A.  GENERAL PRACTICUM INFORMATION    
The practicum experience involves education through participation in a professional work setting under the supervision of a practitioner and faculty member.  This experience is a cooperative undertaking of the student, the practicum (site) supervisor, and the practicum (faculty) director. The needs and requirements of the library or information agency are to be considered as well as the educational needs of the student.   For this cooperative effort to work, the student must consult with the proposed practicum site supervisor before registering for the practicum and complete a practicum agreement form.

While the practicum is intended to provide experience to augment classroom instruction, practicum experiences may require prerequisite knowledge, skills, and course work related to the practicum. The practicum site will screen practicum applicants and develop situations that are consistent with the established guidelines of the practicum site. Practicum sites are not obligated to accept a student for practicum just because the student applies. 

Students involved in work-study situations or graduate assistantships may not gain practicum credit in the same task environment as the work-study or assistantship assignment. Students working in a library/information organization may seek a practicum in that organization, but the practicum cannot be in the same skill or work area as the student’s current job. 

A practicum is required for students seeking the bachelor of library and information science. Though a practicum is not required for the master’s degree, it is strongly recommended for those students possessing narrow or no library experience.  It is also available to students wishing to broaden existing knowledge and gain practical experience.  The practicum experience may involve one or more library or information systems for two, three, or four credit hours. A two credit hour practicum requires a work experience of 100 clock hours per semester. A three credit hour practicum requires a work experience of 150 clock hours per semester, and a four credit hour practicum requires work experience of 200 clock hours per semester. The hours per week and/or the number of weeks per semester/term may vary, depending upon the design of the individual's experience program.  Every practicum student will provide the appropriate clock hours to the practicum site.  

Every practicum student will have a faculty director and will maintain a practicum journal as well as weekly contact with the faculty member.  Each faculty director will have a contact site and arrange regular contact with each practicum student.

B.  PREREQUISITES TO PRACTICUM

Students must have satisfactorily completed the following courses before they may be considered for a practicum:

Prerequisites for LIS 489 Practicum 

LIS 401 Introduction to Reference Resources and Services

LIS 405 Cataloging and Classification

LIS 411 Development of Multi-Media Collections

LIS 416 Media Utilization

CSC 100 Introduction to Computing 

ENG 333 Technical Writing

Students must have a USM SLIS faculty member as their faculty practicum director.  The specifics of the practicum must be reviewed and accepted by the faculty director, the student’s advisor and the school’s director. 

Prerequisites for LIS 689 Practicum

LIS 501 Introduction to Reference Resources and Services

LIS 505 Cataloging and Classification

LIS 511 Collection Development and Management

LIS 605 Library Management

LIS 636 Information: Libraries in American Society

Students must have a USM SLIS faculty member as their faculty practicum director.  The specifics of the practicum must be reviewed and accepted by the faculty director, the student’s advisor and the school’s director. 

NOTE: Students may not perform practicum course work in the same area in which they already hold a position. Students may not receive course credit for performing their jobs.

Requirements for Practicum Supervisors

Library or information professionals who will be supervising LIS practicum students must:

1) Hold an accredited MLIS, an appropriate professional degree or extensive professional   expertise, or certification as a School Library Media Specialist. 

2) Possess at least three years experience in the area of the practicum, for example a student performing in a cataloging focused practicum should be supervised by a professional with at least three years experience cataloging.

3) Be willing to commit time to the supervision and training of a practicum student, and complete the requested application and evaluation forms.

C.  GOALS AND PURPOSE OF THE PRACTICUM
The purpose of the practicum experience is to provide the student with experience under the supervision of an information professional in a library or information-related environment with the added guidance of a library faculty member. The practicum should also provide benefit to the practicum provider. The experience is tailored to the needs and career objectives of the individual student as well as the interests of the practicum provider. The experience permits opportunity for the evaluation of both theory and practice. General goals of the practicum experience include providing a practical learning experience, practice with document writing, journaling and communication.  

