
 

TIMBOU-AFRICA ACADEMIC PUBLICATIONS 
FEB., 2023 EDITIONS, INTERNATIONAL JOURNAL OF: 

 

TIJERLS 

EDUCATIONAL RSEARCH & LIBRARY SCI. VOL. 12 

107 
ISSN: 1942-6754 

 

IGNIFICANT OF RECORD KEEPING 

AMONG PRIMARY SCHOOL PUPILS IN 

TAFAWA BALEWA LOCAL GOVERNMENT 

AREA OF BAUCHI STATE IMPLICATIONS FOR 

COUNELLING  

 

*BULBUDAM ARDO; **NDULUE LORETA 

CHINYERE; & ***ARDO MAJI ALIYU 

*Department Of Arts and Social Sciences, Faculty of 

Education, Federal University of Kashere, Gombe State. 

**Department of Social Science and Humanities, School of 

General Studies Education, Aminu Saleh College of Education, 

Azare. ***Psychology Department, School of Education, 

Aminu Saleh College of Education, Azare, Bauchi State. 

 

 

INTRODUCTION 
igeria has joined the league of Nations in technological 

development. The unprecedented effect of this fast-

technological growth, has left a trail of challenges, like 

mental health, seermingly, potrays overwhelming need for the 

services of guidance and counseling services The concepts, 

“Guidance” and “counseling” have been used together over 

the years (Kolo,2013a). They are not synonymous nor the same. 

Different scholars of different schools of thought like 

Kolo(2000), Kolo (2006), have postulated different definitions 

of these two concepts. “Guidance” to Zeran and Riccio (2014) 

in olayinka (2012) is “a process, developmental in nature, by 

which an individual is assisted to understand, accept and utilize 

his abilities, interests and attitudinal patterns in relation to his 

aspirations”. To shertzer and stones (2016), Guidance is a 

process of helping individuals to understand themselves and 

the world. “Guidance to Denga (2001)” is an umbrella term that 

subsumes several services, all aimed at facilitating the  
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resolution of educational, vocational, personal and social psychological problems”. 
On the other hand, “Counseling is a major component of Guidance” (Nwachuku, 2007), 

Counseling is a personalized dialogue, interview or interaction between the client or 

Counselee experiencing a problem and the counselor who tries to render help. Denga 

(2001) counseling service described as personalized because, usually the problem, like 

social problems, emotional problems, self concepts problems, sexual issues, family issues, 

psychological issues and so on, brought by the counselee or client or patient is of private 

nature and requires some confidentiality (Denga, 2001,) Kolo (2016) and Kolo (2017), 

sometimes the problems are not all that private like, how to complete Joint Admission 

and Matriculation Board (JAMB) form or application form for employment and so on, on 

their part, shertzer and stones (1980) explain that “Counseling is an intervention process 

that facilitate meaningful understanding of self and environment and results in the 

establishment and, or clarification of goals and values for future behaviour. Counseling 

also entails an interaction between a professional counselor and counselee or client or 

patient is known as individual counseling. 

From the foregoing, there is no one definition that satisfies the intellectual discipline 

nevertheless the apparent controversy in the definitions, there is a concensus that 

guidance and counseling is a profession that have three generally accepted components 

which are educational, vocational and personal-social segments. The counsel is expected 

to uphold the interest of his counselee first, in terms of these three segments before 

considering other matters. His\Her loyalty is to the counselee first just like that of a lawyer 

is to his\her counselees unconditionally, just like a medical doctor who accepts and treats 

a thief who receive a gunshot before the law enforcement officers punish the offender 

according to the law (Olayinka 2012). 

One of the principles of guidance and counseling is that, Guidance must be rendered on a 

continuous basis Nwachuku (2013) asserts, “there is a basic assumption that, one cannot 

practice what is not known and practice makes perfect”. Hence, for appropriate 

intervention and follow-up with a counselee, the dire need for record keeping by 

counselors become absolute.  

