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. CHAPTER ONE
INTRODUCTION
The student Industrial Work Experience Scheme (SIWES) is a skill training program designed to expose and prepare students of universities, polytechnic, college of agriculture and colleges of education for the Industrial work situation they are likely to meet after graduation. The scheme also affords students the opportunity of familiarizing and exposing themselves to the needed experience in handling machinery that are not usually available in their institutions. 
1.1 History of Siwes 
The scheme was first initiated and funded by the Industrial Training fund (ITF) during the formative year 1973/1974. As a result of increasing the number of students enrolment in higher institution of learning. The administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and the scheme was taken over by the Federal Government in 1979 and handed to both the National University Commission (NUC) and the National Board for Technical Education (NBTE). By 1979 the colleges of Education were not part of the scheme and later in 1984 the Federal Government reverted back to the Industrial Training Fund which took over the scheme officially in 1985 with funding provided by the Federal Government. 
1.2 General Objectives of Siwes 
SIWES is strategized for skill acquisition. It is in fact designed to prepare and expose students of universities, polytechnics and colleges of Education to the real-life work situation they would encounter after graduation. 
Therefore, SIWES is key factor required to inject and engender industrialization and economic development in our nation through the induction of scientific and technological skills on students. 
1.3	Specific Objectives of the Scheme 
The specific objectives of the scheme (SIWES) are to: 
a. Provide placements in industries for students of higher Institutions of learning approved by relevant regulating authority (NUC, NBTE, and NCCE) to acquire work experience and skills relevant to their course of study. 
b. Prepare students for the real work situation they will meet after graduation. 
c. Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in school. 
d. Make transition from school to the labour market smooth and enhance students contact to later job placement. 
e. Provide students the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practical. 
f. Strengthen employer involvement in the entire educational process and prepare students for employment in industry. 
g. Promote the desired technological know-how required for the advancement of the nation. 
1.4 The Role of Industrial Training Fund (ITF) 
a. Formulation of guidelines and policies on SIWES. 
a. Organization of orientation programs for students prior to SIWES attachment. 
b. Receive and process master and placement list from institutions. 
c. Provision of logistics and materials necessary for the effective management of the scheme. 
d. Regularly visiting supervising agencies institutions/employers and student on attachment to ensure adherence to guidelines. 
e. Carry research into operation of SIWES and proffer solutions as to improve on them. 
f. Vet and process student’s logbooks preparatory to payment of SIWES allowances to staff and students. 
g. Supervise students on SIWES attachment. 
h. Disburse supervisory and student allowances. 
i. Organise biennial SIWES national conference and SIWES review meetings. 
j. Provide insurance cover for students on SIWES attachment. 
1.5 Advantages of Siwes 
a. It exposes students to secure and safe method of work. 
b. It acts as a source of revenue to some students. 
c. Students might be retained in their place of attachment as a full worker after graduation. 
d. It makes students appreciate the knowledge they obtain from school. 




















CHAPTER TWO
2.0	Definition Of Local Government
Local government:- Is the lowest tier of the government anywhere in the world. It is very important because of its closeness to the people.
The main purpose of local government is to ensure effective administration at the local level. It aims to mobilize human and financial resources for local development. A local govemment can be considered as a mini-government for a particular political unit or administrative division in a country. Local governments are responsible for creating a smaller unit for more effective administration.
They have the legal power to make bye-laws within their jurisdiction and are responsible for providing services to local communities. Like all unit of the government, the local government has a clearly defined area, a population, a continuing organization and the authority to undertake and power to carry out public activities. Local government is normally treated as legal entity, which means she can sue and be sued and enter contracts.
Local government in Nigeria have undergone a lot of vicissitude and reforms. The most popular of which has been the 1976 reforms which informs the framework of operation day.
The 1976 guideline for the local government define local government. "this is the government at the local level exercised through representative council established by the law of exercise specific power with a defined area". The power should be given to the council substantial control over the local affairs as well as the power to initiate and direct the provision of services and to determine and implement project so as to compliment the activities of the state and federal governments in their area, and to ensure true devolution of function to those councils and their traditional institution and local initiative and respond to local needs and tradition are maximized.
2.1	Ilorin South Local Government
Ilorin South local government was created in 1996 with Headquarters at Fufu. It is made up of three districts and has 10 wards. It has an area of 174 km² and a population of 208,691 at the 2006 census. The major Towns: IIota, Fufu, Gaa-Akanbi, Kangie, Gaa Osibi, Omode. Yoruba and Fulani are the major languages spoken. It also has some important markets, which include Cattle Market Sango, Gada Market, Ogidi Market. Ilorin South is popular for its maize, cereal and cassava farmers. Just like the other side of town, the Yawo Dancers festival is also a major one in Ilorin South Local Government Area. It’s main tourist attraction is the Kwara State Amusement Park.The organizational structure of Ilorin South local govemment consist of the following department:
1. General services and administration
2. Finance
3. Education and social services
4. Agricultural and natural resources
5. Media and health
6. Works, housing, land and survey
According to the hand book of local government administration, no local government is allowed to have more than six department in all.