The practicum provides a training site for a student that builds confidence in his or her ability to assume the roles of a professional. This experience, under the supervision of a librarian, is particularly important for those individuals whose first professional position will place them in a one-person library or information environment.

The practicum, under professional supervision, allows the student to generalize from the specific instance, in order to gain experience that will be useful in other library and information agency settings. The site supervisor acts as trainer and interprets routines and decisions as they teach students.  The faculty member acts as academic mentor and guide encouraging the continued development of critical analysis and problem solving skills. The student will maintain a weekly journal of activities documenting and reflecting upon the practicum experience.  The student will interact with his or her faculty practicum director via the online courseware. This will be the other portion of the practicum classroom where student and faculty and practicum supervisor may discuss the ongoing projects.  Finally, faculty practicum directors will learn from practitioners as students make the transition to a professional work setting.

The experience enables students to develop confidence in their ability to perform well and to supply theory learned in courses. Students will have a better understanding of professional procedures than is usual since they will have been in an apprentice role that encourages questioning. Students will develop the habit of journaling and documentation that is critical in a modern information setting as well as essential to the success of the student in demonstrating and polishing communication skills.

The program involves the interplay of three different individuals operating from three different points of view: the student, the practicum faculty director, and the practicum site supervisor. Each will learn from the other. Courses at the School of Library and Information Science encourage the development of understanding through discussion and practice. Through the field experience students observe and share professional situations in which foundations and experience are brought together and have the opportunity to review and evaluate their experiences with both practitioner and faculty.

D.  PRACTICUM GUIDELINES 

NOTE: Read the attached carefully. 

1. Formal application for a practicum should be completed the semester prior to the registration for LIS 489 (undergraduate) or LIS 689 (graduate).   A checklist of activities for the practicum is in Appendix A. The application (Appendix B) for the practicum experience and a narrative proposal for the practicum faculty director is due by the 10th week of the semester prior to the semester the student intends to enroll in the practicum. The proposal will indicate the work experience desired and the goals the student desires to reach during the practicum.

a.
Students should first discuss enrolling for a practicum with their faculty advisor.  When the student and the advisor agree on the need for the field experience the student will submit an application for practicum (Appendix B) including a list of the specific skills/experiences the student wishes to gain from a practicum. Identify any potential sites for a practicum.  If a faculty member rejects a proposed practicum experience, the student may appeal the decision with the SLIS director who will reevaluate the original proposal or a revised proposal with the student's advisor.

b.  The student will select a SLIS practicum faculty director based upon the interest areas of the faculty member.  Contact the faculty member to request permission to seek a practicum (see section B: Prerequisites for Practicum). The student will register under that faculty member’s practicum number.  This faculty member will monitor the student’s practicum, journals, and all related activities, assigning a grade at the end of the semester. 

2.  The student will make contact with a potential practicum site supervisor (see Requirements for Supervisors in section B) the semester before the practicum would be performed.  The student will make an appointment to meet with the potential supervisor, to provide the supervisor with a resume, a letter explaining the student’s interest in the practicum and a list of the courses completed by the student.  The practicum site may deny a request for practicum. 

If the practicum is agreed upon, then the student will arrange a detailed practicum plan with the site supervisor and the faculty member. This document will be an agreement governing the practicum schedule, learning goals, specific tasks and related evaluation. Examples of tasks are available in Appendix C.   


3. At the beginning of the practicum period, the student will give the various practicum evaluation forms (Appendix E) to the site supervisor.  The student will submit a copy of the work schedule, tasks, learning goals, and experiences as well as the criteria for evaluation the student and the practicum site supervisor have agreed to by the end of the second week of classes. (It is possible to modify these agreements with the practicum site supervisor, but any changes should be copied to faculty practicum director, immediately.)

4. Evaluation of the student will be a cooperative effort between the practicum site supervisor and the practicum faculty director with the faculty director having the final responsibility for establishing and reporting the final grade. The practicum faculty director will discuss the evaluation with the student.

