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Bu arastirmanin amacy; Milli Egitim Bakanligi Dokiiman Yonetim Sisteminin (DYS) okul yoneticileri
lizerinde olusturdugu avantaj, kaygi ve sorunlari arastirmaktir. Calismada, nitel arastirma desenlerinden
olgubilim deseni kullanilmistir. Arastirmada yer alan ¢alisma grubunu; 2022-2023 egitim 6gretim
yilinda Kocaeli il Milli Egitim Miidiirliigiine bagh farkli 6gretim kademelerinde ve cesitli okul tiirlerinde
gorev yapan, kolay ulasilabilir durum 6érneklemesine gore secilmis 13 okul yoneticisi olusturmaktadir.
Veriler “yari-yapilandirilismis goriisme formu” ile toplanmis ve bu verilerin ¢éziimlenmesinde icerik
analizi teknigi kullanilmistir. Arastirmanin birinci amacina iliskin okul yéneticilerinin verdigi cevaplar
DYS’nin hem zaman hem de ekonomik agidan faydali oldugunu géstermistir. DYS'nin okul yoneticilerine
is giici kazanma, zamani ekonomik kullanma konusunda yardimci oldugu ayrica arsivcilik, kirtasiye
harcamalar1 ve ulasim giderlerinin azalmasina katki sagladig belirlenmistir. Arastirtmanin bir baska
bulgusu DYS kullaniminin resmi yazismalarin hazirlanmasi ve goénderilmesi asamasinda okul
yoneticilerinde tedirginlik, telas, stres, resmi yaziy1 hemen génderme istegi, kendine kizma, kendini
kii¢lilmiis hissetme gibi duygu durumlarina neden oldugunun tespitidir. Ancak bu durumun asil
sebebinin okul yoneticilerinden ziyade Milll Egitim Bakanliginin resmi yazisma sistemi olan DYS’nin
teknik yetersizliginden kaynaklandig1 sonucudur. Arastirmanin bir baska bulgusu ise DYS'deki birgok
resmi yaziyl anlamanin okul yoneticileri i¢in zor oldugunu, okul yoneticilerinin resmi yaziya verdikleri
yanlis ve hatali bir cevapta idari yaptirima ugrayabileceklerini diisiindiikleri, mesai saati disinda istenen
belge ve bilgilerin okul yoneticilerinde kizginlik, mutsuzluk, bikkinlik gibi olumsuz duygu durumlarina
neden oldugunun tespitidir.

Anahtar Kelimeler: Dokiiman Yonetim Sistemi, evrak, okul yoneticileri, resmi yazi, yazisma.

Abstract

The objective of this study is to examine the benefits and challenges posed by the Ministry of National
Education Document Management System (DYS) for school administrators. Utilizing the
phenomenological approach, a subset of qualitative research designs, the study was conducted. The
participants of this research were 13 school administrators, selected based on convenience sampling,
who work across various educational levels and distinct school types under the aegis of the Kocaeli
Provincial Directorate of National Education during the 2022-2023 academic year. Data collection was
facilitated using a semi-structured interview method, and the content analysis technique was employed
for data analysis. Preliminary findings from the first sub-question of the study indicated that the DYS
offers benefits in both time-efficiency and economic terms. The research determined several advantages
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of the DYS for school administrators. Notably, DYS aids in efficient workforce allocation, economical time
utilization, and reduces costs associated with archiving, stationery, and transportation. However, a
significant concern raised was the heightened sense of unease among school administrators while using
DYS. These feelings ranged from hastiness and stress to self-anger, self-degradation, and urgency when
preparing and sending official correspondence. It is essential to note that these sentiments largely stem
from the system's technical inadequacies rather than the administrators' competence. Furthermore, the
research highlighted that many official texts within DYS are challenging for administrators to decipher.
The apprehension of potential administrative sanctions due to incorrect or misinterpreted responses
exacerbates their concerns. Additionally, the solicitation of documents and information beyond regular
working hours induces negative emotional responses, including frustration, dissatisfaction, and ennui
among the administrators.

Keywords: Document Management System, school administrators, official writing, correspondence,
paperwork

GIRIS

Insanoglunun yeryiiziinde var olmasiyla birlikte “iletisim” kavrami da bir ihtiya¢ olarak yasam
alanimizda kendine yer edinmigtir. Magara duvarlarina cizilen resimlerden, dumandan,
glivercinden, yaziyla beraber mektuptan, telefondan, telgraftan, televizyondan nihayetinde
bilgisayara dayali internete kadar iletisim; stirekli bir devinim halinde dil vasitasiyla var
olmustur (Ulusoy, 2014). Meydana gelen her gelisme iletisimle ilgili yeni ihtiyac¢ ve is alanlari
ortaya ¢ikarmustir. Ozellikle internetin hayatimizi dogrudan etkilemesine paralel olarak
elektronik yazisma sistemleri de iletisim hayatimizin en énemli pargasi haline gelmistir. Bunun
yani sira kurumlar, sadece gelisen iletisim yontemlerini kullanmakla kalmamis; ayn1 zamanda
“Bu iletisim sistemlerini ne kadar ekonomik kullanabiliriz?” sorusunun cevabini aramaya
baslamislardir. En biiyiik kurumlar olan devletler de bu sorunun cevaplarini bulmak i¢in biiytik

arastirmalar ve yatirimlar yapmislardir. Béylece son 20 yildir biitiin diinyada e-devlet kavrami
ortaya cikmistir (Hung ve diger., 2009).

Diger orgltler gibi egitim Orgiitleri de biirokratik yapilardan olusmaktadir. Egitim
yoneticilerinin kendine 6zgii kurallari olan bu biirokratik yapiya uygun davranislar gostermesi
beklenmektedir (Hoy, 2003). Devlet kurumlari, kamu hizmetlerini etkin yiirttebilmek adina
islemlerini kayit altina almaktadir. Biirokratik isleyisin temeli de bu kayit sistemine
dayanmaktadir. Islemlerin kayda alinmasi geleneksel yénteme bagh olarak kagitla olmaktadir.
Ancak giinimiz teknolojik gelismeleri géz oniinde bulunduruldugunda dijitallesmenin
yasamimizin her alanina girmesiyle birlikte belge kayit yonetiminin kagit yerine elektronik
ortamda yapilmasi kacinilmaz hale gelmistir (Ozdemir, 2014). Ozellikle kurumlarin biiyiimesi
ve cesitli alt birimlere ayrilmasi, niifus artisi, yeni ihtiya¢ alanlarinin ortaya ¢ikmasi ve
glinlimiiz is diinyasinin en temel problemi olan zaman tasarrufu ve ekonomiklik gibi nedenler
kurumlar elektronik belge sistemlerine yonelmeye zorlamistir. 21. yiizyilin basindan itibaren
tiim Diinya’da oldugu gibi lilkemizde de evrak yonetim siirecleri elektronik ortama tasinmaya
baslamistir (Onagan ve diger., 2012).

Dokiiman Yo6netimi hem kamu hem de 6zel sektérde bir kurulusun bilgi akisin1 yonetmek igin
en glvenilir yontemlerden biri olarak giderek daha da 6nem kazanmaya baslamistir (Jones,
2012). Ciinkli dokiimanlar bir orgiitiin hafizasidir ve islerin yapilma bi¢imi konusunda bilgi
verirler (Forbes-Pitt, 2006). Onceki okul dokiimanlari, yiiksek emek yogunlugu ve diisiik is
verimliligi sorunlarina sahip olan, esasen manuel siralamaya dayanan geleneksel yontemlerle
yapilmaktaydi (Wang, 2015). Oysa glnimiuz orgiitlerinin elektronik dokiiman yo6netim
sistemleri; orgiitlere hizli ve ekonomik bir sekilde belge iiretme, iletme, bakim, depolama ve
imha imkan1 sunmaktadir (Johnston ve Bowen, 2005; Kain ve Koshy, 2013; Yldjaaski, 2003).
Dijital ¢agda biitlin Diinyada oldugu gibi Tiirkiye’de de dokiiman yonetim sistemi, teknolojik
gelismelere bagl olarak kendini gelistirmis ve elektronik sistemlerle entegre hale gelmistir.
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Devlet kurumlarindan biri olan Millf Egitim Bakanligi, 2012 yilindan bu yana DYS'yi degistirip
gelistirerek biitiin birimlerinde aktif olarak kullandirmaktadir. Sistemin MEB yazisma hayatina
katilmasiyla birlikte biirokrasinin azalmasi ve kagit israfinin tamamen ortadan kaldirilmasi
amaglanmistir. Geride birakilan 10 yili asan bu siirecte ekonomik a¢idan biiyiik yol kat edilmis
ve bir¢cok gereksiz yazismanin Oniine gecilmistir. Enerji, mekan, kagit ve en onemlisi
gliniimiizde oldukca degerli olan zaman kayb1 minimuma indirilmistir (Ozdemir, 2014).

Her yeni gelismede oldugu gibi DYS de bir¢cok problemi, uygulamaya iliskin tecriibesizligi,
yeniyi kabullenmedeki direnci beraberinde getirmistir. Ozellikle biirokratlarin keyfi
uygulamalar1 neticesinde belli belirsiz her tiirlii bilgiyi kolay oldugu diisiincesiyle bu sistem
tizerinden istemeleri ve kolay ulasilir oldugu i¢in mesai saati disinda dahi yazigmalar yapilmasi
okul yoneticilerindeki is motivasyonunu olumsuz etkilemistir. Sistemi kullanan bir¢ok
yoneticinin teknolojik okuryazarliginin yetersiz olmasi sebebiyle defalarca yazisma tekrarinin
yapilmasi ve bir¢ok gorevi olan okul yoneticilerinin gereksiz yazismalar nedeniyle okulla ilgili
egitsel ve Ogretimsel islere zaman ayiramamasi gibi sorunlar sisteme bir¢ok yoneticinin
onyargiyla yaklasmasina sebep olmustur (Bacanak ve diger., 2003). Ayrica yoneticilerin DYS
gibi bircok elektronik sistemi kullanmay1 bilmeden géreve baslamalar1 da géreve yeni baslayan
yoneticilerin en 6nemleri sorunlarindan biri olarak tespit edilmistir (Yetim ve Toprakei, 2020).

Alanyazinda Elektronik Belge Yonetim Sistemleri ilgili detayli calismalar vardir. Ancak kamu
kurumlarinin bir¢ogunda izlenecek yol konusunda yeterli hazirbulunusluk ve farkindalik
olusturulamamistir. Bu arastirma ile MEB’in biitiin birimlerinde uygulanan DYS ile ilgili
yasanan sorunlari saptamak, sorunlari asgariye indirmek icin ¢6ziim yollari sunma ve dneriler
gelistirmek amaciyla yapilmistir.

Arastirmanin Amaci

Bu arastirmanin amaci; Milli Egitim Bakanlig1 DYS'nin okul yoneticileri tizerinde olusturdugu
avantaj, sorun ve kaygilar1 arastirmaktir. Bu genel amag¢ dogrultusunda asagidaki sorulara
cevap aranmigstir:

1. DYS’nin sundugu avantajlar nelerdir?
2. Resmi yazismalarin okul yoneticileri tizerinde meydana getirdigi kaygilar nelerdir?

3.Resmi yazismalarin olusturulma asamasinda okul yoneticilerinin karsilastifi sorunlar
nelerdir?

YONTEM
Arastirmanin Deseni

Arastirmada nitel arastirma yontemi kullanilmistir. “Dokiiman Yoénetim Sistemi” kavrami bir
olgu olarak ele alindigindan okul yoneticilerinin, yasadiklar1 avantaj ve dezavantajlara yonelik
goriislerini ve tecriibelerini detayli bir bicimde incelenmek i¢in bu arastirmada olgubilim
arastirma deseni kullanilmistir.

