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REPORT OVERVIEW
SIWES is an industrial training program that assists students to gather practical experience in their various disciplines. It is designed to expose students to the industrial work place during their course of study. This report is about the experience I gained during my SIWES.
This report also contains information on where I carried out my training, the description of the establishment /institution of my attachment. It includes the location and brief history of the establishment, organizational structure, the various sections in the establishment and their functions.
More so, I will also discuss some challenges I encountered during the period of my training and some recommendations that could help improve the organization and the scheme.
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CHAPTER ONE
INTRODUCTION
   1.1. History of Industrial Training Fund (ITF)
The Industrial Training Fund was established in 1971. It has operated consistently and painstakingly within the context of its enabling laws and Decree 47 of 1971 as Amended in the 2011 ITF ACT. The objective for which the fund was established has been pursued vigorously and efficaciously. In the four decades of its existence, ITF has not only raised training consciousness in the economy, but has also helped in generating a corps of skilled indigenous manpower which has been manning and managing various sectors of the national economy.
Over the years, pursuant to its statutory responsibility, the ITF has expanded its structures, developed training programs, and reviewed its strategies, operation and services in order to meet the expanding and changing demands for skilled manpower in the economy. Beginning as a Parastatal “B” in 1971, headed by a Director, the ITF became a Parastatal “A” in 1981, with a Director- General as the Chief Executive under the aegis of the Ministry of Industry. The Fund has a 13-member Governing Council and operates with 10 Departments and 4 Units at the Headquarters, 33 Area Offices, 3 Skill Training Centers, and a Centre for Industrial Training Excellence.
  Participation in SIWES has become a necessary pre-condition for the award of Diploma and Degree certificates in specific disciplines in most institutions of higher learning in the country, in accordance with the education policy of government.                        
 
1.2 Aim & Objectives of Student Industrial Work Experience Scheme (SIWES)
SIWES provides avenue for student to acquire industrial skills and experience in their approved course of study. It also prepares student for their industrial work situation after graduation.
The objectives of the students’ industrial training work experience scheme are:
i. Provision of avenue for students in the Nigerian universities to gain industrial skills and experience in their course of study.
ii. To prepare students for the work situation they are likely to meet after graduation.
iii. To expose students to work methods techniques in handling equipment and machinery that may not be available in the universities.
iv. To make the transition from the university to the world of work easier, and thus enhance students contacts for later job placement.
v. To provide students with an opportunity to apply their theoretical knowledge in real work situation, thereby bridging the gap between university work and actual practice.






CHAPTER TWO
 DESCRIPTION OF THE ESTABLISHMENT OF THE ATTACHMENT
2.1 Location and History of Establishment
Kwara State Polytechnic library, The Sheu Jimoh library is a second-generation academic library which was established within its parent (tertiary) institution. The Library system consists of the Main library, electronic library and also the bindery section. Although the Library operates on dual campus arrangement, its administrative machinery and acquisitions mechanism are centralized under the directive of the Polytechnic Librarian. The Main Library is a magnificent buildin. It houses some 50,000 volumes of books excluding pamphlets, journals, theses/dissertations and documents (archives). It can seat about 500 to 1000 users when fully utilized. Like its parent institution, the library is a hybrid conventional system with its collections developed along departmental, faculties and courses consideration. The library is also stocked with a substantial number of Audio-Visual materials and databases that can be accessed on CD-ROM and internet. It is also not too far from the heart of the town, depending on the density of geographical population, so that researchers and other qualified/registered users can have access to the information materials at their convenience.






2.3 organization structure of kwara state polytechnic library
Polytechinc Librarian’s Office

General Office
Technical Services Department
Reader Services Department
Electronic Support Services Department
College of Health Sciences Library Department
Circulation Section
Reference Section
Document Section
Researcher Support Section
Outreach Support Section
E-Library Section
Digitization Section
Multimedia Section
OPAC UNIT
Online Support Unit
Cataloguing & Classification Section
Acquisition Section
Serial Section	
Bindery Section
Photography Unit
Reprography Unit
Audio Unit
Visual Unit
Community Service Unit
Faculty Library Unit
Departmental Library Unit

















