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CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2 HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. Thus the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labour.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.
1.3 OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry
Promote the desired technological knowhow required for the advancement of the nation.
1.4	OBJECTIVES OF ESTABLISHMENT
· Network security
Protecting the network and infrastructure from unauthorized access, disruptions, and other abuses. Companies can use centralized sign-on security systems to prevent unauthorized devices from joining the network.
· Reduce downtime and improve network availability
A well-documented network configuration can help simplify the process of identifying and resolving issues, reducing downtime, and maintaining business continuity
· Performance
Ensuring that the network is delivering by establishing metrics to measure performance. Continuous analysis of performance helps ensure that policies are being followed and business objectives are being met. 
· Communication and collaboration
Computer networking services can facilitate communication and collaboration among employees, regardless of their physical location. 




CHAPTER TWO
2.1. INTRODUCTION TO THE COMPANY
· I was introduce to the administrative department and some other departments
· I was introduced to organization structure, office and their functions
An organizational structure is a system that defines how a company operates, including how employees are grouped, their roles, and how they communicate. It also outlines how tasks are delegated to achieve the company's goals.
Organization Structure
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2.2 FILE COPYING
File copying is the process of creating an exact replica of a file, maintaining its original content and data, and storing it in a different location or with a different name. 
Here's a more detailed explanation:
· What it is:
File copying involves duplicating the contents of an existing file and creating a new file with the same data. 
· Purpose:
The primary purpose of file copying is to create a backup, allow for editing without altering the original, or transfer data to another location. 
· How it works:
The process typically involves reading the data from the original file and writing it to a new location, creating a separate and independent copy. 
· Examples:
. Copying a document from your computer to a USB drive. 
. Creating a backup copy of a project folder. 
. Transferring a file from one computer to another via a network. 
· Methods:
. Operating System: Most operating systems (Windows, macOS, Linux) provide built-in functionalities for copying files through file explorers or command-line tools. 
. Programming Languages: Programming languages also offer functions or methods to copy files, enabling automated file copying within applications. 
. Software: Certain software programs, like those for data backup or file management, offer specialized tools for copying files. 
· Overwriting:
When copying a file to a location where a file with the same name already exists, the operating system or software may prompt the user to choose whether to overwrite the existing file or keep both versions. 
· Key Terms:
. Source File: The original file being copied. 
. Destination File: The new file that is created as a copy. 
. Copy: The action of creating a duplicate file. 
. Paste: The action of placing the copy of a file in a new location. 

2.3 SECRET FILE
A "secret file" refers to a file containing information that is not intended for public access or is restricted to a limited number of people. These files often contain sensitive or confidential data. 
Here's a more detailed explanation:
· Confidentiality:
The primary characteristic of a secret file is its confidential nature, meaning the information within is not meant to be shared widely. 
· Examples:
. Organizational: Secret files can contain sensitive business information, trade secrets, or internal policies. 
. Personal: They might hold private information, such as financial details or personal correspondence. 
. Security: In government or military contexts, secret files may contain classified information related to national security or intelligence. 
. Technical: In software development, secret files can store credentials, API keys, or other sensitive data used by applications. 
· Purpose:
The purpose of a secret file is to protect the information it contains from unauthorized access or disclosure. 
· Security Measures:
Secret files are often stored securely, with access restrictions and encryption to prevent unauthorized access. 
· Context:
The term "secret file" can have different meanings depending on the context. For example, in a computer science context, a "secret file" might refer to a file containing sensitive data, while in a legal context, it might refer to a file containing confidential information about a case. 
2.4 PERSONAL FILE
A personal file, in a business context, is a structured, secure record that details an employee's relationship with a company, containing essential documents like job applications, performance reviews, and records of training or promotions. 
Here's a more detailed explanation:
· Purpose:
Personnel files serve as tools for managing compliance, supporting decision-making, and ensuring transparency regarding an employee's employment history and performance. 
· Contents:
They typically include:
. Employment Records: Resumes, contracts, job descriptions, and employment agreements. 
. Performance-Related Documents: Performance reviews, evaluations, feedback, promotions, and disciplinary actions. 
. Legal Documentation: Tax forms, payroll information, and employee benefits. 
. Other Information: Emergency contact information, and other relevant documents 
· Organization:
Employee files are typically organized into categories to keep information accessible and confidential. 
· Confidentiality and Access:
Personnel files are highly confidential, and access should be limited to certain members of the HR department and their managers. 
· Legal Considerations:
Employers are obligated to maintain personnel files and may be required to provide access to them upon request. 