Government Area. Implications for counseling, conclusion, recommendations which 

include research grants, sponsors and local, governments bodies, international 

organisations should fund extensive research on record keeping for better 

improvement of education nation wide form part of the writes-up 
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MEANING OR CONCEPT OF RECORD KEEPING According to Nwachuku (2007) Record is 

an item of information, data or a set of data relating to a single individual, put into a 

temporary or permanent physical medium, it is any instance of a physical medium on 

which information was put for the purpose of preserving and making it available for future 

reference keeping, on the other hand refers to conformity, harmony, charge or care of 

item(s). Imagine this, when a truck load of garri is received, what is your procedure with 

regards to record keeping of the name tags on the bags of garri? Often you count and 

record the number of tags so, record keeping is the activity of organizing and storing all 

the documents, files, invoices and so on, relating to a company’s or organization’s 

activities. Record keeping therefore, is also the documentation of data or information 

about a counselee. The counselees is very confidential and well protected by the 

counselor (Symons, 2018) suggests that record ingredients may include: 

• Name and Date : 

• Presenting issue : 

• Past history of issue : (if not described in an earlier record),  

• Current status of issue changes since last visit, 

• Treatment\goals\homework\actions, 

• Check-back date\time.  

 

A typical counselee’s record kept by a counselor may contain, where applicable, the 

following data, but not limited to, the nature of the counselee, democratic data like Name, 

Titles(s), Marital Status, Date of Birth, Gender\sex, Number of children, position in the 

family, Nature of physical challenge, Local Government of Origin, State of Origin , Tribe, 

Nationality, Religion, Permanent home address\Residence, Occupation, Office Address, 

Current Postal Address, Email Address, Phone Number, Father’s Name\ Occupational 

Address\ Email Address\ Phone Number, Mother’s Name\ Occupational Address, Email 

Address, Phone Number, Guardian’s Name\ Occupational Address, Email Address\Phone 

Number, Name\ Address, Email Address\ Phone Number of Next of kin, present class of 

study, institution(s) attended, qualification(s) obtained with date(s), present occupation\ 

Rank\ Date, career progression, skills\special aptitude\summary of core competencies 

relevant experience and skill, Number of publications, completed research(published 

articles), sole Author, Joint Author (s), Book chapter Chapter(s), Edited Books, Manual 

(s), Foreword, Monograph\ Brochure, conferences attended, state, country and papers 

presented at each conference, ongoing research, completed unpublished research 

(topics), a short write up indicating the direction in which research is going and the results 

in view, preliminary findings for each topic) creative works, membership of learned 

societies, professional Association and organization(s) with position(s), community 
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service, Honours, distinctions, scholarship(s), awards and prizes won prior to, during and 

or after school, motto, hobby (ies), referees and, any other vital information.  

TYPES OF RECORDS KEEPING IN COUNSELING According to Symous (2018) Counseling is 

a profession that caters for the educational, vocational and personal social needs of every 

person. The counselor, just like the medical Doctors that keep records of their patients, 

also keep records of their  patients, also keep record of their counselees, patients or 

clients to assist them go into deeper appraisal of the counselees problems. There are 

various types of records needed in counseling, these include, but are not limited to, brief 

note taking, log book that contains attendance record, health record, academic 

performance record, taping, filing, detailed\ careful record keeping, 

electronic/computerized record keeping, financial\medical\official record keeping, 

recordkeeping requirements\ systems practice etc. 

Brief Note Taking: It is important that the counselor document each session he has held 

with his counselees. This usually raises some anxiety especially for the interns, such 

concerns according to Nwachuku (2013) include “how am I going to remember all that I 

am told if I do not take notes? If I do not take notes and forget, can I ask for reminder? 

How well can I use the notes? What of the security of the information?. “Other questions 

include, how long do I keep counseling records? Can a counselee record a therapy session?  

The counselor is expected to jot down essential few hints in very brief words and phrases. 

However, it is not all cases that calls for this activity during the counseling or therapy 

session, when and if the counselor is taking notes, the information should be such that, 

the counselees can have access to it if he\she so desire(Ekpiken Ekanem,2007). The 

counselor should utilize every effort to dispel any obvious fears of suspicion, doubt or loss 

of confidence on the counsellor especially fears bordering on, if the notes were to be 

misused in a careless talk or get into wrong hands or un ethically broken confidentiality.  

Logbook: This contains attendance record, health record ad academic performance 

record. 

Attendance record: This includes class registers  

Health record: This is the school medical registration record  

Academic performance record: This refers to continuous assessment records. 