Arastirmanin Katihmcilari

Arastirmada yer alan ¢alisma grubu; 2022-2023 egitim 6gretim yilinda Kocaeli il Milli Egitim
Mudirliigiine bagh farkl 6gretim kademelerinde ve gesitli okul tiirlerinde gorev yapan, kolay
ulasilabilir durum o6rneklemesine gore secilmistir. Arastirmaya katilan 13 katilimcinin,
isimlerini temsilen kodlama y6nteminden yararlanilmistir. Katilimcilarla yapilan gériismenin
sirasina gore katilimcilarin isimleri yerine “Y1, Y2, Y3-...” seklinde kodlar olusturulmustur.
Calismada, en az 5 yillik deneyimi olan yoneticiler tercih edilmistir.
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Tablo 1. Calisma Grubunun Demografik Ozellikleri

Degisken Grup f %
o Erkek 10 77
Cinsiyet
Kadin 3 23
L Miidiir 9 79
Gorevi
Midiir Yardimcisi 4 21
6-10 y1l 2 15
Kidemi 11-15y1l 0 0
16 y1l ve tizeri 11 85
1-5y1l 1 7
Y . 6-10 y1l 3 23
Yoneticilikte Gegen Siire
11-15y1l 4 31
16 yil ve tizeri 5 39
Anaokulu 1 7
. flkokul 3 23
Okul Tiri
Ortaokul 3 23
Lise 6 47

Katilmcilarin demografik o6zellikleri incelendiginde erkek yoneticilerin agirlikli oldugu
goriilmektedir. Katilimcr yoneticilerin 16 yil ve ilizeri kideme sahip olanlarin ve liselerde
calisanlarin sayisi nispeten diger gruplara gore biraz fazla olsa da her demografik grubu temsil
eden katilimcinin oldugu goriilmektedir (Tablo 1).

Veri Toplama Araci ve Verilerin Toplanmasi

Bu arastirmada, verilerin toplanmasinda arastirmaci tarafindan gelistirilen “Milli Egitim
Bakanlig1 DYS okul yoneticileri tizerinde olusturdugu avantaj, kaygi ve sorunlarn” baslikli yari
yapilandirilmis goriisme formu kullanilmistir. Yar1 yapilandirilmis goriismelerde arastirmaci
onceden hazirladiglr konu ve alanlara bagh kalarak hem 6nceden hazirladig1 sorulari sorma
hem de katilimcinin verdigi yanitlara gore goriisme formunda yer almayan sorular sorarak
konuyla alakali etraflica bilgi toplama konforuna sahiptir. (Yildirim ve Simsek, 2016). Gorlisme
sorulart hazirlanirken Egitim Bilimleri alaninda uzman bir 6gretim iiyesi tarafindan yapi,
kapsam ve dil gecerligi acisindan incelenmistir. Gerekli diizeltmeler yapildiktan sonra, devlet
okullarinda gorevli bir okul y6neticisi ile pilot goriisme yapilmistir. Pilot uygulamadan alinan
doniitler sonucunda formun son hali verilmistir. Goriisme sorulari asagida verilmistir:

1. DYS’yi kullanmak zaman ag¢isindan size nasil/ne gibi kolaylik sagladi?
2. DYS’yi kullanmak okul ekonomisine ne gibi katkilar sagladi?

3. Resmi yazilarda “ACELE” ve “GUNLUDUR” ibaresini goérdiigiiniizde kendinizi nasil
hissedersiniz? Neden?

4. Ust makamlarca belirli giin araladiginda talep edilen yazilar1 (bas-orta-son) hangi asamada
hazirlarsiniz? Bu siire¢ sizde nasil bir etki uyandirir?

5. Giiniinde ulastiramadiginiz resmi yazi ne siklikla olur? Bu tiir durumlarda kendinizi nasil
hissedersiniz?

6. Resmi bir yaziya cevap vermeyi hi¢c unuttunuz mu? Bu durum size kendinizi nasil hissettirdi?
7. Resmi bir yazida hata yaptiginiz i¢in idari sorusturma gegireceginizi diisiiniiyor musunuz?

8. Resmi yazilarin anlasilmasi kolay metinler oldugunu disiinliyor musunuz? Yazinin
anlamuyla ilgili ne siklikla tereddiit yasarsiniz?

9. Mesai saatleri disinda list makamlarca sizden ne siklikla bilgi talep edilir? Bu durum sizde
nasil bir his uyandirir?
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10.Yaptiginiz yazismalarda ne siklikla tekrarlar yasanir? Bu durumun meslek hayatinizi etkiler
mi?

Gortusme gerceklestirilmeden 6nce katilimcilarin haklar1 ve arastirma stireci hakkinda detayh
bilgi verilerek gerekli izinler alinmistir. Goriismeler 20 ile 40 dakika arasinda siirmiistiir.
Katilimcilarla yapilan goriismeler randevu alinarak 3-28 Nisan 2022 tarihleri arasinda yiiz
ylize yapilmistir. Goriismeler katilimcilarin izni dahilinde kayit altina alinmistir. Kayitlar daha
sonra desifre edilmis ve ham veriler olusturulmustur.

Verilerin Analizi

Okul yoneticileriyle yapilan goériismeler neticesinde elde edilen verilerin analizinde, nitel veri
analizi tekniklerinden igerik analizi teknigi kullanilmistir. Bu teknikte benzer veriler, belirli
kavramlar ve temalar ¢ercevesinde bir araya getirilerek okuyucunun anlayacagi bir bicimde
yorumlanmaktadir. i(;erik analizi; verileri kodlama, temay1 belirleme, kodlarin ve temalarin
belirlenmesi, elde edilen bulgular1 agiklama ve dogru sekilde yorumlama biciminde dort
asamali bir siireci izlemektedir (Yildirim ve Simsek, 2016).

Gecerlik, Giivenirlik

Nitel arastirma yonteminin kullanildigi bu arastirmada gegerlik ve giivenirlik kavramlari
yerine nitel arastirmanin 6ziline uyabilecek alternatif kavramlara yer verilmistir. Bu nedenle
inandiriciik kavrami i¢ gecerlik kavraminin yerine, aktarilabilirlik kavrami dis gecerlilik
kavraminin yerine, tutarlik kavrami i¢ giivenirlik kavrami yerine, teyit edilebilirlik kavrami ise
dis giivenirlik kavraminin yerine kullanilmistir (Yildirim ve Simsek, 2016). Bir arastirmanin
gecerliligi arastirmacinin goézlemledigi sonuclar1 ve elde ettigi bilgileri degistirmeden
aktarmasina baghdir. Bu sebeple, arastirma stresince gerceklestirilen goériismelerde okul
yoneticilerine iliskin bilgiler oldugu gibi aktarilmistir. Arastirmanin giivenilirligi, nitel
aragtirmanin baska bir arastirmaci tarafindan tekrar yapilmasi halinde ayni neticelere
ulasmasiyla alakalidir (Yildirim ve Simsek, 2016). Bu arastirmada okul yoneticileriyle yapilan
goriismeler etik kurallara uyularak gerceklestirilmistir. Goriisme formlari tgiincii kisilerle
kesinlikle paylasilmamistir. Arastirmanin tutarlhihigini saglamak ig¢in verilerin kodlanmasi
slirecinde kod ve alt temalarin olusturulmasinda uzman goriisii alinmistir. Katilimer kayitlar
desifre edildikten sonra ilgili katilmciya okutularak ¢ikarmasini, diizeltilmesi istedigi yerler
varsa diizeltilerek arastirmanin teyit edilebilirligi saglanmistir.

BULGULAR
DYS’nin Sundugu Avantajlar

Arastirmanin birinci arastirma sorusu “DYS'nin sundugu avantajlar nelerdir?” seklindedir. Bu
soruya cevap bulmak amaciyla okul yoneticilerine “DYS’yi kullanmak zaman acisindan size
kolaylik sagladi mi1? DYS'yi kullanmak okul ekonomisine ne gibi katkilar sagladi?” sorulari
yoneltilmistir. Katilmcilarin vermis olduklar1 cevaplar, DYS'nin hem zaman agisindan hem de
ekonomik agidan faydali oldugunu gostermistir. “DYS'nin Sundugu Avantajlar” temasina ait
bulgular Tablo 2’de sunulmustur.

Tablo 2. DYS’'nin Yararlari

Alt Temalar Kodlar Katilimcilar

Zaman tasarrufu saglama (Y1,Y2,Y3,Y4,Y6,Y7,Y8,Y9,Y10,Y11)
Zaman  Acisindan
Fayda Zaman kaybina yol agma (Y3,Y4,Y5,Y10,Y12,Y13)

Zaman israfina neden olma (Y12)

Kirtasiye harcamalari (Y1,Y2,Y3,Y4,Y6,Y7,Y8,Y9,Y10,Y11,Y12)
okul Ekonomisine Ulasim giderleri (Y1,Y4,Y5Y6,Y8,Y9,Y10,Y11,Y12)
Katkisi _Zaman ekonomik kullanma (Y1,Y5,Y8,Y12,Y13)

[s giicii kazanci (Y5Y9,Y12,Y13)

Arsiv (Y1,Y4,Y12,Y13)

Elde edilen verilerin analiz sonug¢larina goére, DYS'nin sundugu avantajlar temasi; “zaman
acisindan fayda” ve “okul ekonomisine katkis1” alt temalarindan olusmustur. Okul yoneticileri
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tarafindan “zaman agisindan fayda” alt temasinin iceriginde; zaman tasarrufu saglama, zaman
israfina neden olma ve zaman kaybina yol agma kodlarina ulasilmistir. Bazi katilimcilar
DYS’nin bir taraftan islerin hizli yapilmasina katki sagladigi icin zaman tasarrufu sagladigini
buna karsilik bazi rutin islerin ise zaman kaybina yol a¢tigini ifade etmislerdir. Bu konuda okul
yoneticilerinin gortslerinin bazilar1 asagida verilmistir:

..dosyalama sisteminin geriye dogru diizenli yapilmasi olduk¢ca kolaylik sagliyor.
Y-1

...belli bir diizen icinde saklanmasi takibi de kolaylastirdl. Y-2

Islem basamaklari cok uzun oldugu icin zaman kaybina yol aciyor. Fakat evraklar
elden génderilmedigi icin zaman agisindan konfor sagliyor. Y-3

...zaman tasarrufu sagladigini sdyleyebilirim. Ancak yazilarda nicel agcidan bir artis
var. Zaman israfinin da bulundugunu séylememek miimkiindiir. Y-4

Okul yoneticileri tarafindan “okul ekonomisine katkis1” alt temasinin iceriginde; kirtasiye
harcamalari, ulasim giderleri, zamani ekonomik kullanma, is giicii kazanci ve arsiv kodlarina
ulasilmistir. Bu konuda okul yoneticilerinin goriislerinin bazilar1 asagida verilmistir:

...evraklari tasimak mali anlamda yiik oluyordu... Kagit akisi da oldukga fazlaydi.
Y-5

..kuruma daha ¢ok zaman ayirmamiz saglandi. Evrak defteri tutma, evraklarin bir
ornegini saklama gibi btirokratik stiregler azald1. Y-9

DYS'yi kullanmanin kdgit, zaman, personel ve ulasim giderleri acisindan okullara
katki sagladigini séyleyebilirim. Y-12

Resmi Yazismalarin Okul Yéneticileri Uzerinde Meydana Getirdigi Kaygilar

Arastirmanin ikinci aragstirma sorusu “Resmi Yazigsmalarin okul yoneticileri izerinde meydana
getirdigi kaygilar nelerdir?” seklindedir. Bu arastirma sorusuna cevap bulmak maksadiyla okul
yoneticilerine doért adet soru sorulmustur. Tablo 3'te goriilldigi gibi DYS'deki resmi
yazismalarin okul yoneticileri lizerinde meydana getirdigi kaygilarin "acele” ve "giinlidir"
ibarelerine karsi gelistirdikleri duygu durumu, evrak hazirlama stirecindeki etkiler, evrak
geciktirmeden kaynaklanan duygu durumlari ve evrak unutmadan kaynakli duygu durumlar

olmak tizere 4 alt temada toplandig1 goriilmiistiir.

