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REPORT OVERVIEW
This report was compiled from the activities carried out and experience gained during my 16 weeks industrial training undertaken at GRACIA DAVINA SCHOOLS.
This report discusses the actual work done and practical skills gained during the training period and justifying the relevance of scheme in equipping students with needed practical and technical competence to thrive in the real world.
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CHAPTER ONE

1.0 INTRODUCTION
In October 1971, the federal government established the Industrial Training Fund (I.T.F). In its policy statement No 1 published in 1973, a clause was inserted dealing with the issue of practical skills among the locally trained professional in tertiary institutions especially the University of Technology, Monotechnic, Polytechnics, Colleges of Educations and Technical Colleges. Section 15 0f the policy statement states clearly that “Great emphasis will be placed on assisting certain products of the post-secondary school system to adapt or orientate easily to their possible post-graduation job environments”, subsequently leading to the launch of a scheme known as the Student’s Industrial Work Experience Scheme (SIWES). 

1.1 BACKGROUND
The Industrial Training fund established by decree 43 was introduced in 1971, vis-à-vis the birth of the Students Industrial Work Experience Scheme (SIWES) the same year by the Federal Government of Nigeria (FGN). It is against this background that the industrial training fund (ITF) initiated, designed and introduced SIWES Scheme in 1973 to acquaint students with the skills of handling employers’ equipment and machinery.
The Industrial Training Fund (ITF) solely funded the scheme during its formative years. However, due to financial constraints, the fund withdrew from the scheme in 1978. The Federal Government, noting the significance of the skills training, handed the management of the scheme to both the National Universities Commission (NUC), and the National Board for Technical Education (NBTE) in 1979. The management and implementation of the scheme was however, reverted to the ITF by the Federal Government in November, 1984 and the administration was effectively taken over by the industrial training fund in July 1985, with the funding solely boned by the Federal Government. It is an integral part of the requirements for the award of Certificates, Diplomas and Degrees in institutions of higher learning, e.g. Colleges of Education, Polytechnics, Universities, etc. 
Student Industrial Work Experience Scheme (SIWES) exposes students to industry based skills necessary for a smooth transition from the classroom to work environments. It accords students of tertiary institutions the opportunity of being familiarized, exposed, and prepare students of universities, polytechnics, college of technology, college of agricultures and college of education for the industrial work situation they are likely to meet after graduation and to the needed experience in handling machinery and equipment which are not found in such an educational institution.
1.2 	OBJECTIVES OF SIWES
The Industrial Training Funds Policy Document No. 1 of 1973 which established SIWES outlined the objectives of the scheme. The objectives are to:
· To provide students with relevant practical experience.
· To satisfy accreditation requirements set by the Nigerian Universities Commission (NUC).
· To familiarize students with typical environments in which they are likely to function professionally after graduation.
· To provide student an opportunity to see the real world of their discipline and consequently bridge the gap between the University work and actual practice.
· To change the orientation of students towards labour market when seeking for job.
· To help students access area of interest and suitability for their chosen profession.
· To enhance students, contact for future employment
· To provide access to equipment and other facilities that would not normally be available in the University workshop
· To enlist and enhance industry involvement in university education.
· Summarily the objective of the Student Industrial Work Experience Scheme.
· To solve, the problem of inadequate practical skills, preparatory for employment in industries by Nigerian graduates of tertiary institution. 
· To promote and encourage the acquisition of skills in industry and commerce, with a view of generating a pool of indigenous trained manpower sufficient to meet the needs of the economy.
· To provide an avenue for students in higher institutions of learning to acquire industrial skills and experiences during their course of study.
· To prepare students for industrial work situations that they are likely to meet after graduation.
· To expose students to work methods and techniques in handling equipment and machinery that may not be available in their institutions.
· To make the transition from school to the world of work easier and enhance students’ contacts for later job placements.
· To provide students with the opportunities to apply their educational knowledge in real work situations, thereby bridging the gap between theory and practice.
· To enlist and strengthen employers’ involvement in the entire educational process and prepare students for employment in Industry and Commerce (Information and Guideline for SIWES, 2002).