2.4 The Various Departments/Units in the Establishment and their Functions
   There is no universal structure that is prescribed for libraries. Each library develops and operates a structure that best suits/meet its need. 
 The University of Ilorin library presently operates three board divisions. In the addition to the office of the University librarian which is responsible for administration the entire library. 
  The Division is as follows:-
1. Technical services division
2. Reader services division 
3. Electronic support services division    
2.4.1 Technical Service Division
  The primary roles of the technical service division of the university of Ilorin library are rendered out of the sight of library users. It includes acquisition of information resources, processing and organization of resources through accessioning, cataloguing, classification, serial section and bindery section. 
Acquisition Section: The section is a process for securing library collection for the library whether by direct purchase, gift, exchange, membership or legal deposit. Once decision has been made to purchase resources, the work of acquisition process starts by preparation of an order forms, the selection of vendors, supply of the materials, collation of the item supplied, stamping and recording of the items and finally payment made to the vendor and receipt given to the library and bursary department for auditing and financial accounting of acquisition section.  
Major routines performed in the Section include:
i. Collection development i.e. procurement of books through purchases, donations, gifts and endowment. 
ii. Keeping records of books purchased. 
iii. Verification of books on order. 
iv. Accessioning and stamping of books purchased. 
v. facilitating book purchases between Library clientele and Publishers for personal use; and
vi. Preparation of lists of new arrivals (books).
Cataloguing and Classification Section: This section processed the materials and provide bibliographic information to the materials that is assign subject heading, location and class marks to the materials /books.  
This section is charged with the responsibilities to:
i. catalogue Library materials;
ii. classifies Library materials;
iii. manually and electronically creates and maintains records of the Library’s holdings;
iv. label Library materials; and
v. move the processed materials to their designated sections (e.g. Circulation, Reference and Serials)
vi. Labels processed books for easy identification on the shelves.
vii. Key in all processed books into computer.
viii. Maintains authority control and provides appropriate references in the library catalogue.
ix. Provides and maintains bibliographic links in the catalogue to electronic and other remote resources.
Serial Section: It acquires journals and related serial materials that come into the library. The section catalogue, classify and make serials materials available to library users. Its materials are mainly use for research purpose and meant for consultation only and not to be borrowed. It collects newspapers, government publication especially gazettes, government white paper and journal. 
Serials Section Include the following:
i. Procurement of journals, newspapers and magazines through subscriptions or donations. 
ii. Processing of Serials for the use of the clientele. 
iii. Arrangement of Serials on the shelves. 
iv. Making Serials available to users on demand. 
v. Keeping statistics and generate reports of users of Serials. 
vi. Displaying current Serials. 
vii. providing current awareness services and
viii. Maintaining bibliographic details of Serials in the Kardex as well as Serials card catalogue.
Bindery Unit: The role of the bindery section is to bind or mend the library materials that have torn for the purpose of reclaiming the originality of the materials in terms of shapes.
The services of the Bindery Section include:
i. General book binding for the Library, other departments and offices of the University, Institutes and individuals of the University community and outside. 
ii. Cutting of the catalogue cards, for both the Library and its clientele’s use. 
iii. Training of students of Library and Information Science on Industrial Training (IT) under the SIWES programme, to update their practical knowledge in the area of book-binding and preservation. 
iv. Lamination of papers and documents like certificates and identity cards for the individuals within the university community and beyond; and
v. Other essential and emergency services, as may be assigned to the Head of the Section, by the University Librarian, like the binding of accreditation papers and other services.
2.4.2 Readers Services Division
This section rendered to the users to ensure full utilization of the acquired and processed /organized information resources for the satisfaction of their information needs. It includes lending services, reference and information services, current awareness services, selective dissemination of information, literature search, library publications and exhibitions, tendering services, inter-library loan and document delivery services and users education and information literacy instruction. 
Circulation Section: 
This is one of the public relations sections of the Library. The head of the section is usually Circulation Librarian.  This section engaged in activities in procedures for borrowing various information materials. And all prospective readers must fill in a registration card renewable each session before being allowed the use of the library. 
The Circulation Section has the responsibilities to:
i. Register new Library users. 
ii. Charge books out to users. 
iii. Discharge returned books. 
iv. Keep statistics and generate reports of Library users and Library materials consulted. 
v. Display and shelve new books. 
vi. Re-shelve used books. 
vii. Conduct shelf-reading. 
viii. Maintain books on the open shelves and
ix. Maintain books on reserved and other closed access shelves and keep records of usage.
Reference Section:  
This section is headed by a Reference Librarian. Reference materials are meant for consultation only and are therefore not to be borrowed or taken out of the library. Like the Circulation Section, this section is also a public relations section of the Library.  A reference service is specialized kinds of services that library users obtained in the reference section of the library. 
Other functions are as follows:
i. Shelving and shelf reading of reference materials.
ii. Provides answers to directional or non-directional queries from the users or clienteles.
iii. Performs inter-library lending on behalf of library users.
iv. Taking statistics of users and consulted materials.
v. Recording daily newspapers.
vi. Indexing: extracting key point’s information from the newspapers.
vii. Issuance of referral letter to library patrons 
viii. Attending to students with referral letter from other institutions.
ix. Training of I.T students in reference work.
x. Carrying out mini cataloguing on staff conference papers.
xi. Users Education: educating users on how to make use of library and its resources.
Documents Section: The Documents Section houses government publications and other publications emanating from bodies.This section engaged of having legal backing and it could originate from individuals or any government. A government publication is a document that is printed at government's expenses or published by the authority. The Federal State, Executive, Legislative and Judiciary could be the issuing agencies. Document may appear in a wide variety of format. 
 Functions which include:
i. Harvesting of documents from government agencies and corporate bodies;
ii. Classifying the harvested publications. 
iii. Maintaining the records of documents in the section. 
iv. ensuring that documents are made available to users on request; and
v. Keeping statistics and generating reports of documents consulted.
vi. Documents can only be consulted in this section except for the purpose of photocopying. However, permission must be sought from the Librarian in charge of the section before such documents can be taken out of the purpose of photocopying.