Tablo 3. Resmi Yazigmalarin Okul Yoneticileri Uzerinde Meydana Getirdigi Kaygilar

Alt Tema Kodlar Katilimcilar
Stresli ve telagli hissetme (Y1,Y3,Y4,Y5Y7,Y8,Y9,Y10,Y11,Y12)
"ACELE" ve "GUNLUDUR" Diger yazilara gore farkli hissettirmeme (Y4,Y5,Y7,Y9)
ibarelerine Kars1 s
Gelistirdikleri Duygu Tedirgin olma (Y2,Y11,Y12,Y13)
Durumu Kotii hissetme (Y1,Y13)
Tetikte olma (Y6)
Stresli ve telasl hissetme (Y1,Y2,Y3,Y4Y7,Y12,Y13)
Bvrak Hazirlama lhtl}.faql davranma (Y3,Y6)
Stirecindeki Etkiler Tedirgin olma (Y12,Y13)
Kendime laf ettirmeme (Y2)
Duruma gore hareket etme Y7)
Stresli ve tedirgin hissetme (Y1,Y2,Y5Y7,Y13)
Kendimi yetersiz hissetme (Y3,Y5,Y8,Y11)
Evrak Geciktirmeden Gerilme (Y4,Y7,Y12,Y13)
Kaynaklanan Duygu Mahcup olma (Y6,Y10)
Durumlari
Kaygilanma (Y5)
Hayiflanma (Y2)
Kot hissetme (Y1,Y3,Y6,Y8,Y10)
Suglu hissetme (Y1,Y10,Y11,Y13)
Endiselenme (Y2,Y11,Y13)
Ezral;%it;nllig? Kaynakh Mahcup olma (Y11,Y12,Y13)
e Gorevini eksik yaptigini hissetme (Y12)
Hayiflanma (Y9)
Umursamama Y7)
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Bu arastirma sorusuna cevap bulmak maksadiyla okul yoneticilerine sorulan sorulardan
birincisi “Resmi yazilarda ‘acele’ ve ‘giinliidiir’ ibaresini gordiigiiniizde kendinizi nasil
hissedersiniz? Neden?” seklindedir. Elde edilen verilerin analiz sonuglarina goére, “Resmi
yazismalarin okul yoneticileri lizerinde meydana getirdigi kaygilar temasinin birinci alt temasi
olan Okul Yoneticilerinin "acele" ve "giinliidiir" ibarelerine karsi gelistirdikleri duygu durumu
alt temasinin iceriginde; stresli, tedirgin ve telagh hissetme, farkl hissettirmeme, tedirgin olma,
tetikte olma ve kendini kotii hissetme kodlarina ulasilmistir. Bu konuda okul yoneticilerinin
gorislerinin bazilar1 asagida verilmistir:

lyi hissettigimi séyleyemem. Bazen okullarin olmayan argivlerinde olmayan bilgiler
istenmekte. Bazen tist makamlarin uzun ugras gerektiren istatistiki bilgileri cok
kisa stirede istemeleri stres yaratiyor. Tabi mecburen bilgileri bir sekilde en kisa
stirede toparlayip gondermeye calistyoruz. Burada sihirli kelime stres. Y-1
.."DYS’de internet hizinin yavagslgi ve sistemin okulun disinda aglardan kisisel
bilgisayar, tablet veya cep telefonlarindan erisime izin vermemesi, sistemde geriye
doniik evrak bulmanin oldukga giic olmasi, DYS metin editériiniin ihtiyaglara cevap
vermemesi” yazi cevaplama asamasinda dile getirecegim temel sikintilardir... Y-4
Tedirgin, ciinkii normal yazilart bile anlamak giicken listiine bir de tedirginlik
eklenince isin icinde ¢ikmak zor oluyor. Y-11

..Calisma bi¢imi olarak planli ¢alismay! severim. Son anda ortaya ¢ikan ve hizli
doniislerin bulundugu yazilar tiim planlarimi aksatmama sebep olabiliyor. Bu isi
araya sikistirdigimda diger islerimin de sikismast séz konusu oluyor. Bu da
dogrudan egitim égretim faaliyetlerini etkiliyor. Y-12

Ikinci aragtirma sorusuna cevap bulmak icin sorulan ikinci soru “Ust makamlarca belirli giin
araladiginda talep edilen yazilar1 (bas-orta-son) hangi asamada hazirlarsiniz? Bu siire¢ sizde
nasil bir etki uyandirir?” seklindedir. Elde edilen verilerin analiz sonuclarina gore, “resmi
yazismalarin okul yoneticileri iizerinde meydana getirdigi kaygilar” temasinin ikinci alt temasi
olan okul yoneticilerinin “evrak hazirlama siirecindeki etkiler” bashginda gelistirdikleri duygu
durumu alt temasinin iceriginde; stresli ve telaslh hissetme, ihtiyath davranma, tedirgin olma,
kendine laf ettirmeme, duruma gore hareket etme kodlarina ulasilmistir. Bu konuda okul
yoneticilerinin goruslerinin bazilar1 asagida verilmistir:

En basta hazirlarim. Kendime laf ettirmek istemem. Y-2

En basta hazirlarim. Hemen is bitsin isterim. Y-8

..Zaman zaman unutma ihtimali nedeniyle tedirginlik yasayabilirim. Yazi gittikten
sonra bir rahatlama olur. Y-12

Ikinci arastirma sorusuna cevap bulmak icin sorulan ii¢iincii soru “Giiniinde ulastiramadiginiz
resmi yazi ne siklikla olur? Bu tiir durumlarda kendinizi nasil hissedersiniz?” seklindedir. Elde
edilen verilerin analiz sonuglarina gore, “Resmi yazismalarin okul yoéneticileri iizerinde
meydana getirdigi kaygilar temasinin Ugiincii alt temasi olan okul yoneticilerinin “Evrak
Geciktirme” ibarelerine kars: gelistirdikleri duygu durumu alt temasinin iceriginde; stresli ve
tedirgin, gerilirim, kendimi yetersiz hissederim, mahcubiyet, hayiflanirim, kaygili kodlarina
ulasilmistir. Bu konuda okul yoneticilerinin goriislerinin bazilar1 asagida verilmistir:

Genelde yazilar1 zamaninda cevaplarim ancak bazi yazilarin kurum tiirti ile ilgili
olmadigini diisiinerek cevap vermedigim oluyor. Eger yazmam gereken bir yazi ise
kendimi kaygili hissederim. Y-5

...Hassas bir konu ise ve bu konuda uyarildiysak biraz gerilirim. Y-7

Bazi yazilari cevaplamak geregi duymuyorsam bilerek cevaplamam... Y-9
..Ozellikle ilk yénetici oldugum zamanlarda kaygi ve tedirginlik hissederdim.
Biirokratik mekanizmayr oOgrendikten sonra hangi yazinin sonradan da
ulastirilabilir oldugunu dgrenince bu kaygi diizeyim azaldi. Y-12

Ikinci arastirma sorusuna cevap bulmak icin sorulan dérdiincii soru “Resmi bir yaziya cevap
vermeyi hi¢ unuttunuz mu? Bu durum size kendinizi nasil hissettirir?” seklindedir. Elde edilen
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verilerin analiz sonuclarina gore, “resmi yazismalarin okul yoneticileri iizerinde meydana
getirdigi kaygilar” temasinin dérdiincii alt temasi olan okul yoneticilerinin “evrak unutmadan
kaynakli duygu durumlar1” ibarelerine karsi gelistirdikleri duygu durumu alt temasinin
iceriginde; “kotil hissetme, suglu ve kizgin olma, tedirgin ve endiseli olma, mahcubiyet yasama,
gorevi eksik yapmis hissine kapilma, hayiflanma, umursamama” kodlarina ulasilmistir. Bu
konuda okul yoneticilerinin goriislerinin bazilari asagida verilmistir:

Resmi yaziya cevap vermeyi unuttugum zaman ilgili sube miidiiriimiizii arar
konuyu ifade ederim. Kendi adima hayiflanirim “Nasil unuttum?” diye. Y-9

...asil isimiz egitim dgretim faaliyetleri. Eger bir eksiklik hissi yasayacaksak bence
bu durumla ilgili olmaldir. Aksi takdirde bu durum bize asil gdrevimizi
unutturabilir. Y-12

Resmi Yazismalarin Olusturulma Asamasinda Okul Yéneticilerinin Karsilastigi Sorunlar

Arastirmanin Uglncl arastirma sorusu “Resmi Yazismalarin olusturulma asamasinda okul
yoneticilerinin karsilastig1 sorunlar nelerdir?” seklinde diizenlenmistir. Bu alt probleme cevap
bulmak amaciyla okul yoneticilerine dort adet soru sorulmustur. Okul yoneticilerinin resmi
yazismalarin olusturulma asamasinda okul yoéneticilerinin karsilastigi sorunlar; idari
sorusturma gecirmeye yonelik kaygilar, evraklari anlama esnasinda yasanilan tereddiitler,
mesai saatleri disinda bilgi talebine karsi gelistirilen duygular ve yazismalarda karsilasilan
tekrarlar olmak tizere dort alt temada toplandig1 goriilmistiir (Tablo 4).

Tablo 4. Resmi Yazismalarin Olusturulma Asamasinda Okul Yoneticilerinin Karsilastigi Sorunlar

Alt Tema Kodlar Katilimcilar
idari Sorusturma Gecirmeve Baski hissetme (Y1,Y3,Y4,Y6,Y7,Y8,Y9,Y13)
Yonolik Ka “51 1§r SITMEYE Magdur olma (Y2,Y10,Y12)
8 Motivasyonunda diisme (Y5)
Anlayamama (Y3,Y4,Y5,Y6,Y8,Y9,Y10,Y11,Y12)
Anlama Esnasinda Yasanilan Yanlis birime geldigini diistinme (Y1,Y3,Y4,Y5,Y8,Y9,Y11)
Tereddiitler
Sozli teyit isteme (YL,Y12)
Anlamakta gii¢liik cekme (Y3)
Gereksiz bulma (Y1,Y2,Y3,Y5,Y9,Y12,Y13)
Kizma ve 6fkelenme (YLY5Y13)
Mesai Saatleri Disinda Bilgi Kaygilanma (Y9,Y12)
Talebine Karsi Gelistirilen Ailesinin zamanindan ¢alma (Y5,Y8)
Duygular Is bitmeyecek gibi diigiinme (Y11,Y13)
Rahatsiz edici bulma (Y12)
Yoruldugunu hissetme (Y3)
Zaman kaybi (Y1,Y3,Y6,Y9,Y13)
Usanma (Y2,Y4Y7,Y12)
islerde aksama (Y1,Y7,Y12)
Motivasyon kaybi (Y1,Y5,Y9)
Yazismalarda Karsilasilan ., |
Tekrarlar Is ylikiinde artis (Y1,Y5,Y8)
i§ tekrari (Y8,Y9,Y13)
itibar kaybi (Y9,Y13)
Degersiz hissetme (Y9)
Meslekten soguma (Y1)

Okul yoneticilerine yoneltilen birinci soru “Resmi bir yazida hata yaptiginiz icin idari
sorusturma gecireceginizi diisiiniiyor musunuz?” seklindedir. Elde edilen verilerin analiz
sonuglarina gore, “Resmi yazismalarin olusturulma asamasinda okul ydneticilerinin karsilastigi
sorunlar temasinin birinci alt temasi olan okul ydneticilerinin “idari sorusturma gecirmeye
yonelik kaygilar” ibarelerine karsi gelistirdikleri duygu durumu alt temasinin iceriginde; “baski
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hissetme, magdur olma, motivasyonunda diisme” kodlarina ulasilmistir. Bu konuda okul
yoneticilerinin gortslerinin bazilar1 asagida verilmistir:

..Yazilan yazimn tislubunu, bicimini mutlaka son bir kez kontrol ederim. Y-1

..Bu biraz da tekrarla ilgili. Eger ilk defa ya da birka¢ sefer hata olmussa
zannetmiyorum. Ama siireklilik arz ederse sorusturma agilacagini diistiniiyorum.
Bu da motivasyonumun diismesine neden olur. Y-5

Bayle bir sey olacagini diisiinmtiyorum. Eger dyle olursa kimse yoneticilik yapmaz.
Bayle bir sey tlizerimizde baskiya neden olur. Bu da bize daha ¢ok hata yaptirir. Y-7
..aslinda mevzuata gore sorumluluk bizde. Fakat bugiine kadar bdyle bir
durumdan sorusturma agildigina sahit olmadim. Y-8