Therefore any expansion in the local government will be accommodated through sub divisions below the level of department provided.
Each department is divided into divisions to reflect broad professional areas within a department. Each branch will be sub-divided into sections to reflects specialized activities within a sub professional area.
One of the principal objectives of having local government therefore, is to provide a means of running services of all kinds which are tailored to special needs of the serving the people at the grass root level.
The roles performed by the local government can be summarized as follows:
1. The provision and maintenance of primary education, primary health care, and rural water supply.
2. The provision and maintenance of public amenities like roads, markets, and parks.
3. The collection of taxes, fees. and other revenue.
4. The maintenance of law and order, and the provision of judicial services.
5. The representation of the local community in the larger political system.
These roles vary from one local government to another, depending on the needs of the local community.
I undergone my SIWES training at the administrative department of the local government secretariat, where I had practical experience in:
1. Administrative Operations: Exposure to daily tasks such as document management and communication.
2. Communication Skills: Interacting effectively with colleagues, officials, and community members.
3. Office Etiquette: Learning professional conduct, phone etiquette, and email communication.
4. Customer Service: Engaging with citizens, addressing inquiries, and providing assistance.
5. Organizational Skills: Balancing tasks, prioritizing work, and managing time efficiently.
6. Data Management: Handling and maintaining accurate records.
7. Teamwork: Collaborating with colleagues and other departments on projects.
8. Problem-Solving: Identifying challenges and finding practical solutions.
9. Community Engagement: Participating in community outreach and events.
10. Decision-Making: Observing how decisions are made and considering impacts.
11. Ethical Behavior: Learning transparency and integrity in government work.
12. Local Governance: Understanding the structure and functions of local government.
13. Strategic Planning: Observing the department's role in planning initiatives.
14. Leadership Observations: Learning about leadership styles and officials' roles.
15. Community Needs Assessment: Participating in identifying community needs.
16. Public Policy Insight: Understanding local policy implementation and impact.
I also had the opportunity to observe and participate in meetings, hearings, and other activities related to the financial management of the local government.























CHAPTER THREE
3.0  The Responsibilities of a Local Government 
Local governments have a lot on their plate! Generally, they're responsible for things that directly affect the daily lives of residents in a specific area. Here's a breakdown of some key responsibilities: 
• Providing essential services: This includes things like water and sewer 
services, waste management (garbage collection and recycling), and sometimes even public transportation. 
• Maintaining infrastructure: Local governments are in charge of roads, 
bridges, sidewalks, and other infrastructure within their jurisdiction. This 
includes construction, repair, and upkeep. 
• Ensuring public safety: Local governments typically have police and fire departments to protect residents and respond to emergencies. They may also be responsible for things like emergency medical services. 
Planning and zoning: They develop and enforce zoning regulations that 
determine how land can be used (residential, commercial, industrial, etc.) and guide future development within the community. 
• Education: While the extent of involvement varies, local governments often play a role in supporting public schools, either through funding or direct administration. 
• Parks and recreation: Maintaining parks, community centers, and recreational programs for residents. 
• 
Public health: Local governments may run public health programs, oversee food safety, and address other public health concerns. 
• Record keeping: Maintaining records of births, deaths, marriages, property ownership, and other important information. 
• Elections: Administering local elections. 
3.2 How to Collect the Local Taxes and Fees In Local Government 
Local governments collect taxes and fees from various sources. These include shops and kiosks rates, tenement rates, liquor license fees, and slaughter slab fees. It's important to note that collection costs should be low relative to the tax yield. Always double-check specific regulations and procedures with your local government.
3.2.1 The main sources of revenue for local governments typically include: 
• Property Taxes: Taxes levied on real estate and other properties within the local jurisdiction. 
• Sales Taxes: Taxes collected on the sale of goods and services within the local area. 
• Fees and Charges: Revenue generated from services provided by the local government, such as permits, licenses, and utilities. 
• Intergovernmental Transfers: Funds received from higher levels of 
government (e.g., state or federal) in the form of grants, subsidies, or revenue sharing. 
• Income Taxes: Taxes on the income of individuals and businesses within the local jurisdiction (less common than property and sales taxes). 
3.3 Factors that Can Affect Local Taxes
• Economic Conditions: A strong local economy generally leads to higher property values and increased consumer spending, boosting tax revenues. Conversely, economic downturns can decrease these revenues. 