1.3 BODIES INVOLVED IN THE MANAGEMENT OF SIWES
The bodies involved are: The Federal Government, Industrial Training Fund (ITF). Other supervising agents are: National University Commission (NUC), National Board for Technical Education (NBTE) and National Council for Colleges of Education (NCE)
There are key bodies involved in the operations for effectiveness and relevance to the attainment of national goals in the management structure of the SIWES in Nigeria. How each one contributes is highlighted below.

1. FEDERAL GOVERNMENT
Policy and Funding Support: It institutes a general policy framework and provides funding to SIWES; hence, it promotes skills development through practical training that addresses the needs of the labor market in the country.
It lays down the legal and regulatory environment in which SIWES operates, ensuring that the same is focused on national development imperatives.
2. INDUSTRIAL TRAINING FUND ITF
Program Implementation: ITF is the main coordinator and manager of the SIWES program. It organizes, supervises, and sees to it that students are rightly placed in industry for their field of study.
Funding and Stipends: Allowance to students while on industrial training and stipends to cover some of the requirements that would aid in acquiring practical skills.
Quality Assurance: Assess students' performance and the quality of training for appropriateness to standards at the workplace.
3. NATIONAL UNIVERSITY COMMISSION (NUC)
Policy and Guidelines for Universities: Provide policies and guidelines to universities on how to integrate SIWES into the curriculum for science, engineering, and other technical programs.
Curriculum Co-ordination: Liaises with universities in the structuring of academic work to incorporate SIWES as an essential ingredient in the learning of students to give practical exposure in addition to classroom knowledge.
4. NATIONAL BOARD FOR TECHNICAL EDUCATION NBTE
Technical Institutions Management: Coordinates the implementation of SIWES in polytechnics and technical colleges with the view to exposing students pursuing technical courses to industry practice.
Accreditation and Compliance: Approves standards for SIWES in the technical institutions with a view to ensuring that the aims of the program are achieved to improve the quality.
5. NATIONAL COUNCIL FOR COLLEGES OF EDUCATION (NCE)
Institutionalization of SIWES into Teacher Training: Ensures that SIWES is integrated into the teacher education curriculum, especially in the area of technical and vocational education.
Policy and Coordination: Formulate policies which help SIWES at Colleges of Education to ensure that teachers-to-be have exposure to the real world for which they may translate such experience to the classroom.
Therefore, the success or otherwise of the SIWES depends on the efficiency of the Ministries, ITF, Institutions, Employers of labour and the general public involved in articulation and management of the program. Thus, the evaluation of SIWES in tertiary institutions in meeting up with the needs for the establishment of the program is necessary.


CHAPTER 2
ESTABLISHMENT OVERVIEW
GOODNESS AND MERCY VENTURE
2:1 BRIEF HISTORY OF GRACIA DAVINA SCHOOLS
Gracia Davina Schools is a distinguished educational institution located in Ketu, Lagos, Nigeria. The school has gained a reputation for excellence in academics, discipline, and character formation. Established with the vision of providing high-quality education rooted in moral and ethical values, Gracia Davina Schools has continued to nurture young minds, preparing them for future challenges in a rapidly evolving world.
The school's name, "Gracia Davina," which translates to "Divine Grace," reflects its core philosophy of integrating spiritual growth with intellectual development. From its inception, the school has remained committed to fostering a learning environment where students are encouraged to develop critical thinking skills, creativity, and leadership qualities. It is dedicated to producing graduates who are not only academically sound but also morally upright and socially responsible.
Gracia Davina Schools offers a well-rounded curriculum that integrates both Nigerian and international educational standards. The curriculum is designed to develop students' cognitive, social, emotional, and moral capacities, ensuring they are equipped to excel in a competitive global environment. At the preschool and primary levels, the school emphasizes foundational literacy and numeracy skills, science, social studies, and creative arts. Early childhood education at Gracia Davina Schools is engaging and interactive, ensuring that young learners develop a love for learning from an early age. The use of modern teaching methods, including Montessori principles and interactive classroom activities, allows students to grasp fundamental concepts in an engaging and enjoyable manner.