Evet, mevzuatta bunun ©6nii agik zaten. Sorumluluk tamamen biz okul
yoneticilerine ait. Bu durum da strese neden olabiliyor. Y-11

..Aslinda yazisma islerinde her zaman bir diizeltme opsiyonu olur. Bana kalirsa bu
durumu zaman zaman biirokratik makamlar zorlastirtyor. Temel hak ve
ozgiirliiklerle ilgili bir magduriyete ve devleti zarara ugratma durumlari disinda
kolaylik saglanmalidir. Y-12

Ugiincii arastirma sorusuna cevap bulmak icin okul yéneticilerine sorulan ikinci soru “Resmi
yazilarin anlasilmasi kolay metinler oldugunu diisiiniiyor musunuz? Yazinin anlamiyla ilgili ne
siklikla tereddiit yasarsiniz?” seklindedir. Elde edilen verilerin analiz sonug¢larina gore, “resmi
yazismalarin olusturulma asamasinda okul yoneticilerinin karsilastii sorunlar temasinin
ikinci alt temasi olan okul yoneticilerinin “anlama esnasinda yasanilan tereddiitler” ibarelerine
kars1 gelistirdikleri tepki durumu alt temasimin iceriginde; “anlayamama, yanlis birime
geldigini diistinme, sozli teyit isteme, anlamakta giiclik ¢ekme” kodlarina ulasiimistir. Bu
konuda okul yoneticilerinin goriislerinin bazilar1 asagida verilmistir:

..Acik ifadelerle ve saglam bir dille yazilan yazilara verilen cevaplar da hizli olur.
Yazinin anlaminda bir tereddiit olusmugsa bir iist makamdan mutlaka sézlii teyit
isterim. Y-1

Kamu kuruluslarinda resmi yazilart yazma gdrevi yapan personelin belge
yonetimiyle alakali bilginin ve belgenin kiymetini bilme, bilgiyi ve belgeyi
muhafaza etme, kontrol etme ve kanuni stireclere uyma, yazi konusu kapsamina
dahil olan kurum kurulus ve kisiler arasindaki baglantiyt kurma noktasinda
yetersiz oldugunu diigtintiyorum. Dolayisiyla siklikla resmi yazinin anlami
konusunda tereddiit yasamaktayim. Y-4

...Kopyala-yapistir seklinde dikkatsizce gelen yazilarda sikintilar oluyor. Y-6

Resmi yazilarin anlasilmast yaziy1 yazan kisinin becerisine gore degisiyor. Bazi
yazilart anlamakta giicliik cekiyoruz. Ozellikle kopyala-yapistir seklinde gelen
yazilarda bunu gériiyoruz ve yazi eklerini yanlis koyduklarina sahit oluyoruz. Y-9
..Aslinda resmi yazismalar kisa ve net olmalidir. Bazen konunun ézii unutularak
farkl konulara deginiliyor. Tabi ki burada yaziy1 yazanin ifade giicti de énemli.
Yani egitim seviyesi... Y-11

Genel itibari ile resmi yazilarin bir lislubu vardir. Bu tslup fena sayilmayacak bir
diizeydedir. Ancak zaman zaman lizerine iyi diisiintiimemis metinlerle de
karsilastyoruz. Bu durum bir karisikliga da neden olabiliyor. ...eder kafa karisikligi
list yazidan kaynaklaniyorsa ilgili kurumla telefon yolu ile iletisim saglarim. Y-12

Uciincii arastirma sorusuna cevap bulmak i¢in okul yoneticilerine sorulan ii¢iincii soru “Mesai
saatleri disinda list makamlarca sizden ne siklikla bilgi talep edilir? Bu durum sizde nasil bir
his uyandirir?” seklindedir. Elde edilen verilerin analiz sonuglarina gore, “resmi yazismalarin
olusturulma asamasinda okul yoneticilerinin karsilastif1 sorunlar temasinin ikinci alt temasi
olan okul yoneticilerinin “mesai saatleri disinda bilgi talebine karsi gelistirilen duygular”
ibarelerine karsi gelistirdikleri duygu durumu alt temasinin iceriginde; “gereksiz bulma, kizma
ve Ofkelenme, kaygilanma, ailesinin zamanindan ¢alma, is bitmeyecek gibi diisiinme, rahatsiz
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edici bulma, yoruldugunu hissetme” kodlarina ulasilmistir. Bu konuda okul yoneticilerinin
gorislerinin bazilar1 asagida verilmistir:

Mesai saatleri disinda resmi yazismalardan ziyade, 6zellikle istatistikf bilgiler, okul
ile ilgili anlik bilgiler dijital ortamda ve sosyal medya yolu ile istenir. Bu gibi
durumlarda istenen bilgi hdlihazirda yoksa ve okula ugrayip bu bilgiye ulasmam
gerekirse kizarim ve gereksiz bulurum. Y-1

Bu durumda Ortadgretim Kurumlar Yonetmeligindeki gérev tanimimda gegen
“Miidiir mesai saatleri disinda da ¢alisir.” ibaresini hatirlarim. Y-2

...Bir bayan oldugum i¢in okul disinda da sorumluluklarim var. Bu yiizden esime ve
cocuklarima ayiracagim vakitten feragat etmis oluyorum. Bu da beni sinir ediyor.
Hatta bazen tam mesai bittigi anda bilgi talep ediliyor. Bu da okuldan ge¢
ctkmama neden oluyor. Y-5

..heticede hepimizin okul disinda da bir hayati var. Sizinle bu hayati paylasan es ve
cocuklar da bu durumdan etkileniyor. Onlara ayirmam gereken zamani bu islere
ayirinca daha da sinirlerim bozuluyor. Y-8

..gereksiz is yiikii ve angarya olarak gériiyorum. Miisait olmadigimiz zamanlarda
ve ortamlarda yazi cevaplamak zor oluyor. Y-9

...Isimizin bir parcasi oldugunu diistiniiyorum. Yéneticiyseniz bu tiir taleplerle sik
stk karsilagabilirsiniz. Ciinkii birinci dereceden muhatap sizsiniz. Y-10

Sosyal medya zaman zaman bizim yazisma alanimiz haline geliyor. Gece
vakitlerinde bile yazilar génderilebiliyor. Bu durum benim ag¢imdan oldukca
rahatsiz edici elbette. Bazen bu yazilara cevap vermemiz bile isteniyor. Ancak ben
mesai saatleri disinda bu tiir islerle ugrasmak istemiyorum. Y-12

Uciincii alt probleme cevap bulmak icin okul yéneticilerine sorulan dérdiincii soru ise
“Yaptiginiz yazismalarda ne siklikla tekrarlar yasanir? Bu durumun meslek hayatimizi etkiler
mi?” seklindedir. Elde edilen verilerin analiz sonuglarina gore, resmi yazismalarin olusturulma
asamasinda okul yoneticilerinin karsilastigi sorunlar temasinin ikinci alt temasi olan okul
yoneticilerinin “yazismalarda karsilasilan tekrarlar” ibarelerine karsi gelistirdikleri tepki
durumu alt temasinin iceriginde; “usanma, zaman kaybi, islerde aksama, motivasyon kaybi, is
yukiinde artis, is tekrari, itibar kaybi, degersiz hissetme, meslekten soguma” kodlarina
ulasilmistir. Bu konuda okul yoneticilerinin goriislerinin bazilar1 asagida verilmistir:

Stirekli ayni yazismalari yapmak okulda diger islerimizin aksamasina, is ytikiintin
cogalmasina neden olur. Bazen meslekten soguma ve yaptigimiz isten usanma
diizeyine kadar hayatimizi etkileyebiliyor. Y-1

Stklikla yasaniyor. Bu durum is yiikiinti artirtyor. Zaman zaman motivasyonu
olumsuz etkiliyor. Y-5

...Bazen kendi yolladiklart yazidan bihaber olduklarini diistiniiyorum. Ayni bilgiyi
tekrar tekrar yollamak hamallik gibi geliyor. Bazen de ellerinde olan bir bilgiyi
yokmus gibi bizden istiyorlar. Y-8

...bende yéneticilik meslegi ile ilgili itibar kaybina yol acar. Kendimi ve meslegimi
degersiz hissederim. Bir de kurumsal acidan zayiflik duygusu olusur. Gliglii
kurumsal yapilarda bunlara yer olmamahldir. Y- 12
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SONUCLAR ve TARTISMA

DYS'nin sundugu avantajlara iliskin bulgularda; zaman agisindan fayda ve okul ekonomisine
katkis1 basliklarinin 6n plana ¢iktigi goriilmektedir. DYS'nin bir elektronik arsiv niteliginde
olmasi, herhangi bir tist yazinin saniyeler icinde baska bir kuruma ulasmasi, gelen giden evrak
defterleri gibi materyallerin ortadan kalkmasini saglamasiyla biirokratik siireci
hizlandirmasina yardimci olmaktadir. Genel olarak yoneticiler DYS'yi  olumlu
degerlendirmislerdir. Bu sonug¢ Giiler (2019), ilkogretim okullar1 yoneticileri ile yaptigi
calismanin sonuclarini destekler niteliktedir.

Yine arastirma bulgularina gore bu pratiklik ayni1 zamanda bir dezavantaja dontisebilmektedir.
Ctinkii okul yoneticilerin siirekli ulasilabilir olmasi iist biirokratik makamlarca ¢ok fazla talebe
sebebiyet verebilmektedir. Bu talepler sonucunda yazismalarda nicel agidan biiyiik bir artis
s6z konusu olmus, hatta birbirini tekrar eden ve gereksiz yazismalar ortaya ¢ikmistir. Bu ise
okul yoneticilerinin 6gretimsel liderlik yapmasina engellemekte ve zaman israfina neden
olmaktadir. Benzer arastirmalarda da (Turan, 2002; Vedi, 2013; Yildirim, Yilmaz ve Balikgi,
2018) DYS sayesinde yoneticilerin bilirokratik islere ayrilan zamanin O6gretim islerine
ayrilmasina katki sagladig1 vurgulanmistir.

DYS'nin diger bir faydasi okul ekonomisine olan katkisidir. DYS'nin bir elektronik yazisma
sistemi olmas1 kagit tiiketimini ciddi oranda azaltmistir. Ayrica bir list makama goénderilmesi
ve elden teslim edilmesi gereken yazilarin sistem iizerinden géonderilmesi hem is giicii hem de
ulasim giderlerinin azalmasini saglamistir. Yine gelen-giden evraklarinin elektronik ortamda
arsivlenmesi kagit, dosya, klasor gibi dosyalama malzemelerine olan ihtiyaci azaltmistir. Bu
sonuglan alanyazindaki diger calismalar da desteklemektedir. Ornegin DYS'nin biirokrasiyi
azalttigl, siimen alti etme, yazilarin kaybolma gibi riskleri ortadan kaldirarak seffafligi ve
giiveni artirdigi sonucuna ulasmislardir. Ayrica DYS'nin egitim ve okul yonetim siirecini
hizlandirdigi, zaman tasarrufu sagladigi ve yonetimi kolaylastirdigi bulunmustur (Giiler, 2019;
Yildirim ve diger., 2018; Ozdemir, 2014; Toprak ve Yakar, 2023). Bir¢ok arastirmaci (Altiok ve
Duran, 2018; Ozdemir, 2014; Toprak ve Yakar, 2023) tarafindan yapilan calismalar da
elektronik belge yonetim sisteminin iniversiteler acisindan tasarruf sagladigi sonucuna
ulasildigini gostermektedir. Calismada elektronik belge ydnetim sisteminin enerji, mekan,
zaman ve kagit tasarrufu, teknolojik gelismeler, maliyet, standartlasma, hesap verilebilirlik,
seffaflik, depolama, basit kontrol ve aranilan belgeye hizli erisim konularinda avantajlar
sagladig1 bulunmustur. Ayrica calismada elektronik belge yonetim sisteminin kagit giderlerini
azalttifi, programdaki arama motoru sayesinde anahtar bir kelimeyle eski bir yaziya ulasildigs;
evrak dagitma islemini gerceklestiren personelin sarf ettigi, dosyalama ve depolama, lazim
olan belgeye erisim siirecinde ve evraklarin cogaltilmasinda harcanan giic ve zamandan
tasarruf edildigi, arsiv odalar1 yerine e-arsiv odalarinin olusturulmasiyla mekan tasarrufu
sagladigi goriilmiistiir. Kandur (2005) tarafindan yapilan c¢alismada da benzer sonuglara
ulasiimistir.

