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CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2 HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. Thus the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labour.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.




1.3 OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry
Promote the desired technological knowhow required for the advancement of the nation.
1.4	OBJECTIVES OF ESTABLISHMENT
· To provide optimum and individual care to patients.
· To develop recognition for patients needs for privacy and preservation of dignity.
· To maintain good relationship with patients, relations and the community through health education.
· To carry out diagnosis and intervention.
· To provide training for students.
· To maintain sufficient hospital supply of equipment and promote their utilization and maintenance.
To treat and control diseases.





CHAPTER TWO
2.1	LOCATION AND BRIEF HISTORY OF ESTABLISHMENT 
Hollab School is a school with vision and mission to make education more easier for younger one we accept student but international and nation is located at No 2 Odo - Eri Street Opp. Aakins Petroleum Station & Danialu Area Gaa Akanbi Road,Ilorin, 
2.2	OBJECTIVE OF THE ESTABLISHMENT 
1. To educate 
2. To give future to next generation 
3. To render good service on IT to the people around the area and other places 
4. To investigate more experience about IT
2.3	ORGANIZATION STRUCTURE  
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2.4	VARIOUS DEPARTMENT
1. DIRECTOR: A general manager manages all teams, maintains organisational structure, guides team leaders, assigns duties, and leads
2. person who has controlling authority or is in a leading position: such as a : a chief or head man or woman
3. Accountant: Accounting officer involves overseeing financial operations, maintaining accurate financial records, preparing financial reports, ensuring office is run well financially

CHAPTER THREE
EXPIRENCE GAIN
3.1	FILE RECORDING  
“File recording” can have different meanings depending on the context:
	1.	In General Terms – It refers to the act of saving or documenting information in a file for future reference.
	2.	In Audio/Video Context – It means capturing sound or video and saving it as a file (e.g., MP3, MP4, WAV).
	3.	In Legal/Official Context – It can mean officially submitting a document to a legal or government authority.
	4.	In IT/Computer Science – It refers to storing data in a digital file within a system or database.
3.2	FILE
The term “files” can refer to both physical and digital documents. Here are the main types:
1. Physical Files (Paper-Based)
	•	Personal Files – Employee records, medical records, legal documents.
	•	Official/Business Files – Contracts, invoices, financial statements.
	•	Reference Files – Research papers, reports, manuals.
	•	Project Files – Documents related to specific projects.
	•	Correspondence Files – Letters, emails, memos.


2. Digital Files (Computer-Based)

A. Text & Document Files
	•	Word Documents (.docx, .pdf, .txt)
	•	Spreadsheets (.xls, .csv)
	•	Presentations (.pptx)

B. Media Files
	•	Image Files (.jpg, .png, .gif)
	•	Audio Files (.mp3, .wav)
	•	Video Files (.mp4, .avi)

C. System & Program Files
	•	Executable Files (.exe, .apk)
	•	Configuration Files (.ini, .cfg)
	•	Database Files (.sql, .db)

D. Compressed & Backup Files
	•	ZIP/RAR Files (.zip, .rar)
	•	Backup Files (.bak)

E. Coding & Development Files
	•	Source Code Files (.py, .java, .html)
	•	Script Files (.sh, .bat)

RECORDING FILE MOVEMENT 
Recording file movements refers to tracking the transfer, access, or modifications of a file within a system or physical storage. This can be done for security, compliance, or organizational purposes.

TYPES OF FILE MOVEMENT RECORDING:
	1.	Digital File Tracking – Monitoring who accessed, moved, copied, or modified a digital file in a computer system or network (e.g., using audit logs or version control).
	2.	Physical File Tracking – Keeping a record of when and where a physical document or file is moved, including check-in/check-out logs.
	3.	Enterprise or Government Records Management – Organizations track document movement for compliance, such as legal records, medical files, or confidential documents.

FILE NUMBERING 
File numbering is a system used to assign unique identifiers to files (physical or digital) for easy organization, retrieval, and tracking.
Types of File Numbering Systems:
	1.	Sequential Numbering – Files are numbered in order (e.g., 001, 002, 003).
	2.	Chronological Numbering – Based on dates (e.g., 2024-001, 2024-002).
	3.	Alphanumeric Numbering – Combines letters and numbers (e.g., HR-2024-001 for HR department files).
	4.	Category-Based Numbering – Uses specific codes for different file types (e.g., INV-001 for invoices, CL-2024-01 for client files).
	5.	Decimal Numbering – Similar to the Dewey Decimal System, often used in libraries or large archives (e.g., 100.01, 100.02).

IMPORTANCE OF FILE NUMBERING:
	1.	Easy Organization & Retrieval – Helps quickly locate specific files, reducing time spent searching.
	2.	Prevents Duplication – Ensures each file has a unique identifier, avoiding confusion.
	3.	Enhances Security & Tracking – Allows monitoring of file access, movement, and modifications.
	4.	Improves Workflow Efficiency – Streamlines file management in offices, legal systems, hospitals, and businesses.
	5.	Facilitates Compliance & Auditing – Helps meet legal and regulatory requirements for record-keeping.