E.  WORK HOURS AND SCHEDULES

1. As soon as possible after receiving practicum approval and registering for classes, students will provide the practicum site supervisor with their class schedule and the hours they are available to work each week.  A desired work schedule can be suggested, but the practicum site supervisor has authority for scheduling work hours.  A copy of the work schedule will be sent to SLIS before the end of the second week of the practicum.  A copy will be placed in the student’s file.

2. Students are permitted to work a maximum of twenty (20) hours per week.

3. No student may work more than eight (8) hours per day.

4. Students working four (4) consecutive hours will be permitted a fifteen (15) minute break during that work period.  Break time will be coordinated with and taken with the approval of the practicum site supervisor.  Break time cannot be accumulated nor used to shorten the scheduled work period.

5. Sixty (60) minutes shall constitute an hour of work.

6. Students will check in with the practicum site supervisor early in the first week of the semester (if not before) to confirm a work schedule.  If work is to continue through the week of exams, a special schedule will be arranged with the practicum site supervisor.

7. Work schedules can only be changed with the practicum site supervisor’s written approval.  A copy of any change of schedule is to be sent to SLIS within one week of the change. A copy of this will be placed in the student’s file

8. Students are expected to notify their practicum site supervisor as soon as possible prior to any occasion when a work period is to be missed or tardiness will occur.

F.  STUDENT REPORTING: LOG AND JOURNAL REQUIREMENT

Each practicum student is required as part of the credit for the practicum to maintain a daily log and report a weekly journal. Both the log and journal are to be written in Standard English, and these should be treated as written assignments for credit.  They should be written in complete coherent sentences using proper grammar and spelling. 

The student log will record each day’s activities to allow the student to better track the experience; each entry should be dated.  The journal should report the tasks, learning experiences, activities and opportunities of the week. Further, the journal should include the reflections of the student upon the various experiences, detailing the relationship between what the student has learned in the classroom and what occurs during the practicum.  The student should identify what has been learned that was not previously known or understood, how this information will be useful in the field and how it was applied in the practicum situation. The student should also analyze his or her own performance, discussing how well or how poorly she or he performed a given task and what could have been done differently. 

The logs and journals will be transmitted weekly to the faculty practicum director as an attachment in software that the faculty practicum director specifies. The faculty practicum director may require alternative submission methods, such as posting to a group discussion board in coursesites.blackboard.com. The student is responsible for keeping a copy of all material submitted.

G.  EVALUATION OF PRACTICUM

Throughout the practicum experience those involved will be evaluating the performance of the student. Site supervisors are selected because they present model situations and are leaders in the profession who can evaluate the learning process. Students evaluate their contracts and their special projects as they observe and participate in the process. The practicum faculty director, along with the site supervisor, is involved in evaluating the student and the field experience.

The success of the practicum depends on cooperation of all participants. Each participant must agree to the program, and that the specifics of the practicum are to be resolved the semester prior to its initiation. The practicum will meet the same rigor as other course work as appropriate to the undergraduate or graduate student and is subject to the same evaluative criteria. 

Practicum site supervisors should identify specific criteria for evaluation of practicum students based on the tasks the students are expected to learn and perform. Students should be informed, in writing, of the criteria at the beginning of the practicum or the task. The results of these task specific evaluations should be submitted with the general practicum student evaluation forms provided by the School of Library and Information Science.  The practicum supervisor agrees to complete several evaluations of the student over the course of the practicum period. The SLIS Evaluation forms may be found in Appendix E. The first three evaluations should be sent to the faculty practicum director in the time periods specified. The final evaluation form should be sent to the faculty practicum director before the Wednesday of finals week for the semester.

Practicum Site Supervisors are asked to submit the evaluation forms according to the following schedule

Initial Evaluation:  approximately 3 weeks after practicum (or semester) begins

Mid-Term Evaluation: approximately 10 weeks after practicum (or semester) begins

End-Term Evaluation: two weeks before the end of the practicum (or semester)

Summary Evaluations:  to arrive by Wednesday of finals week (last week of semester)

GENERAL RULES FOR PRACTICUM STUDENTS

· Be at work on time!

· When on duty you are expected to work.

· Do your part in keeping the practicum site clean, attractive, and orderly

· Be accurate in your work!