2.4.3 Electronic Support Services Division
As the name implies, the division has the responsibility to provide services in electronic format to library users. The main activity of this division is to support the users to have free access to any information through the internet.
The division comprises of the following sections:
E-Library: this unit assists the users’ i.e. students and staff to search the subscribed and unsubscribed databases for the needed information.
Other functions are as follows:
i. Provides on-line information to users.
ii. Training users on how to search the internet for relevant information. 
iii. Provides free access for users to browse for registration or make payment.
iv. Provides on-hand training for students on SIWES
v. On-line dissemination of current resources acquired.
vi. Provision of internet facilities for library users. 
vii. Proper checking of the website to know if the data bases are working properly.
Digital Library Section: this unit is responsible for developing an institutional repository that students and staff can access.
Other functions are as follows:
Placing of any publication produced in each faculty on the institutional repository.
Digitalization of both thesis and dissertation.
Automation Section: this unit ensures that all manually handled library activities are carried out by the computer; this is done for portability as well as organizational and easy accessibility.
Other functions are follows:
Activities carried out manually in the library are also carried out using the computer.
With the aid of the software called KOHA, books can be borrowed, know what is been borrowed and also renewal borrowed materials due dates.
Knowing the list and location of resource materials (books) in the library. 
Multimedia Section
This section is saddled with the responsibility of providing a wide range of recordings and production services to the University staff and students, and maintaining audio-visual equipment in all multimedia sections of the Main Library, E–Library and College of Health Sciences Library. The section is equipped with audio sets, headphones, Plasma TVs, video cameras, audio tapes and recorders, CD-ROM, VCD, and DVD production equipment. There is provision for a media room for recording at each location. Reservations for use of the media room and other specialized services requiring bookings would be available on request.