3.3	RECORD KEEPING
Record keeping is the process of systematically creating, organizing, storing, and maintaining records (physical or digital) for future reference, legal compliance, and operational efficiency.
Importance of Record Keeping:
	1.	Efficient Organization – Helps manage information systematically.
	2.	Legal Compliance – Ensures adherence to laws and regulations.
	3.	Financial Management – Keeps track of transactions, invoices, and expenses.
	4.	Improved Decision-Making – Provides data for strategic planning.
	5.	Security & Accountability – Helps track file movements and prevent fraud.
	6.	Historical Reference – Maintains records for audits, research, or reviews.

TYPES OF RECORD KEEPING SYSTEMS:
	1.	Manual Record Keeping – Using physical files, registers, or ledgers.
	2.	Digital Record Keeping – Using databases, cloud storage, or document management software.
	3.	Hybrid System – A combination of both manual and digital records

3.4	REGISTER?
A register is an official record or log used to systematically document information, transactions, or events. It can be physical (written in books) or digital (stored in databases or spreadsheets).

Types of Registers:
	1.	Administrative Registers – Used in organizations for employee records, attendance, and meetings.
	2.	Financial Registers – Includes cash books, invoice registers, and tax records.
	3.	Legal Registers – Maintains contracts, court cases, and compliance records.
	4.	Inventory Registers – Tracks assets, stock, and supplies in businesses.
	5.	Visitor Registers – Records details of visitors entering a facility.
	6.	Medical Registers – Patient records, hospital admission logs.
	7.	Educational Registers – Attendance registers, student records, exam
IMPORTANCE OF RECORD KEEPING
	1.	Efficient Organization – Helps businesses, institutions, and individuals keep information structured and accessible.
	2.	Legal Compliance – Ensures adherence to regulations and laws, such as tax filings, contracts, and audits.
	3.	Financial Management – Tracks income, expenses, payroll, and financial transactions for better budgeting and accountability.
	4.	Decision-Making Support – Provides historical data to analyze trends and make informed choices.
	5.	Security & Accountability – Helps monitor actions, prevent fraud, and ensure transparency.
	6.	Evidence & Documentation – Serves as proof in case of disputes, audits, or legal proceedings.
	7.	Historical Reference – Preserves important records for future use, such as company history or family genealogy.

IMPORTANCE OF COMPUTERS IN RECORD KEEPING
	1.	Efficient Storage & Organization – Computers allow digital storage, reducing the need for physical files and making organization easier.
	2.	Quick Retrieval of Information – Digital records can be searched and accessed instantly, saving time compared to manual methods.
	3.	Enhanced Security – Computers offer password protection, encryption, and restricted access to sensitive records.
	4.	Automation & Accuracy – Reduces human errors in data entry, calculations, and record updates.
	5.	Backup & Disaster Recovery – Digital records can be backed up in the cloud or external storage, preventing data loss due to disasters.
	6.	Easy Sharing & Accessibility – Records can be accessed remotely, shared via networks, and integrated across departments or organizations.



CHAPTER FOUR
4.1	WHAT IS DISCIPLINARY ACTION
Disciplinary action refers to corrective measures taken by an organization, employer, or authority to address misconduct, rule violations, or poor performance by employees, students, or members of an institution.
Importance of Disciplinary Action:
	1.	Maintains Order & Professionalism – Ensures a respectful and productive work or learning environment.
	2.	Encourages Compliance – Reinforces adherence to company policies, school rules, or legal regulations.
	3.	Prevents Misconduct – Deters employees or students from engaging in unethical behavior.

TYPES OF DISCIPLINARY ACTIONS:
	1.	Verbal Warning – A formal discussion about the issue, usually for minor infractions.
	2.	Written Warning – A documented notice outlining the misconduct and required corrective actions.
	3.	Suspension – Temporary removal from work, school, or duties as a consequence of serious violations.
	4.	Demotion – Reduction in rank, responsibilities, or pay due to continued misconduct.
	5.	Termination/Dismissal – Permanent removal from a job or institution for severe or repeated violations.
	6.	Legal Action – If misconduct involves criminal activity, legal steps may be taken.

REASONS FOR DISCIPLINARY ACTIONS
Disciplinary actions are taken to address misconduct, rule violations, or poor performance. Common reasons include:
1. Workplace Misconduct
	•	Absenteeism & Tardiness – Frequent unapproved absences or arriving late.
	•	Insubordination – Refusing to follow instructions or disrespecting authority.
	•	Workplace Harassment – Bullying, discrimination, or inappropriate behavior toward colleagues.
	•	Breach of Company Policies – Violating dress codes, internet use policies, or workplace rules.
	•	Substance Abuse – Using drugs or alcohol at work, affecting performance and safety.

