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Departmental Training Module
Public Administration
1. Department Overview
The Public Administration Department trains young people to understand the basic principles, discipline, ethics, systems and practical skills required for serving in government, public institutions, community organisations, ministries, agencies, local councils, public offices and development programmes.
Public administration is the organised way through which policies, laws, services, programmes and public resources are managed for the benefit of society. It involves planning, records, public service delivery, communication, budgeting awareness, accountability, community engagement, policy implementation, supervision, public ethics and responsible leadership.
A nation cannot grow properly without good public administration. Roads, schools, hospitals, water projects, markets, public records, local government services, community development, public safety and social welfare all require administration. When public administration is weak, people suffer from delay, corruption, poor records, abandoned projects, injustice, waste and lack of trust.
This department does not aim to turn trainees into senior civil servants within seven months. Rather, it gives them strong foundational knowledge in public service, governance, policy awareness, office procedure, citizen service, public records, public accountability, community engagement, teamwork, ethics and administrative responsibility.
A public administrator must be honest, disciplined, fair, respectful, patient, accountable, organised and service-minded. Public administration is not an opportunity for selfish gain. It is a platform for serving people, strengthening communities and honouring God through justice, order and faithfulness.
2. Purpose of the Department
The purpose of the Public Administration Department is to raise disciplined, ethical and God-fearing trainees who can understand public service, support administrative systems and contribute to community and national development with integrity.
The department aims to:
1. Teach trainees the meaning and importance of public administration.
2. Help trainees understand government, governance and public service.
3. Train trainees in public office conduct, records, communication and citizen service.
4. Teach policy implementation awareness and programme support.
5. Train trainees in community engagement, public accountability and service delivery.
6. Build understanding of public finance, budgeting, procurement awareness and resource stewardship.
7. Develop honesty, fairness, patience, diligence, confidentiality and respect for authority.
8. Prepare trainees for industrial attachment in local government offices, ministries, agencies, NGOs, community development offices, public institutions, schools, hospitals and administrative departments.
9. Help trainees identify enterprise and employability opportunities connected to public administration support.
10. Develop trainees who can serve society with justice, order, compassion and Kingdom character.
3. Foundational Scriptures for the Department
Romans 13:1
Quoted Scripture:
“Let every soul be subject unto the higher powers. For there is no power but of God: the powers that be are ordained of God.”
Department Lesson:
Public administration must respect lawful authority, order and governance structures.
Proverbs 29:2
Quoted Scripture:
“When the righteous are in authority, the people rejoice: but when the wicked beareth rule, the people mourn.”
Department Lesson:
Righteous leadership and administration bring joy to the people. Wicked leadership causes suffering.
Micah 6:8
Quoted Scripture:
“He hath shewed thee, O man, what is good; and what doth the LORD require of thee, but to do justly, and to love mercy, and to walk humbly with thy God?”
Department Lesson:
Public service requires justice, mercy and humility.
1 Corinthians 14:40
Quoted Scripture:
“Let all things be done decently and in order.”
Department Lesson:
Public administration requires order, proper records, clear procedures and disciplined service.
Proverbs 11:1
Quoted Scripture:
“A false balance is abomination to the LORD: but a just weight is his delight.”
Department Lesson:
Public administrators must reject corruption, false records, cheating and dishonest use of public resources.
4. Skills Trainees Must Learn
By the end of the training, trainees should learn the following foundational skills.
