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SCHOOL RECORD 

School records include books, documents, 

diskettes and files that contain 

information on what goes on in school as 

well as other relevant information 

pertaining to the growth and development 

of the school. 
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• There is a need to keep record of all school 
activities as part of effective school administration. 

• Record keeping and the management of records is 
a vital responsibility of the school administrator 
because of the indispensable role of records and 
information in the day-to-day activities of the 
school system. 
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PURPOSE OF RECORD KEEPING 

The purpose of record keeping for effective school 
management is to ensure that accurate and 
proper records are kept of student achievement 
and growth, school activities and matters that will 
promote school efficiency and effectiveness. 
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IMPORTANCE OF RECORD KEEPING 
1. Accountability 
• Record keeping is vital to an education system’s 

information cycle as a whole, because of its 
fundamental role in the process of efficient 
information production and collection.  

• School records are an important means of 
accountability because they provide proof. 
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2. Decision Making 
• School records help school administrators to 

make decisions.  
• Records provide raw data that enable coherent, 

balanced and objective decisions on issues such 
as promotion, student and staff discipline, and 
teaching and learning performances. 
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3. Employment:  
• Properly kept records on the human resources 

serve useful employment and planning related 
purposes. 

4. Information Bank:  
• Records kept in schools serve as an information 

bank from which school administrators can recall 
information as needed. 

11 



5. Planning:  
• Accurate data assists educational planners to 

identify areas of need that should be addressed or 
accorded priority attention. 

6. Student Academic Achievement and Behavior: 
• Certificates and testimonials are issued to 

graduating students to show how they performed 
during their studies.  
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TYPES OF SCHOOL RECORD 
School records can be classified into two types:  
1.  Statutory records  
• Statutory records are those prescribed by 

education law and so must be owned by every 
school and should be produced on demand by 
constituted authorities. 
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2.  Non-statutory/Academic records 
• not prescribed by law, are equally as important 

to the smooth functioning of a school. 
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Statutory records  Non-statutory/Academic 
records 

• ADMISSION REGISTER 

• ATTENDANCE REGISTER 

• LOGBOOK / DIARYBOOK 

• VISITORS BOOK 

• EDUCATION LAW 

• NATIONAL POLICY ON 

EDUCATION 

• INSPECTION REPORT FILE 

• STAFF DUTY BOOK 

• MINUTES OF MEETING 

BOOK 

• APPROVED SYLLABUS 

• SCHEME OF WORK 

• RECORD OF WORKBOOK 

• LESSON PLAN NOTEBOOK 

• SCHOOL TIMETABLE 

• LESSON ATTENDANCE 

REGISTER 
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1. Admission Register:  
It is a record of all the pupils who are admitted to a 
school. According to departmental rules, the admission 
register is to be preserved permanently in the school. 

2. Attendance Register  
Attendance Register is a tool to record the regularity of a 
student, teacher, employee on a day to day basis. 
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3. VISITORS LOGBOOK 
The purpose of the visitors' book is to create a record 
of the persons other than pupils or teachers who 
attended the school during school hours. 
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4. INSPECTION REPORT FILE 
School inspection and evaluation make 
an important contribution to promoting 
quality in the educational experiences. It 
is necessary as well as helpful to keep all 
the inspection reports recorded.  
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5. LOGBOOK :  
A logbook is a way to record and keep track of 
events in your school. Logbooks are important 
school management tools are helpful in better 
record keeping. 
Logbook is necessary to maintain that represents 
the proper utilization of the resources along with the 
detail of usage.  
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METHODS OF KEEPING GOOD RECORDS  

● Notebooks:  
Many teachers use notebooks to store and collect 
student data. 

● Index cards on a ring: 
When you use file cards, punch a hole in the top left 
corner of the card and put it on a ring. 
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● Individual student folders:  
Folders can contain multiple assessments and can be 
used particularly when conferencing with parents. 
Some teachers like to write anecdotes directly in the 
folder, while others write on sticky and then transfer 
them to a folder. 
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● Class Record Chart:  
Sometimes you need to collect similar information for all your 
students. A class record chart helps you organize this type of record 
keeping. 

● Clipboard:  
Sometimes keeping a clipboard is the most convenient way to collect 
assessment data for your students. Teachers keep anecdotal record 
forms and other types of forms, along with labels, in the clipboard. 
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THANK YOU FOR 
LISTENING ! 

ANY QUESTIONS 
PLEASE ! 


