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ABSTRACT 

A study was undertaken to assess storage and retrieval of active records at Sanyu Babies’ Home. 

The objectives were to establish the current status of storage and retrieval of active records at 

Sanyu Babies’ Home, to find out how storage and retrieval of active records at Sanyu Babies’ 

Home is managed, to identify the challenges of storage and retrieval of active records at Sanyu 

Babies’ Home and to make suggestions for the best practices in storage and retrieval active records 

at Sanyu Babies’ Home. The study adopted a case study research design. Purposive sampling 

method was used and permitted the researcher to gather information from the targeted population 

without undertaking a complete inventory. The study considered 3 respondents; secretary, bursar 

and head section SWSA.  

Data was collected using observation, interview and document analysis. The findings revealed that 

babies at Sanyu Babies’ Home were found abandoned in garbage heaps, pit latrines, hospitals, 

clinics, diches, taxi parks, trenches, markets, bush, Sanyu Babies’ Home gate and on the road side. 

Sanyu Babies’ Home maintained records about babies’ origin records, donation records, adoption 

records, babies’ medical records, staff records and record from police especially police reports, 

letters from the probation officers, care order issued by the court, police and criminal clearance 

reports. At Sanyu Babies Home, all active records about the staff and babies were stored in soft 

copy on computers and external hard drives and hard copies were kept in cupboards. 

The study established that records at Sanyu Babies Home were retrieved when tracing identity and 

during assessment by The Ministry of Gender Labour and Social Development to ensure that 

Sanyu Babies Home conforms to the relevant policies. Management of storage of active records 

was ensured by backing up of records on external hard drives, records were placed box files and 

file folder before placing them in wooden cupboards. Retrieval was managed by chronological 

arrangement of records, labelling of files and alphabetical arrangement of files.  

Sanyu Babies’ Home faced challenges of inadequate funding, inadequate space, limited storage 

equipment and misplacement of records. The study recommended that Sanyu Babies Home should 

recruit trained records management personnel as a crucial element to enable effective storage and 

timely retrieval of requested records because the study established that most the people dealing 

with records are not qualified nor trained in records management practices. 
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CHAPTER ONE: INTRODUCTION TO THE STUDY 

1.1 Introduction 

The chapter introduces the background of the study, statement of the problem, general and specific 

objectives, research question, scope of the study, significance and definite of terms. 

1.2 Background of the study 

Magara (2009) explained that active records are a valuable business asset. They are the lifeblood 

of the organization’s businesses and therefore should be treated with the utmost concern. One of 

the key ways organizations are held accountable for their actions is through evidence of business 

transactions in the form of records. Active records storage and retrieval therefore provides a 

platform to access information about the past by researchers, scholars, journalists, lawyers and 

others who want to know about people, places, and events in the past (Magara, 2009). The absence 

effective active records storage and retrieval practices leads to inefficiencies and failure in 

operations in organizations. 

According to Saffady (2009), for any organization to recognize the value of records, records must 

be properly stored, protected and managed well so that they can be made available, retrieval able 

and shareable. Storage and retrieval of active records is one of the concepts in records management 

and it has been taken into consideration as far as records and information management is 

concerned. Records management is the entire control of the creation of information to the time it 

is finally disposed of. This is a key factor for most organizations in the country and without them 

most of the business activities may fail to operate effectively and on the other hand may not be in 

position to proceed effectively (Saffady, 2009).  

According to ISO (2001), active records storage and retrieval is the field of management 

responsible for efficient and systematic control of creation, retrieval, maintenance, use and 

disposition of active records. Poor active records storage and retrieval threatens the authenticity, 

reliability, integrity, availability and confidentiality of the records. Active records should be stored 

in a manner that enables ease of access to authorized members of staff and provide a sufficient 

level of security in order to prevent unauthorized individuals obtaining access to them for day to 

day management perspective and long term preservation (ISO, 2001). 
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There are many active records managed in companies. According to Kelvin (2007), 65% of the 

records kept in the company are current records and these help in the daily transaction within the 

organizations. Some of these records include incoming and outing going mails, instant messaging, 

blogs and wikis, deeds of the property, personnel folders, voice mails, general ledgers, research 

data and electronic mails. Therefore, there is a need for adequate skill sets by staff working 

managing them. However still in modern times, active record and retrieval in many organizations 

is still a challenge. Kizito (2012) stated these challenges include lack of clear policies, inadequate 

funding, inadequate skilled personnel. Storage and retrieval are one of the aspects that are covered 

under records management thus needs critical examination and study effectively. Thus a need for 

adequate skill sets by staff working in managing storage and retrieval of active records. Therefore, 

it is against this background that the researcher has to research about the storage and retrieval of 

active records at Sanyu Babies’ Home and come up with best practices for managing the challenges 

facing storage and retrieval of active records.  

1.3 Background of Sanyu Babies Home 

Sanyu Babies’ Home is the first and oldest Babies’ Home in Uganda established in 1929 by Milnes 

Winfred Walker- RIP. We are a Christian organization taking care of abandoned children. We care 

for up to 50 babies and toddlers aged between 1 day old and 4 years. Many of our children are 

found abandoned in garbage heaps, pit latrines, diches, taxi parks or are left by the side of the road. 

The founder Milnes Winfred Walker (RIP) was a mid-wife at Mengo hospital and noticed the 

overwhelming number of children abandoned after birth within the hospital. She started collecting 

the babies and providing them with much needed care. Sanyu Babies’ Home registration number 

is 0006 and TIN: 1000602423. For 82 years now, the Home has a team of devoted people working 

tirelessly to make the lives of abandoned children worth living.  

Sanyu Babies’ Home is administered by a Board of Governors as a voluntary organization under 

the auspices of Namirembe Diocese- Anglican Church of Uganda. The current Board is chaired 

by Rev. Prof. Samuel Luboga. Caring for such young children is a round the clock task. The Sanyu 

staff includes an Administrator, on call doctor, 2 nurses, 22 domestic staff providing 24-hour care, 

4 teachers, 1 accountant, 2 social workers, 3 cleaners, 2 grounds men, 3 security men, 2 craft shop 

attendants, 1 guest house manager, 1 poultry manager a driver and of course the board members 

(Patron and Chairman, Vice Chairman, Treasurer and other members). Its mission is to provide 
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Christ-like love to babies and children deprived of parental love and reintegrating them into the 

community through reuniting them with their families, fostering or adoption. Sanyu Babies’ Home 

operates under the vision of to be a society where all babies and children in Uganda are happily 

living in loving families. Its core values are: Love and Concern for others, Respect, Integrity, 

Stewardship and Professionalism. Sanyu Babies’ Home is located in Mengo Kampala Uganda P.O 

Box 14162 Mengo Kampala Uganda. 

1.4 Statement of the problem 

Read and Ginn (2011) explained active records are those records which are regularly used in 

organizations for conduct of current business and are generally maintained in the office space and 

equipment like computers, telegrams, phones, cameras and photocopiers, cabinets, shelves. Active   

records can be created within the organization and more so can be received from outside. These 

are external records but the receiving organization becomes the partial owner of the record. He 

further noted that active records are received within an organization and they reflect the daily 

transactions within that organization.  

Saffady (2009) observed that there is poor storage and retrieval of active records in many 

organizations. And this has been indicated by lack of appropriate records storage facilities and 

unskilled staff. Management of active records involves creation, storage and retrieval of active 

records and this involves scanning analogy or hard copy records and capturing their metadata into 

the organization’s records keeping system. Still in modern times, storage and retrieval of active 

records in many organizations is still a challenge including Sanyu Babies Home evidenced by lack 

of clear policies, inadequate funding, inadequate skilled personnel. Therefore, it is against this 

background that the researcher conducted a study about the storage and retrieval of active records 

at Sanyu Babies’ Home and come up with best practices for managing the challenges facing 

storage and retrieval of active records with the aim of providing solutions for the above mentioned 

challenges. 

1.5 Purpose of the study 

The purpose of the study was to analyze the storage and retrieval of active records at Sanyu Babies’ 

Home and come up with the best practices that can be implemented to improve storage and 

retrieval active records.  
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1.6 Specific objectives 

1. To establish the current status of storage and retrieval of active records at Sanyu Babies’ 

Home. 

2. To find out how storage and retrieval of active records at Sanyu Babies’ Home is managed. 

3. To identify the challenges of storage and retrieval of active records at Sanyu Babies’ Home. 

4. To make suggestions for the best practices of storage and retrieval of active records at 

Sanyu Babies’ Home. 

1.7 Research questions 

1. What is the current status of storage and retrieval of active records at Sanyu Babies’ Home? 

2. How is storage and retrieval of active records at Sanyu Babies’ Home managed? 

3. What are the challenges of storage and retrieval of active records at Sanyu Babies’ Home? 

4. What would be the best practices for storage and retrieval of active records at Sanyu 

Babies’ Home? 

1.8 Scope of the study 

The scope of this study was divided into three major elements and these included; geographical, 

subject scope and time scope. 

1.8.1 Geographical scope.  

The research was carried out at Sanyu Babies’ Home which is located in Mengo P.O Box 14162, 

Kampala Uganda. 

1.8.2 Subject scope. 

The research covered storage and retrieval of active records at Sanyu Babies’ Home with much 

interest in types of active records, storage and retrieval of active records and critically analyzing 

the loop holes in the management of active records. 