Taping: It is an electronic recording using radio and tape recorders, cassettes, dish, flash 

drives to store information during a counseling session or therapy. 

Video Recording:  This is also an electronic recording using video machine with tapes, 

cassettes, disk, flash drives to store information during a counseling therapeutic session. 

Taping or Video Recording: These are possible structural facilities which are encourage 

where necessary and affordable. 

Filling: It is an important workable space which each counselor creates for filling storage 

and retrieval system relevant to the state of infrastructure in a particular Guidance and 
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counseling setting. It is used in keeping records and programmes of activities in Guidance 

services units apart from counseling. 

Cluster filling: This is a process where many counselee (s) records is\are written in sheets 

of fools cappapers or cards and collectively filled in one file jacket with markers 

demarcating different categories. Other records. according to Symous (2018) include 

statements that provide counselors with a guide for the management of their counseling 

records in schools in three main specific areas such as the cumulative file, counseling and 

special education and cumulative file in the main office.  

Referral information: These refers to whom, where, when, what, was said.  

Administrative information: These refers to time table, credits and so on. 

Self-Reports: this include questionnaires, autobiographies, case histories (case studies ) 

and cumulative personal records.  

Observation or anecdotal records: These information on special events in life of an 

individual. The counselor can collect observational information or data directly or employ 

some research assistants and train them to help. 

Tests: this refers to test of scholastic ability as well as interest and personality inventories 

are useful. Others include attitude scales, self-concept scales, teacher made test and 

standardized tests. 

 

SIGNIFICANT OR IMPORTANCE OF RECORDS KEEPING IN SCHOOLS 

The counselor is a professional whose duty is to help the counselee(s) fund solutions to 

their problems and follow up with counselees even if the counselees need was a one off 

issue. 

The counselor, according to Nwachuku (2007) is all the following -  a helping professional, 

specialized programme developer, a professional reinforcer of achievements an 

educational organizer, an activator of positive behavior, psychological clinician, a 

consultant, a student advocate, a facilitator and an encourager”. (Kolo Egbochukwu, Ayo, 

Ekanem and Mburtz (2018) assert that everyone including counselors must keep records. 

Keeping  good records is very important to counseling to achieve all these and other 

functions, to give a steady, planned, designed help with techniques and skills of helping 

profession to assist the counselees make optimum use of his/her their education and life, 

practices which cover all school activities within and beyond the school walls to enforce 

adequate learning with functional relevance and development or help to weaken and 

dislodge the goal achievement hindrances (Nwachukwu 2007). The counselor does these 

through documenting his/her daily routine work or interaction with counselee(s) in the 

counselors logbook. The following are the reasons of significant of rcords keeping among 

primary school pupils especially with reference to Tafawa Balewa Local Government Area 

of Bauchi state such as;  
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• Ensure the availability of accurate and appropriate information on pupils 

achievement and growth throughout the school schooling cycle. 

• Facilitate the supply of information to parents or guardians so that they can 

follow the performance and progress of their children in school. 

• Ensure the Head Teacher/Principal adheres strictly to the education law and 

national policy frame work. 

• Provide data needed for planning decision making by appropriate authorities. 

• Provide a basis for the objectives assessment of the state teaching and learning 

in the school, including staff and pupils performance by supervisors and 

inspectors. 

• Make available to potential employers such information as testimonies, 

transcripts, certificates and reference letters for pupils who want  to enter the 

world of work. 

• Provide information for the school community, the general public, researchers 

for the advancement of knowledge and promoting efficiency and effectiveness 

of the school system. 

• Keep tract of step by step sessions  

• Keep tract of future activities to be undertaken  

• Prepare procedure for follow-up. 

• Monitor the progress of the counseling session  

• Through continuous assessment (C.A) record, early report of a student’s 

academic record or performance may be dictated for remedial assistance 

through home work/assignment and other academic programs, for the above 

stated reasons the significant of keeping records in the primary school by a 

counsellor cannot be over emphasized (UNICEF 2018). 