A. Public Administration Orientation Skills
1. Understanding the meaning of public administration.
2. Understanding the purpose of government.
3. Understanding the meaning of governance.
4. Understanding the role of public institutions.
5. Understanding public service.
6. Understanding citizens and community needs.
7. Understanding public policy awareness.
8. Understanding public records.
9. Understanding accountability.
10. Representing the Academy with honour in public spaces.
B. Public Service Conduct Skills
1. Punctuality.
2. Respect for authority.
3. Respect for citizens.
4. Professional dressing.
5. Proper speech.
6. Patience with the public.
7. Fair treatment of people.
8. Confidentiality.
9. Obedience to lawful instructions.
10. Avoiding bribery and corruption.
C. Governance and Policy Awareness Skills
1. Understanding local, state and national government awareness.
2. Understanding public policy at basic level.
3. Understanding policy implementation.
4. Understanding public programmes.
5. Understanding public service delivery.
6. Understanding community development.
7. Understanding administrative procedures.
8. Understanding public decision-making.
9. Understanding rule of law awareness.
10. Understanding civic responsibility.
D. Public Records and Documentation Skills
1. Maintaining registers.
2. Filing public documents.
3. Recording incoming correspondence.
4. Recording outgoing correspondence.
5. Preparing minutes.
6. Preparing simple reports.
7. Maintaining attendance records.
8. Preparing citizen request records.
9. Preparing programme records.
10. Protecting confidential files.
E. Citizen Service and Communication Skills
1. Welcoming citizens respectfully.
2. Listening to complaints.
3. Giving clear information.
4. Directing people to the right office.
5. Taking messages.
6. Explaining procedures simply.
7. Avoiding harsh language.
8. Handling difficult people calmly.
9. Reporting unresolved matters.
10. Maintaining public trust.
F. Community Engagement Skills
1. Identifying community stakeholders.
2. Understanding community needs.
3. Supporting public meetings.
4. Recording community concerns.
5. Preparing attendance lists.
6. Supporting consultation processes.
7. Communicating decisions respectfully.
8. Encouraging participation.
9. Respecting local leaders.
10. Promoting peace and unity.
G. Public Finance and Resource Awareness Skills
1. Understanding public funds.
2. Understanding budgets at basic level.
3. Understanding public expenditure.
4. Understanding receipts and vouchers.
5. Understanding procurement awareness.
6. Tracking materials.
7. Avoiding waste.
8. Reporting misuse.
9. Supporting financial records.
10. Practising stewardship.
H. Monitoring and Reporting Skills
1. Tracking public programmes.
2. Checking service delivery.
3. Recording progress.
4. Preparing activity reports.
5. Preparing incident reports.
6. Gathering feedback.
7. Identifying delays.
8. Reporting problems early.
9. Writing simple evaluation notes.
10. Preparing recommendations.
I. Ethics, Anti-Corruption and Accountability Skills
1. Understanding public trust.
2. Avoiding bribery.
3. Avoiding favouritism.
4. Avoiding false records.
5. Avoiding misuse of public property.
6. Reporting wrongdoing properly.
7. Respecting due process.
8. Maintaining transparency.
9. Protecting public resources.
10. Serving with fear of God.
J. Employability and Enterprise Skills
1. Administrative support for public offices.
2. Community project support.
3. Records management support.
4. Public meeting support.
5. Data entry support.
6. Citizen service support.
7. NGO field administration support.
8. Programme reporting support.
9. Local development documentation support.
10. Civic education support.
5. Weekly Topics for Seven Months
The seven-month classroom and practical phase is divided into twenty-eight training weeks. Each week should include teaching, demonstration, supervised practical work, group activity, public ethics, record keeping and character formation.
Month 1: Public Administration Orientation, Governance and Public Service
Week 1: Introduction to Public Administration
Teaching Focus
Meaning of public administration, importance of public institutions, role of administrators and connection between administration and public welfare.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Discuss the meaning of public administration.
2. Day 2: Identify public offices in the community, local government, schools, hospitals and ministries.
3. Day 3: List services provided by public institutions.
4. Day 4: Discuss what happens when public offices are disorganised.
5. Day 5: Write a reflection on why order is important in public service.
Character Lesson
Public administration brings order to society. Disorder in public offices affects many people.
Week 2: Government, Governance and Authority
Teaching Focus
Meaning of government, meaning of governance, levels of government awareness, lawful authority, public order and civic responsibility.
Scripture for the Week
Romans 13:1
“Let every soul be subject unto the higher powers. For there is no power but of God: the powers that be are ordained of God.”
Daily Practical Activities
1. Day 1: Define government and governance in simple terms.
2. Day 2: Identify local, state and national government functions at awareness level.
3. Day 3: Discuss why lawful authority is important.
4. Day 4: Prepare a simple governance chart.
5. Day 5: Discuss how citizens should relate to public authority.
Character Lesson
Public service requires respect for lawful authority and responsible civic behaviour.
Week 3: The Heart of Public Service
Teaching Focus
Service to citizens, humility, patience, fairness, compassion, duty and public trust.
Scripture for the Week
Micah 6:8
“He hath shewed thee, O man, what is good; and what doth the LORD require of thee, but to do justly, and to love mercy, and to walk humbly with thy God?”
Daily Practical Activities
1. Day 1: Discuss what it means to serve the public.
2. Day 2: Identify examples of fair and unfair treatment of citizens.
3. Day 3: Role-play serving an elderly citizen respectfully.
4. Day 4: Prepare a public service attitude checklist.
5. Day 5: Write a personal public service pledge.
Character Lesson
Public service must be rooted in justice, mercy and humility.
Week 4: Public Office Conduct and Discipline
Teaching Focus
Punctuality, official dressing, respectful communication, obedience to procedure, confidentiality and office discipline.
Scripture for the Week
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Daily Practical Activities
1. Day 1: Practise professional greeting in a public office.
2. Day 2: Review proper office appearance.
3. Day 3: Role-play receiving instructions from a supervisor.
4. Day 4: Discuss poor conduct in public offices.
5. Day 5: Prepare a public office conduct checklist.
Character Lesson
Public duties must be done heartily and responsibly because many lives can be affected by administrative behaviour.
Month 2: Public Records, Procedures, Communication and Citizen Service
Week 5: Public Records and Documentation
Teaching Focus
Meaning of public records, registers, files, correspondence, minutes, reports, confidentiality and record protection.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Identify public office records and registers.
2. Day 2: Prepare a simple citizen request register.
3. Day 3: Prepare an incoming correspondence record.
4. Day 4: Prepare an outgoing correspondence record.
5. Day 5: File sample public documents neatly.
Character Lesson
Clear records help public offices act responsibly and reduce confusion.
Week 6: Administrative Procedures and Due Process
Teaching Focus
Procedures, approvals, official channels, forms, signatures, filing, escalation and why due process matters.
Scripture for the Week
Proverbs 19:20
“Hear counsel, and receive instruction, that thou mayest be wise in thy latter end.”
Daily Practical Activities
1. Day 1: Discuss what due process means.
2. Day 2: Arrange a simple approval process for a public request.
3. Day 3: Identify missing steps in a sample procedure.
4. Day 4: Role-play submitting a request through proper channels.
5. Day 5: Prepare a due process checklist.
Character Lesson
Wise people follow proper instruction. Due process protects fairness and accountability.
Week 7: Citizen Reception and Public Communication
Teaching Focus
Welcoming citizens, listening, asking questions respectfully, giving directions, taking messages and protecting public trust.
Scripture for the Week
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Daily Practical Activities
1. Day 1: Practise welcoming citizens politely.
2. Day 2: Complete a visitor or citizen enquiry register.
3. Day 3: Role-play explaining a simple office procedure.
4. Day 4: Practise directing a citizen to the right office.
5. Day 5: Prepare a citizen service communication checklist.
Character Lesson
Public communication must be gracious, respectful and clear.
Week 8: Handling Complaints and Public Concerns
Teaching Focus
Listening to complaints, recording concerns, avoiding argument, reporting issues, following up and treating people with dignity.
Scripture for the Week
James 1:19
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Daily Practical Activities
1. Day 1: Discuss common complaints citizens bring to public offices.
2. Day 2: Practise listening without interrupting.
3. Day 3: Record a sample complaint.
4. Day 4: Role-play responding to an angry citizen calmly.
5. Day 5: Prepare a complaint handling report.
Character Lesson
A public servant must be quick to listen and slow to anger.