1.8.3 Time scope. 

The study was conducted from February to August 2018 following a clear frame work to ensure 

that the report is exhaustively completed within the assigned period as indicated in appendix iv. 
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1.9 Significance of the study 

The findings of the study will be of significance to different groups of people as described below; 

The research will assist the stakeholders and policy makers to identify the possible strength and 

opportunities of improving the management of active records hence improving in service delivery 

at Sanyu Babies’ Home.  

The report will provide reliable source of literature to actives of records management while 

carrying out their research on similar aspect or study. The staff will also benefit from this research 

through gaining in-depth knowledge in records storage and retrieval, strategies and framework that 

ensure information is not lost but maintained for the required period. The research will also help 

the organization to learn the prevailing situations in the management of active records and find out 

solutions to make it better, which in turn will help the staff to get good services. 

This study will enable the researcher to fulfill the academic obligation for the award of the degree 

of bachelors of records and archives management of Makerere University. The researcher will also 

attain knowledge about the needs of the records management and the challenges they faced in 

managing records. 

1.10 Definition of operational terms 

A record: 

ISO (2001) defined a record as information created, received, and maintained as 

evidence by an organization or person in pursuance of legal obligations or in the 

transaction of business and has value requiring its retention for a specific period of 

time (ISO, 2001). 

Records retrieval: 

It refers to the identification and removal of records from a storage area or 

equipment for referencing, updating, etc, (Kallaus, 2012). He continues to add that 

a good storage equipment and retrieval systems/access used to records are very vital 

during their useful time in an organization. 
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Records storage: 

Parer (2000) defined records storage as the actual placement of information 

materials into a folder on a section of magnetic desk that generates about 90% of 

the records created or received in paper form and 10% in electronic format 

including memorandum, invoices, contracts and vouchers among others. The 

equipment and systems used to file records during their useful lifetime in an 

organization must be considered. 

1.11 Conclusion  

This chapter therefore presents the background to the study and organization, problem statement, 

purpose of the study, objectives of the study, research questions and the significance of the study. 

Storage and retrieval of active records is very important because it ensures that active records are 

secure, complete and accessible for as long as users need them. 
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CHAPTER TWO: LITERATURE REVIEW 

2.1 Introduction 

Literature review is a recap of the important information that involves systematic identification 

and analysis of documents containing information related to the research problem being 

investigated. There is a need for a researcher to determine what other scholars have done before in 

order to add to the existing literature than reproduction hence the justification for literature review. 

A good literature review needs to indicate agreements, views, disagreements and trends of thought 

on the topic of research and should be accurately portrayed, acknowledged in the text and should 

produce a conceptual framework. This chapter comprises of the arguments and opinions of earlier 

scholars and authors according to the following objectives; 

• Current status storage and retrieval of active records 

• Management of storage and retrieval active records 

• Challenges of storage and retrieval active records 

• Best practices for storage and retrieval of active records 

• Research gap 

2.2 The current status of storage and retrieval active records 

Jeffrey (2002) defined a record as a piece of information created or received by an organization or 

business that gives evidence of business decisions or transactions and should be preserved for 

future reference. Active records are regularly used for the conduct of the current business of an 

organisation or individual. They are also known as current records and will normally be maintained 

in or near their place of origin or in a registry or records office (ISO, 2001).  

2.2.1 Types of active records 

2.2.1.1Administrative active records: they are created for documenting policy, procedures and 

guidelines for example directives, rules regulations, manuals reports. Administrative records 

especially policy documents ensure staff comply with set principles and also work directly with 

other members. Shepherd & Yeo (2003) noted that administrative records are further sub-divided 

into policy and operational records. Policy records include plans, methods, techniques or rules 

which the agency has adopted to carry out its responsibilities and functions. Operational records 

are necessary to implement administrative policies, procedures, and operations. The operational 
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value is the usefulness of a record in the conduct of an organization's business and include 

mandates, procedural records, or records that give direction (Shepherd & Yeo, 2003). 

2.2.1.2 Fiscal active records: Records that have fiscal value relate to an agency's financial 

transactions. These include budgets, payrolls, vouchers, and accounting records (Wallace, 2006). 

After records have served their primary administrative purpose, it may be necessary to preserve 

them to document the expenditure of public monies and to account for them for audit purposes and 

requirements. 

2.2.1.3 Legal active records: these files enclose records of legal value include those with evidence 

of legally enforceable rights or obligations of the institution or state (Wallace, 2006). These may 

include: Records relating to property rights: land, probate, contracts, agreements, leases, licenses. 

Records relating to citizenship rights: vital statistics, such as birth, death, marriage, some legal 

proceedings, and criminal cases. Records relating to employment: veterans' records involving legal 

rights attached to employment, basic state personnel records, and, in some cases, payroll records. 

Records containing information required to protect the institution against claims or to enforce 

statutes: executive orders, rules, regulations, and records to establish or support judicial opinions 

and interpretations (Wallace, 2006). 

2.2.1.4 Personnel active records: these files comprise records such as application letters, 

appointment letters, performance appraisal forms, attendance, annual leave and sick leave records, 

retirement records, education, training and development records (Smith, 2010). They are obtained 

from processes like recruitment and appointment, induction and initial training, confirmation in 

posts, performance appraisal, education, training and development, promotions, transfers, 

disciplinary proceedings and dismissal, attendances, annual and sick leaves, death in service, 

retirement and pension payment. Personnel records must be accurate and complete, and they must 

also be trustworthy to both the organization and the employees (Smith, 2010). 

2.2.1.5 Policy active records: these files contain records that relate to the organization such as 

plans, methods, techniques, or rules which the agency has adopted to carry out its responsibilities 

and functions include three basic categories (Smith, 2010). Organizational documents like budgets 

and budget planning records, fiscal records, organizational and functional charts. Governing 

documents like manuals, directives, orders, and interpretations issued from top authority levels, 

correspondence files of high-level officials, regulations, circulars, instructions, memoranda or 
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regular issuances that establish a course of action, and staff studies or special reports relating to 

methods of workloads and performances (Smith, 2010). 

2.2.1.6 Vital active records: they are essential to the continuation of business in the event of 

catastrophic loss.  Some vital records are held by records offices either because they are or because 

they have been recently closed.  Other vital records will be held by the records centre. Read & 

Ginn (2015) notes that registry staff must be aware of the existence and state of vital records in the 

records offices and records centre. Records centre staff must collaborate with records office staff 

to ensure that vital records are given priority treatment in the event of a disaster.   

Read and Ginn (2011) entail the record types based on the values they are attached in the 

organization or institution. Vital important, useful and non-essential as the different types of active 

records in organizations. He adds that some treasured very much and require special measure of 

protection. Active records maintained by organizations according to (Read and Ginn, 2015) fall 

into one of the four categories as explained below. 

Useful records: These are records that are stored for a shorter period of time within an 

organization up to three years but are used in the conduct of the daily operations. They 

include memos, business letters, reports and bank statements (Read, 2011). 

Important records: They are information that is required for a long term storage within 

the organization, usually seven to ten years and they need to be replaced if they go missing. 

They include financial data, sales data, credit histories and statistical records (Ginn, 2011). 

Vital records: These are records that require a permanent storage within the organization 

and they are mandate in the continued conduct of the organization’s transactions. Examples 

are business ownership records, customer profiles and active transcripts. (Read, 2011). 

Vital active records that are essential to the continuation of the government, business or 

organization in the event of catastrophic loss. Some vital records will be held by records 

offices either because they are active or because they have been recently closed. Other vital 

records will be held by the records centre (Read& Ginn 2015). 

Non- essential records: these are pieces of information that are not important anymore 

after their retrieval. They may include bulk mails, routine telephone messages, bulletin 

board announcements plus email and fax messages after action (Read, 2011). 
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2.2.2 Formats of active records 

According to Saffady (2011), records are categorized according to the format in which they are 

created or produced. They are as follows, 

2.2.2.1 Paper records: They are office files, business forms, engineering drawings, charts, maps, 

active records, active records, project files, legal case files, technical or managerial reports and 

computer print outs (Saffady, 2011). 

2.2.2.2 Electronic records: They include, computer files, databases, spreadsheets files, word 

processed files, instant messages, document images, computer generated graphics, digital 

photography, email messages, audio and video recordings (Saffady, 2011). 

2.2.2.3 Photographic media: These are photographic negatives and slides, scientific imagery, 

motion picture films, microfiche, aperture cards and microforms produced from paper documents 

or computer data (Saffady, 2011). 

2.2.3 Current status of storage of active records. 

According to Shepherd & Yeo (2003), active records storage is very important for managing 

records because it ensures that records are secure, complete and accessible for as long as users 

need them. The information contained in organizational active records needs to be stored in a 

planned and coordinated way because records support decision making, provide evidence and 

assist in proper accountability in the organization (Saffady, 2009). Brien (2002) entailed that 

electronic records can be stored on optical, magnetic and solid state media. These are noted below. 

2.2.3.1 Magnetic media: They are the oldest form of storage media for electronic records. They 

can be used to both store audio and video recordings. These include magnetic disks and tapes like 

hard drive and hard disks cartridges. They use magnetic fields for their information. 