DYS’deki resmi yazismalarin “acele” ve “glinliidiir” yazilari, evrak hazirlama asamalari, evrak
geciktirme, evrak unutma konularinin okul ydneticileri iizerinde kaygilara neden oldugu
bulunmustur. Bununla birlikte okul yoneticileri evrak geciktirme, unutma gibi sorunlarin temel
nedeninin teknik aksakliklar ve yeterli altyapiya sahip bir sitemin olmayisindan
kaynaklandigin1 6ne sirmislerdir. Zira DYS'nin “MEB erisimi” diye adlandirilan 6zel bir
network altyapisiyla internete baglanmasi, bu sisteme kurum disindaki bir saat ve yerde okul
yoneticisinin kisisel bilgisayar1 ya da mobil cihazi ile baglanamamasi, gegmise doniik belge
taramanin sinirh olusu, sistem metin editoriiniin yetersiz olusu gibi olumsuz sebepler okul
yoneticilerin resmi yazi hazirlama asamasinda kaygilarinin artmasina neden oldugu sonucuna
ulasilabilir. Bahsedilen sebepler disinda okul yoneticileri resmi yazilarin cevaplanmasinda bir
aksama yasamamak adina klasik yontemlere de basvurduklar1 belirlenmistir. Okul
yoneticilerin bircogu cevaplamada aksama ve gecikme yasamamak icin ajandasina, bir kagida
ya da not defterine yazinin 6nemine, 6nceligine dikkat ederek not aldigini ifade etmistir. Bu
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noktada okul yéneticilerini en ¢ok yoran tekrar yazilaridir. Ust makamin istedigi bilgileri
tekrar tekrar yollamak, okul yoneticilerinde bikkinhiga neden oldugu séylenebilir. Ozellikle son
ana birakilip list makam tarafindan hemen cevap istenen yazilarin gercek amacina hizmet
etmekten uzak oldugu, yalnizca cevap vermek amaciyla yanitlandigi sonucuna ulasilmistir. Bu
sekilde alelacele cevaplanan yazilarin sonuglarinin da gergeklerden uzak oldugu, yalnizca kagit
tizerinde gecerlilik kazandig1 kacinilmaz bir gercektir. Bu da sagliksiz, gercek amacina hizmet
etmeyen bir yazili iletisime sebep olabilmektedir. DYS kullanim siirecinde yasanan sorunlara
doniik bir ¢alismada (Altiok ve Duran 2018) internet hizinin yetersizligi, okul dis1 kisisel
bilgisayarlardan ya da mobil cihazlardan erisim izninin olmamasi, sistem kelime islemcisinin
yetersizligi onemli sorunlar olarak ortaya konulmustur. Altintas (2019) ise yaptig1 calismada
DYS kullanim siirecinde ge¢mise doniik resmi yazi sorgulamasindaki say1 sinirinin olmasinin
baz1 belgelere zamaninda ulasilmasini engelledigini ifade etmistir. Bu ¢alismada da benzer
sonuglarin bulunmasi DYS’yi bu acidan yeniden degerlendirme geregine isaret etmektedir.

Bircok calismada (Altiok ve Duran, 2018; Yildirnm ve diger., 2018) DYS gibi elektronik
sistemlerin kullanic1 sikayetlerini giderici sekilde giincellenmesinin 6nemine vurgu
yapmislardir. MEB’deki yetkililerin DYS sistemini kullanan paydaslardan alacaklar1 bilgi
kullanim zorlugu ile ilgili bilgiler ve bunlarin ¢6ztimiine doéniik giincellemeler DYS'yi daha etkili
bir programa donistiirecektir. Konuyla ilgili alanyazin taramasinda da benzer sonuglara
ulasilmistir. Odabas (2001) tarafindan yapilan c¢alismada kurum ve kuruluslarda bilisim
teknolojilerinin sagladig1 yonetsel kolaylik ve iletisim teknigiyle, stiratli, giivenilir, ekonomik ve
basit bir kamu hizmeti sunmak icin gerekli alt yapinin olusturulmasi; ayrica elektronik
yazismalarin esasini olusturan kamu bilisim aglarinin birlestirilme ¢alismalarinin
sturatlendirilmesi, veri tekrarinin Oniline gecilmesi ve kurumlar arasindaki veri
entegrasyonunun saglanmasi icin merkezi bir birimin gorevlendirilmesi gerektigi” sonucuna
ulasilmistir. Bu gibi nedenlerle DYS ile ilgili bir¢ok ¢alisma (Altiok ve Duran, 2018; Yildirim ve
diger., 2018) kullanici kolayligi saglayacak sekilde programin glincellenmesine vurgu
yapmistir.

DYS’deki yazismalarda yasanan sorunlara iliskin okul yoneticileri idari sorusturma gegirme
korkusu, yazilardaki anlam kapalilifl, mesai saatleri disinda bilgi talebi, yazismalarda
karsilasilan tekrarlar1 6n plana c¢ikarmislardir. Okul yoneticileri genel olarak resmi
yazismalarda yapilan hata veya yazinin zamaninda cevaplanmamasiyla alakali herhangi bir
idari sorusturmayla karsi karsiya kalacaklarini diisiinmemektedir. Zira bircok okul yoneticisi
yazismanin okulun i¢ dinamikleriyle alakali olmadigini, okulun bir devlet kurumu oldugu igin
resmi isler i¢in bir yliriitme organi oldugunu disiinmektedir. Bu diisiinceden yola ¢ikarak okul
yoneticilerinin asil ugras alaninin egitim 6gretim oldugu, yazisma gibi resmi islerin ikinci
planda olmasi gerektigini diisiinmektedir.

Arastirmanin diger bir sonucu ise resmi yazilarin yeterince anlasilir olmamasidir. Zira bir¢ok
okul yoneticisi resmi yazilar1 anlamakta giicliik ¢ektigini ifade etmistir. Resmi yazilar mtimkiin
oldugunca kisa ve net yazilardan olusmamaktadir. Gereksiz uzatilan yazilar asil konunun
anlasilmasini giliclestirmekte, cogu zaman konunun 6ziinden uzaklasilarak farkli konulara
yonelinmesine neden olmaktadir. Resmi yazinin anlasilmasinda onu yazan Kkisinin egitim
seviyesi, Uslubu, ifade giicli, yazma yetenegi, mevzuata hakim olmasi, alanin kavramlarin
bilmesi son derece énemlidir. Kopyala-yapistir biciminde hazirlanmis, lizerine diisiiniilmemis,
gereksiz bir sekilde uzatilip konu disina ¢ikilmis yazilarin; okul yoneticilerinin cevaplama
asamasinda tereddiite diismesine, yanlis cevap verecegim hissine kapilip telasa diismesine
neden oldugu sonucuna ulagilmistir.

Gilinlimiiz teknolojisinde iletisim aglarinin bu denli gelismis olmasi beraberinde de cesitli
problemlere neden olmaktadir. Okul yoneticileri de veriye dayali sistemin bir parcgasi olarak
mesai saatleri disinda da gerek resmi yazilara cevap vermekte gerekse cesitli bilgileri sosyal
haberlesme programlar: lzerinden iist makamlara ulastirmaktadir. Bu durum yoéneticilerin
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birgogunda bikkinliga neden olmaktadir. Yoneticilerin birgcogu mesai saatleri disinda talep
edilen yazilara harcanan zamani angarya olarak gérmekte, bu sebeple aileleriyle gecirmesi
gereken zamani bu yazilar1 cevaplamada harcadiklarini diisiinerek kizginlik, mutsuzluk,
bikkinlik, gereksiz bulma, isin hi¢ bitmeyecegini diisiinme gibi olumsuz hislere
kapilmaktadirlar. Yapilan alanyazin taramasinda da benzer sonuglara ulasilmistir. Ergiin
(2020) tarafindan yapilan ¢alismanin bulgulardan en dikkat cekici olam1 “Dokiiman
hazirlamaya yonelik angarya isler” bulgusudur. Arastirmaya gore; egitimcilerin ¢cogu mesai
saatleri disinda bir¢ok isi angarya olarak gérmektedir. Katilimcilarin bir kismi istenen islerin
kagit tizerinde kaldigini, bir amacin gergeklesmesini saglamaya yonelik kullanilmadigini ifade
etmislerdir. Yetim ve Toprakei (2020) yaptiklari ¢alismada, goéreve yeni baslayan okul
yoneticilerinin DYS gibi elektronik sistemlerle ilgili daha 6ncesinde egitim almamalarinin
yoneticilik silirecinde sorunlar yasanmasina neden oldugunu bulmuslardir. Bu durum da
yoneticilerde zaman zaman kaygi ve endiselere neden olabilmektedir.

Okul yoneticileri, DYS ile ilgili alinan egitimlerin iceriginin ve egiticilerin yetersizlikleri nedeni
ile yeterince yararlanamadiklarini bu nedenle daha nitelikli egitimlere ihtiyaclar1 olduklarini
ifade etmislerdir (Altiok ve Duran, 2018; Vedi, 2013; Yildirim ve diger., 2018; Altintas, 2019).
Bu nedenle hem goreve yeni baslayacak yoneticilere hem de isbasindaki yoneticilere DYS
konusunda verilecek egitimler DYS'nin daha etkin kullanilmasina yardimar olabilir.

Okul yoneticilerin yazismalarda karsilastigl tekrarlarin meslek hayatlarini olumsuz etkiledigi
sonucuna ulasimistir. Birbirine benzer hatta tekrar eden yazismalari yapmak okul
yoneticilerinde is yiikiiniin artmasina, egitim 6gretim islerinin aksamasina, kiside yaptig1 ise
kars1 bikma, usanma, soguma, motivasyon kaybi gibi duygularin artmasina, zaman kaybina,
kisinin kurumuna olan saygisinin azalmasina neden oldugu sonuglarina ulasilmistir. Tayfur ve
Arslan (2012) tarafindan yapilan calismada ise yoneticilerin bircogunda is-aile gatismasinin
yliksek oranda oldugu goriilmektedir. Ayn1 arastirmada elde edilen baska bir sonuca gore; is
yuki katilimcilarn duygusal olarak yilgin ve bikkin hissettirmekte ayrica ise karsi olumsuz
tutuma sahip olmalarina neden olmaktadir. Calisanlarin algiladiklarn is yiikii arttikca
kendilerini duygusal olarak tiikenmis ve yipranmis hissetme egilimlerinin arttigi sonucuna
ulasiimistir.

Bu arastirmadan elde edilen bulgulara gore, arastirmacilar i¢in su dnerilerde bulunulabilir:

e Her arastirmanin oldugu gibi bu arastirmanin da sinirliliklart bulunmaktadir. Bu
nedenle arastirmacilar, farkli orneklemlerde, farkli arastirma deseninde benzer
calismalar yapabilirler.

e DMevcut calismanin katihmcilar1 sadece yoneticilerdir. Diger egitim paydaslari
(memurlar, 6gretmenler vb.) dahilinde de arastirma yapilabilir.