At the secondary level, students are exposed to an extensive curriculum that includes mathematics, English language, sciences, social sciences, technical and vocational studies, and computer science. The school's commitment to academic excellence ensures that students are well-prepared for national examinations such as the West African Senior School Certificate Examination (WASSCE) and the National Examination Council (NECO) exams. In addition to academic rigor, Gracia Davina Schools places a strong emphasis on skill acquisition, problem-solving, and technological literacy, preparing students for higher education and professional life.
A conducive learning environment is essential for student success, and Gracia Davina Schools boasts modern infrastructure that enhances the educational experience. The school features spacious, well-ventilated classrooms, state-of-the-art science and computer laboratories, a well-stocked library, and recreational facilities for sports and extracurricular activities. These facilities ensure that students have access to all the resources they need to succeed academically and personally. The school also provides a serene and secure environment where students can focus on their studies without distractions.
Beyond academics, Gracia Davina Schools recognizes the importance of extracurricular activities in the holistic development of students. The institution offers a variety of programs, including sports such as football, basketball, and athletics, as well as debates, quiz competitions, music, arts, and drama. These activities help students develop teamwork, leadership, and problem-solving skills while fostering a sense of discipline and responsibility. The school encourages student participation in leadership and character development programs, ensuring that they are equipped with the necessary skills to become future leaders.
Moral and religious education is a core component of the school’s philosophy. Gracia Davina Schools integrates ethical teachings into its curriculum to help students develop strong character traits such as honesty, integrity, respect, and empathy. Regular religious programs, assemblies, and counseling sessions guide students toward a path of spiritual and moral consciousness. This emphasis on character building ensures that students leave the institution as responsible individuals who contribute positively to society.
Over the years, Gracia Davina Schools has recorded numerous achievements in academic excellence, sports, and extracurricular engagements. The school has consistently produced high-achieving students who excel in national and international examinations. Many of its graduates have gone on to prestigious universities both within Nigeria and abroad, excelling in various professional fields. The institution has also gained recognition for its outstanding performance in inter-school competitions, demonstrating the effectiveness of its academic and extracurricular programs.
Gracia Davina Schools is more than just an educational institution; it is an integral part of the community. The school has contributed significantly to the local community through various initiatives, including providing employment opportunities for teachers and non-teaching staff, organizing community outreach programs, and offering scholarships and financial aid to students from underprivileged backgrounds. By partnering with organizations and stakeholders in the education sector, the school continues to play a vital role in improving the quality of education and welfare in the region.
Despite its many achievements, Gracia Davina Schools faces certain challenges, including keeping up with evolving educational technologies, maintaining high academic standards amid economic constraints, ensuring continuous teacher training, and expanding its infrastructure to accommodate increasing student enrollment. However, the school remains committed to overcoming these challenges and continuing its mission of providing quality education.
Looking ahead, Gracia Davina Schools has ambitious plans for growth and development. The institution aims to expand its facilities, possibly opening new campuses or specialized departments. There are also plans to integrate advanced technology into teaching through e-learning platforms and digital classrooms. The school seeks to establish partnerships with international educational institutions to provide students with global learning opportunities. Additionally, it aims to increase scholarship programs to support more students from financially disadvantaged backgrounds.
Gracia Davina Schools has built a strong legacy of academic excellence, moral upbringing, and community service. Its dedication to holistic education has made it a preferred choice for parents seeking a well-rounded education for their children. As the institution continues to grow, it remains steadfast in its mission to nurture future leaders who will make meaningful contributions to society. With a combination of strong academic programs, character development initiatives, and a supportive learning environment, Gracia Davina Schools will undoubtedly continue to shape the future of education in Nigeria for generations to come.
MISSION:
The mission of Gracia Davina Schools is to provide a holistic and high-quality education that nurtures academic excellence, moral integrity, leadership skills, and critical thinking. The school is committed to fostering a disciplined and inclusive learning environment where students are empowered with knowledge, creativity, and ethical values to excel in a rapidly changing world.
VISION:
The vision of Gracia Davina Schools is to be a leading educational institution recognized for academic excellence, moral upbringing, and character development, producing well-rounded individuals who are equipped with knowledge, leadership skills, and ethical values to positively impact society.
LOCATION:
18/22, DOYIN OMOLOLU, OFF OBALENARO, ALAPERE-KETU, LAGOS STATE 
2:2 OBJECTIVE OF ESTABLISHMENT 
1. To provide quality education that meets both national and international standards, ensuring students receive a well-rounded academic experience.