2.2.3.2 Optical media: These media use light that is generated by lasers to record electronic 

information. They have an advantage of higher storage capacity and these include compact Discs, 

DVDs and magneto-optical discs. 

2.2.3.3 Solid-state media: These use semiconductor materials for the process of recording 

information for storage and they include flash memory cards, USBs and flash drives. They have 

storage components that work hand in hand with external devices like digital cameras. 
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2.2.3.4 Storage equipment for active records 

According to Okello (2008), the storage equipment used in active records storage facilities has a 

great impact on the overall management of active records in an organization especially their 

preservation and conservation. Storage equipment, such as filing cabinets should be chosen with 

specific storage media in mind for example if the active records are on paper, then you might use 

filing cabinets. However, the same cabinet might not be appropriate for filing micrographic active 

records. She added that a company may keep active records on a variety of media; paper, magnetic 

media such as computer disks or tape and micrographics (Okello, 2008). 

2.2.3.4.1 Cabinets; Brien (2002) pointed out that the filing cabinets can be vertical file cabinets 

or lateral file cabinet. Vertical file cabinets are the conventional storage cabinets in one to five 

drawer sizes, the type and volume of records to be stored will determine the width, depth number 

and size of drawers. They are mainly for cards, letters and legal records. Lateral file cabinets are 

where a drawer opens from the long sides’ books like chest of drawer or book case with doors. 

They provide quick and easy access to records because all records are visible when the drawer is 

open, Shelf files are simply shelves arranged horizontally and used for storing records. Brien 

(2002) filing cabinets are considered to be the best storage equipment for active records that are 

frequently accessed for use in reference areas. 

2.2.3.4.2 Shelves; may be the open shelf or have roll back or roll down fronts or may be arranged 

in mobile with shelves that are more as needed for storage and retrieval. They provide easy access 

because no drawers to be opened and closed with drop-lid door for protection. Mobile shelving 

where records containers (folders and boxes) are stored on shelves that are more on tracks attached 

to the floor, in some cases these shelving units are not motorized and thus must be physically 

moved by the operator more often the units are electrically powered which saves time and energy 

for the operator. Brien (2002) explains that shelves should be stable and have back and side braces. 

Since shelves are relatively cheap and easy to maintain compared to other storage equipment, their 

usage in active records should be inspected periodically. 

2.2.3.4.3 Boxes; this is the easier and the most used equipment for storing active records. Active 

records are placed in boxes and information about what is in the box is written on it before the box 

is placed on the shelves for easy location, retrieval of the requested and save space (Yeo, 2003). 

Mbaaga (2000) notes that storing records in boxes is the easier and most used storage equipment 
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and method. Records are placed in boxes and information about what is in the box is written on it 

before the box is placed on the shelves for easy location, retrieval of the requested and saves space.  

2.2.3.5 Storage of electronic active records 

For storage of electronic active records, the selection of storage media (for example. optical disc 

and tape), storage system, storage environment and handling procedures should be based on active 

records management and business considerations, e.g. volume and growth rate of active records, 

active records security needs, retrieval requirements and preservation needs. In line with the 

international active records management best practices, organizations should consider the 

following measures regarding storage of electronic active records (Cook, 2007). 

A program should be set up to monitor and refresh the digital media regularly, e.g. 

transferring the active records to a new optical disc, having regard to the life span of the 

media to ensure the accessibility and usability of active records over time. A program 

should be set up to back up active records and the associated metadata and audit trails 

regularly to prevent their loss or damage (Cook, 2007). 

Migration of active records, the associated metadata and audit trails should be conducted 

through successive hardware/software upgrades to retain the content, context and structure 

of active records for their preservation and access over time; The storage requirements and 

arrangements should be regularly reviewed to meet active records management and 

business needs (Cook, 2007). 

Proper documentation should be maintained on the storage arrangements. Digital media, 

e.g. optical disk and tape storing electronic active records should be accommodated in a 

safe environment with suitable climate control under regular monitoring. A program should 

be set up to monitor and refresh the digital media regularly, e.g. transferring the active 

records to a new optical disc, having regard to the life span of the media to ensure the 

accessibility and usability of active records over time (Cook, 2007). 
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2.2.4 Current status of retrieval of active records 

According to Kelvin (2007), the following are the retrieval procedures, receive request for stored 

records, check index location for a record, search for a record, locate record, remove a record from 

the storage equipment, issue a record to the requestor, follow up borrowed records, receive records 

for re-storage and store a record again. Kelvin (2007) suggested six main records retrieving tools 

used by the organization. The six main records retrieving tools include bibliographies, catalogues, 

online databases, funding aids, indexes.  

2.2.4.1 Bibliographies: Kelvin (2007) defined bibliographies as a list of information bearing 

items. Bibliographies therefore refer to bringing together lists of sources based on subject matter, 

individual names, by time or periods when the event has happened, information bearing records 

have unique description that will include authors, title, place, and date of publication. 

2.2.4.2 Catalogs: According to Kelvin (2007), catalogs provide access to individuals’ items within 

collection of information sources description, classification, and subject analysis. Catalogs can be 

card catalogs and online catalogs. Online catalogs are beneficial when retrieving for known item 

by searching or browsing patron. 

2.2.4.3 Online Databases: Kelvin (2007) explained that online databases are built on the technical 

logic supported by relational database theories. Online databases conserve storage space, allows 

faster searching and easier modification of records. 

2.2.4.4 Finding aids: These finding aids are often catalogued through an alternative record that 

provides the name, title and subject points to the records.  

2.2.4.5 Indexes: Kelvin (2007) suggested that indexes are not limited to what is available in a local 

setting, and they do not usually give location information as indexes are available in print, CD-

ROM or On line- indexes are arranged in alphabetical order with entries offered for authors, titles 

and subjects. 

2.2.5 Active records retrieval procedure 

According to Lusuli (2014), effective records control includes the following standards procedures 

for requesting records, charging them out and ensuring that they are returned. These procedures 

referred to as requisition, charge-out, follow-up, may be completed manually or using an 

automated system. By following standard procedures consistently, the number of lost misfiled 

records can be reduced. He further asserts that there are steps involved in the retrieval of records. 
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Requisition; this is the first and written request for record. It doesn’t matter if it’s oral; it has to be 

put into writing, it is prepared in duplicate of which the original stays in the folder in which the 

document was removed to serve as an indicator. Secondly charge out procedure; the procedure is 

used to account for records that have been removed from storage. A record is charged out to the 

borrower who is responsible for returning it upon the agreed data. A standard procedure for 

charging and following records should be observed in every instance regardless of who removes 

the material from storage (Lusuli, 2014).  

Thirdly follow up procedure; whoever is responsible for retrieving records from storage and 

charging them is also responsible for checking on their return within a reasonable length of time. 

According to Lusuli (2014), the following are the active records retrieval procedures; receive 

request for stored active records, check index for location of stored active records, search for a 

record, locate record or record series, remove a record from the storage, charge out record to 

requestor, send a record to a requestor, follow up borrowed active records, receive active records 

for re-storage and store a record again. 

2.3 Management of storage and retrieval of active records 

Current records are stored basing on their usefulness in the conduct of the daily or current business 

activities in the organization. Saffady (2011) discussed storage as the different forms of media and 

files equipment in which the records are kept and maintained for their safety. Records can be stored 

on paper, electronic files, e-mails, microfiche, audiotapes, videos, databases and photographs. 

2.3.1 Management of storage of active records 

This refers to the equipment used to file records during their useful life time in an organization. 

Records storage is essential for managing records because it ensures that records are secure and 

accessible for as long as users need them (Stewart, 2002). According to Ngulube (2004), electronic 

records include computers with databases and document management soft wares, the personal 

computer that is networked with other personal computers can provide electronic document 

storage and retrieval, serve as an access device for scanned (digital documents) and electronically 

generated documents, maintain records inventories, retrieval documents stored electronically and 

store records retention and destruction of data. 
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Smallwood (2013) added that there are three types of records storage Medias that is compact disks, 

magnetic tapes and digital audio tapes, compact disks medium consists of thick plastic sheet coated 

with photosensitive compounds which cannot be damaged easily; Magnetic tapes are used in data 

processing and subsequently used for only data backup. Though large volumes of data could be 

backed up, it is a slow process to record and restore the data, they are not reliable and susceptible 

to physical damage and fungi attacks; Digital audio tapes (DAT) are also record storage Medias 

and are fairly reliable and can store data up to 128 gigabytes. Electronic record can be stored in 

databases that can easily be stored in the databases that can be accessed by the authorized people 

most especially the staff of an agency or organizations (Smallwood, 2013). 

2.3.1.1 Active records Storage Systems 

According to Smallwood (2013) active records storage systems are being done according to the 

systems of active records. Wallace came out with three systems; these are: Manual systems, 

Mechanical systems and computerized systems as explained below: 

2.3.1.1.1 Manual System: This is the system that store and retrieve active records without the use 

of mechanical or automated devices known as manual storage systems. This manual system can 

be simply the storing and removing of file folders from a four drawer file cabinets or on open shelf 

file (Smallwood, 2013).  

2.3.1.1.2 Mechanical System: Mechanical storage system uses some types of mechanized assist 

in the storage of active records. These devices normally decrease storage of active records, retrieval 

time, lessen employee fatigue and provide a measure of security, the types of equipment generally 

found in this category of storage equipment include power files, mobile track files and convey or 

files (Smallwood, 2013). 