Month 3: Public Policy, Programme Support and Community Engagement
Week 9: Introduction to Public Policy
Teaching Focus
Meaning of policy, public problems, policy decisions, policy implementation and how policies affect citizens.
Scripture for the Week
Proverbs 29:2
“When the righteous are in authority, the people rejoice: but when the wicked beareth rule, the people mourn.”
Daily Practical Activities
1. Day 1: Define public policy in simple language.
2. Day 2: Identify examples of public policies in education, health, roads, sanitation and agriculture.
3. Day 3: Discuss how good policies help people.
4. Day 4: Discuss how poor implementation affects citizens.
5. Day 5: Prepare a simple policy awareness note.
Character Lesson
Righteous leadership and good administration can bring joy and improvement to people.
Week 10: Policy Implementation and Programme Support
Teaching Focus
Turning decisions into action, programme activities, roles, timelines, resources, public communication and reporting.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Choose a simple public programme example.
2. Day 2: List activities needed to implement the programme.
3. Day 3: Assign team roles.
4. Day 4: Prepare a simple implementation timeline.
5. Day 5: Present the programme support plan.
Character Lesson
Good policy requires action. People must rise and build responsibly.
Week 11: Community Needs and Stakeholder Engagement
Teaching Focus
Community needs, stakeholders, local leaders, youth groups, women groups, religious leaders, businesses and public consultations.
Scripture for the Week
Proverbs 11:14
“Where no counsel is, the people fall: but in the multitude of counsellors there is safety.”
Daily Practical Activities
1. Day 1: Identify stakeholders in a community project.
2. Day 2: List possible community needs.
3. Day 3: Prepare questions for a community consultation.
4. Day 4: Role-play a meeting with community representatives.
5. Day 5: Prepare a stakeholder engagement checklist.
Character Lesson
Good administration listens to wise counsel and includes people responsibly.
Week 12: Public Meetings, Minutes and Community Reports
Teaching Focus
Meeting notice, agenda, attendance, minutes, decisions, action points, community feedback and report writing.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Prepare a public meeting notice.
2. Day 2: Prepare a meeting agenda.
3. Day 3: Conduct a mock public meeting.
4. Day 4: Write minutes and action points.
5. Day 5: Prepare a community meeting report.
Character Lesson
Public meetings must be properly recorded so that decisions can be followed.
Month 4: Public Finance, Budgeting, Procurement and Resource Stewardship
Week 13: Introduction to Public Finance
Teaching Focus
Meaning of public funds, sources of public money, public spending, accountability, receipts, approvals and financial responsibility.
Scripture for the Week
1 Corinthians 4:2
“Moreover it is required in stewards, that a man be found faithful.”
Daily Practical Activities
1. Day 1: Discuss what public funds mean.
2. Day 2: List examples of public spending.
3. Day 3: Identify why public money must be protected.
4. Day 4: Prepare a simple public finance responsibility chart.
5. Day 5: Write a reflection on financial stewardship.
Character Lesson
Public money is entrusted money. Faithfulness is required.
Week 14: Public Budgeting Awareness
Teaching Focus
Meaning of budget, public needs, planned income, planned expenditure, priorities, cost control and budget monitoring.
Scripture for the Week
Luke 14:28
“For which of you, intending to build a tower, sitteth not down first, and counteth the cost?”
Daily Practical Activities
1. Day 1: Identify needs for a sample community project.
2. Day 2: List expected costs.
3. Day 3: Prioritise essential and non-essential items.
4. Day 4: Prepare a simple public programme budget.
5. Day 5: Review the budget for waste and missing items.
Character Lesson
Wise public administrators count the cost before implementing programmes.
Week 15: Procurement and Public Resource Control Awareness
Teaching Focus
Procurement meaning, requesting materials, supplier comparison, approval, receipts, delivery notes, stock records and avoiding favouritism.
Scripture for the Week
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Daily Practical Activities
1. Day 1: Define procurement in simple terms.
2. Day 2: Prepare a material request form.
3. Day 3: Compare sample supplier prices.
4. Day 4: Record items received.
5. Day 5: Discuss why favouritism and false prices are wrong.
Character Lesson
Public procurement must be fair, honest and transparent.
Week 16: Waste Prevention and Public Property Care
Teaching Focus
Office supplies, vehicles, equipment, buildings, furniture, stationery, fuel awareness, maintenance reporting and anti-waste culture.
Scripture for the Week
John 6:12
“When they were filled, he said unto his disciples, Gather up the fragments that remain, that nothing be lost.”
Daily Practical Activities
1. Day 1: Identify public resources that are often wasted.
2. Day 2: Prepare a public property care checklist.
3. Day 3: Record sample office supplies issued.
4. Day 4: Write a maintenance report for a damaged item.
5. Day 5: Prepare a waste prevention note.
Character Lesson
Waste is poor stewardship. Public property must be protected.
Month 5: Ethics, Accountability, Rule of Law and Service Delivery
Week 17: Public Service Ethics
Teaching Focus
Honesty, fairness, neutrality, confidentiality, respect, impartiality, integrity and public trust.
Scripture for the Week
Micah 6:8
“He hath shewed thee, O man, what is good; and what doth the LORD require of thee, but to do justly, and to love mercy, and to walk humbly with thy God?”
Daily Practical Activities
1. Day 1: Discuss the meaning of ethics.
2. Day 2: Identify ethical and unethical public service behaviours.
3. Day 3: Role-play fair treatment of two citizens.
4. Day 4: Prepare a public service ethics pledge.
5. Day 5: Review case studies on justice and mercy.
Character Lesson
God requires justice, mercy and humility. Public service must reflect these values.
Week 18: Anti-Corruption and Transparency
Teaching Focus
Bribery, favouritism, ghost records, false receipts, missing files, misuse of office, abuse of power and transparency.
Scripture for the Week
Proverbs 10:9
“He that walketh uprightly walketh surely: but he that perverteth his ways shall be known.”