2. To instill discipline and ethical values by integrating moral teachings into the curriculum and extracurricular activities, fostering integrity and responsibility in students.
3. To develop critical thinking and creativity by encouraging problem-solving skills, independent reasoning, and innovation, preparing students for future challenges.
4. To equip students with leadership qualities through student leadership programs, debates, and team-building activities that promote responsibility and confidence.
5. To enhance technological literacy by integrating modern educational tools, digital learning platforms, and computer-based instruction, preparing students for the digital world.
6. To support holistic development by offering diverse extracurricular activities, including sports, music, drama, and arts, ensuring students' physical, emotional, and social well-being.
7. To create a safe and conducive learning environment by maintaining a secure, inclusive, and structured academic setting where students can thrive.
8. To encourage community engagement by collaborating with parents, guardians, and educational stakeholders to enhance students’ learning experiences and personal growth.
9. To promote excellence in examinations by implementing rigorous academic programs and effective teaching methodologies that prepare students for national and international assessments.
10. To offer scholarships and financial aid to academically gifted but financially disadvantaged students, ensuring equal access to quality education.
2.3 VARIOUS UNITS IN THE ESTABLISHMENT AND FUNCTIONS 
1. The Administrative Department oversees the overall management and operations of the school. This department includes key figures such as the Proprietor/Proprietress, the School Administrator, and the Principal, who work together to ensure the smooth running of the institution. Their responsibilities include policy formulation and implementation, recruitment and supervision of staff, coordination of school activities, and ensuring compliance with government regulations. This department also fosters relationships with stakeholders such as parents, the community, and educational bodies to enhance the school's growth and reputation.
2. The Academic Department is responsible for designing and implementing the school’s curriculum, ensuring that students receive high-quality education. This department comprises the Head of Academics, Subject Teachers, and Class Teachers who work together to create lesson plans, set academic goals, and monitor students’ performance. It ensures that the teaching methodologies align with national and international educational standards. The department also organizes workshops, seminars, and continuous training programs for teachers to enhance their teaching skills and keep them updated with modern instructional techniques.
3. The Examination and Records Department manages all internal and external examinations, ensuring that students are adequately prepared for tests such as WAEC, NECO, and other national and international assessments. This department is responsible for setting examination questions, coordinating exam schedules, and enforcing examination guidelines to maintain academic integrity. Additionally, it maintains accurate academic records of students, including report cards, transcripts, and certificates. The department also ensures that student performance data is analyzed to track progress and improve teaching strategies.
4. The Guidance and Counseling Department provides academic, career, and personal counseling services to students. This department helps students make informed decisions about their education, career paths, and personal development. Counselors assist students in dealing with challenges such as peer pressure, emotional stress, and behavioral issues. They also organize career talks, mentorship programs, and workshops to guide students toward achieving their academic and life goals. Furthermore, the department works closely with parents and teachers to address concerns regarding student behavior and performance.
5. The Discipline and Welfare Department ensures that students adhere to the school’s rules and regulations while also prioritizing their well-being. This department monitors student behavior, implements disciplinary measures, and promotes a culture of respect and responsibility. It also handles issues related to bullying, conflicts, and misconduct by providing corrective measures and counseling where necessary. Additionally, the department looks after student welfare, ensuring that they have access to essential resources, a safe learning environment, and proper support systems for their overall well-being.
6. The Science and Technology Department is responsible for subjects such as Physics, Chemistry, Biology, and Computer Science. This department ensures that students have access to well-equipped science laboratories for practical experiments and research. It also manages the school’s ICT infrastructure, providing students with modern technological tools to enhance their learning experience. Teachers in this department encourage innovation by integrating digital learning platforms, coding, robotics, and scientific exploration into their lessons. This prepares students for future careers in science, engineering, and technology.
7. The Humanities and Social Sciences Department covers subjects such as Government, Economics, History, and Religious Studies. It helps students develop an understanding of societal structures, economic principles, governance, and cultural heritage. Teachers in this department use case studies, debates, and real-world scenarios to engage students in critical thinking and discussions about current affairs. The department also plays a role in instilling civic responsibility and ethical values in students, preparing them to be informed and responsible citizens.