2.3.1.1.3 Computerized systems: Computerized storage systems store retrieve and control active 

records with the aid of a computer or microprocessor. This system of the computerized also has 

two subsystems which are word processing and local area networks and a computer (Smallwood, 

2013). 
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2.3.2 Management of retrieval of active records 

Franks (2013) explained that active records retrieval deals with the representation, storage, 

organization and access of information items such as documents, webpages, online catalogs, 

structured and semi structured active records and multimedia objects. There are a number of tools 

for example on file transit sheets that are filed in a file transit book, on transit ladders that appear on 

file covers, on file movement slips and through regular file censuses (Franks, 2013). 

2.3.2.1 File movement slip. Active files are frequently passed backwards and forwards between 

officers for short periods as a part of everyday business.  Short-term file movements, for example, 

when an action officer passes a file to another officer to read a document on the file, need not be 

recorded in the records office. An officer wishing to pass a file directly to another officer must 

complete a file movement slip and send it immediately to the record office. The head of the records 

office should ensure that action officers always have an adequate supply of file movement slips. As 

soon as records office staff receive the file movement slip, the information must be recorded on the 

transit sheet (Franks, 2013). 

2.3.2.2 File transit sheet. Each time a file is issued to a user, for whatever reason and for however 

short a period, this fact must be noted by records staff in the ‘Sent To’ and ‘Date’ boxes on the relevant 

transit sheet.  The date when the file is returned to the records office, this must also be recorded. 

2.3.2.3 File transit ladder. Each file movement must be recorded on the transit ladder on the front 

of the file cover.  This records the same information that appears on the file transit sheet. Transit 

ladders provide a record of all officers who have handled any particular file.  When a ladder is full, it 

must be replaced with a new blank ladder (Franks, 2013). 

2.3.2.4 File location cards. When the file is in the registry, it should contain a file location card. 

This is a plain card about the size of the file cover bearing the file references. When the file is sent 

out of the registry, the card is retained in the registry and the destination of the file is recorded, the 

date of dispatch and the name of the officer receiving the file. The card replaces the file which has 

been requested and when the file is returned, it is indicated on the card (Franks, 2013). 

2.3.2.5 Bring up diary. Action officers might not be able to attend to a file. Instead of retaining 

the file, the action officers make bring up remarks indicating the future date he wants the file to be 

brought back to him for a long period in their offices without working on them. This helps in 

eliminating the practice of creating mini-registries in offices. The registry should check all returned 

files for bring ups and produce them at required time (Franks, 2013). 
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2.3.3 Retrieval systems of active records 

According to ICA (2004), records retrieval refers to the representation, storage, organization and 

access of information items such as documents, web pages, online catalogues, structured and semi-

structured records and multimedia objects. The representation and organization of information 

should be to provide the users with easy access to information needed. Retrieval tools are essential 

as basic building blocks for a system that will organize recorded information that is collected by 

records centre. There are three formats and these include manual system, automated system and 

mechanical systems (ICA, 2004).  

2.3.3.1 Automated system. This involves use of computers and associated computer systems to 

locate the requested record (ICA, 2004). 

2.3.3.2 Mechanical system. This involves deployment of mechanical devices to rotate the 

movable shelves to the correct location of the required record manually. 

2.3.3.3 Manual system. This system involves the person in charge of the record retrieving the 

requested records by hand and by issuing them to the users of the record. They further assert that 

the manual system is aided by card catalogs that show the general cataloguing codes and universal 

subject headings of the record (ICA, 2004). 

2.4 Challenges of storage and retrieval of active records. 

2.4.1 Challenges of storage of active records 

2.4.1.1 The centrifugal forces; Saffady (2011) also asserted that the challenge of electronic 

records is the centrifugal forces such as time and money that pull each of these elements away 

from each other software and hard ware become outdated, migrating information or records may 

require expensive recording and organizations lack resources to address the problem. This creates 

an environment where the object is basically left in limbo trapped in an obsolete format or captured 

in a readable medium or lacking the administrative capacity, resource or willingness to refresh 

data. Saffady (2011) noted that the challenge in preserving electronic information is not primarily 

a technological one, it is a sociological one. The dynamism of the market for information 

technology and products ensures the fundamental instability of hard ware and software primarily 

because product obsolescence is often the key to corporate survival in a competitive capitalist 

democracy. 
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2.4.1.2 Lack of professionalism in records management; Ngulube (2004) said that there is lack 

of professionalism in records management. People who look after records in many organizations 

in Africa lack the skills required for managing records throughout their entire life cycle, in most 

cases, they do not have competencies of placing information where it is not supposed to be and 

Ngulube further asserts that many organizations lack adequate training in management of 

electronic records. Most people handling records in most organizations are qualified in other 

professions or do not qualify at all to manage records at any level or stage. Besides, even if the 

qualified staff existed, they will be made to feel worthless and in the end, they work inefficiently.  

2.4.1.3 Poor storage equipment; Effective records management is all about proper storage 

equipment but on the other hand poor storage equipment with poor storage conditions leads to 

destruction of the records. Saffady (2011) discussed that it is because of poor storage equipment 

including the poor filing cabinets, that lead to deterioration of the records and thus a challenge in 

records management. 

2.4.1.4 Insecurity of data; Shepherd (2003) asserted that the following devices that are used to 

store the electronic records for example USB flash, memory cards, which can be left anywhere, 

this leads to data insecurity since it can be accessed by the unauthorized individuals. He further 

added that emailing a piece of information using company’s website is not safe, for this causes 

data insecurity and loss of confidentiality. 

2.4.1.5 Lack of storage space; Most offices are too small and some records are put on the floor 

as they wait to find a place to store them. Space required includes that required by the storage 

equipment and space required to access the records.  

2.4.1.6 Limited management support; According to Saleem (2000), the common problem in 

managing records throughout their life cycle includes, lack of plans for retaining or destroying 

records and on standards in evaluating workers who manage these records, lack of concern on the 

important records, inefficient filing procedures, over loaded and poorly labelled drawers and 

folders and failure to protect records resulting in loss of records or slow retrieval. The entire above 

are linked to limited management support.  
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2.4.2 challenges of retrieval of active records 

2.4.2.1 information getting into wrong hands; According to ICA (2004), threats to records are 

the same to both physical and digital records; Information getting into wrong hands, when 

information gets into wrong hands of people who do not have right to have it, this can have serious 

consequences with the organization being used or facing charges under privacy; Deliberate 

damage of information, being damaged, this happens when information is accidentally or 

deliberately damaged. This may be costly to put it right and also may be undetected until it is too 

late; Becoming out of date, Records that are out of date may be misleading resulting into extra 

work which is costly and may affect the organization’s reputation; Sociological challenge.  

2.4.2.2 Lack of records management policy; Storage, poor records retrieval and proper records 

management without any documented policy statement standards, regulations and retention 

schedules are said to be difficult (Smith, 2010). 

2.5 Suggestions for the best practices in managing storage and retrieval of active records. 

2.5.1 The best practices for managing storage of active records. 

2.5.1.1 Using Electronic Records Management System; Smallwood (2013) asserted that using 

Electronic Records Management (ERMS) that is a software which can be employed by an 

organization so as to manage all the records regardless of their formats, so as to ensure their 

appropriate time frame of the record within the organization. 

2.5.1.2 Any individual transferring a personal email should not use the company’s website; 

(Smith, 2010) had a view point that any individual transferring a personal email should not use the 

company’s website but rather use personal emails to avoid overcrowding the company’s website 

and more so to ensure confidentiality of the company’s information. 

2.5.1.3 Records can be stored in departmental offices. Records can be stored in departmental 

offices, in file rooms or in other decentralized warehouses so as to avoid misfiling and loss of 

records. It is an inventory that should indicate all the storage locations for each record series and 

all the copies of a given series so as to ensure easy location of records (Saffady, 2011). 

2.5.1.4 Installation of antivirus soft wares; According to Brien (2002) says that soft wares which 

prevent the spread of unwanted virus should be installed on computers. 
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2.5.1.5 Setting up a records security program: Lomas (2010) suggested that there is need of 

setting up a records security program, he defines four mechanisms to ensure security as discussed 

below; He states that the first mechanism would be development of security policy to ensure safe 

and reliable operation of records system; Conducting security checks and if necessary to bond 

unauthorized personnel’s from using hard ware and software in the system. Providing deterrents 

to crime, and he gave an example of using card readers into which employees must use to access 

records. 

2.5.1.6 Volume of data; ICA (2004) say that challenge for digital preservation is not just the 

volume of data. The hard ware and software used to store and access digital information and usual 

storage requirements for paper also apply to electronic records. In addition, the following should 

be ensured; If data media are not stored in the regular paper archives, such media should be stored 

in afire proof lockable cabinet with access to authorized persons only; Storage conditions are 

appropriate with respect to particular sensitivity of media to heat, humidity and electromagnetic 

radiation; It is recommended that security copies (backups) of electronic records be kept off-site. 

The stored electronic records should be well protected against accidental and physical changes and 

damages. The type of medium selected should provide long-term readability (magnetic media are 

less favorable in this aspect. 