Bu arastirmadan elde edilen bulgulara gore, uygulayicilar i¢in su dnerilerde bulunulabilir:

e DYS'yi kullanan tiim kullanicilar icin sorun tespiti ve ¢6ziim iiretme toplantilar: yolu ile
programin etkili kullaniminin yollar1 aranabilir.

e Yazisma yapacak personeli secerken egitim seviyesi, teknolojik okur-yazarlik, imla ve
noktalama bilgisi, mevzuat bilgisi gibi secim kriterleri olusturulabilir.

e Yazismalarin verimini artirmak icin Milli Egitim Mudurliiklerinde calisan personel ve
okul personellerine DYS'nin isleyisiyle ilgili ayrintili ve etkili hizmet i¢i egitim kurslari
diizenlenebilir.

e DYS'ye MEB ag alt yapisi olmayan yerlerden de erisim saglanabilir.

e DYS'ye etkili bir arama motoru ve daha kapsamli ve geriye doniik bir arsiv eklenebilir.
Boylelikle tekrara diisen yazilar azaltilabilir.

e Ust yénetimlerin yazisma sayisim artirmaktan ziyade Kaliteli amaca uygun yazismalarin
yapilmasina dikkat edilmelidir.
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Abstract

The objective of this study is to examine the benefits and challenges posed by the Ministry of National
Education Document Management System (DMS) for school administrators. Utilizing the phenomenological
approach, a subset of qualitative research designs, the study was conducted. The participants of this
research were 13 school administrators, selected based on convenience sampling, who work across various
educational levels and distinct school types under the aegis of the Kocaeli Provincial Directorate of National
Education during the 2022-2023 academic year. Data collection was facilitated using a semi-structured
interview method, and the content analysis technique was employed for data analysis. Preliminary findings
from the first sub-question of the study indicated that the DMS offers benefits in both time-efficiency and
economic terms. The research determined several advantages of the DMS for school administrators.
Notably, DMS aids in efficient workforce allocation, economical time utilization, and reduces costs
associated with archiving, stationery, and transportation. However, a significant concern raised was the
heightened sense of unease among school administrators while using DMS. These feelings ranged from
hastiness and stress to self-anger, self-degradation, and urgency when preparing and sending official
correspondence. It is essential to note that these sentiments largely stem from the system's technical
inadequacies rather than the administrators' competence. Furthermore, the research highlighted that many
official texts within DMS are challenging for administrators to decipher. The apprehension of potential
administrative sanctions due to incorrect or misinterpreted responses exacerbates their concerns.
Additionally, the solicitation of documents and information beyond regular working hours induces negative
emotional responses, including frustration, dissatisfaction, and ennui among the administrators.

Keywords: Document Management System, school administrators, official letter, correspondence,
paperwork

INTRODUCTION

Since the advent of human civilization, the imperative for "communication" has entrenched itself
as an indispensable facet of human interaction. The modalities of communication have
metamorphosed through a series of evolutions—ranging from rudimentary cave paintings to
smoke signals, carrier pigeons, handwritten correspondences, telephonic communications,
telegraphy, broadcasting, and culminating in computer-mediated, Internet-based platforms
(Ulusoy, 2014). Each technological advance has subsequently exposed new exigencies and
engendered nascent sectors within the realm of communication. Concomitant with the pervasive
influence of the Internet, electronic correspondence systems have emerged as paramount in our
communicative practices. Additionally, organizations are not merely passive adopters of evolving
communication technologies; they actively engage in cost-benefit analyses, querying, "How can
we economically leverage these communication systems?" This inquiry is particularly salient for
governmental institutions, which have devoted substantial resources to research and
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development in this area. Consequently, the paradigm of e-government has gained global traction
over the last two decades (Hung et al., 2009).

Much like their counterparts in other sectors, educational organizations are beholden to
bureaucratic structures. Within this framework, educational administrators are obligated to
operate in compliance with established guidelines and norms (Hoy, 2003). State-run institutions
meticulously document transactions to enhance the efficacy of public services, reinforcing the
very backbone of bureaucratic functionality. Historically, these records have been maintained
through traditional, paper-based methods. Nonetheless, given contemporary technological
advancements and the omnipresence of digitalization, a shift towards electronic document
management systems has become not only inevitable but imperative (Ozdemir, 2014). Factors
such as organizational expansion, departmental fragmentation, population growth, and the
emergence of new areas of demand—coupled with the overarching imperatives of time-efficiency
and fiscal responsibility—have catalyzed this transition. Corroborating this trend, the onset of the
21st century has witnessed a marked shift toward electronic document management, not only
within our national borders but also on a global scale (Onagan et al.,, 2012).

As the bedrock for regulating informational flows within organizations across both public and
private sectors, Document Management has increasingly been recognized for its critical
importance (Jones, 2012). These documents serve as organizational repositories, chronicling
procedural operations and institutional memory (Forbes-Pitt, 2006). Historically, educational
institutions relied on labor-intensive, manual methods for document production and
organization, culminating in inefficiencies and diminished operational efficacy (Wang, 2015).
Contemporary electronic document management systems, however, offer organizations the
capability to expeditiously and economically create, transmit, preserve, archive, and dispose of
documents (Johnston and Bowen, 2005; Kain and Koshy, 2013; Yl4jaaski, 2003). Concomitant with
global trends in the digital age, Turkey's document management system has evolved in response
to technological advancements, culminating in its seamless integration with electronic platforms.

The Ministry of National Education (MNE), a prominent state institution, has been actively
leveraging a Document Management System (DMS) across its various departments since 2012.
The integration of DMS into the ministry's communication framework aims to attenuate
bureaucratic red tape and entirely eradicate paper waste. Over the span of a decade, substantial
advancements have been made with respect to economic efficiency, notably in the curtailing of
redundant correspondences. Concomitant with these improvements, there has been a marked
reduction in the consumption of resources—energy, space, and paper—and most critically, in the
expenditure of time, an increasingly invaluable asset (Ozdemir, 2014).

Concomitant with its advent, the implementation of DMS has presented an array of challenges,
including practical inexperience and resistance to technological integration. This resistance is
exacerbated by bureaucratic tendencies to misuse the system; for instance, requesting vague
information under the assumption of ease and conducting correspondences beyond conventional
working hours, which has had a deleterious impact on the work motivation of school
administrators. Further complications arise from the repeated redundancy in correspondences,
attributable to the low levels of technological literacy among numerous administrators. Such
distractions have precluded these administrators, who are already burdened with manifold
responsibilities, from dedicating adequate time to educational activities and governance,
engendering a prejudicial disposition towards the system (Bacanak et al,, 2003). Moreover, the
lack of pre-existing familiarity with electronic systems like DMS among newly-appointed
managers has been identified as a significant hurdle to effective administration (Yetim and
Toprakei, 2020).

While extant literature offers comprehensive studies on DMS, many public institutions have yet
to cultivate sufficient readiness and awareness regarding best practices. This research was
conceived to delineate the challenges associated with the DMS, currently operational across all
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departments of the Ministry of National Education, with a view to proffering solutions and
advancing recommendations to mitigate these issues.

Purpose of the Research

The overarching objective of this study is to scrutinize the benefits, challenges, and apprehensions
engendered by the Ministry of National Education's DMS among school administrators. To this
end, the research aims to address the following pertinent questions:

1. What are the advantages of DMS?

2. What apprehensions arise from the utilization of DMS for official correspondence among school
administrators?

3. What challenges do school administrators encounter in the generation of official
correspondence via DMS?

METHOD
Research Design

This study employed a qualitative research methodology. Given that the "Document Management
System" (DMS) is conceptualized as a phenomenon, a phenomenological research design was
specifically chosen to facilitate an in-depth exploration of school administrators' perceptions and
experiences regarding the system's advantages and disadvantages.

Participants

The study group for this research was selected via convenience sampling and comprises
individuals working across different educational levels and various types of schools affiliated with
the Kocaeli Provincial Directorate of National Education during the 2022-2023 academic year.
Anonymity for the 13 participants was maintained through the utilization of a coding system.
Participants were labeled with numerical codes—such as "Y1, Y2, Y3..."—in accordance with the
sequence of their interviews. Preference was accorded to administrators with a minimum of five
years of professional experience.

Table 1. Demographic Characteristics of the Study Group

Variable Group f %
Gender Male 10 77
Female 3 23
Duty Manager 9 79
Assistant Manager 4 21
Seniority 6-10 years 2 15
11-15 years 0 0
16 years and above 11 85
Time in Management 1-5 years 1 7
6-10 years 3 23
11-15 years 4 31
16 years and above 5 39
School Type Kindergarten 1 7
Primary school 3 23
Secondary school 3 23
High school 6 47

Upon examination of the participants' demographic characteristics, a preponderance of male
administrators is observed. While the representation of managers with a seniority of 16 years or
more and those employed in high schools slightly outweighs other categories, the sample exhibits
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a diverse cross-section, effectively capturing participants from a myriad of demographic groups
(Table 1).

Data Collection

In this study, data was collected using a semi-structured interview form developed by the
researcher, entitled "The Advantages, Concerns, and Problems of the Ministry of National
Education DMS on School Administrators.” Semi-structured interviews offer the researcher the
latitude to both pose pre-arranged questions—predicated on prior subject and field
preparation—and to solicit in-depth insights by posing unscripted questions, contingent upon
participant responses (Yildirim & Simsek, 2016). While formulating the interview questions, an
expert in the field of Educational Sciences vetted them for structural, content, and linguistic
validity. Following necessary revisions, a pilot interview was conducted with a school
administrator employed in public education. The form was finalized based on feedback received
from this preliminary application. Below are the interview questions:

1. How has utilizing DMS benefitted you in terms of time management?
2. To what extent has DMS contributed to your school's economic efficiency?

3. What is your emotional response upon encountering the terms "URGENT" and "DAILY" in
official correspondence? Why?

4. At which stage do you prepare correspondence (beginning, middle, end) requested by higher
authorities within a specified timeframe? How does this process affect you?

5. How frequently are you unable to deliver an official letter on the designated day? What are your
emotional responses in such scenarios?

6. Have you ever neglected to reply to an official letter? What were the emotional repercussions
of this oversight?

7. Do you harbor concerns about facing administrative scrutiny due to errors in official
correspondence?

8. Do you find the language of official letters to be readily comprehensible? How frequently do you
encounter ambiguity in their meaning?

9. How often do higher authorities request information from you outside of regular working
hours? What is your emotional response to such instances?

10. How frequently do redundancies occur in your correspondence? What impact does this have
on your professional life?

Prior to conducting the interviews, participants were thoroughly informed about their rights and
the research process, and requisite permissions were obtained. Interview durations ranged from
20 to 40 minutes. Face-to-face interviews were scheduled with participants between April 3 and
April 28, 2022. With the consent of the participants, the interviews were recorded. Subsequently,
these recordings were transcribed to generate raw data.

Data Analysis

Prior to conducting the interviews, participants were thoroughly informed about their rights and
the research process, and requisite permissions were obtained. Interview durations ranged from
20 to 40 minutes. Face-to-face interviews were scheduled with participants between April 3 and
April 28, 2022. With the consent of the participants, the interviews were recorded. Subsequently,
these recordings were transcribed to generate raw data.

Validity, Reliability

In this study, which utilized a qualitative research methodology, alternative terms more
congruent with the essence of qualitative research were employed in lieu of traditional concepts
like validity and reliability. Accordingly, the term 'credibility’ was used instead of 'internal
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validity," 'transferability’ replaced 'external validity," 'consistency' took the place of 'internal
reliability, and 'confirmability’ was used instead of 'external reliability' (Yildirim & Simsek, 2016).
The validity of a study hinges on the researcher's faithful representation of observed outcomes
and gathered information. For this reason, details concerning school administrators were
accurately conveyed in the interviews conducted for this research. The study's reliability pertains
to the likelihood of replicating similar results if another researcher were to repeat the qualitative
study (Yildirim & Simsek, 2016). In this investigation, interviews with school administrators were
conducted in strict adherence to ethical guidelines, and the interview forms were not disclosed to
third parties. To ensure the study's consistency, expert opinions were solicited during the coding
phase for the creation of codes and sub-themes. Furthermore, to bolster the research's
confirmability, transcriptions of participant interviews were reviewed by the respective
participants, and any desired corrections were made.

RESULTS
Advantages of DMS

The initial research question of this study is "What are the advantages of the DMS?". To address
this query, school administrators were asked, "How has utilizing DMS benefitted you in terms of
time management? To what extent has DMS contributed to your school's economic efficiency?".
Responses from the participants indicated that DMS offers advantages both temporally and
economically. The findings related to the theme of "Advantages of DMS" are elucidated in Table 2.