• Population Changes: An increase in population can expand the tax base, while a decline can shrink it. 
• Property Values: Property taxes are a primary revenue source for many local governments. Changes in property values directly impact the amount of revenue collected. 
• Tax Rates: Local governments can adjust tax rates to meet budgetary needs, but this can be a sensitive issue, as higher rates can burden residents and businesses. 
• Government Policies: Decisions on tax exemptions, incentives, and abatements can significantly affect the amount of tax revenue collected. 
• Intergovernmental Aid: Local governments often receive financial assistance from state and federal governments, which can influence their reliance on local taxes. 
• Legal and Regulatory Environment: Changes in state laws or federal 
regulations can impact the types of taxes local governments can levy and the rates they can charge. 
• Voter Preferences: Voter attitudes towards taxes and public spending can influence local government decisions on tax policies.12 
• Natural Disasters and Other Unforeseen Events: Events like natural disasters or pandemics can disrupt local economies and significantly affect tax revenues.




















CHAPTER FOUR
	Explanation on Concepts and Terms Associated with Recording Keeping
4.1	Record 
Record means any information in any form or medium that includes notes, images, audio-visual, recordings, x-rays, books, documents, maps, drawings, photographs, letters, vouchers and papers and any other information that is written, documented and stored in a file for future references. In other words, records are written information that are made and kept for possible future use. The records may be classified into personnel, accounting, legal, correspondence and other business records. Specifically, records are held in files to enhance accessibility and identification. 
In order to serve as evidence for future reference, record should be complete and must possess the following three elements as stated by Government Records Service (GRS 2011, p. 2) as follows:
1. Content: This refers to the information or ideas the record contains;
1. Context: This refers to the information about the circumstances in which the record is created, transmitted, maintained and used (e.g. who created it, when, to whom it was sent, why);
1. Structure: This means the physical and logical format of the record, and the way parts of the record relate to each other (e.g. the structure of an e-mail record covers its header, body, attachments and corresponding reply). 
However, records are arranged by subject, chronological, alphabetical and numerical filings as well as stored in wooden cabinet, metallic or steel shelves, filing cabinet and filing drawer.   
4.2	File 
A file means a collection of papers on a specific subject matter, which is recognized from a specific serial number, or a file number, and has a many correspondence notes, and an appendix to correspondence. 
There are different types of file used in the local government administration depending on the purpose they are created to serve as follows:
1. Lost file: This is the type of file whereby in the day-to-day running of office activities, circumstances occur that the where about of a certain file is not found, vigorous efforts should be made to locate the where about of such a file. If after thorough search and the file could not be located, such a file is declared “lost”. The person responsible for the loss should be punished according to the provision of public service rules, because it is a very serious offence that constitutes negligence and carelessness. In such a case, a temporary file is opened. 
1. Temporary file: A temporary file is opened when the main file is either misplaced, missing or cannot be realized owing to action proceeding on it. In all government offices, if a file cannot be found or released within 24 hours of the receipt of a letter for it, the officer who will be required to deal with the letter must be consulted and he will decide whether:
1. Action can be taken without the file.
1. Action may await the return of the file.
1. The file must be recovered from circulation; and
1. Action can be taken on a temporary file. 
1. Pending file: When a file is with an officer awaiting appropriate action, such a file is considered pending. This may be as a result of some consultations to be made by the officer before taking decision on the subject matter. Such a file is normally kept in a tray marked “pending” on the officer’s table. 
1. Subject file: This type of file is otherwise known as sub-file. These are files opened when the subject matters although closely related are divergent from the subject dealt with in the main file. Therefore, a new file is opened which is still part of the main file and as such, has the same related title and reference number but with the addition of “S” signifying that the file is a sub-file.
1. Case file: A case file is opened in an organization when there is a special matter to be treated, for the time being i.e. temporary. For instance, when there is a misappropriation of public funds at the local government, normally a committee is set up to investigate the matter and report to the chairman for action to be taken. In such a case, a case file is opened into which all correspondence relating to the subject matter should be filed therein.  
4.3	Filing
Filing is a systematic arrangement of keeping administrative correspondence and records which enable quick reference whenever needed in the future. Simply put, filing is nothing but systematic record keeping. It is the act of arranging some important documents in a readable and organized manner so that they can be referred to quickly and located in a short span of time without a lot of searching. 
A good filing system possessed the following requirements:
1. The system should be kept simple to reduce errors and to facilitate all employees’ use of the system.
1. Files should contain information which is linked to the activities and functions which they document.
1. The system should have a structured numeric or alphanumeric referencing system in which each element equates with a function of the file title to a maximum of four elements. Types of file referencing systems include: alphabetical; numerical; alpha-numerical; and keyword. 