Daily Practical Activities
1. Day 1: Discuss examples of corruption in public administration.
2. Day 2: Role-play refusing a bribe.
3. Day 3: Identify false records in a sample case.
4. Day 4: Prepare an anti-corruption checklist.
5. Day 5: Write a personal integrity commitment.
Character Lesson
Dishonesty may be hidden for a time, but uprightness is safer and stronger.
Week 19: Rule of Law and Administrative Justice Awareness
Teaching Focus
Meaning of rule of law, fairness, rights awareness, due process, appeals, records, non-discrimination and lawful procedure.
Scripture for the Week
Deuteronomy 16:20
“That which is altogether just shalt thou follow, that thou mayest live, and inherit the land which the LORD thy God giveth thee.”
Daily Practical Activities
1. Day 1: Discuss the meaning of fairness in public decisions.
2. Day 2: Identify examples of unfair treatment.
3. Day 3: Arrange steps in a simple due process exercise.
4. Day 4: Role-play responding to a citizen’s appeal respectfully.
5. Day 5: Prepare an administrative justice checklist.
Character Lesson
Public administration must pursue what is just and fair.
Week 20: Service Delivery and Public Satisfaction
Teaching Focus
Service standards, timeliness, access, quality, feedback, complaint resolution and improving public services.
Scripture for the Week
Matthew 7:12
“Therefore all things whatsoever ye would that men should do to you, do ye even so to them.”
Daily Practical Activities
1. Day 1: Identify services citizens expect from public offices.
2. Day 2: Prepare a service delivery checklist.
3. Day 3: Develop a simple citizen feedback form.
4. Day 4: Review sample public feedback.
5. Day 5: Prepare a service improvement plan.
Character Lesson
Public servants should treat citizens the way they would want to be treated.
Month 6: Monitoring, Reporting, Development Planning and Public Leadership
Week 21: Monitoring Public Programmes
Teaching Focus
Tracking activities, checking progress, identifying delays, collecting evidence, field visit awareness and monitoring reports.
Scripture for the Week
Proverbs 27:23
“Be thou diligent to know the state of thy flocks, and look well to thy herds.”
Daily Practical Activities
1. Day 1: Review a sample public programme plan.
2. Day 2: Mark completed and pending activities.
3. Day 3: Prepare a monitoring checklist.
4. Day 4: Record evidence of progress.
5. Day 5: Prepare a monitoring report.
Character Lesson
Diligent public administrators know the state of programmes entrusted to them.
Week 22: Public Reporting and Documentation
Teaching Focus
Activity reports, field reports, incident reports, monthly reports, data summaries, recommendations and report presentation.
Scripture for the Week
Proverbs 18:13
“He that answereth a matter before he heareth it, it is folly and shame unto him.”
Daily Practical Activities
1. Day 1: Prepare a simple activity report.
2. Day 2: Prepare a field visit report from a sample case.
3. Day 3: Prepare an incident report.
4. Day 4: Review reports for facts and clarity.
5. Day 5: Present a report to the class.
Character Lesson
Public reports must be based on facts, not assumptions.
Week 23: Development Planning and Community Projects
Teaching Focus
Local development needs, project planning, priorities, public participation, timelines, budgets and implementation support.
Scripture for the Week
Proverbs 24:27
“Prepare thy work without, and make it fit for thyself in the field; and afterwards build thine house.”
Daily Practical Activities
1. Day 1: Identify one community development need.
2. Day 2: Prepare a simple development project goal.
3. Day 3: Prepare activities, timeline and roles.
4. Day 4: Prepare a simple budget.
5. Day 5: Present the community development plan.
Character Lesson
Good development requires preparation before action.
Week 24: Public Administration Enterprise and Employability Opportunities
Teaching Focus
Administrative support, records support, community project support, public meeting support, civic education support and NGO field administration.
Scripture for the Week
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Daily Practical Activities
1. Day 1: List opportunities connected to public administration skills.
2. Day 2: Identify customers or organisations that need administrative support.
3. Day 3: Prepare a simple service description.
4. Day 4: Prepare a small-start budget.
5. Day 5: Write a public administration enterprise or employability idea note.
Character Lesson
The power to create wealth comes from God. Public administration-related enterprise must be built on honesty, order and service.
Month 7: Advanced Practice, Departmental Project and Attachment Preparation
Week 25: Departmental Mini-Project Planning
Teaching Focus
Planning a public administration mini-project, including need, objective, stakeholders, records, budget, ethics, monitoring and final report format.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Choose a safe departmental public administration mini-project.
2. Day 2: Write project goal, objectives and stakeholders.
3. Day 3: Prepare records, forms and budget.
4. Day 4: Prepare ethics, monitoring and communication checklist.
5. Day 5: Submit full project plan for trainer approval.
Character Lesson
Vision must move from words into organised public service action.
Week 26: Departmental Mini-Project Implementation
Teaching Focus
Carrying out a supervised public administration project with records, teamwork, citizen service, communication, accountability and monitoring.
Scripture for the Week
Nehemiah 4:6
“So built we the wall; and all the wall was joined together unto the half thereof: for the people had a mind to work.”
Daily Practical Activities
1. Day 1: Prepare documents, workspace and team roles.
2. Day 2: Begin records, community engagement, service desk or administrative support task.
3. Day 3: Continue assigned duties and monitor progress.
4. Day 4: Review records, communication, ethics and teamwork.
5. Day 5: Prepare project progress report.
Character Lesson
Progress comes when people have a mind to work and cooperate with discipline.
Week 27: Final Report, Evaluation and Portfolio
Teaching Focus
Project completion, final report, feedback, lessons learnt, public service reflection and portfolio evidence.
Scripture for the Week
Ecclesiastes 7:8
“Better is the end of a thing than the beginning thereof.”