CHAPTER THREE
3.1	MORNING CENSUS
A "morning census" refers to the period of time during the census night, specifically the hours between the census moment (often midnight) and the morning of the census day (5:00 a.m.). 
Here's a more detailed explanation:
· Census Night:
The period of time during which a census is taken, typically starting at midnight and continuing until the morning of the census day. 
· Census Moment:
A specific point in time, often fixed at midnight, that serves as the reference point for determining who is included in the census count. 
· Morning Census:
The hours between the census moment and the census day morning (5:00 a.m.) are considered the "morning census". 
· Purpose:
This period is important because it helps to capture the population residing in a specific location at a particular point in time. 
· Example:
In a census where the census moment is midnight on a particular day, the "morning census" would be the period from midnight to 5:00 a.m. on the following day. 

SECONDMENT
Secondment is the temporary assignment of a member of one organization to another organization. In some jurisdictions, [e.g., India] such temporary transfer of employees is called "on deputation"
3.2    STAFF LIST. 
A "staff list" or "employee directory" is a database or list containing details about a company's employees, including their names, job titles, contact information, and sometimes other details like department or location. 
Here's a more detailed breakdown:
· Purpose:
It helps employees easily find and connect with their colleagues, facilitating communication and collaboration. 
· Information:
Typically includes:
. Full name 
. Job title 
. Department 
. Work contact information (phone number, email) 
. Work location (especially if multiple offices) 
. Sometimes includes bios or areas of expertise 
· Format:
Employee directories can be in various formats, from printed phone books to digital databases or web-based applications. 
· Management:
HR departments usually manage and update employee directories to ensure accuracy. 

Record Of Service
A record of service is a collection of documents that record a person's activities and accomplishments while working for an organization. It can be electronic or printed.
Examples of service records:
· Vocational rehabilitation records: Records that contain information about an individual's participation in a vocational rehabilitation program 
· Employment records: Records that contain information about an individual's employment history, including length of service, age, and work status 
· Military service records: Records that contain information about an individual's military service 
· Client records: Records that contain information about services provided to a client 
Uses of service record
Service records can be used for a variety of purposes, including: Documenting a person's activities and accomplishments, Recording an individual's employment history, Recording an individual's participation in a vocational rehabilitation program, Recording services provided to a client, and Researching war service. 
DISPATCHING OF LETTER  
Dispatching a letter" means to send a letter off promptly or quickly, essentially just mailing it or sending it out with haste; it implies a deliberate action to get the letter to its destination without delay. 
CHAPTER FOUR
4.0 CONCLUSION AND RECOMMENDATIONS
4.1 CONCLUSION
	Having passed through the SIWES training, have been able to discover and explore different things about the microbial world; therefore, its usefulness cannot be over – emphasized. The interesting part of this is that the field of microbiology has gotten answer to most of the infection and disease affecting the world. For the few infections that has not been diagnosed, precautionary measures that can be taken against it has been discovered. The only section left is for people should come out of their ignorance and go for medical check – up instead of relying on self – medication and visiting unqualified practitioners, if people could visit hospitals or health – centers frequently and follow the treatments given to them, mortality rate will drastically be reduced and the health status of the nation will be promoted.
	More importantly I have been able to see the various prospects available in the field and also the various challenges that call for quick attention. Indeed, the industrial training program has been impactful; it was never a waste of time and energy.

4.2          RECOMMENDATIONS
The effort of the industrial training fund (ITF) was recommended for bringing up this programme known as student industrial work scheme (SIWES). This has paved way for self practice of the theoretical works that have been taught during lectures.
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