8. The Languages Department focuses on teaching English Language, Literature, and indigenous Nigerian languages such as Yoruba, Igbo, and Hausa. This department ensures that students develop strong communication, writing, and comprehension skills, which are essential for academic success and future career opportunities. Teachers use interactive teaching methods such as storytelling, drama, and debates to enhance language learning. The department also organizes literary competitions, reading clubs, and public speaking sessions to improve students’ proficiency in multiple languages.
9. The Mathematics and Business Studies Department is responsible for subjects such as Mathematics, Accounting, Commerce, and Business Studies. This department ensures that students develop problem-solving skills, financial literacy, and an understanding of business principles. Teachers use practical examples, simulations, and real-world business case studies to make lessons engaging and relevant. The department also encourages entrepreneurship by teaching students the basics of financial management, business planning, and investment strategies, preparing them for careers in finance, banking, and business management.
10. The Sports and Physical Education Department promotes physical fitness, teamwork, and sportsmanship among students. This department organizes various sporting activities, including football, basketball, athletics, and other recreational games. It also hosts inter-house sports competitions to encourage healthy competition and team spirit. Physical education instructors teach students the importance of maintaining a healthy lifestyle through regular exercise and proper nutrition. Additionally, the department identifies and nurtures talented athletes, providing them with opportunities to compete at local and national levels.
11. The Creative Arts and Vocational Studies Department manages subjects such as Fine Arts, Music, Home Economics, and Technical Drawing. This department encourages students to explore their artistic and creative talents through painting, sculpture, music performances, and craft-making. It also provides vocational training in areas such as fashion design, catering, and woodworking, equipping students with practical skills that can lead to self-employment and career opportunities. The department organizes exhibitions, talent shows, and cultural events to showcase students' creativity and innovation.
12. The Library and Information Resource Department is responsible for managing the school library and providing students with access to educational materials. This department ensures that students have a conducive reading environment where they can access textbooks, reference materials, and digital learning resources. The library staff encourages students to develop a reading culture by organizing book clubs, reading competitions, and research training sessions. The department also assists teachers in sourcing relevant academic materials to enhance classroom instruction.
13. The Health and Medical Services Department is responsible for the well-being of students by providing medical care and first aid services. This department ensures that students receive prompt medical attention in case of emergencies and maintains health records for all students. It also conducts health awareness programs on hygiene, nutrition, and disease prevention. The department works closely with medical professionals to provide vaccinations, health check-ups, and counseling services to students. Additionally, it educates students on the importance of maintaining a healthy lifestyle.
14. The Transport and Logistics Department manages the school’s transportation system, ensuring the safe and efficient movement of students and staff. This department oversees the maintenance of school buses, route planning, and the enforcement of safety regulations during transit. It also ensures that drivers and transport staff are well-trained and adhere to traffic regulations. The department works closely with parents to provide reliable and convenient transportation services for students who live far from the school premises.
15. The Security and Maintenance Department is responsible for ensuring the safety and security of students, staff, and school property. This department employs security personnel to monitor school entrances, prevent unauthorized access, and maintain a secure environment. It also oversees the maintenance of school buildings, electrical systems, and water supply to ensure that the school facilities remain in excellent condition. Additionally, the department implements emergency response plans and conducts safety drills to prepare students and staff for unforeseen situations.
Each of these departments plays a crucial role in the overall functioning of Gracia Davina Schools. Together, they ensure that students receive a well-rounded education that balances academic excellence, personal development, and extracurricular engagement. Through collaboration and effective administration, these departments contribute to the school’s mission of providing high-quality education and fostering the growth of responsible, skilled, and innovative individuals.






















CHAPTER THREE
[bookmark: _Toc346657164]NATURE OF WORK, ACTIVITIES, SKILLS AND EXPERIENCE GAINED ON SIWES SITE
During my Student Industrial Work Experience Scheme (SIWES) at Gracia Davina Schools, I had the privilege of working in the administrative department, where I was exposed to various administrative functions, document management processes, communication procedures, and the operation of essential office equipment. This experience was instrumental in shaping my understanding of school administration, equipping me with both technical and interpersonal skills that are crucial for an effective workplace. The knowledge I acquired from this training significantly enhanced my competency in handling office tasks efficiently, interacting professionally with colleagues, and using modern office technology to support administrative functions.