2.5.1.7 Contents regularly copied onto permanent medium; Stewart (2002) suggests that 

computers used for storage of electronic records should have their contents regularly copied onto 

permanent medium, procedure known as back up to ensure effectiveness and efficiency of records 

management because machines used to store these records can be corrupted or damaged and it’s 

always easy to destroy important records accidentally. He continues to say that all documents 

stored on a computer should be backed up at least once a month if records do not change often, 

once a week or a day if computers are used regularly. He also noted that when back up is made, 

then the medium used should be labelled approximately with information like date, total number 

of copies in a collection, back up content and computer being backed up from and to. 

2.5.2 The best practices for retrieval of active records. 

2.5.2.1 Clear filling system; Saffady (2011), entails that proper storage of records is about a clear 

filling system that is employed by an organization which can be alphabetic, alphanumeric, or 

numeric and this will create enough storage space for active records in designated office. And this 

also helps in easy retrieval of active records. 
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2.5.2.2 Alphabetic retrieval system; In alphabetic filing, terms are arranged according to the 

alphabet that is starting with A up to Z. Alphabetic storage has stages active records and these are 

indexing, cording and cross referencing (Wallace, 2006). Coding; this is the physical making of 

records to indicate by what number or subject the active record is to be stored. Indexing; this is the 

mental process of determining the filing segment by which the record is to be stored and alphabetic, 

storage, indexing means determining the names that is to be used in filing. (Wallace, 2006). 

2.5.2.3 Setting up an efficiency and effective of electronic filing systems; Again Stewart (2002) 

emphasizes the need for an efficiency and effective of electronic filing systems that should keep 

and maintain a list of all files and their locations. Files should be saved and stored in file folders. 

2.6 Research gap 

A number of strategies were identified in the process of reviewing literature, however no step by 

step has been identified to guide the process of storage and retrieval of active records at Sanyu 

Babies' Home which leaves the gap that the researcher tends to fulfil. 
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CHAPTER THREE: METHODOLOGY 

3.1 Introduction 

This chapter covers the research design, the population of this study, the data collection tools that 

were used in the course of the research, data collection instruments that were used in the process 

of data collection and techniques to maintain the validity and reliability of the research instruments. 

3.2 Research design 

According to Kauda (2012), a research design as a general strategy adopted for answering the 

research questions. It is a plan of what data to gather, from who, how, when to collect and how to 

analyze the obtained data. The research design provides the glue that bonds the research project 

together. A research design outlines the basis for making interpretation of the data and establishes 

detailed steps to follow when conducting the study. This study used a case study design. Yin (2009) 

1states that the case study design may refer to an empirical inquiry that investigates contemporary 

phenomenon in depth and within its real life context. It is mostly used when conducting research 

in the social sciences. The researcher used a case study design because the researcher wanted to 

investigate storage and retrieval of active records at Sanyu Babies’ Home in detail. 

3.3 Area of the study 

Mbaga (2003) defined the area of study as a place or department including the population where 

the study was conducted. The research was carried out at Sanyu Babies’ Home located in Mengo 

Kampala Uganda P.O Box 14162 Mengo Kampala Uganda. 

3.4 Population 

Mbaga (2003) defines population as the complete set of individuals, objects, or measurements 

having same common observable characteristics. The population enabled comparison of the study 

samples in relation to their characteristics and differences. Sanyu Babies’ Home has the population 

of about 50 employees.  

3.5 Sampling and sample size 

Kombo (2006) defined a sample as apportion of the population which is deliberately selected for 

purposes of research. He further asserted that, it is a process of selecting a number of individuals 

or objects from a population such that the selected group containing elements representative of the 

characteristics found in the entire group. In this case the researcher used purposive sampling   
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methods and selected the bursar, secretary and head of section social works and social 

administration to enable the researcher to make better conclusions on the findings of the study. 

The study established that the Secretary was responsible for records relating to donations, the 

social works and social development department was responsible for records about babies that was 

from 1929 up to 2018 while the administration department was responsible for staff records. 

 Table 1 sample size 

Respondents  Number of respondents 

Secretary 1 

Bursar 1 

Head of Section (Social Works and Social Administration) 1 

Total  3  

3.6 Data Collection Methods 

Data was collected using interviews, document analysis and observation. 

3.6.1 Interview 

Kothari (2004) stated that interview method of collecting data involve presentation of oral-verbal 

stimuli and reply in terms of oral-verbal responses. This method can be used through personal 

interviews and, if possible, through telephone interviews. The research used this method to collect 

data from the bursar, secretary and head of section social works and social administration. Using 

this method, the researcher was able to get in depth information about types of active records 

generated and maintained at Sanyu Babies’ Home, storage methods and equipment, retrieval 

procedures as we as the challenges faced in managing records at Sanyu Babies’ Home. 

3.6.2 Observation 

Observation is the use of personal intuition based on different body senses, for example seeing 

(eye) hearing (ear) touching (hand) smelling (nose) (Creswell, 2009). Observation enabled the 

researcher to employ vision in identifying different types of active records maintained at Sanyu 

Babies’ Home, available storage equipment, storage and filing methods, retrieval processes, 

retrieval tools available. The researcher designed an observation guide to act as a road map to the 

aspects highlighted above.  

3.6.3 Document analysis  

Documents comprised of written material and other documents from the cases under investigation 

(Patton, 2002). Document search gave the researcher more insight into activities taking place at 
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Sanyu Babies’ Home. Documents had the advantage of un obstructive and non-reactive measures. 

The researcher analyzed official documents such as the manuals, annual reports, receiving forms, 

donation records and reports from the Ministry of Gender Labor and Social Development. The 

document analysis guide was used to select particular information that could probably be acquired 

from the above documents for example the population and background of Sanyu Babies’ Home. 

3.7 Data collection instruments 

3.7.1 Interview Guide 

An interview guide is a set of topics or questions about which interview is conducted (Kombo, 

2006). This involved asking the respondents face to face questions and was done with the help of 

designed interview guide (See appendix i) where the interview asked relevant questions to the 

interviewee since there was direct interaction. This instrument enabled the interviewee to freely 

respond to issues thus the researcher to gather enough information. Using this guide, the researcher 

was able to identify types of records maintained at Sanyu Babies Home and how storage and 

retrieval of active records is managed at Sanyu Babies Home 

3.7.2 Observation checklist 

According to Kombo (2006), an observation guide is a research instrument that provides 

information about actual behaviors. The observation guide enabled the researcher to directly obtain 

data on the nature or state of active records Sanyu Babies’ Home. This instrument (See appendix 

ii) contained different features that the researcher put into consideration while observing this study 

phenomenon at Sanyu Babies’ Home. This method was used because it helped in eliminating bias 

that could have been presented by the respondents using other methods. 

3.7.3 Document analysis guide 

The researcher used the document analysis guide (See Appendix iii) to collect secondary data 

attained in the document survey and also to enable the researcher to remain focused on the area of 

study.  

3.8 Research procedure 

The researcher got an introductory letter from the Head of Department (LIS), East African School 

of Library and Information Science (EASLIS) which was presented to the Director of Sanyu 

Babies’ Home that authorized the researcher to collect data about storage and retrieval active 

records at Sanyu Babies’ Home.  
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3.9 Data Quality control 

Data quality control is defined as the efforts and procedures that researchers put in place to ensure 

that quality and accuracy of the data is being collected using the methods chosen for a particular 

study. To ensure that data quality control of the study is valid, accurate and reliable, two elements 

were considered and these are validity and reliability of data. 

3.9.1 Validity 

Amin (2005) stated that validity refers to the appropriateness of the instrument, the ability of the 

instrument to measure what it is intended to measure. Validity in research is the issue of how valid 

the research is, in other words, how logical, truthful, healthy, reasonable, meaningful and useful 

the research can be. The researcher used triangulation by using multiplicity of research instruments 

to avoid biased interpretation and understanding the views of the participants. And the supervisor 

examined the researcher’s data collection tools. 

3.9.2 Reliability 

Reliability refers to the consistency of a measure, the ability of the instrument to get similar results 

at different times (Amin 2005). This was ensured by formulating simple and precise questions to 

obtain accurate responses. The researcher used in-depth interviews and observations to obtain first-

hand information. The information obtained from the respondents was checked and compared to 

ensure consistency. 

3.10 Data analysis 

Data analysis involves the process of bringing order, structure and meaning to the data collected 

and data important and meaningful.  Yin (2009) explained that data analysis for case studies should 

be done by categorizing, tabulating and testing to address the initial proposals of a study. Since 

this study was based on a single case study dimension, the researcher sorted out mistakes, coded 

the data by building themes and sub themes and then systematically describe the contents of the 

data in a reduced form. Finally, explanations of meanings, interpretation in relation to research 

objectives, discussions, and conclusions from the emerging information was drawn and presented 

thematically as per this study. The researcher throughout this process used Microsoft Word. 
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CHAPTER FOUR: PRESENTATION AND DISCUSSION OF FINDINGS 

4.1 Introduction  

This chapter presents and discusses key findings of the study on assessing storage and retrieval of 

active records at Sanyu Babies’ Home. The findings were presented according to the objectives 

below; to establish the current status of storage and retrieval of active records at Sanyu Babies’ 

Home; to find out how storage and retrieval of active records at Sanyu Babies’ Home is managed; 

to identify the challenges of storage and retrieval of active records at Sanyu Babies’ Home and to 

make suggestions for the best practices in storage and retrieval active records at Sanyu Babies’ 

Home. The study identified that Sanyu Babies Home had no registry and each department had an 

officer responsible for managing the records that were generated or received in that department. 

