ofhis function The existing digitabystem is

not fulfilling EDRMS specificationsAs it is not EDRMS, thesystem does not germ some
applications related tolassification scheme, appraisal, destruction, transfer and retention period
of records in digitafforms as well. Therefore, there is a strong neéor the formulation of
documents detailing policy, stdards, regulations, procedsrand guidelinesThis must be
associated with putting in place strategic planning and budgeting of records management
function within the EMU unitslt is also clear from the study that the EMU has a long toayo
beforethe successfumplementation of the National Arcleés and Records Management Act.
Clearly, records management plays a significant role as it establishes both legal and
administrative infrastructure and protects the rights of citizens with respect daledc
information (ICA 2004:5)as well as allocatingoles, power and responsibilities among central
state departments and public agenclémrefore, the EMU administrative, academic and special
units should start rising awareness on the importance oblief records mamggement issueas

the first step and follow this by formulating policy for the implementation of a digital records

management that would compiyth theNational Archives and Records Managem&cit
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