One of the most valuable skills I gained was the ability to operate a computer for administrative tasks. My role required me to type official documents, draft letters, prepare reports, and manage databases. I became proficient in using Microsoft Word for formatting documents, Microsoft Excel for organizing student records, and Microsoft PowerPoint for creating presentations used during meetings and training sessions. Additionally, I learned how to use email platforms such as Gmail and Outlook to send and receive official correspondence. Managing digital files was also an important part of my duties, ensuring that all necessary documents were stored in an organized manner for easy retrieval. Through this process, I understood the importance of data security, the need for password protection on confidential files, and the role of cloud storage in backing up essential documents.
Working with the photocopy machine was another key aspect of my training. Schools require a constant supply of duplicated materials, including examination scripts, circulars, lesson plans, and administrative notices. I learned how to operate the machine efficiently by adjusting the paper size, brightness, and contrast to ensure clear copies. Troubleshooting photocopy machine issues such as paper jams, low toner levels, and misaligned printouts became part of my daily routine. This experience taught me the significance of maintaining office equipment and how minor technical know-how could prevent delays in administrative operations. I also learned how to efficiently manage time when making multiple copies of documents, ensuring that all materials were ready before deadlines.
Handling the printing machine was equally important as printing documents formed a significant part of my responsibilities. Whether printing official letters, examination questions, newsletters, or event posters, I had to ensure that each document met the required standard. I learned how to adjust printer settings, select the appropriate print quality, and load the correct paper sizes. Additionally, I became skilled at troubleshooting minor printer errors such as paper feed issues, ink smudging, and print misalignment. Understanding the different types of printers, including inkjet and laser printers, helped me determine the best machine for different tasks. I also learned the importance of regularly checking ink levels to avoid running out of ink in the middle of important printing tasks. Proper handling and maintenance of the printer, such as cleaning the printhead and replacing toner cartridges, ensured smooth operations.
Shredding outdated and confidential documents was another crucial task that I undertook. The shredder is an essential office tool used for disposing of sensitive materials such as student records, financial reports, and outdated policy documents. I learned the proper way to feed papers into the shredder, ensuring smooth operation without causing jams. This task highlighted the importance of data privacy and document security, particularly in an academic environment where student and staff information must be kept confidential. Additionally, I gained an understanding of different shredding techniques, including cross-cut and strip-cut shredding, and their implications for data security.
A tape dispenser, though seemingly simple, played an essential role in my daily tasks. Whether sealing envelopes, packaging documents, or binding materials together, I learned how to efficiently handle a tape dispenser without wasting materials. This skill came in handy when preparing bulk mailing packages, ensuring that documents were properly secured before being dispatched to different recipients. Using the tape dispenser effectively also saved time and made my work more organized.
Laminating important documents was another task that required precision and care. I became proficient in operating a laminating machine to preserve certificates, student identification cards, and instructional materials. I learned the correct way to preheat the laminator, insert documents into laminating pouches, and carefully pass them through the machine to avoid creases or air bubbles. This experience reinforced my attention to detail, as even the smallest mistake could result in poorly laminated documents that would need to be redone. Laminating also served as a way to protect frequently handled documents from wear and tear, ensuring their longevity.
Although fax machines are less commonly used today, I gained knowledge of how to operate one, which was beneficial for handling external communication with organizations that still relied on faxing. I learned how to properly load documents into the machine, dial recipient numbers, and confirm successful transmission. Understanding how to use the fax machine added to my versatility in handling different modes of communication, preparing me for diverse office environments where multiple communication channels might be used.
Managing office phone calls was another key area of my training. I was responsible for receiving calls, directing them to the appropriate departments, taking messages, and responding to inquiries from parents, teachers, and external stakeholders. This experience helped me develop professional telephone etiquette, clear communication skills, and the ability to provide accurate information in a courteous manner. Handling calls efficiently required me to be attentive, patient, and organized, especially during peak periods when multiple calls came in simultaneously.