Table 2. Advantages of DMS

Sub-Themes Codes Participants

Time-saving (Y1,Y2,Y3,Y4,Y6,Y7,Y8,Y9,Y10,Y11)
Time Efficiency Time-wasting (Y3,Y4,Y5,Y10,Y12,Y13)

Time-dissipation (Y12)

Stationery expenses (YLY2,Y3,Y4,Y6,Y7,Y8,Y9,Y10,Y11,Y12)
Economic Transportation costs (Y1,Y4,Y5Y6,Y8,Y9,Y10,Y11,Y12)
Contribution to the Efficient use of time (Y1Y5Y8,Y12,Y13)
School Labor savings (Y5,Y9,Y12,Y13)

Archiving (Y1,Y4,Y12,Y13)

According to the analysis of the collected data, the theme concerning the advantages conferred by
the DMS comprised two sub-themes: "Time Efficiency" and "Economic Contribution to the School".
Within the sub-theme of "Time Efficiency”, codes such as time-saving, time-wasting, and time-
dissipation were identified based on feedback from school administrators. Some participants
noted that DMS is advantageous in expediting work processes, while others observed that certain
routine tasks result in time inefficiencies. Selected opinions from school administrators on this
topic are provided below:

..doing the filing system backwards is very convenient. Y-1
... that it was kept in a certain order also made it easier to follow. Y-2

Because the process steps are very long, it causes a waste of time. However, since the
documents are not sent by hand, it provides comfort in terms of time. Y-3

..I can say that it saves time. However, there is a quantitative increase in the letters.
It is possible to say that there is no waste of time. Y-4

Within the sub-theme of "Economic Contribution to the School", as identified by school
administrators, various codes emerged, including stationery expenses, transportation costs,
efficient use of time, labor savings, and archiving. Selected opinions from school administrators
regarding this matter are elaborated upon below:

..carrying the documents was a financial burden... The paper flow was also quite high.
Y-5
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... we were allowed to spend more time with the institution. Bureaucratic processes
such as keeping a paper book and keeping a copy of the paperwork decreased. Y-9

I can say that using DMS contributes to schools in terms of paper, time, personnel and
transportation expenses. Y-12

Concerns Raised by Official Letters on School Administrators

The second research question of the study asks " What apprehensions arise from the utilization
of DMS for official correspondence among school administrators?". To address this research
question, four inquiries were posed to the administrators. As illustrated in Table 3, anxieties
stemming from official correspondence via the DMS among school administrators were
categorized into four sub-dimensions: attitudes towards the terms "urgent" and "daily", effects on
document preparation processes, emotional states triggered by document delays, and emotional

responses to forgetting to submit documents.

Table 3. Concerns of Official Correspondence on School Administrators

Sub-Themes Codes Participants

Feeling stressed and anxious (Y1,Y3,Y4,Y5Y7,Y8,Y9,Y10,Y11,Y12)

. Feeling no  different from  other

Attltudes" towar"ds the correspondence (Y4,Y5,Y7,Y9)
tz::;; urgent” - and o ling nervous (Y2,Y11,Y12,Y13)

Feeling bad (Y1,Y13)

Being on alert (Y6)

Feeling stressed and anxious (Y1Y2,Y3,Y4,Y7,Y12,Y13)

Being prudent (Y3,Y6)
Effects .on document Feeling nervous (Y12,Y13)
preparation process )

Not making fun of myself (Y2)

Acting according to the situation (Y7)

Feeling stressed and uneasy (Y1,Y2,Y5,Y7,Y13)
Emotional states Feeling inadequate (Y3,Y5,Y8,Y11)

) Stressed (Y4,Y7,Y12,Y13)

;r:;gag;sred by document Feeling embarrassed (Y6,Y10)

Feeling Worried (Y5)

Feeling regretful (Y2)

Feeling bad (Y1,Y3,Y6,Y8,Y10)

Feeling guilty (Y1,Y10,Y11,Y13)
Emotional responses to Worrying (Y2,Y11,Y13)
forgetting to submit Being embarrassed (Y11,Y12,Y13)
documents Feeling that you are neglecting on your duty (Y12)

Lamenting (Y9)

Not caring (Y7)

In order to answer this research question, the first question posed to school administrators was "
What is your emotional response upon encountering the terms "URGENT" and "DAILY" in official
correspondence? Why?". Based on the data analysis, codes were identified for feeling stressed and
anxious, feeling no different from other correspondence, feeling nervous, feeling bad, and being
on alert. Some opinions from school administrators on this topic are provided below:

I can't say I feel good. Sometimes information is requested that is not in the archives
of the schools. Sometimes it is stressful for higher authorities to ask for statistical
information, which requires a lot of effort, in a very short time. Of course, we are trying
to collect and send the information as soon as possible. The magic word here is stress.
Y-1

...The slowness of the internet speed in DMS and the system not allowing access from
personal computers, tablets or mobile phones from networks outside the school, the
difficulty of finding retroactive documents in the system, the DMS text editor not
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responding to the needs are the main problems | will mention at the stage of
answering the letters... Y-4

Nervous because while it is difficult to understand even normal letters, when anxiety
is added to it, it is difficult to get out of the work. Y-11

...I like to work in a planned way. The letters that appear at the last moment and have
quick turns can cause me to disrupt all my plans. When I jam this job in between, my
other jobs get stuck as well. This directly affects the educational activities. Y-12

The second question posed to address the second research question is “At which stage do you
prepare correspondence (beginning, middle, end) requested by higher authorities within a
specified timeframe? How does this process affect you?”. Based on the analysis of the data
obtained, codes were identified for feeling stressed and anxious, being prudent, feeling nervous,
not making fun of myself, and acting according to the situation under the sub-theme of "effects on
document preparation process". Some opinions from school administrators on this subject are
provided below:

I prepare at the beginning. I don't want to make fun of myself. Y-2
I prepare at the beginning. I want the job done right away. Y-8

... From time to time, I may experience anxiety due to the possibility of forgetting.
There is relief after the letter is gone. Y-12

The third question posed to address the second research question is " How frequently are you
unable to deliver an official letter on the designated day? What are your emotional responses in
such scenarios?". According to the analysis of the data obtained, the codes for feeling stressed and
uneasy, inadequate, stressed, embarrassed, worried, and regretful were identified under the third
sub-theme, "emotional states triggered by document delays". Some opinions from school
administrators on this subject are provided below:

I usually reply to the letters in a timely manner, but sometimes I do not respond,
thinking that some letters are not related to the type of institution. If it's something |
have to write, 1 feel anxious. Y-5

.1 get a little nervous if it's a sensitive subject and we're warned about it. Y-7
If I don't feel the need to answer some of the letters, | don't respond on purpose... Y-9

...I felt anxiety and uneasiness, especially when I was the manager for the first time.
After learning about the bureaucratic mechanism, this level of anxiety decreased when
I learned which letter could be sent later. Y-12

The fourth question posed to address the second research question is " Have you ever neglected
to reply to an official letter? What were the emotional repercussions of this oversight?". According
to the analysis of the data obtained, the codes for "feeling bad, feeling guilty, worrying, being
embarrassed, feeling that you are neglecting your duty, lamenting, and not caring" were identified
under the fourth sub-theme, "emotional responses to forgetting to submit documents". Some
opinions from school administrators on this subject are provided below:

When I forget to reply to the official letter, I call the relevant branch manager and
express the issue. I lament for myself “How did I forget?”. Y-9

...our main business is education and training activities. If we are going to experience
a feeling of lack, I think it should be related to the situation. Otherwise, this situation
may make us forget our main duty. Y-12
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Problems Encountered by School Administrators during the Formation of Official
Correspondence

The third research question of the study is " What challenges do school administrators encounter
in the generation of official correspondence via DMS?". To find an answer to this sub-problem,
four questions were asked to school administrators. It was observed that the problems faced by
school administrators during the creation of official correspondence were grouped under four
sub-themes: concerns about facing an administrative investigation, hesitations in understanding
the documents, emotional reactions to information requests outside of working hours, and
repetitions encountered in correspondence (Table 4).

Table 4. Problems Encountered by School Administrators during the Formation of Official

Correspondence
Sub-Themes Codes Participants
Concerns  about  facin an Feeling pressured (Y1,Y3,Y4,Y6,Y7,Y8,Y9,Y13)
o L . g Feeling victimized (Y2,Y10,Y12)
administrative investigation ) o
Drop in motivation (Y5)
Lack of comprehension (Y3,Y4,Y5,Y6,Y8,Y9,Y10,Y11,Y12)

Hesitations in understanding the 1 hinking the letter was sent to the wrong unit (y1 y3 y4 ys5y8,Y9,y11)

documents

Seeking verbal clarification (YLY12)
Difficulty in understanding (Y3)
Finding unnecessary (Y1,Y2,Y3,Y5,Y9,Y12,Y13)
Becoming irritated and angry (Y1Y5Y13)
Emotional reactions to Feeling anxious (Y9, Y12)
information requests outside of Feeling that it encroaches on family time (Y5,Y8)
working hours Believing that the work never ends (Y11,Y13)
Finding it bothersome (Y12)
Feeling fatigued (Y3)
Time wastage (Y1,Y3,Y6,Y9,Y13)
Feeling fatigued (Y2,Y4,Y7,Y12)
Work disruption (YLY7,Y12)

N ~ Loss of motivation (Y1,Y5Y9)
Repetitions  encountered in Increased workload (YLY5.Y8)
correspondence

Redundant tasks (Y8,Y9,Y13)
Loss of professional credibility (Y9,Y13)
Feeling devalued (Y9)
Becoming disengaged from the profession (YD)

n

The first question posed to school administrators is " Do you harbor concerns about facing
administrative scrutiny due to errors in official correspondence?”. According to the results of the
data analysis, the codes "feeling pressured, feeling victimized, and drop in motivation" were
identified within the first sub-theme. Some of the opinions of school administrators on this topic
are provided below:

...I definitely check the style and format of the written text one last time. Y-1

..It's a little bit about repetition. If it's the first time or a few times, I don't think so.
But if it continues, I think an investigation will be opened. This causes my motivation
to drop. Y-5

I don't think such a thing will happen. If that is the case, no one will lead. Something
like this puts pressure on us. This makes us make more mistakes. Y-7

..In fact, we are responsible according to the legislation. However, I have never
witnessed an investigation opened in such a case. Y-8
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Yes, this is already clear in the legislation. The responsibility belongs entirely to us, the
school administrators. This can also cause stress. Y-11

.JActually, there is always a correction option in correspondence. In my opinion,
bureaucratic authorities complicate this situation from time to time. Facilitation
should be provided except in cases of victimization related to fundamental rights and
freedoms and harming the state. Y-12

To address the third research question, the second question posed to school administrators is "Do
you find the language of official letters to be readily comprehensible? How frequently do you
encounter ambiguity in their meaning?". According to the results of the data analysis, the codes
"lack of comprehension, thinking the letter was sent to the wrong unit, seeking verbal clarification,
and difficulty in understanding” were identified within the second sub-theme, "hesitations in
understanding the documents". Some of the opinions of school administrators on this topic are
provided below:

...Responses to letters written with clear expressions and a solid language are also
quick. If there is any hesitation in the meaning of the letter, I would definitely ask for
verbal confirmation from a higher authority. Y-1

I think that the personnel who write official letters in public institutions are
insufficient to appreciate the information and documents related to records
management, to preserve and control the information and document, to comply with
the legal processes, and to establish the connection between the institutions,
organizations and individuals included in the scope of the letter. Therefore, I often
have doubts about the meaning of official writing. Y-4

...There are problems with the careless copy-paste texts. Y-6

Understanding of official texts depends on the skill of the writer. Some texts are
difficult to understand. We see this especially in the texts that come in the form of copy-
paste and we witness that they put the text attachments incorrectly. Y-9

...In fact, official correspondence should be short and clear. Sometimes, the essence of
the subject is forgotten and different subjects are mentioned. Of course, the power of
expression of the writer is also important here. That is, the level of education... Y-11