CHAPTER THREE
3.1 WORK THAT I ACTUALLY CARRIED OUT
When I was doing my training at the University of Ilorin Library, I was posted to different sections available in the library. I was taught the practical work done in these sections and how to perform my duties very well to become a professional librarian.
Cataloguing and Classification Section
In cataloguing and classification section, Introduction and orientation was done through Mrs Raji and taught me how to did descriptive work by making  physical description of such material using the bibliographic elements such as name of author, title, name of publisher, place of publication, year of publication, pagination, ISBN(International Standard Book Number) or the ISSN (International Standard Serial Number),this is called MANUAL CATALOGUE.I was told to catalogue some materials Which the name of materials is ESSENTIAL IMMULOGY by/ROITT, IVAN and BIOLOGY TEACHING METHODS EDITED BY ISAAC, OLAKANMI ABIMBOLA which the correction was made by head of cataloguing section Mrs. Raji catalogued books of various types’ i.e books with authorship, edited books, books in volume and also some in series.
 In classification i was taught how to determine the subject heading of materials that have been catalogued. Subject heading are determined by reading through the introduction or preface of information material not from the title of the materials. I also learnt how to assign classification number to the material from the classification scheme used by the library that is the Library of Congress Classification Scheme, also learnt how to use the cutter table. I also taught how to input 3x5 cards that contains information descriptive works done manually to KOHA at E-library, which i also part took on entered cards into KOHA software. 
Thesis Section
Thesis Section is the section that acquired post-graduate students research work, i was taught that thesis comes from post graduate school without any payment. After they have been acquired, the next thing is to process them which involves of stamping, assigning of serial number and also did catalogue and classify.  
 I also took part in weeding of outdated and arranging of mutilated /defaced of library information materials and also engaged in stamping of thesis materials and labeling on the shelf. 
 Document Section
This section is the section that acquired different forms of government publication processes them and makes them available to library users on request. I was introduced to this section and I was taught how to classify document materials using an authority files, classification scheme with cutters table, which I classified document materials with the used of handmade classification scheme and cutters table and selecting of newspaper from January to March for album cotton, withdrawing information materials for student that made a request. I also extracted key information from newspaper which i cut and pasted on album cotton and weeding and arranging of mutilated/defaced library information materials from the shelves. 
 SERIAL SECTION
I was posted to serial section and I was introduced to activities done in the section by the serial librarian ( Alhaja Bisi) which I was taught the forms and types of materials found in this section that they are published on regular intervals i.e. daily, weekly, quarterly, annually and biannually, I also taught the acquisition method of acquiring journals which are through gift, purchasing, donations and bequest and the uses of Kardex card which is the means of providing information on how regular journals are supplied.
I engaged in weeding of outdated journals from 1999 downwards and recorded of current journals, received of newspaper and recorded it, i also catalogue journals and recording of newly acquired journals. 
Circulation Section	
In this section, I was taught about daily shelving and shelf reading, how to register new library users, how to perform the duty of charging and discharging of information materials i.e. how library users borrow out library materials which is using three slips I.e. borrowers information slip, due slip and the for accession number and I learnt how to renewed if they are still need the materials by the users.
I took daily statistics of users in the library and I practiced on how to weed out student’s library cards with the registration card undergraduate student. Arrangement of books in the circulation section and I processed of clearance signing for post graduate student, attending to user's query on library registration and recording of newly arrivals from cataloguing and classification section. Reference Section
In this section introduction was done through reference librarian (Mr Idiris Sulieman) and orientation on reference materials of the library which are only meant for consultation and not to be borrowed or read from cover to cover such as encyclopedia, dictionaries, biographies, directories, yearbooks, map/atlas, gazetteers, abstract, index, gazette etc. And I was taught how to did indexing by Mr Idiris. 
Collating of reference materials, shelving and shelf reading of reference materials at the reference section and indexing which is extraction of important information from daily newspaper i.e. (politics, crime, advertisement, vacancy, education etc). And i also did mini cataloguing on staff, conference papers and recording of newspapers. Received referral letter of introduction from Offa polytechnic student which they needed assistance and i assisted them to get the information they need. 
Electronic Support Service Division
This section makes available internet facilities for users to have access to information. Introduction was done through computer analyst (Mr Yusuph ) which expanded on how they operate in E-library, on how they get network and information resources they downloaded online. I also learned how to make use of the computer to search for valuable information and also the various database that are used in the electronic library such as EBSCO HOST,OARE, HINARI, AGORA,JSTOR etc.


Acquisition Section
In this section, newly acquired library materials and daily newspapers are acquired and are recorded with the names of such newspapers in the number they appear newspapers such as punch, tribune, guardian, herald, nation, daily trust, this day, sun.
Introduction and orientation of the activities they performed in acquisition section through Mr. Olaitan which explained the various methods used to acquire all information materials whether prints, non-prints, journals, magazines etc. Information materials in Polytechnic library are acquired by various means; it can be by Direct Purchase, Gift/Donation or Legal Deposit.
I also took lessons on how accession numbers are given to each material from the accession register while the materials are also stamped with various stamps used in the library. These stamps are named for what they are used for: Secret stamp, Round stamp, Accession stamp, Ownership stamp, Edge stamp and Donation stamp. Edge stamp put at the two edges of the books, ownership stamp put at the title page and at the last page under where something is written and not on a bank page, accession stamp put at the back of the title page called the verso page, security stamp put at the unilorin book secret page. Which i also part took in stamping, recording of newspapers and dispatched. 