One of the technical skills I acquired was replacing printer cartridges and toner. I learned how to identify when ink or toner levels were low, safely remove empty cartridges, and install new ones without causing damage to the printer. Understanding the difference between ink cartridges for inkjet printers and toner for laser printers helped me determine the right supplies for each machine. Additionally, I learned the importance of properly recycling used cartridges to minimize environmental waste.
Beyond operating office equipment, I was actively involved in general administrative duties that contributed to the smooth running of the school. Organizing student files was a major responsibility, ensuring that all academic records, admission documents, and correspondence were well-maintained. I assisted in the preparation of school reports, newsletters, and circulars, which required attention to detail and accuracy. Managing inventory for office supplies was another important task, as I had to ensure that there were adequate stocks of printing paper, pens, staplers, folders, and other essential materials. Keeping track of inventory levels helped prevent shortages and ensured that administrative operations ran smoothly.
Attending meetings and assisting in taking minutes gave me insight into school governance and decision-making processes. I observed how administrative policies were formulated, how issues affecting students and staff were discussed, and how resolutions were implemented. This exposure helped me understand the role of effective communication and teamwork in an organizational setting. Interacting with teachers, students, and parents also improved my interpersonal skills, as I had to respond to inquiries, provide assistance, and ensure that all administrative processes were handled professionally.
Another aspect of my training involved learning about data entry and record management. I was responsible for updating student attendance records, inputting grades, and maintaining files in both digital and physical formats. This experience reinforced my ability to work with accuracy and efficiency, as any errors in record-keeping could affect important administrative decisions. I also became familiar with database management systems used in school administration, which expanded my technical skills and prepared me for more advanced administrative roles.
My experience at Gracia Davina Schools provided me with a comprehensive understanding of school administration and the practical skills needed to function effectively in an office environment. Through hands-on training, I developed proficiency in computer operations, document management, communication handling, and office equipment maintenance. The skills I acquired have prepared me for future career opportunities in administrative roles, equipping me with the knowledge and confidence to handle complex office tasks. More importantly, I gained a deeper appreciation for the critical role that administrative personnel play in ensuring the efficient functioning of an organization. The experience has strengthened my problem-solving abilities, time management skills, and attention to detail, all of which are essential for a successful career in administration.




CHAPTER 4
EXECUTIVE SUMMARY
BENEFITS
· I become more enlightened by encountering and getting familiar with different equipment.
· I was able to relate most of my theoretical aspect taught in class to the physical aspect in the organisation.
· I experienced how to use some of the equipment being used in the organisation.
· I also improved in my understanding of some stages.

WORK CARRIED OUT WITH CLEAR STATEMENT
The entire staff of GRACIA DAVINA SCHOOLS, taught me on how to manage the company and how to work as a team in any organisation.


CHAPTER FIVE
PROBLEMS ENCOUNTERS, RECOMMENDATIONS AND CONCLUSIONS
5.1	Difficulties Encountered During the Programme
	Life they say is not a bed of roses and whatsoever that has advantages also have its disadvantages. In as much as the SIWES Programme is a wonderful programme which has been designed to help the students have a practical knowledge of their various courses of study, it is note-worthy to also mention some of the problems encountered during the programme.
1. Problems of Securing a Place of Attachment
Securing a place of attachment for industrial training programme was a very big challenge to me. This is due to the fact that there are very limited establishment that accepts students undergoing industrial training. While I was searching for a place of attachments, I got to find out most of the establishments that accepts students had already taken the maximum number of students needed, while others would just reject the request giving one reason or the other.
2. Working Time
	As an IT student, I was meant to work for twelve (12) hours in a day, five days in a week (i.e. Mondays to Friday). I barely had time to attend to my personal needs. Not just that IT students had to work all day, but also, the work load was quite much. Most times IT students would be asked to work overtime even without any incentive attached to it and students have no option but to comply every given instruction.
 3. Finance
	Stipends given to me during my industrial training programme is nothing to write home about. The stipend was so little that it could not even cover up for my daily transportation fair not to even mention my feeding fee; therefore, making me spent more from my personal savings. Despite the fact that the stipend was little, it was delayed. Most students ended their programme without receiving their complete stipend due to late payment from firm and we are also asked to pay for the practical we are going to conduct which makes student loose interest in participating.