· Since you represent The University and the School of Library and Information Science you are to dress professionally and be clean and neat in appearance.

· On the job study is not permitted.

· Termination of the practicum will result from:

a) Theft or dishonesty

b) Insubordination

c) Destruction of property

d) Falsification of records

e) Acts of moral turpitude

f) Reporting to work under the influence of intoxicants

g) Bringing onto or using illicit drugs on practicum premises

h) Excessive tardiness or absences

i) Conduct that imperils or threatens another

-
The practicum student is studying to become a professional and should conduct him or herself as if the practicum is a job. The student will follow the rules and regulations of the practicum site.  Request the permission and direction of the practicum site supervisor. DO NOT ASSUME you know the rules or how the facility works.

      B. WORK PERFORMANCE

Practicum sites have the authority to choose the best-qualified individual for a practicum.  They also have the right to reassign any student who does not perform their work to their satisfaction.  Since this is the first work experience for many students, it is recommended that the practicum site supervisor discuss poor work performance with their practicum students.  Practicum site supervisors are encouraged to nurture and build a strong work ethic in these individuals.  

Any problems that cannot be resolved within the practicum site should be brought to the attention of the practicum faculty director.  Practicum sites are not obligated to retain a substandard student worker.

C. BENEFITS

Typically practicum students are not eligible for employer-provided health insurance, state retirement, Social Security, accrued annual or major medical leave, or other hired employee benefits. 

ADDITIONAL GUIDELINES 

Practicum Student

· Arrange practicum with the practicum supervisor and the faculty director during or before the pre-registration period of the prior semester. 

· Complete all requirements established by the practicum site and School of Library and Information Science.

· Provide practicum supervisor with the SLIS practicum evaluation forms.

· Be punctual and reliable in regard to established work hours. 

· Perform all tasks carefully and thoroughly. Follow directions provided. 

· Apply knowledge of principles and theories acquired as a result of prior coursework. 

· Communicate outcomes of practicum work to the practicum supervisor. 

APPENDIX A:  STUDENT CHECKLIST

_____ Discuss practicum with USM SLIS faculty advisor

_____ Complete all prerequisites


_____ Provide a SMART sheet with most current courses and grades

_____ Propose a specific practicum 

_____ Ask a USM SLIS faculty member to be the practicum director

_____ Contact the practicum site supervisor to arrange an appointment

_____ Provide the supervisor with a complete resume

_____ Provide a letter explaining interest and skills related to the practicum

_____ Provide a listing of courses completed  

_____ Construct a preliminary work schedule, lists of tasks, learning goals, schedule and evaluation criteria with the practicum site supervisor (practicum agreement)

______ Submit preliminary practicum agreement to faculty practicum director for review

______ Receive permission to register for practicum class

______ Formalize practicum agreement with site supervisor 

______ Obtain signatures on formal practicum agreement

______ Provide practicum site supervisor with USM SLIS evaluation forms

______ Arrange Log and Journal submission with faculty practicum supervisor

APPENDIX B: APPLICATION FOR PRACTICUM EXPERIENCE 

 (LIS 489 or 689)  Type or word process this form

SCHOOL OF LIBRARY AND INFORMATION SCIENCE

THE UNIVERSITY OF SOUTHERN MISSISSIPPI
Name:_________________________________________________Date:____________

Address:________________________________________________________________

Email address:___________________________________________________________

Business Phone:  ________________________ Home Phone:____________________                

Student EmplyID ________________________ LIS 489
  LIS 689

Faculty Practicum Director: ________________________________________________

Faculty Advisor: _________________________________________________________

I have completed the prerequisites for the Practicum – attach a current copy of your SOAR transcript print out

I am applying for 

2 credits (100 clock hours)  3 credits (150 clock hours)  4 credits (200 clock hours) 

In which term do you expect to be registered for the practicum?

______ Fall  ____  Spring _____  Summer.

In which type of library do you wish to have a practicum?

______ School ______  Academic _______ Public _____ Special _____ Media Center

Respond to the first two statements on a separate sheet of paper, wordprocess your responses. Handwritten applications are no longer accepted. 