Daily Practical Activities
1. Day 1: Check whether project objectives were achieved.
2. Day 2: Prepare final activity report.
3. Day 3: Prepare feedback and lessons learnt.
4. Day 4: Organise public administration portfolio.
5. Day 5: Present final project evidence to the trainer.
Character Lesson
Starting well is important, but finishing well is better.
Week 28: Industrial Attachment Preparation
Teaching Focus
Preparing for public administration placement, supervisor conduct, confidentiality, public ethics, daily logs, office records and final readiness.
Scripture for the Week
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Daily Practical Activities
1. Day 1: Identify possible public administration attachment placements.
2. Day 2: Prepare personal attachment learning goals.
3. Day 3: Practise writing daily public administration attachment logs.
4. Day 4: Review public service ethics, confidentiality and workplace behaviour.
5. Day 5: Complete final departmental readiness assessment.
Character Lesson
Diligence opens doors. A faithful public administration trainee can serve in important institutions.
6. Daily Practical Activities
Public Administration training must include daily practical work. Practical work must be carefully supervised. Trainees must not handle real confidential files, official government documents, public funds, citizen data, staff records or sensitive public information without trainer approval and proper supervision.
Daily practical activities should include:
1. Public administration vocabulary review.
2. Governance chart preparation.
3. Public service role-play.
4. Citizen reception practice.
5. Complaint recording.
6. Correspondence registration.
7. Filing practice.
8. Visitor register preparation.
9. Meeting notice preparation.
10. Agenda preparation.
11. Minute writing.
12. Community stakeholder mapping.
13. Needs assessment practice.
14. Programme implementation planning.
15. Public budget awareness.
16. Procurement request practice.
17. Resource control record.
18. Ethics case study.
19. Anti-corruption role-play.
20. Service delivery checklist.
21. Monitoring report.
22. Field report writing.
23. Development project planning.
24. Public communication practice.
25. Departmental mini-project.
26. Daily service reflection.
Daily Practical Session Format
Each practical session should follow this order:
1. Opening instruction.
2. Public service ethics reminder.
3. Confidentiality reminder.
4. Trainer demonstration.
5. Supervised trainee practice.
6. Accuracy and fairness check.
7. Correction of errors.
8. Filing or documentation.
9. Work record entry.
10. Character lesson and closing reflection.
7. Tools and Equipment Needed
The department should use tools according to availability, safety and training level.
Office and Administrative Equipment
1. Office desk.
2. Office chair.
3. Filing cabinet.
4. File boxes.
5. Notice board.
6. Computer or laptop.
7. Printer where available.
8. Photocopier where available.
9. Scanner where available.
10. Telephone or practice phone.
11. Calculator.
12. Clock.
13. Calendar.
14. Projector where available.
15. Whiteboard or flip chart.
Stationery and Office Materials
1. Pens.
2. Pencils.
3. Erasers.
4. Rulers.
5. Stapler.
6. Staples.
7. Paper clips.
8. Puncher.
9. Folders.
10. Files.
11. Labels.
12. Envelopes.
13. Printer paper.
14. Notebooks.
15. Registers.
16. Markers.
17. Sticky notes.
18. File tags.
19. Clipboard.
20. Tape or glue where needed.
Public Administration Templates
1. Visitor register.
2. Citizen enquiry form.
3. Complaint form.
4. Incoming correspondence register.
5. Outgoing correspondence register.
6. Attendance register.
7. Meeting notice template.
8. Agenda template.
9. Minute template.
10. Community stakeholder map.
11. Needs assessment form.
12. Programme plan template.
13. Budget template.
14. Procurement request form.
15. Material issue record.
16. Monitoring checklist.
17. Field report template.
18. Incident report form.
19. Service delivery checklist.
20. Feedback form.
21. Attachment logbook.
22. Portfolio folder.
Digital Tools
1. Word processing software.
2. Spreadsheet software.
3. Email platform.
4. Digital filing folders.
5. PDF reader.
6. Presentation software.
7. Calendar application where available.
8. Cloud storage where approved.
9. Password safety guide.
10. Data protection checklist.
Safety and Record Protection Materials
1. Lockable file cabinet where available.
2. File storage boxes.
3. Fire extinguisher.
4. First aid box.
5. Dustbin.
6. Cleaning cloth.
7. Cable ties.
8. Confidentiality pledge form.
9. Data privacy poster.
10. Equipment care checklist.
8. Safety Rules
Public Administration has serious ethical, legal, information, public trust, financial and reputational risks. Trainees must handle citizens, records, public resources and official communication carefully.
General Public Administration Safety and Conduct Rules
1. Do not access confidential files without permission.
2. Do not disclose citizen information.
3. Do not falsify public records.
4. Do not accept bribes.
5. Do not demand unofficial payments.
6. Do not favour friends or relatives unfairly.
7. Do not misuse public property.
8. Do not destroy documents without approval.
9. Do not sign documents without authority.
10. Do not promise services you cannot deliver.
11. Do not speak rudely to citizens.
12. Do not argue with the public.
13. Do not ignore official procedures.
14. Do not hide complaints.
15. Do not hide mistakes.
16. Do not share passwords.
17. Do not use public office resources for selfish gain.
18. Report missing files immediately.
19. Report corruption or unsafe practices through proper channels.
20. Obey trainer and supervisor instructions at all times.
Confidentiality and Data Protection Rules
1. Keep citizen records private.
2. Keep staff records private.
3. Keep financial records secure.
4. Do not leave files exposed.
5. Do not discuss confidential matters outside proper channels.
6. Do not post official information online without approval.
7. Do not photograph official documents without permission.
8. Lock files where required.
9. Use sample data for training.
10. Report data mistakes immediately.
Public Interaction Rules
1. Treat all citizens with respect.
2. Listen before responding.
3. Do not insult or mock anyone.
4. Explain procedures clearly.
5. Refer difficult matters to supervisors.
6. Protect vulnerable people.
7. Avoid discrimination.
8. Avoid political arguments in service settings.
9. Keep waiting areas orderly.
10. Report disorder or threats immediately.
Public Finance and Resource Rules
1. Do not handle public funds without authorisation.
2. Keep receipts and vouchers.
3. Record all expenses.
4. Do not borrow public money.
5. Do not divert public materials.
6. Do not inflate prices.
7. Do not hide unused materials.
8. Do not accept secret commissions.
9. Report shortages early.
10. Protect public resources.
Office and Digital Safety Rules
1. Do not overload electrical sockets.
2. Keep cables arranged safely.
3. Do not touch electrical equipment with wet hands.
4. Do not delete files without approval.
5. Save files with proper names.
6. Back up important documents where required.
7. Do not open suspicious email attachments.
8. Log out after using shared computers.
9. Protect passwords.
10. Report equipment faults early.
Safety Scripture
Proverbs 22:3
“A prudent man foreseeth the evil, and hideth himself: but the simple pass on, and are punished.”