CHAPTER FOUR
4.0 EXPERIENCE GAINED IN CATALOGUING AND CLASSIFICATION SECTION
i. I can able to catalogue and classify information materials manually.
ii. I also learnt how to make use of the cutter table.
iii. I can now determine subject heading of information materials.
iv. I learnt about the tools used in cataloguing and classification which are schedule, subject heading list and cutter table.
v. I learnt that KOHA is the university of Ilorin software and with the help of this, books catalogued manually can be viewed online through OPAC.
vi. I also learnt how to distinguished between edited work and main authorship
Experience Gained In Thesis Section.
i. I able to understand thesis came from postgraduate students. 
ii. I learnt how to label on the shelf. 
iii. I also learnt how to weed outdated library materials. 
Experience Gained In Document Section.
i. Ability to cut and paste key information extracted from the newspaper in album cotton.
ii. I learnt how to extraction of key information from the newspaper.
iii. I learnt that materials in this section are not bought or ordered for but they collect the materials or it’s been brought from government agencies.
iv. I learnt that in this section harmonized scheme for government publication is used in classifying materials.
v. I also learnt that in this section, we only classify but not catalogue.
Experience Gained In Serial Section
i. I understand how they acquired materials through gift, purchasing, donation and bequest. 
ii. I also learnt how they catalogue journal materials. 
iii. Ability to keep records on acquired materials.
iv. I learnt that serial materials are not written or published by one author but group of people or organization dealing with various topics.
v. I learnt the two types of journals which are local and foreign journals.
vi. I learnt that here, the resource materials don’t have the International Standard Book Number (ISBN) but the International Standard Serial Number (ISSN).
vii. I also learnt that the materials here cannot be borrowed or give out but people can make photocopy either inside the organization or sometimes outside but will leave something as guarantee.

Experience Gained In Circulation Section
i. Keeping records of daily statistics in the library.
ii. Ability to renew materials borrowed by users that are still needed.
iii. I can now attend to users to their utmost satisfaction.
iv. I can clear out the cards of the cleared students with ease.
v. I can now differentiate between shelving and shelf-reading.
vi. I now know all the processes involved in charging and dis-charging of materials.
Experience Gained In Reference Section
i. Ability to shelve reference materials.
ii. Acquired skills used in interacting with library users.
iii. Ability to catalogue and arrange catalogue cards of conference papers.
iv. Ability to extract key information from newspaper i.e. INDEXING.
v. I also learnt that resource materials in the reference section cannot be borrowed but can only be consulted. 
Experienced Gained At the E-Library
i. Ability to search online for quality information.
ii. More knowledge on how to become a librarian of the 21st century.
iii. I learnt how to digitalize library materials.
iv. I now understand the difference between Automation and Digitalization.
v. I know the databases used at the university of Ilorin and can differentiate between subscribe and non-subscribe ones.
Experience Gained In Acquisition Section
i. Ability to process daily newspapers acquired.
ii. I now have knowledge on the various methods used to acquire information materials.
iii. I learnt all processes involved taken to acquire new materials in the library.
iv. I also learnt how accession numbers are given to newly acquired materials.
v. I know the various the stamps used in the library and what they represent.












CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATION
5.1 Summary
 Experience they say is the SUMMARY teacher. During my four-month industrial attachment at Kwara State Polytechnic library was huge success and great time of acquisition of knowledge and skills. Through my training i was able to appreciate my chosen course of study even more, because I had the opportunity to blend the theoretical knowledge acquired from school with the practical hands-on application of knowledge gained here to perform very important tasks that contributed in a way to my productivity in the library.
   My training here has given me a broader view to the importance and relevance of librarian's in the immediate society and the world as a whole, as i now look forward to impacting in positively after graduation. 
5.2 The Problems I Encountered During My Period Of Attachment. 
To the glory of God and God alone, the program was a success and I was glad I had the program. Nevertheless, I had quite a lot of challenges during my period of attachment some of which include; 
i. Information materials on the shelves are too dusty here by causing cough and catarrh.
ii. Lack of standby generator whenever there is power failure, hence the whole library is on black out.
iii. Presence of obsolete and outdated materials in the institution of my attachment.
iv. Little exposure to on-line activities.
v. No provision of incentives for the students when necessary during their training.

5.3 Recommendations
I use this means to make the following recommendation concerning the training of students in industrial attachments;
i. I would like to recommend the Kwara State Polytechnic library should constitute a disaster management team or committee, which will not only serve as disaster monitor within the library but also as a liaison with the library and the agencies concerned with disaster management in the library so as be in touch, with the trend in disaster management. 
ii. The duration of the SIWES should also be prolonged so that students could have access to fully learn the activities carried out in each department in the establishment of their attachment.
iii. The Industrial Training Fund (ITF) should ensure that students SIWES allowance are paid during the period of attachment. This would perhaps makes the students settle down well, as the issue of transportation fare and feeding allowance will be taken care of and should be given in time after the have through with their program. 
iv. It exposes the students in practical reality of what happens outside the four walls of their lecture rooms. 
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