4.4	Record Keeping
The term record keeping lacks a common conceptual agreement among scholars and researchers across diverse fields of sciences, social sciences, management, arts and humanities.
4.5	Records Management
This refers to the activities designed in order to control the life cycle of a record for its creation to its ultimate disposition. Accordingly, records management refers to the whole range of activities which an organization should perform to properly manage its records. 
4.6	Role of Records Management in the Local Government
According to Ira & Grail (1992) for records management to be effective it requires the professional knowledge of a record manager or archivist. They stressed that it must be a person of vast knowledge as follows: 
1. storing, arranging, indexing and classifying records;
1. facilitate the development of filing systems, and maintaining these to meet administrative, legal and financial requirement;
1. devising and ensuring the implementation of retention and disposal schedules;
1. overseeing the management of electronic and/or paper – based information;
1. setting-up, maintaining, receiving and documenting records system;
1. identifying the most appropriate records management resources;
1. providing a policy framework to guide staff in the management of their records and use. 
4.7	Relevance of Record Keeping in Local Governments in Nigeria
According to Adebayo (2000), departments of government, governmental agencies, and indeed the whole of the public service (universities, local government service, statutory corporations, etc.) have kept records over the years on various subjects relating to their work. These records are mainly kept in files 
relevance of records management to organization as:
1. making decisions based on evidence;
1. meeting operational, legal and regulatory requirements;
1. to be open and accountable;
1. enhancing operational efficiency and effectiveness; and
1. maintaining organization or collective memory. 

4.8	The Challenges of Record Keeping in Local Governments in Nigeria 
The challenges of record keeping in the local governments in Nigeria are numerous, among them include:
1. Acute Shortage of Trained and Experienced Personnel: The qualities of personnel who manage the affairs of local government have not been high enough and affect efficiency of the local governments. This means that, incompetent personnel charged with the responsibilities to deal with records creations, its processes, retrieval, store and disposal appropriately resulted to record keeping at the local government in an unsatisfactory state of affair. 
1. Prevalence of Corruption: In the local governments in Nigeria, corruption paved way for information to be tempered with, misplaced, distorted, not documented and filed for future reference
1. Absence of a Functioning Record Management System: Despite the advancement of the 21st century and the fact that, world is presently in the communication era, local governments in Nigeria relied heavily on conventional methods of keeping records whereby computers were only used as replacement to typewriters in typing documents
1. Poor Leadership: The elected public office holders in the local government in Nigeria are weak and controlled by their respective state governors. Therefore, they are not good administrative technocrats capable of running the day-to-day administration of local government. 
1. Technical Challenges: Epileptic power supply and high cost of maintenance of modern method of record keeping in Nigeria (e.g. computers, data for internet services, fuel for generators) posed another serious challenge to record keeping in local government in Nigeria.  
1. Inadequate Record Keeping Policy: Lack of good records keeping practices and failure by government to initiate measures that could ensure that information and records are well managed constituted a major challenge to information and records keeping in Nigeria.


























CHAPTER FIVE
5.0 Summary and Conclusion 
Local government administration has generated a lot of interest in recent years. The reason for this is because of the tremendous impact and influence the local government has exerted on the general life pattern of the citizens, particularly in the rural or urban areas.
The fourth schedules to the 1979 constitution has spelt out in great details the functions of local government .these function can only be perform effectively where there is a responsive and dynamic arrangement for financial management
Generally, My SIWES experience in the administrative office of the local government deepened my understanding of public administration and its role in community development. The practical skills acquired duling this program, such as effective communication, record-keeping, and ethical considerations, have prepared me for a future career in public service. This experience has underscored the importance of efficient administrative practices in ensuring transparent and accountable governance.
5.1 Conclusion and Recommendation 
Despite the challenges of transportation and the cost of commuting, we students who participated in the SIWES program did our best to be punctual and focused. It was a difficult but worthwhile experience.
I would like to suggest that the Federal Government of Nigeria should establish a system of funding for students participating in the SIWES program. This funding would help to cover the cost of transportation, encourage punctuality, and support the overall success of the program. It would also be beneficial to have a mandatory payment structure in place for organizations that host SIWES students, to provide them with financial support and incentivize them to participate.
This would ultimately lead to greater student engagement and better outcomes.
I recommend that the students industrial work scheme (SIWES) should provide places for industrial attachment for students; Industrial Training Fund (ITF) should pay allowance to the various students who undergo the training.
Consequently upon my personal experience and observation as concerned the SIWES program, I noted these obstacles which are hither to the inherent in the exercise and recommend that the local government invest in digital solutions for streamlined record-keeping and communication. Additionally, fostering closer collaboration between different departments could enhance efficiency and innovation across the government's functions.
In view of this, I strongly implore the Polytechnic Authority to put into consideration some of these recommendations.
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