4.2 Response rate 

The study targeted 3 respondents and the researcher managed to obtain responses from the 3 

respondents making the response rate 100% as shown in table 2 below.  

Table 2: Response rate 

Respondents Titles Frequency Percentage (%) 

Secretary 1 33.3 

Bursar 1 33.3 

Head of Section (Social Works and Social Administration) 1 33.3 

Total number  3 100 

Source: Primary data, 2018 

4.3 Characteristics of Respondents 

The interview guide established the characteristics of the respondents which helped the researcher 

in obtaining background information about respondents.  
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4.3.1 Gender of respondents 

Table 3: Gender of respondents 

Respondents  Frequency Gender 

Secretary 1 Female  

Bursar 1 Female  

Head of Section (Social Works and Social Administration) 1 Male  

Total number  3  

Source: Primary data, 2018 

As indicated in table 3 above, the researcher managed to interview 3 respondents (secretary, bursar 

and head of section (Social Works and Social Administration)) out of which 2 respondents were 

females and 1 male. More so, it is clearly seen that the females dominated the study at 75 % and 

the male at 25%. This confirms the perception that children related duties are dominated by females 

and that males have little interest. 

4.3.2 Years of service of respondents 

Table 4: Years of service of respondents 

Respondents  Frequency Years of service 

Secretary 1 6 years 

Bursar 1 5 years 

Head of Section (Social Works and Social Administration) 1 10 years 

Total number  3 21 

Source: Primary data 2018 

The table 4 above indicated the secretary had served at Sanyu Babies Home for 6 years, bursar for 

5 years and head of section (Social Works and Social Administration) for 10 years. This indicated 

that all the respondents had experience in management of records especially storage and retrieval. 

This is in line with Parer  (2002) who noted that as people work so long on a particular task, they 

become more conversant with the best practices of work and subsequently develop best attitudes 

towards high perfprmance. 
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4.3.4 Education level of respondents 

Table 5: Education level of respondents 

Respondents  Frequency Education level 

Secretary 1 Diploma(RAM) 

Bursar 1 Bachelors( BBA) 

Head of Section (Social Works and Social Administration) 1 Bachelors(BSWSA) 

Total number  3  

Source: Field data 2018 

The table 5 above indicates the secretary had a diploma in Records and Archives Management, the 

Bursar had a Bachelor’s degree in Business Administration and the head of section Social Works 

and Social Administration had a bachelor’s degree in social works and social administration. From 

the table above, it was noted that all the respondents were educated and capable of managing the 

records generated and received at Sanyu Babies’ Home. 

4.4 The current status of storage and retrieval of active records at Sanyu Babies’ Home 

The researcher observed that Sanyu Babies’ Home maintained a number of active records 

especially about staff and babies. It was also identified that currently, there are 41 files of staff and 

49 files of babies in active storage. 

4.4.1 Types of active records maintained at Sanyu Babies’ Home 

4.4.1.1 Babies origin records/firsthand information about babies: The Head of Section Social 

Works and Social Administration (SWSA)explained that; 

“Many of our children are found abandoned in garbage heaps, pit latrines, diches, taxi 

parks, trenches, markets, bush, Sanyu Babies’ Home gate and some are left by the side of 

the road.” 

When a child was received, the mode on how the baby was received was noted down. Upon 

receiving a child, the children were given names depending on the area where the children were 

picked from for example children picked from Buganda were given Kiganda names like Nakatte 

for girls and katende for boys. Their first names had to be a Christian name because the 

organization was Christian founded.  
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4.4.1.2 Donation records: Sanyu Babies’ Home receives a number of donations from local 

citizens, private institutions, or other groups and associations. There is a book and forms including 

the Name of the donor, Name of the recipient, Description of the material, Date of the donation 

and Signatures of the donor, phone number, email. These donations range from material things 

like clothes, soap, food, drinks, shoes, to cash. The cash can be banked on their account or it can 

be delivered at hand and the donor is given a receipt. 

Donation form  

Name of 

donor  

Description 

of material 

Quantity Date  Recipient  Donors 

contact 

information  

Signature 

of  donor 

Signature 

Recipient 

        

        

        

Source: Field data 2018  

 4.4.1.3 Adoption records: At Sanyu Babies’ Home, children are supposed to leave immediately 

when they are four years’ old. The departure is different for each child and some of them are 

adopted by some families or individuals. One presents a letter of interest to adopt a child to the 

administration of Sanyu Babies’ Home with a police criminal clearance report, LC 1 chairperson 

letter, recommendations from some relatives and non-relatives and records about background 

check; the administration of Sanyu Babies’ Home carries out a background check about the 

individual interested in adopting a child without his or her awareness and these records are also 

kept in the adopters and adoptees file for further reference as well as accountability.  

4.4.1.4 Babies medical records; the study identified that Sanyu Babies’ Home had 2 nurses who 

were responsible for health of the children. The secretary explained that; 

“Sanyu Babies Home maintained medical records of children that included immunization 

records, weight, age, sex, diagnosis and treatment records, lab examinations, x-ray 

reports, babies discharge notes showing the condition of the baby on the admission and 

upon discharge, investigation done, the treatment given and detail advice on discharge”. 

The researcher also observed referral notes especially in case of critically ill babies. Referral notes 

contained the date and time of writing the note. Reviewing each of these areas was necessary to 
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gather a complete list of current medications prescription, non-prescription, and complementary 

and alternative medicines, dosages, frequency of administration, duration of therapy, reason for 

taking, and adherence. 

4.4.1.5 Staff records; it was observed that Sanyu Babies Home also maintained records about its 

staff. These files were kept in the administration department. Staff records included application 

letters, appointment letters, performance appraisal forms, leave forms. They were obtained from 

processes like recruitment and appointment. The head of section Social Works and Social 

Administration explained that; 

“The staff records provided the authority to determine pay and other benefits. Staff records 

were maintained accurate and complete and trustworthy to both the organization and the 

employees.” 

Staff at Sanyu Babies Home 

CATEGORY NUMBER 

Nurses 2 

Security men 3 

Craft shop attendants 2 

Guest house manager 1 

Doctor 1 

Teachers  4 

Accountant 1 

Grounds men 2 

Cleaners  3 

Board members 5 

Driver  1 

Poultry manager 1 

Domestic staff 22 

Social workers 2 

TOTAL 50 

Source: Field data 2018 
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The table above explains that Sanyu staff included different administrators of 2 nurses, 22 domestic 

staff providing 24/7 house care services, 4 teachers, 1 accountant, 2 social workers, 3 cleaners, 2 

grounds men, 3 security men, 2 craft shop attendants, 1 guest house manager, 1 poultry manager, 

a driver and of course the board members (Patron and Chairman, Vice Chairman, Treasurer and 

other members). 

Furthermore, the secretary noted that; 

“At Sanyu Babies Home, we also have record from police especially when a person picks a child, 

they are expected to report to police and the obtain a letter from the probation officer, care order 

issued by the court, police criminal clearance reports, children’s photos” (Secretary) 

4.4.2 The current status of storage of active records at Sanyu Babies’ Home 

The researcher observed that Sanyu Babies Home stored all its active records especially about the 

staff and babies in soft copy and hard copy. The soft copies were kept on the computers and 

external hard drives. The administration stored records on staff, secretary stored records on 

donations, the Social Works and Social Administration maintained all the records about the babies. 

The bursar was responsible for all the finances.   

4.4.2.1 Storage equipment for active records at Sanyu Babies’ Home 

4.4.2.1.1 computers: computers were observed as means of storage of active records at Sanyu 

Babies Home. All the records received and generated at Sanyu Babies Home were maintained in 

soft copy and hard copy. The soft copies were kept on the computer and the researcher also 

observed external hard drives as a means of back up storage in case the computers got a problem. 

It was observed that Sanyu Babies Home had 6 computers and 3 external hard drives for backing 

up babies’ records and staff records as well as other records generated at Sanyu Babies Home. The 

computers were in good condition and updated. All the files of staff and babies plus other utilities 

are permanently preserved. They are not exposed to retention and disposal because they don’t 

dispose off any records. This because all the time people approach the institution tracing to trace 

their identity. Sanyu Babies Home didnot solely rely on hard copies in management of their 

records, the two systems rather ran concurrently that is; computerized and manual system.  
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4.4.2.1.2 Wooden cupboards: the researcher observed cupboards as indicated in figure 1 for 

storage of active records. The 2 cupboards contained most records of babies from 1929 up to date. 

These cupboards were made of wood and most of the records were not placed directly to the 

surface but were instead first filed in box files, manila files and suspension files. For security 

purposes, these cupboards are locked to prevent un authorized access to staff records, babies’ 

records as well as administration records. The cupboards had sub sections and each section records 

were stored according to years in chronological order as indicated in figure 1 below. 