Safety Character Lesson
Public administration safety includes protecting people, records, public resources, public trust and the reputation of the Academy.
9. Workshop and Public Office Demonstrations
The trainer should demonstrate before trainees practise. Demonstrations must be clear, simple and supervised.
Key Demonstrations
1. How to explain public administration.
2. How to prepare a simple governance chart.
3. How to welcome citizens respectfully.
4. How to complete a citizen enquiry form.
5. How to record a complaint.
6. How to prepare an incoming correspondence register.
7. How to prepare an outgoing correspondence register.
8. How to file public documents.
9. How to prepare a meeting notice.
10. How to prepare an agenda.
11. How to take public meeting minutes.
12. How to prepare a community stakeholder map.
13. How to prepare a needs assessment form.
14. How to prepare a simple programme plan.
15. How to prepare a basic public budget.
16. How to prepare a procurement request.
17. How to prepare a monitoring checklist.
18. How to prepare a field report.
19. How to prepare an incident report.
20. How to prepare a service delivery checklist.
21. How to prepare a final activity report.
22. How to complete an attachment logbook.
Demonstration Method
Each demonstration should follow this format:
1. Explain the purpose of the task.
2. Show the document, tool or office setting.
3. State the public ethics rule.
4. State the confidentiality rule.
5. Demonstrate slowly.
6. Explain each step.
7. Allow trainees to ask questions.
8. Let trainees practise with sample data.
9. Correct mistakes immediately.
10. Record lessons in the department logbook.
Demonstration Scripture
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Demonstration Character Lesson
Trainees should not only fill forms. They must understand that public administration affects real people and communities.
10. Practical Assignments
Practical assignments should test real competence, public ethics, orderliness, accuracy, fairness and service attitude.
Individual Assignments
1. Define twenty public administration terms.
2. Prepare a governance awareness chart.
3. Write one page on the heart of public service.
4. Prepare a citizen enquiry form.
5. Complete a complaint form.
6. Prepare an incoming correspondence register.
7. Prepare an outgoing correspondence register.
8. Prepare a meeting notice.
9. Prepare a meeting agenda.
10. Write minutes from a mock public meeting.
11. Prepare a community stakeholder map.
12. Prepare a simple public programme plan.
13. Prepare a public budget awareness sheet.
14. Prepare an anti-corruption pledge.
15. Prepare a monitoring report.
16. Prepare a personal attachment learning goal sheet.
Group Assignments
1. Set up a public service reception desk.
2. Role-play handling citizen complaints.
3. Conduct a mock community consultation.
4. Prepare a community needs assessment.
5. Prepare a public service delivery improvement plan.
6. Prepare a simple development project plan.
7. Prepare an anti-corruption awareness poster.
8. Prepare a public records filing system.
9. Carry out a departmental mini-project.
10. Present a public administration enterprise or employability idea.
Final Departmental Project Options
Each trainee or group may complete one of the following:
1. Citizen service improvement project.
2. Public records organisation project.
3. Community needs assessment project.
4. Public meeting administration project.
5. Complaint handling system project.
6. Anti-corruption awareness project.
7. Service delivery feedback project.
8. Community development planning project.
9. Public resource stewardship project.
10. Public administration enterprise plan.
11. Assessment Methods
Assessment should cover knowledge, conduct, public records, citizen service, policy awareness, community engagement, ethics, reporting, character and enterprise understanding.
A. Attendance and Punctuality
Assess:
1. Daily attendance.
2. Arrival time.
3. Participation in practical sessions.
4. Completion of assigned duties.
B. Public Administration Knowledge Assessment
Assess ability to:
1. Explain public administration.
2. Explain governance at basic level.
3. Explain public service.
4. Identify public institutions.
5. Explain public policy awareness.
6. Explain programme implementation.
7. Explain public records.
8. Explain public finance awareness.
9. Explain accountability.
10. Explain public trust.
C. Public Records and Documentation Assessment
Assess ability to:
1. Complete registers.
2. File documents.
3. Prepare correspondence records.
4. Prepare meeting notices.
5. Prepare agendas.
6. Write minutes.
7. Prepare activity reports.
8. Prepare monitoring reports.
9. Prepare field reports.
10. Protect confidential documents.
D. Citizen Service and Communication Assessment
Assess ability to:
1. Welcome citizens respectfully.
2. Listen carefully.
3. Record complaints accurately.
4. Explain procedures simply.
5. Handle difficult citizens calmly.
6. Direct people properly.
7. Use respectful language.
8. Escalate matters properly.
9. Maintain public trust.
10. Avoid discrimination.
E. Policy, Programme and Community Engagement Assessment
Assess ability to:
1. Identify community needs.
2. Map stakeholders.
3. Prepare consultation questions.
4. Support public meetings.
5. Prepare programme plans.
6. Prepare simple budgets.
7. Support implementation.
8. Monitor progress.
9. Collect feedback.
10. Prepare recommendations.
F. Ethics and Accountability Assessment
Assess:
1. Honesty.
2. Confidentiality.
3. Refusal of bribery.
4. Fairness.
5. Respect for due process.
6. Protection of public resources.
7. Truthful reporting.
8. Respect for authority.
9. Anti-corruption awareness.
10. Accountability in group work.
G. Enterprise and Employability Assessment
Assess ability to:
1. Identify public administration support opportunities.
2. Prepare a simple service description.
3. Identify possible customers or organisations.
4. Estimate basic costs.
5. Explain confidentiality and trust.
6. Prepare a simple enterprise or employability plan.
H. Character Assessment
Assess:
1. Integrity.
2. Diligence.
3. Patience.
4. Respect.
5. Fairness.
6. Orderliness.
7. Humility.
8. Accountability.
9. Compassion.
10. Teachability.
11. Teamwork.
12. Responsibility.
I. Suggested Assessment Weighting
1. Attendance and punctuality: 10%.
2. Public administration knowledge: 15%.
3. Public records and documentation: 20%.
4. Citizen service and communication: 15%.
5. Policy, programme and community engagement: 15%.
6. Ethics, confidentiality and accountability: 15%.
7. Enterprise and employability planning: 5%.
8. Character and teamwork: 5%.
Assessment Scripture
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Assessment Character Lesson
Assessment is not punishment. It helps trainees know whether they are disciplined, ethical, organised and ready for greater public responsibility.
12. Character Lessons Linked to the Department
Public Administration is a strong department for character formation. It teaches justice, mercy, humility, accountability, order, fairness, diligence, patience and stewardship.
A. Respect for Authority
Public administration works through lawful authority.
Scripture
Romans 13:1
“Let every soul be subject unto the higher powers. For there is no power but of God: the powers that be are ordained of God.”
Character Lesson
A trainee must respect lawful authority and public order.
B. Righteous Leadership
Good administration blesses people.
Scripture
Proverbs 29:2
“When the righteous are in authority, the people rejoice: but when the wicked beareth rule, the people mourn.”
Character Lesson
Righteous public leadership brings joy, but wicked administration causes suffering.
C. Justice, Mercy and Humility
Public service must reflect God’s values.
Scripture
Micah 6:8
“He hath shewed thee, O man, what is good; and what doth the LORD require of thee, but to do justly, and to love mercy, and to walk humbly with thy God?”
Character Lesson
Public administrators must serve with justice, mercy and humility.
D. Order
Public offices must be orderly.
Scripture
1 Corinthians 14:40
“Let all things be done decently and in order.”
Character Lesson
Order protects records, time, resources and public confidence.
E. Honesty
Public resources must not be misused.
Scripture
Proverbs 11:1
“A false balance is abomination to the LORD: but a just weight is his delight.”
Character Lesson
False records, bribery and dishonest transactions offend God.
F. Stewardship
Public resources are entrusted resources.
Scripture
1 Corinthians 4:2
“Moreover it is required in stewards, that a man be found faithful.”
Character Lesson
A public servant must be faithful with resources, records and responsibilities.
G. Confidentiality
Private information must be protected.
Scripture
Proverbs 11:13
“A talebearer revealeth secrets: but he that is of a faithful spirit concealeth the matter.”
Character Lesson
A faithful public administrator does not reveal confidential information.
H. Listening
Public servants must listen before responding.
Scripture
James 1:19
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Character Lesson
Good administration requires patience, listening and self-control.
I. Fairness
Public decisions must be just.
Scripture
Deuteronomy 16:20
“That which is altogether just shalt thou follow, that thou mayest live, and inherit the land which the LORD thy God giveth thee.”
Character Lesson
A public servant must pursue what is just and fair.
J. Diligence
Diligence opens doors.
Scripture
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Character Lesson
A diligent public administration trainee can serve in important places.
13. Entrepreneurship and Employability Opportunities in Public Administration
Trainees should be taught that public administration skills can create employment and enterprise opportunities. However, any public administration-related service must be built on honesty, confidentiality, accuracy, lawful conduct and respect for public trust.
Possible Opportunities
1. Administrative support for NGOs.
2. Community project support.
3. Public meeting documentation.
4. Records management support.
5. Citizen service desk support.
6. Complaint recording support.
7. Programme registration support.
8. Field report writing support.
9. Monitoring and evaluation support.
10. Community needs assessment support.
11. Local development project documentation.
12. Civic education support.
13. Public awareness campaign support.
14. Training programme administration.
15. Office filing support.
16. Data entry support.
17. Event administration support.
18. Stakeholder engagement support.
19. Volunteer coordination support.
20. Public feedback collection support.
21. Youth governance club support.
22. Community service project coordination.
23. Anti-corruption awareness campaign support.
24. Public resource stewardship awareness.
25. Youth public administration support cooperative.
Simple Public Administration Support Plan Format
Each trainee should be able to prepare a simple plan with the following:
1. Service name.
2. Public administration support service offered.
3. Problem being solved.
4. Target organisation or community.
5. Tools and templates needed.
6. Skills needed.
7. Start-up cost.
8. Confidentiality plan.
9. Accountability plan.
10. Quality control plan.
11. Ethical limits.
12. Marketing or outreach method.
13. Record keeping method.
14. Supervision or mentorship needed.
15. Public service commitment.
Public Administration Business Ethics
Trainees must not:
1. Pretend to be government officials when they are not.
2. Falsify public records.
3. Create fake documents.
4. Collect illegal fees.
5. Demand bribes.
6. Reveal confidential information.
7. Mislead citizens.
8. Promise government services they cannot provide.
9. Forge signatures or approvals.
10. Misuse public documents.
11. Use public information for gossip.
12. Inflate costs dishonestly.
13. Hide complaints.
14. Alter reports dishonestly.
15. Abandon assigned duties without explanation.
Entrepreneurship Scripture
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Entrepreneurship Character Lesson
The ability to create wealth comes from God. Public administration-related service must be built on integrity, lawful conduct, confidentiality, accountability and faithful service.