In general, official writings have a style. This style is not bad. However, from time to
time, we come across texts that are not well thought out. This can also cause confusion.
...If the confusion is caused by the cover letter, I contact the relevant institution by
phone. Y-12

To address the third research question, the third question posed to school administrators is " How
often do higher authorities request information from you outside of regular working hours? What
is your emotional response to such instances?". According to the data analysis results, the codes
"feeling unnecessary, becoming irritated and angry, feeling anxious, feeling that it encroaches on
family time, believing that the work never ends, finding it bothersome, feeling fatigued" were
identified within the sub-theme "emotional reactions to information requests outside of working
hours ". Some of the opinions of school administrators on this topic are provided below:

Rather than official correspondence outside of working hours, statistical information
and instant information about the school are requested in digital media and through
social media. In such cases, if the requested information is not available and I have to
stop by the school and get this information, I get angry and find it unnecessary. Y-1

In this case, in my job description in the Secondary Education Institutions Regulation,
"The principal also works outside working hours." I remember the phrase. Y-2
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...Because I am a woman, I also have responsibilities outside of school. Therefore,  am
sacrificing the time I will devote to my wife and children. This pisses me off too.
Sometimes, information is requested as soon as the full shift is over. This causes me to
leave school late. Y-5

... after all, we all have a life outside of school. Spouses and children who share this life
with you are also affected by this situation. When I spend the time I should have
allocated to them for these things, I get even more nervous. Y-8

I see it as an unnecessary workload and chore. It is difficult to reply to texts when we
are not available and in environments. Y-9

..I think it's part of our job. If you are a manager, you may encounter these types of
requests frequently. Because you are the first-degree interlocutor. Y-10

Social media becomes our correspondence area from time to time. Messages can be
sent even at night. Of course, this is very disturbing for me. Sometimes we are even
asked to respond to these posts. However, I don't want to deal with such things outside
of working hours. Y-12

The fourth question posed to school administrators to address the third research question was "
How frequently do redundancies occur in your correspondence? What impact does this have on
your professional life?". According to the results of the data analysis, the codes "time wastage,
feeling fatigued, work disruption, loss of motivation, increased workload, redundant tasks, loss of
professional credibility, feeling devalued, and becoming disengaged from the profession" were
identified within the sub-theme of "repetitions encountered in correspondence”. Some of the
opinions of school administrators on this topic are provided below:

Making the same correspondence all the time causes disruption of our other works at
school and increases the workload. Sometimes it can affect our lives to the level of
alienation from the profession and getting tired of the work we do. Y-1

It happens frequently. This increases the workload. Sometimes it negatively affects
motivation. Y-5

..Sometimes | think they are unaware of the letter they sent. Sending the same
information over and over feels like porting. Sometimes they want information from
us as if they don't have it. Y-8

...It causes a loss of prestige for me about the management profession. I feel worthless
about myself and my profession. There is also a sense of institutional weakness. There
should be no place for them in strong institutional structures. Y-12

RESULTS AND DISCUSSION

In the findings concerning the advantages of DMS, the themes of "benefit in terms of time" and
"contribution to school economy" stand out. The electronic archival capabilities of DMS expedite
bureaucratic processes by enabling cover letters to reach other institutions within seconds and
eliminating the need for physical record books for incoming and outgoing documents. Generally,
administrators view DMS in a positive light. These results corroborate the findings of Giiler
(2019)'s study involving primary school administrators.

Moreover, according to the research findings, this practicality can also serve as a double-edged
sword. The perpetual availability of school administrators can lead to excessive demands from
higher bureaucratic levels. Due to these increasing demands, there has been a notable uptick in
the volume of correspondence, including repetitive and unnecessary communications. This
hampers school administrators from effectively executing instructional leadership duties and
results in a waste of time. Similar studies (Turan, 2002; Vedi, 2013; Yildirim, Yilmaz, & Balikgi,
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2018) have emphasized that the time administrators allocate for bureaucratic tasks can be
redirected towards instructional activities, courtesy of DMS.

Another benefit of DMS is its economic impact on schools. As an electronic correspondence
system, DMS significantly curtails paper usage, thereby contributing to sustainability. Further, the
electronic delivery of letters to higher authorities eliminates the need for physical hand-delivery,
thereby reducing both labor and transportation costs. The digital archiving of incoming and
outgoing documents diminishes the necessity for physical storage materials like paper, files, and
folders. This economic efficiency is supported by other studies in the literature. For instance, it
has been concluded that DMS reduces bureaucratic clutter and enhances transparency and trust
by mitigating risks such as excessive paperwork and the loss of documents. The system has also
been found to accelerate educational and managerial processes, save time, and facilitate
governance (Giiler, 2019; Yildirim et al., 2018; Ozdemir, 2014; Toprak and Yakar, 2023). Various
other studies (Altiok and Duran, 2018; Ozdemir, 2014; Toprak and Yakar, 2023) indicate that
electronic document management systems offer cost savings for educational institutions,
including universities. According to the findings of this study, DMS offers several benefits
including energy, space, time, and paper savings, along with technological advancement, cost-
efficiency, standardization, accountability, transparency, easy storage, simple oversight, and quick
access to requested documents. Additionally, DMS has the capability of keyword search through
its search engine, facilitating quick access to older texts, thereby saving time and effort for the
personnel involved in document distribution, filing, storage, and retrieval. This also results in
spatial savings by making e-archiving rooms an alternative to physical storage spaces. Similar
findings were reported in a study by Kandur (2005).

It has been observed that labels such as "urgent" and "daily" on official correspondence in DMS,
along with stages of document preparation, delays, and instances of forgetting documents,
contribute to anxiety among school administrators. However, according to the administrators, the
primary issues such as delays in documents and forgetfulness largely stem from technical
problems and an inadequate system infrastructure. The administrators' anxiety appears to
increase for various negative reasons during the preparation of official documents. These reasons
include specific network infrastructure requirements like "MNE access" for connecting to DMS,
the inability to connect to this system with personal computers or mobile devices outside the
institution, limited options for retrospective document searches, and an inadequate text editor
within the system. In addition to these technical issues, it was found that school administrators
often resort to traditional methods to avoid disruptions in responding to official correspondence.
They frequently take notes in agendas, on loose pieces of paper, or in notebooks to prioritize tasks
and avoid delays. Repetitions in official correspondence particularly fatigue school
administrators. Constantly sending the same information requested by higher authorities can lead
to disengagement. Letters that are left until the last moment and require immediate responses
from higher authorities tend to be superficial and are completed merely for the sake of fulfilling a
requirement. Such hastily prepared responses are often inaccurate and serve only to fulfill the
paperwork, leading to ineffective written communication. Previous research aligns with these
findings. For example, a study by Altiok and Duran (2018) highlighted issues such as inadequate
internet speed, restrictions on access from non-school personal devices, and an insufficient
system word processor as significant challenges in DMS use. Another study by Altintas (2019)
mentioned that limitations on the number of retrievable documents in the system impede timely
access to some documents. These consistent findings across studies suggest an urgent need to
reevaluate and improve the DMS system to better support school administrators in their roles.

In numerous studies (Altiok and Duran, 2018; Yildirim et al.,, 2018), the need for updating
electronic systems like DMS to address user complaints has been emphasized. Feedback from
stakeholders using the DMS system can provide invaluable information to officials in the Ministry
of National Education, guiding updates that would make the program more effective. These
findings are consistent with the existing literature on the subject. For instance, a study conducted
by Odabas (2001) concluded that establishing the necessary infrastructure is crucial for delivering
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fast, reliable, economical, and straightforward public service. It also emphasized the importance
of leveraging the administrative convenience and communication techniques provided by
information technologies in institutions and organizations. The study recommended speeding up
the unification of public information networks, which form the backbone of electronic
correspondence, and assigning a central unit to prevent data duplication and ensure data
integration between institutions. Given these insights, several studies on DMS (Altiok and Duran,
2018; Yildirim et al., 2018) have reiterated the importance of updating the system to enhance user
convenience.

Regarding the issues encountered with correspondence in DMS, school administrators cited
concerns about administrative investigations, ambiguities in the text, requests for information
outside of working hours, and repetitive correspondence. Generally, school administrators do not
anticipate facing administrative investigations for errors in official correspondence or delays in
responses. Many of them believe that the correspondence is not intrinsically related to the
school's internal operations and see the school as an executive body for official affairs, given its
status as a government institution. Based on this perspective, the primary focus for school
administrators is education, with official correspondence considered a secondary concern.

Another finding from the research is that official texts are often not easily understandable. Many
school administrators reported difficulties in interpreting these official documents. Official letters
are not as concise and clear as they could be. Excessively lengthy correspondence hampers
understanding of the main subject and often diverges from the core topic. The readability of an
official document depends on several factors, including the writer's educational background,
writing style, expressive ability, understanding of relevant legislation, and familiarity with field-
specific terminology. It was found that documents prepared through a "copy-paste" approach,
without thoughtful consideration and drifting away from the main topic, led school administrators
to hesitate during the response phase. This hesitation often escalated into anxiety over the
possibility of providing incorrect responses.

The advancement of communication networks in today's technology also introduces a range of
issues. Within a data-based system, school administrators are expected to respond to official
letters outside of regular working hours and to relay various forms of information to higher
authorities via social communication platforms. This creates a sense of drudgery for many
administrators. A significant number view time spent on such out-of-hours correspondence as
laborious, thereby generating negative emotions like anger, unhappiness, and boredom. They feel
that the time they could be spending with their families is instead consumed by these
administrative tasks, cultivating a perception that the work is never-ending. Similar findings have
been noted in the existing literature. One of the most notable outcomes of a study conducted by
Ergilin (2020) is the identification of "Drudgery for document preparation” as a significant issue.
According to the research, many educators regard tasks performed outside of working hours as
burdensome. Some participants indicated that the tasks required of them were often only
completed in a superficial manner and did not serve to achieve any meaningful goals. Yetim and
Toprake1 (2020) found that new school administrators often lack prior training on electronic
systems like DMS, contributing to challenges in effective management. This lack of preparation
can periodically result in heightened levels of anxiety and concern among administrators.

The findings indicate a strong need for more comprehensive and qualified training on the Digital
Management System (DMS) for school administrators. Existing training programs appear to be
insufficient, both in terms of content and quality of instruction, as corroborated by several studies
(Altiok and Duran, 2018; Vedi, 2013; Yildirim et al,, 2018; Altintas, 2019). Providing effective
training to both newly appointed and experienced managers could significantly enhance the
utilization and efficiency of the DMS, mitigating some of the administrative burdens that
administrators currently face.

The issue of repetitive correspondence emerges as a significant pain point for school
administrators. This repetition not only leads to an unnecessary increase in workload but also
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impacts their core educational responsibilities. Furthermore, it fosters negative emotional states
such as boredom, disenchantment, and decreased motivation, all of which can result in a
diminished sense of institutional loyalty and respect. These findings align with those of a study by
Tayfur and Arslan (2012), which found that many administrators experience a high degree of
work-family conflict. The same study also indicated that increased workload leads to emotional
fatigue, a sense of boredom, and a negative attitude towards work, further underscoring the idea
that perceived workload correlates with emotional exhaustion.

According to the findings of this study, the following recommendations can be made for
researchers:

e As with any research, this study also has limitations. Therefore, researchers can conduct
similar studies using different samples and research designs.

o The participants of the present study are only managers. Research can also be conducted
with other educational stakeholders (civil servants, teachers, etc.).

According to the findings of this study, the following recommendations can be made for
practitioners:

e For all users of DMS, effective ways to use the program can be explored through problem
identification and solution-generating meetings.

e Selection criteria such as education level, technological literacy, spelling and punctuation
knowledge, and legislative knowledge can be established for choosing personnel to
handle correspondence.

e To increase the efficiency of correspondence, detailed and effective in-service training
courses on the functioning of DMS can be organized for staff and school personnel
working in the Directorates of National Education.

e DMS should be accessible from locations without MNE network infrastructure.

e An efficient search engine and a more comprehensive, retrospective archive can be
added to DMS. This would help reduce repetitive texts.

o Rather than increasing the volume of correspondence from senior management, focus
should be placed on high-quality, purposeful correspondence.
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