 

Figure 1: Storage cupboard. Field photo by Jackson on 13th July 2018 
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4.4.3 The current status of retrieval of active records at Sanyu Babies’ Home 

The head of section social works and social administration explained that records especially 

babies’ records are retrieved basing on the scenarios of;   

“Well at Sanyu Babies’ Home, different records have different cases of retrieval scenarios 

for example babies’ records are retrieved when tracing identity, emergencies like sickness 

and during assessment by MoGLSD.” 

4.4.3.1 Emergence cases: the study established that when a child was critically ill and needed 

referral to bigger hospital. In that case, the babies file was retrieved from the cupboard and 

presented to the authorized person in charge of the issue at hand. In other cases, some people came 

to the babies Home claiming they were parents of some children and in that case too, these files 

were retrieved to cross check if the information given corresponded with the person claiming to 

the owner of the child.  

4.4.3.2 Tracing identity: the study established that some babies left Sanyu babies Home and were 

adopted.  Some their parents were found and some were taken up by foundations like Watoto 

Foundation. Sanyu Babies Home was a transitional Home, the babies come and as a must had to 

go at the age of four years. However, when most of these children grew up, they returned to Sanyu 

Babies Home to confirm if it was true that they had been raised in a babies’ Home. When a person 

came to trace their identity, they were asked a few questions and then their files would be retrieved 

in case it was true that they had been raised at Sanyu Babies Home. 

4.4.3.3 Assessment time: Head of section Social Works and Social Administration noted that;  

“The Ministry of Gender Labour and Social Development carries out an assessment at 

Sanyu Babies Home every year and as a result, the files were retrieved especially files 

about the babies and babies’ welfare as well as donation. This was also to ensure that 

Sanyu Babies Home conformed to the relevant policies, laws and regulations regarding 

babies well fare as well its staff.” 

The study established that the Secretary was responsible for retrieval of the records relating to 

donations, the social works and social development department was responsible for retrieving 

records about babies that was from 1929 up to 2018 while the administration department was 

responsible for staff records. 
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4.5 Management of storage and retrieval of active records at Sanyu Babies’ Home  

The researcher observed that Sanyu Babies Home stored all its active records especially about the 

staff and babies in soft copy and hard copy. The soft copies were kept on the computers and 

external hard drives. The administration stored records on staff, secretary stored records on 

donations, the Social Works and Social Administration maintained all the records about the babies. 

The bursar is responsible for all the finances.   

4.5.1 Management of storage of active records at Sanyu Babies’ Home  

4.5.1.1 Backing up of records: Sanyu Babies Home did not only rely on computers and hard 

copies. All the records at Sanyu Babies Home were backed up. Computers were observed as means 

of storage of active records at Sanyu Babies Home. The soft copies were kept on the computer and 

the researcher also observed external hard drives as a means of back up storage in case the 

computers got a problem. It was observed that Sanyu Babies Home had 6 computers and 3 external 

hard drives for back of babies records and staff records as well as other records generated at Sanyu 

Babies Home. The external hard drives had enough capacity and were updated. All the files of 

staff and babies plus other utilities are permanently preserved. They are not exposed to retention 

and disposal because they don’t dispose off any records. This because every time people approach 

the institution tracing to trace their identity. 

4.5.1.2 Records were placed box files and file folder before placing them in wooden 

cupboards: the wood element in the cupboards attracted rodents and to prevent such effects on 

the records, the records were first placed in the box files, file folders and suspension folders.  This 

was because all the records needed to be permanently preserved and such arrangements were to 

protect them from damage during retrieval as well as dust which caused deterioration. These 

cupboards contain at most records of babies from 1929 up to date. These cupboards were made of 

wood and most of the records are not placed directly to the surface but were instead first filed in 

box files, manila files and suspension files. For security purposes, these cupboards are locked to 

prevent un authorized access to staff records, babies’ records as well as administration records.  

The cupboards have sub sections and each section records are stored according to years in 

chronological order. 
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4.5.1.3 Security of storage equipment: the storage equipment especially the cupbaords 

incoperated a locking system. These cupboards were locked all the time the records were not in 

use. Moreso, the computers and external hard drives have stong passwards to prevent un authorised 

acces and stealing of the records.   

4.5.2 Management of retrieval of active records at Sanyu Babies’ Home  

The study established that the secretary was responsible for retrieval of the records relating to 

donations, the social works and social development department was responsible for retrieving 

records about babies that was from 1929 up to 2018 while the administration department was 

responsible for staff records. 

Chronological order of arrangement of records: in order to meet the needs of different stake 

holders at Sanyu Babies Home, the records were arranged chronological order to ease retrieval of 

the records upon request in different scenarios. The head of section social works and social 

administration explained that records especially babies’ records were retrieved basing on the 

scenarios below; emergence cases for example when a child was critically ill and needed a referral 

to a bigger hospital. In this case, the babies file was retrieved from the cupboard and presented to 

the authorized person in charge of the issue at hand. Tracing identity because when most of these 

children grow up, they return to Sanyu Babies Home to confirm if it is true that they were raised 

in a babies’ Home. When a person comes to trace their identity, they are asked a few questions 

and then their files are retrieved in case it is true that they were raised at Sanyu Babies Home.  

Labelling of files: to manage retrieval very well, the files were labelled to ease identification. The 

Ministry of Gender Labour and Social Development carried out an assessment at Sanyu Babies 

Home every year and as a result files were retrieved especially files relating to babies and babies’ 

welfare as well as donation. This was also to ensure that Sanyu Babies Home conforms to the 

relevant policies, laws and regulations regarding babies well fare as well its staff. Therefore, to 

meet such needs, the box files, file folders as well as suspension folders are labelled to ease 

retrieval because identification is made very easy.  

Alphabetical arrangement of files; this was mainly done for babies’ files to ease retrieval of 

records. The babies’ files were arranged in chronological order according to years and later 

arranged alphabetically according to names of the babies. This did not necessarily apply to other 

categories of records because babies had the largest number of records.  
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4.6 Challenges of storage and retrieval of active records at Sanyu Babies’ Home  

The researcher observed a number of challenges faced during storage and retrieval of active 

records at Sanyu Babies Home for example inadequate storage equipment, lack of retrieval tools 

like indexes, finding aids and guides and limited storage and working space. 

 “Well, we have challenges of space especially for hard copies, inadequate funding, limited 

and out dated storage equipment as well as misplacement of records.” (Head of SWSA) 

4.6.1 Limited storage space: it was observed that Sanyu Babies’ Home especially the Social 

Works and Social Administration Department lacks space for storage of records. The active, semi 

active and current records especially for babies were maintained in one place since 1929 rendering 

the available space inadequate especially for paper records. As a result, some records got torn 

during storage and retrieval of the records. 

4.6.2 Inadequate funding: Sanyu Babies’ Home lacks enough funds to expand records 

management offices as well as recruiting qualified staff to manage the records. As a result, the 

institution has not implemented proper records management systems of storage and retrieval of 

active records for example automation and computerization of records as well as drafting and 

implementing records management policies and procedures. 

4.6.3 Limited storage equipment: the available storage equipment especially cupboards are very 

few to accommodate all the records at Sanyu Babies’ Home especially babies’ records since 1929. 

As a result, the files are congested and packed which causes damage to the records especially 

during retrieval of paper records. More so, such congestion leads to misplacement of records hence 

difficulty and time wastage in retrieving such records.  

4.6.4 Misplacement of records: it was observed that some files were not labelled, and even some 

which were labelled in the early 1990s the in faded. As a result, there is misplacement of records 

causing time wastage during retrieval and temporary loss of information. Some records were also 

misplaced due to congestion resulting from limited storage equipment.  

4.6.5 Lack records management skilled personnel: the study established that most the people 

dealing with records are not qualified nor trained in records management practices. As result, the 
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storage and retrieval of records at Sanyu Babies’ Home is associated with many challenges like 

poor subject classification and lack of timely retrieval of requested records.  

4.7 Best practices for storage and retrieval active records at Sanyu Babies’ Home 

The study identified the need for expanding storage areas, provision of adequate storage 

equipment, proving retrieval tools, recruiting trained staff in records management, setting up a 

registry as well as increasing funding of records activities for example purchasing cabinets. 

Well, Keeping the other factors constant, at Sanyu Babies Home we need more funding, 

professional records management staff, more space, adequate and modern storage 

equipment as well as records procedure manuals” (Secretary).  

“Digitization of records activities at Sanyu Babies Home would be a good practice because 

we find it hard so hard to store hard copies of active records especially the Babies records 

that were generated from 1929 up to date.” 

4.7.1 Expanding records storage space: it was observed that Sanyu Babies’ Home especially the 

social works and social administration department lacks enough space for storage of records. The 

active, semi active and current records especially for babies were maintained in one place since 

1929 rendering the available space inadequate especially for paper records. As a result, some 

records got torn during storage and retrieval of the records. 

4.7.2 Adequate funding records activities: Sanyu Babies’ Home lacks enough funds to expand 

records management offices as well as recruiting qualified staff to manage the records. As a result, 

the institution has not implemented proper records management systems of storage and retrieval 

of active records for example automation and computerization of records as well as drafting and 

implementing records management policies and procedures. 

4.7.3 Provision of more storage equipment: the available storage equipment especially 

cupboards are very few to accommodate all the records at Sanyu Babies’ Home especially babies’ 

records since 1929. As a result, the files are congested and packed which causes damage to the 

records especially during retrieval of paper records. More so, such congestion leads to 

misplacement of records hence difficulty and time wastage in retrieving such records.  
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4.7.4 Objective filing and storage of records: it was observed that some files were not labelled, 

and even some which were labelled in the early 1990s the in faded. As a result, there is 

misplacement of records causing time wastage during retrieval and temporary loss of information. 