 

CHALLENGES TO RECORD KEEPING BY COUNSELORS  

Record keeping is a necessary tool for counselors but is also facing challenges, complains 

about poor record keeping and alleged abuse Kolo (2017);  some of the challenges include, 

students counselor ratio is high, the counselor has great number of counselees to provide 

services because the students population keeps increasing daily. Also, recordkeeping is 

highly specialized, this aspect is most time ignored in counselor Education, the curriculum 

only concentrates on individual needs in the laboratory specifically, it concentrates on 

counselors need, there is also multi task of a counselor in the hospital, the medical doctors 

do not check for records or remove files unlike the counselors who are jack of all trade, 

who carryout activities by themselves, before, during and after a counseling therapeutic 

session, a counselor remove the file, carry the file, gather information, write notes 

develop, program of activities with counselee and ensure the counselees implement it 
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and follow up, the counselor may be weak in this aspect due to over work. Despite the 

overwhelming importance of school records, they are people kept and managed poor 

school records management weakens school administration. Moreover, poor records 

keeping results in a lack of data throughout the entire information cycle, this can lead to 

inefficiencies in education management and policy implementation at all levels in the 

system, not only schools but also LGEA and district level departmental, other sector 

agencies and the ministries of education. 

Similarly, the below are the diverse factors undermine effective and efficient school 

records or challenges face 

• Head Teachers/Principals and school management may not know how to use 

information at school level and the data generated by school records is 

underutilized in terms of school-based planning and management. 

• Where the demand for information is low, the quality of school records is poor, 

rather than making the effort of completing forms accurately, those responsible 

for keeping records may simply copy out old records verbatim or amend them 

slightly.  

• Although most Head Teachers/Principals may be aware of the importance of 

records keeping for the purpose of reporting upwards through the system’s 

hierarchy, they sometimes prove in cooperative when records are demanded 

from them and fail to provide information in a timely manner.  

• A Head Teacher/Principals in effective supervision and monitoring of teaching and 

learning in the school result in poor performance of the school, but it may also 

lead to such fraudulent practices as teachers using the class diary to record topics 

not in fact taught in the class or making false entries in the pupil’s attendance 

register and staff movement register. 

• In adequate or badly maintained storage facilities lead to the destruction of 

school records for example by termites, flood or storm, at the same time, storage 

facilities are often outdated, as most schools lack computers for electronic 

records keeping where they are available, the corruption of computer files by 

viruses can lead to the distortion of complete erasure of stored data.  

• As a result of poor understanding of the value of schooling, parents withdraw 

their children from school without informing the school authorities, lack of 

accurate information on pupil attrition, especially in rural areas is a significant 

challenge for those responsible for keeping school records. 

• Lastly, LGEAs are responsible for collecting educational statistics from schools but 

these offices are usually under-staffed or staff lacked the required skills and 

qualifications, moreover, without sufficient funds and official transport available 

ASC enumerators sometimes fail to take the required tour for schools and resort 
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to simply amending old data or creating new information in their offices (UNICEF, 

2018). 

 

TECHNIQUES AND STRATEGIES OF SAFE GUARDDING PUPILS RECORDS 

Safety is a household item hence safeguarding counsellees record is of immense 

responsibility of every counsellor (Kolo, 2005 and Kolo, 2006). This covers all sphere of 

the counsellees interaction with the counsellor and must be adequately guarded. The 

counsellor must have shelves for storage of records, the records should be backed up in 

computer, flash to avoid virus infection, avoid computer document crash, back up all 

reports daily in the cloud, google and so on. Symons (2018) offered suggestions about 

effective record keeping, these include; 

• Keeping all enteries in chronological order 

• Recording information while it is fresh 

• Making any alterations with a straight line 

• Dated and initialled  

• Sticking to behaviours and concise description 

• Staying away from diagnosis and interpretation 

• Limiting records only to directly relevant information and record keeping 

information in your informed consent form. 

 

Other recommended techniques and strategies to strengthen school records keeping 

are outlined below. 

• The attitude of teachers and Head Teachers/Principals towards school records 

keeping should be improved through the training and sensitization of all those 

responsible for the management of the records keeping. 

• The roles of Quality Assurance Evaluators (QAES) with regard to the inspection of 

School Records should be strengthen through appropriate training on school 

leadership and management so as to enforce compliance by the schools. 

• Specific school staff members should be designated with responsibilities for 

records keeping particularly in terms of storage, retrieval and management of 

school records.  