14. Industrial Attachment Preparation
Before industrial attachment, Public Administration trainees should be prepared for placement in local government offices, ministries, agencies, schools, hospitals, NGOs, churches, community development offices, public service units, training centres, administrative departments or supervised civic organisations.
Attachment Readiness Areas
Trainees should know how to:
1. Report to the host organisation.
2. Introduce themselves respectfully.
3. Obey office rules.
4. Respect public service procedures.
5. Protect confidential information.
6. Follow supervisor instructions.
7. Avoid unauthorised access to records.
8. Keep daily attachment logs.
9. Submit weekly reports.
10. Respect staff and citizens.
11. Ask questions politely.
12. Observe before acting.
13. Handle documents responsibly.
14. Report errors early.
15. Avoid gossip about public matters.
16. Maintain spiritual and moral discipline.
Attachment Learning Goals
Each trainee should prepare goals such as:
1. Learn public office organisation.
2. Improve citizen service.
3. Practise record keeping.
4. Observe public communication.
5. Learn complaint handling.
6. Observe policy or programme implementation.
7. Practise meeting documentation.
8. Learn monitoring and reporting.
9. Improve supervisor communication.
10. Prepare for future public administration employment or service.
Daily Attachment Log Format
1. Day number.
2. Host organisation.
3. Office or department.
4. Task observed.
5. Task performed under supervision.
6. Documents or tools used.
7. Public service lesson.
8. Ethics lesson.
9. Confidentiality lesson.
10. Challenge faced.
11. Question asked.
12. Supervisor comment.
Attachment Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Attachment Character Lesson
During attachment, trainees must serve faithfully, respectfully and honestly, even when Academy trainers are not watching.
15. Expected Competence by Graduation
By graduation, a Public Administration trainee should not be expected to function as a senior civil servant or policy expert. However, the trainee should have strong foundational public administration awareness, good service conduct and readiness for further supervised learning.
A. Practical Competence
The trainee should be able to:
1. Explain public administration in simple language.
2. Explain governance at awareness level.
3. Explain the importance of public service.
4. Demonstrate respectful citizen reception.
5. Complete citizen enquiry forms.
6. Record complaints properly.
7. Prepare correspondence records.
8. File public documents.
9. Prepare meeting notices.
10. Prepare agendas.
11. Write simple minutes.
12. Prepare a stakeholder map.
13. Prepare a simple needs assessment.
14. Prepare a programme support plan.
15. Prepare a simple public budget.
16. Prepare procurement awareness records.
17. Prepare monitoring reports.
18. Prepare field reports.
19. Explain public ethics.
20. Maintain confidentiality.
B. Employability and Enterprise Competence
The trainee should be able to:
1. Identify public administration support opportunities.
2. Prepare a simple service description.
3. Identify possible organisations or communities to serve.
4. Estimate basic costs.
5. Understand confidentiality and public trust.
6. Explain the importance of fairness and lawful procedure.
7. Keep simple records.
8. Prepare a public administration support plan.
9. Work in an administrative or community service team.
10. Start small under guidance and supervision.
C. Character Competence
The trainee should demonstrate:
1. Integrity.
2. Fairness.
3. Respect.
4. Patience.
5. Diligence.
6. Orderliness.
7. Confidentiality.
8. Accountability.
9. Humility.
10. Compassion.
11. Teachability.
12. Responsibility.
D. Workplace Competence
The trainee should be able to:
1. Follow supervisor instructions.
2. Work under supervision.
3. Keep daily logs.
4. Submit weekly reports.
5. Communicate respectfully.
6. Report problems early.
7. Accept correction.
8. Protect public documents.
9. Protect confidential information.
10. Represent the Academy with honour.
Graduation Scripture
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Graduation Character Lesson
By graduation, trainees should be workers who are not ashamed because they have learnt with diligence, practised with discipline and served with integrity.
16. Departmental Trainer’s Checklist
The trainer should ensure that every trainee has completed the following before graduation:
1. Public administration orientation.
2. Governance awareness exercise.
3. Public service conduct training.
4. Confidentiality training.
5. Public record keeping exercise.
6. Citizen reception role-play.
7. Complaint handling exercise.
8. Correspondence register exercise.
9. Filing practice.
10. Due process checklist.
11. Policy awareness exercise.
12. Programme implementation plan.
13. Stakeholder mapping exercise.
14. Public meeting notice exercise.
15. Agenda preparation exercise.
16. Minute writing exercise.
17. Public finance awareness exercise.
18. Budget preparation exercise.
19. Procurement awareness exercise.
20. Public property care checklist.
21. Ethics pledge.
22. Anti-corruption role-play.
23. Rule of law awareness exercise.
24. Service delivery checklist.
25. Monitoring report exercise.
26. Field report exercise.
27. Community development plan.
28. Public administration opportunity note.
29. Departmental mini-project.
30. Final practical demonstration.
31. Attachment readiness form.
32. Character assessment.
17. Departmental Closing Charge
Public Administration is a sacred and practical field. Through good public administration, citizens are served, records are protected, programmes are implemented, public resources are managed, communities are developed and justice is strengthened.
A public administrator must not be corrupt, careless, rude, biased or lazy. Public service requires patience, humility, fairness, confidentiality, order and the fear of God. The people suffer when public servants are wicked, but communities rejoice when righteous people serve with integrity.
The Academy is raising trainees who will not abuse authority, demand bribes, falsify records or treat citizens with contempt. They must become men and women who serve the public with justice, mercy, humility and excellence.
Closing Scripture
Psalm 90:17
“And let the beauty of the LORD our God be upon us: and establish thou the work of our hands upon us; yea, the work of our hands establish thou it.”
Final Charge
Serve the public with humility.
Respect lawful authority.
Protect public records.
Treat citizens fairly.
Reject bribery.
Keep confidential matters safe.
Follow due process.
Manage public resources faithfully.
Report truthfully.
Do justice, love mercy and walk humbly with God.
Let God establish the work of your hands.