Some records were also misplaced due to congestion resulting from limited storage equipment.  

4.6.5 Recruiting trained records management personnel: the study established that most the 

people dealing with records are not qualified nor trained in records management practices. As 

result, the storage and retrieval of records at Sanyu Babies’ Home is associated with many 

challenges like poor subject classification and lack of timely retrieval of requested records. 
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CHAPTER FIVE: SUMMARY, CONCLUSION AND RECOMMENDATIONS 

5.1 Introduction 

This chapter presents the summary of findings of the study, conclusion and recommendations. The 

purpose of the study was to assess storage and retrieval of active records at Sanyu Babies’ Home.  

The findings were presented according to the objectives below; to establish the current status of 

storage and retrieval of active records at Sanyu Babies’ Home, to find out how storage and retrieval 

of active records at Sanyu Babies’ Home is managed, to identify the challenges of storage and 

retrieval of active records at Sanyu Babies’ Home and to make suggestions for the best practices 

in storage and retrieval active records at Sanyu Babies’ Home. 

5.2 Summary  

The findings of the study revealed that many of the babies at Sanyu Babies’ Home are found 

abandoned in garbage heaps, pit latrines, hospitals and clinics, diches, taxi parks, trenches, 

markets, bush, Sanyu Babies’ Home gate and some are left by the side of the road. Sanyu Babies’ 

Home maintains and generates a number of records which include babies’ origin records/firsthand 

information about babies, donation records, adoption records, babies’ medical records, staff 

records and record from police especially when a person picks a child, they are expected to report 

to police and the obtain a letter from the probation officer, care order issued by the court, police 

and criminal clearance reports. 

The researcher observed that Sanyu Babies Home stores all its active records especially about the 

staff and babies in soft copy and hard copy. The soft copies are kept on the computers and external 

hard drives. The administration stores records on staff, secretary stores records on donations, the 

Social Works and Social Administration maintains all the records about the babies. The bursar is 

responsible for all the finances. The hard copies are kept in cupboards. The head of section social 

works and social administration explained that records especially babies’ records are retrieved 

basing on the scenarios of emergence cases, tracing identity and during assessment by The 

Ministry of Gender Labour and Social Development to ensure that Sanyu Babies Home conforms 

to the relevant policies, laws and regulations regarding babies well fare as well its staff. 

Management of storage of active records is ensured by backing up of records on external hard 

drives, records were placed box files and file folder before placing them in wooden cupboards: the 
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wood element in the cupboards attracts rodents and prevent such effects on the records and locking 

of storage equipment: the storage equipment especially the cupbaords incoperate a locking system. 

These cupboards are locked all the time the records are not in use. Moreso, the computers and 

external hard drives have stong passwards to prevent un authorised acces and stealing of the 

records.  Retrieval is managed by chronological arrangement of records, labelling of files and 

alphabetical arrangement of files. Sanyu Babies’ Home faces challenges of inadequate funding, 

limited and out dated storage equipment as well as misplacement of records. And there was need 

more funding, professional records management staff, more space, adequate and modern storage 

equipment as well as records procedure manuals  

 

5.3 Conclusion 

In conclusion therefore, recruiting trained records management personnel is very crucial because 

the study established that most the people dealing with records are not qualified nor trained in 

records management practices. As result, the storage and retrieval of records at Sanyu Babies’ 

Home is associated with many challenges like poor subject classification and lack of timely 

retrieval of requested records. 

5.4 Recommendations 

Following the findings from study, the following recommendations were suggested and if put in 

practice, storage and retrieval of active records at Sanyu Babies Home will improve.  

5.4.1 Constructing a standard registry: effective and efficient records management do not only 

rely on staff but the registry is another important issue to consider. The small work space used for 

storage and retrieval of active records at Sanyu Babies Home always results into misfiling and 

misplacement of records. It is therefore, recommended that Sanyu Babies Home should have a 

registry and also gets more space or at least acquire an offsite storage facility where some of the 

records especially inactive records will be transferred for continued storage. 

5.4.2 Provision of adequate and modern storage equipment: the available storage equipment 

especially cupboards are very few to accommodate all the records at Sanyu Babies’ Home 

especially babies’ records since 1929. As a result, the files are congested and packed which causes 

damage to the records especially during retrieval of paper records. More so, such congestion leads 

to misplacement of records hence difficulty and time wastage in retrieving such records.  
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5.4.3 Funding of Records Department: Sanyu Babies’ Home lacks enough funds to expand 

records management offices as well as recruiting qualified staff to manage the records. As a result, 

the institution has not implemented proper records management systems of storage and retrieval 

of active records for example automation and computerization of records as well as drafting and 

implementing records management policies and procedures. More funds should be allocated to the 

records section in form of cash for the general maintenance of the office. For one to be able to 

perform his duties well and in time, he needs to be availed with all the necessary tools in the same 

way, the equipment needed for managing records should be availed so as to make their work easy 

and motivating.  

5.4.4 Automation and computerization of records: This approach is essential to reduce over 

reliance on manual systems of records management. Automated systems are more efficient, 

effective, economical and faster than manual systems. The success of an automated system can be 

achieved by the active records management staff writing convincing proposals to the top 

management explaining the benefits of automated and computerized active records management 

systems. Alternatively, microfilming of semi active records that are occupying the registry space. 

5.4.5 Objective filing and storage of records: it was observed that some files were not labelled, 

and even some which were labelled in the early 1990s the in faded. As a result, there is 

misplacement of records causing time wastage during retrieval and temporary loss of information. 

Some records were also misplaced due to congestion resulting from limited storage equipment. 

5.4.6 Employing qualified staff; It is very crucial to consider the staffing function as pertinent in 

realizing its active records management objectives and goals. There is need for selection of 

employees who will reflect the duties and requirements of the job, thus top administration is urged 

to recruit qualified records officials with required dynamic skills and maintain them by proper 

remuneration and sending them for further training. 

5.4.7 Establishment of Records Management Policy: There is need to establish a records 

management program. Through this, all the aspects of records life cycle will be addressed. This 

will lead to maintenance of records from the time of creation to the time of disposition or retention 

in their respective forms. However, to attain the above, there has to be a documented policy 

governing the way activities will run in the records department. The policy should be extensively 

developed such that it acts as a guide book on how records are to be maintained other than 



 

42 

 

depending on contingencies and crisis before action can be taken. It should detail the procedures, 

duties and life expectancy of all types of records that are maintained.  

5.5 Area for further Studies 

The researcher suggests the following topics for further research 

1. Classification and filing of records at Sanyu Babies Home 

2. Retention and disposal of records at Sanyu Babies Home 

3. Security of records at Sanyu Babies Home  
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APPENDICES 

APPENDIX i: INTERVIEW GUIDE 

Dear respondent, 

I am Aine Jackson from Makerere University Kampala pursuing a Bachelor’s Degree in Records 

and Archives Management.  As part of the programme, I am conducting a study on the topic, 

“Assessment of storage and retrieval of active records”. This is a kind request to have an interview 

with you. Your responses will be used only for this academic purpose and not for any other 

purpose.   

Thank you. 

Section A: General information about respondents  

1. What is your position in the Records department?  

2. What is your role in the Records department? 

3. Which academic qualification do you have? 

Section B: Common categories of active records at Sanyu Babies’ Home 

1. What categories of digital records are generated? 

2. In what media are the active records created? 

Section C: Records storage and retrieval at Sanyu Babies’ Home 

1. What storage equipments are used to store active records? 

2. How are active records retrieved at Sanyu Babies’ Home? 

Section D: Challenges and solutions in records storage and retrieval at Sanyu Babies’ Home 

1. What Challenges are associated with active records storage and retrieval? 

2. What are some of the possible practices that would help to improve records storage and 

retrieval of active records? 

“Thank you for participating in the interview” 
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APPENDIX ii: OBSERVATION GUIDE OF THE RESEARCHER 

The guide will be used to observe especially for activities that cannot be measured, the observation 

guide will be used to observe the following; 

1. The current record storage and retrieval system. 

2. The types of active records generated.  

3. Availability of storage facilities. 

4. The condition of active records. 

5. How records are stored and retrieved at Sanyu Babies’ Home  

6. Medias used for storage of electronic records. 
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APPENDIX iii: DOCUMENT ANALYSIS GUIDE. 

The following is a check list of documents which will be reviewed by the researcher. 

The storage and retrieval of active records guidelines 

Records maintenance guidelines 

Policies and procedures for using electronic records 

Rules and regulations governing Sanyu Babies' Home. 
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APPENDIX iv: RESEARCH PROCEDURE 

 

ACTIVITIES 

UNDERTAKEN 

TIME FRAME YEAR 2018 

FEB MARCH  APRIL  MAY JUNE JULY AUG 

Identification of 

a topic Proposal 

writing 

    

 

   

Reviewing 

proposal 

       

Actual collection 

of data Report 

writing of the 

report 

    

 

   

 

Typing, 

corrections and 

submitting the 

dissertation. 

       

  

 

 

 