2. Poor Performance
	•	Failure to Meet Expectations – Consistently missing deadlines or producing low-quality work.
	•	Negligence – Carelessness that leads to mistakes, financial loss, or safety hazards.
	•	Lack of Productivity – Wasting time, poor work ethic, or not contributing to team goals.

3. Ethical Violations
	•	Fraud or Theft – Stealing company assets, financial fraud, or falsifying documents.
	•	Confidentiality Breach – Sharing sensitive information without authorization.
	•	Conflict of Interest – Engaging in activities that create a personal advantage over company interests.

4. Safety & Security Violations
	•	Violating Safety Protocols – Ignoring health and safety guidelines, causing potential hazards.
	•	Unauthorized Access – Entering restricted areas or misusing company data.
	•	Violence or Threats – Physical altercations or threats against colleagues or management.

5. Legal or Regulatory Violations
	•	Discrimination & Harassment – Engaging in behavior that violates labor laws.
	•	Breaking Industry Regulations – Failing to comply with professional or legal standards.

PRINCIPLES OF DISCIPLINARY ACTION
Effective disciplinary action should be fair, consistent, and constructive to maintain workplace order while respecting employees’ rights. Here are key principles:

1. Just Cause
	•	Ensure there is a valid and reasonable reason for taking disciplinary action.
	•	Investigate the issue thoroughly before making a decision.
2. Consistency & Fairness
	•	Apply disciplinary actions equally to all employees to prevent bias or discrimination.
	•	Ensure the punishment fits the offense.
3. Progressive Discipline
	•	Start with mild corrective actions (verbal warning) and escalate if the behavior continues (written warning, suspension, termination).
	•	Give employees a chance to improve before severe action is taken.

4. Clear Communication
	•	Explain the reason for the disciplinary action clearly.
	•	Inform the individual about expected behavior changes and possible consequences for repeated violations.
4.2	STAFF DEVELOPMENT
Staff development refers to the continuous process of training, educating, and improving employees’ skills, knowledge, and performance to help them grow professionally and contribute effectively to an organization.
IMPORTANCE OF STAFF DEVELOPMENT
	1.	Enhances Skills & Knowledge – Employees stay updated with new trends, technologies, and best practices.
	2.	Boosts Productivity – Well-trained staff perform their duties more efficiently, leading to better results.
	3.	Increases Employee Satisfaction & Retention – Career growth opportunities make employees feel valued and reduce turnover.
	4.	Improves Workplace Morale – Employees feel motivated and engaged when they see growth opportunities.
	5.	Prepares for Leadership Roles – Helps identify and groom employees for future managerial positions.
	6.	Encourages Innovation & Adaptability – Employees become more creative and open to changes in the industry.
	7.	Ensures Compliance – Keeps staff updated on legal, ethical, and organizational policies.
TYPES OF STAFF DEVELOPMENT PROGRAMS
	1.	On-the-Job Training – Learning through hands-on experience and mentorship.
	2.	Workshops & Seminars – Short-term training sessions on specific skills.
	3.	E-Learning & Online Courses – Digital platforms offering flexible learning options.
	4.	Professional Certifications – Advanced training for specialized expertise.
	5.	Coaching & Mentoring – Guidance from senior employees

OBJECTIVES OF STAFF DEVELOPMENT
	1.	Enhance Employee Skills & Knowledge – Improve job-related competencies to boost efficiency and performance.
	2.	Increase Productivity & Efficiency – Equip employees with the right tools and training to work smarter and faster.
	3.	Improve Job Satisfaction & Employee Morale – Encourage professional growth, making employees feel valued and motivated.
	4.	Promote Career Growth & Advancement – Prepare employees for higher responsibilities and leadership roles.
	5.	Ensure Adaptability to Change – Train staff to embrace new technologies, processes, and industry trends.

METHODS OF STAFF DEVELOPMENT
Organizations use various methods to train and develop their employees based on their goals, industry, and resources. Here are some effective staff development methods:
1. On-the-Job Training (OJT)
	•	Employees learn while working under supervision.
	•	Methods include job shadowing, coaching, and mentoring.
	•	Best for hands-on skills and practical knowledge.

2. Workshops & Seminars
	•	Short-term training sessions focused on specific skills.
	•	Can be conducted in-house or by external experts.

3. E-Learning & Online Courses
	•	Digital platforms offer flexible and self-paced learning.
	•	Examples: LinkedIn Learning, Coursera, Udemy.

4. Professional Certifications
	•	Employees take accredited courses to gain specialized knowledge.
	•	Common in industries like IT, healthcare, and finance.
CHAPTER FIVE
5.1	CONCLUSION
The student industrial work experience scheme (SIWES) helps students to expand their knowledge and experience in their field of study. It will also help student whenever they come across it in future career.
5.2	RECOMMENDATION
	I wish the government and the school authority to provide necessary materials for the students during this programme. They should also try to pay the students allowance so as to serve as help for the students in one way or the other.
	Also, the supervisors should make sure they visit the students in their place’s of attachment for proper monitoring, improvement and progress for the benefit of the societies as a whole.     
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