• Greater engagement of PTAS and SBMCS in school records keeping should be 

achieved by sensitizing parents and guardians particularly on the importance of 

providing schools with accurate and up to date information on their children.  

• Existing school records-keeping templates should be improved to ensure that 

important additional information can be collected and linkages with the Annual 

School Census (ASC) are clearly established. 
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• Appropriate and adequate school records keeping materials and facilities such as 

registers, cabinets, files etc. should be available. 

• Finally, where possible, computers and other digital devices should be introduced 

at school level to facilitate digitize school records keeping and management, 

therefore, proper planning and a strategy for e-records is required (Unicef, 2018). 

 

EXAMPLES OF STATUTORY AND NON-STATUTORY RECORDS KEEPING IN SCHOOLS 

According to Unicef (2018) there are two basic types of records in schools: statutory and 

non-statutory records, whether statutory or non-statutory, manual or electronic all school 

records should be properly kept and managed for utilization and future retrieval. 

Although, different methods or systems can be used, there are some basic rules that must 

be respected for efficient records management, one is the way in which records are laid 

out and presented depends on the type of information they contain. The following are 

some examples of statutory and non-statutory records are laid out and presented 

depends on the type of information they contain. The following are some examples of 

statutory records keeping among primary school pupils in Tafawa Balewa Local 

Government Area of Bauchi State. 

• Log Book 

• Admission Register/Withdrawal Register 

• Class Daily Attendance Register  

• Punishment Book  

• Continuous Assessment Records  

• Staff Movement Book/Movement Register for Staff 

• Attendance Register for Teaching and Non-teaching Staff 

• Annual Leave Roster for Teachers 

• Transfer Certificate Book  

• Visitors Boook  

• Weekly Diary of Work 

• Assignment Books Record for Teachers 

• Query Book 

• School History Book 

• Pupils Personal Files  

• Sports and Games Record File 

• School Clubs/Societies Records of Activities 

• School Leaving Certificates Records 

• Staff Disciplinary Book 

• Pupils Health Book  

• National Policy on Education Booklet 
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• School Time Table  

• Staff Minutes Book  

• SBMC Minutes Book 

• P.T.A Minutes Book 

• Duty Report Book  

• Time Book  

• Inventory and Stock Book  

• School Cash  Book or Ledger  

• Records of School Plants (building and physical development) 

• Inspection/Supervision/Evaluation Report File 

• Examination Question Record File  

• Pupils Cumulative Records/Card 

• Staff Annual Performance Evaluation Reports (APER) Form. 

 

IMPLICATIONS FOR COUNSELLING 

Denga (2018) identifies these four implicatives on record keeping for counsellors to 

adhere to and school heads, pupils and teachers. 

1. Knowledge or competent therapists are needed in counselling little pupils and 

teachers on the importance of record keeping.  

2. Counselling is a confidential profession, hence some issues are personal, 

therefore, there is need for extra patience from both the pupils, staffs and 

counselors. 

3. There is need for proper storage by the facilities or records not to be destroyed 

by termites and floods. 

4. The schools in the area can be destroyed by termites and floods computers for 

electronic records data keeping. 

 

Conclusion 

Record keeping is an essential strategy not only for counselors but for all living things 

because it helps to organize a person’s daily activity. The human  memory sometimes so, 

it is useful for an individual to keep a small note pad and pen or pencil by his or her beside 

as there may be need to itemize a useful information that has popped up in the night, 

therefore, the significant of records keeping cannot be overemphasized among primary 

school pupils locally, nationally and internationally.  

 

Recommendations 

The following recommendations would be found useful with regards to record keeping 

among primary school pupils; 
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1. Counsellors should educate their clients to abide with rules and regulations of 

keeping records especially in school.  

2. Counsellors must incorporate record keeping in their course outline so as to 

prepare them to handle such challenges in counselling session.  

3. A follow-up visit is to be strongly maintained in each school time to time for more 

improvement by Head Teachers and Staffs. 

4. The society e’g SBMC and P.T.A needs enlightenment with regards to record 

keeping through organization of workshops, seminar and conferences on the 

importance of records keeping in schools.  

5. Research grants, sponsors and local government bodies and international 

organizations should find extensive research on records keeping for better 

improvement of education nationwide.  
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