1. Describe any library experience you have had.

2. State your purposes, goals, and objectives in applying for the practicum. 

Attach a list with the course titles of the LIS courses you have completed, arranged by course number. 

Attach a list with the course titles of all the courses you plan to take during the practicum semester, arranged by course number.

Submit the application and all attachments to your faculty advisor.  Attach a list of the practicum sites and supervisors you will be contacting if you receive permission from your advisor.

APPENDIX C: CHECKLIST OF OPERATIONAL SKILLS

 Each student must develop a detailed and specific plan for the practicum experience with the on-site practicum supervisor. The activities, tasks, learning goals, scheduling and evaluation criteria must be agreed upon in writing with the on-site practicum supervisor and reviewed and approved by the faculty member directing the practicum. The "checklist" is a guide only and is presented to assist in developing an individualized practicum experience plan.  The following checklist is a sample of operational skills that may be used in determination of an appropriate experience. It is a not complete or restrictive list; it is only a sample.  The on-site supervisor should also include the learning goals and evaluation criteria appropriate to the tasks and experiences anticipated for the individual student. 

EXAMPLES:

CIRCULATION

1. Shelving and filing materials

2. Checking out and clearing circulation 

3. Reading shelves or inventory

 4. Non-print circulation

5. Statistical records and rationale

 6. ____________________________
 7. ____________________________

INFORMATION AND PUBLIC SERVICE

1. Use of reference materials

2. Introduction to reference procedures

3. Answering reference questions in person and via phone 

4. User orientations or training

5. Preparing bibliographies

 6. Online searching

 7. Processing interlibrary loans

 8. Current awareness services

 9. Abstracting and indexing

10. Bibliographic instruction

11. ________________________________

TECHNICAL SERVICES

      1. Repairing materials

a. Books and serials

 b. Audio-Visual

 c. Other

2. Verifying requested items

3. Filling requests

4. Cataloging and classification

5. Assigning subject headings

6. Working with OCLC online

7. Materials selection

8. Periodicals

a. Ordering

b. Check-in

c. Claiming

d. Preparation for binding

e. Shelving

f. Updating services

9. Inputting of records into an automated system 

10. Proofreading and correcting automated records 

11. ______________________________________

MANAGEMENT

      1. Review policies of the library, such as personnel or collection development policies

      2. Scheduling and maintenance of equipment

3. Review space requirements

4. Review of policies and procedures

5. Review budget and budget cycle

6. Review of the community served by the library or information center

7. Assist in public relations and other programs

8. Attend various meeting with supervisors or boards

9. Review short and long range plans

10. Discussion of the planning process and budgetary cycle

11. ___________________________________________

Specific tasks and evaluation criteria identified by the practicum site supervisor are strongly recommended.

When a preliminary practicum plan has been agreed upon the student is responsible for submitting a copy of the agreement to the faculty practicum director for review. When the agreement is finalized, the site supervisor, student and faculty member will sign a formal agreement form.

APPENDIX  D:   PRACTICUM AGREEMENT

School of Library and Information Science

The University of Southern Mississippi

Practicum Agreement

Please attach the detailed list of tasks and activities the student will be required to perform or participate in during the course of the practicum and how these will be evaluated.

This list will form the functional basis for this agreement. 

The following is the contact information for the student, practicum site supervisor and faculty practicum director. The signatures indicate agreement with the practicum design and evaluation plan.

Student Name:   


Signature___________________________________________________


Address


Phone


Email

Practicum Site Supervisor:


Signature:___________________________________________________


Address


Phone


Email


Fax

Faculty Practicum Director:

            Signature: __________________________________________________


Address


Phone


Email


Fax

Practicum site supervisors may cancel this agreement at any time should the student fail to comply with the agreed upon tasks, activities and learning goals. The University of Southern Mississippi School of Library and Information Science encourages practicum site supervisors to contact the faculty practicum director if a problem is developing.

Practicum site supervisors will send evaluation materials directly to the faculty member identified above.
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