4. Inaccessible Machines
Industrial training students were not opportune to access most of the automated analyzers because they are not available Instead, we were being told to make research of such machine which does not assist us in learning better going with the saying “practice makes perfect” and not “plain research makes one perfect”. One of the objectives of SIWES is to expose students to work methods and techniques in handling equipment’s and machineries that may not be available in their universities, thus, the above stated objective of SIWES is not been fulfilled completely.
The difficulties encountered during the programme among others include;
· Inadequate monitoring of students on industrial training;
· Lack of cooperation and support from organization;
· Delay in release of fund for supervision and student’s industrial training allowances;
· Student’s reports were not corrected.

5.2 RECOMMENDATIONS OF THE SCHEME WAYS OF IMPROVING THE PROGRAMME
	SIWES programme can be improved by the various actors in the programme which include the Federal Government of Nigeria (FGN), Industrial Training Fund (ITF), Supervisory Agencies (NUC, NCCE, and NBTE), the Institutions, and the Employers.
A. The Federal Government of Nigeria
· The Federal Government should make it mandatory to all ministries, companies, and other organization to offer placement and as well as accept students for industrial attachment.
· The Federal Government should increase the fund being provided for the SIWES programme and other educational programmes in general for effective and productive implementation of the scheme.
B. The Industrial Training Fund (ITF)
· The Industrial Training Fund should provide a strong insurance policy covered for students on SIWES programme.
· The ITF should provide logistic and material necessary for the effective administration of the scheme.
· The ITF should formulate policies and guidelines for SIWES programme for enhancement to all SIWES participating bodies, institutions and companies involved in the scheme.
· The ITF should provide information on companies for the attachment and help in the placement of students.
C. The Supervisory Agency
· The supervisory agency should liaise with the Industrial Training Fund to ensure the implementation of all federal government policies on the scheme.
· The supervisory agency should ensure adequate funding of the SIWES unit in all the institutions for effective administration of the scheme.
· The supervisory agency should research into the development of the scheme in line with advances in technological development.
· The supervisory agency should develop, monitor and review job specification in collaboration with the institution toward the maintenance of the National Minimum Academic Standard for the entire programme approved for SIWES.
D. The Institution
· The Institution should help identify placement opportunities for student attachment with employers.
· The Institution should ensure regular visitation of their students on industrial training to monitor their welfare and improvement status.
· The Institution should have adequate information on some of the challenges facing the firm and the student; it should be noted and treated immediately.
· The Institution should ensure payment of student’s allowances and other outstanding financial challenges.
E. The Employer
· The Employers should accept students for industrial training attachment.
· The Employer should allow the students to have access to some of their useful equipment and other useful facilities.
· The Employer should provide welfare services like drugs and other medication and show good hospitality to students.
5.2.1	Advice for Future Participants
I strongly recommend that future participants should bear the following in mind;
1. The student should be focused to avoid disputing the reputation of the institution in their place of industrial attachment and they should also bear in mind the objective of the scheme and show commitment, diligence and honesty.
1. The student should obey and adhere strictly to all rules and regulations of the company; they should respect the industrial based supervisors as well as other staffs of the company because the moral standard of the student is also evaluated.
1. The student should avoid change of placement without seeking permission from the institutional based supervisor, the employer and the industrial training fund.
1. The student should handle the equipment if the firm with great care and they should take pride in protecting the interest of the company throughout the period of industrial attachment.
5.2.2	Advice for the SIWES managers
1. The SIWES managers should give attention to student welfare on industrial training and the students allowance should be increased as a result as high cost of living in our society.
1. Technologists from various departments or program should be involved in the drafting of time table for students on IT to ensure that students are always sent into areas where activities that will result in learning experience are taking place.
5.3 CONCLUSION
The gains of this exercise are immense; that it was worth the while is grossly an understatement. Being accorded another opportunity in life to be exposed to the rudiments of work places outside the class room teaching is an experience of a life time.
Furthermore, the exposure to practical tools, and working features had engendered better understanding of lessons thought in the class room and charted a course for career development.
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