A.  GENERAL ARCHIVAL 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 on-site supervisor, and the faculty practicum advisor. The needs and requirements of an archive or special collection 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 on-site supervisor before registering for the practicum and complete a practicum agreement form (see p. 5).

Students working in an archive or special collection 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. Students who are accepted into a national archival internship may earn credit for the internship hours if their internship supervisor is a professional who is willing to also act as an on-site practicum supervisor and with the approval of a faculty practicum advisor.
An archival practicum is required for students seeking a Graduate Certificate in Archives and Special Collections, it is strongly recommended for those students possessing narrow or no experience but have an interest in archives or special collections.  It is also available to students wishing to broaden existing knowledge and gain practical experience.  The practicum experience may involve one or more archives or special collections for two, three, or four credit hours:

· two credit hour practicum requires a work experience of 100 clock hours per semester

· three credit hour practicum requires a work experience of 150 clock hours per semester

· 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 maintain a practicum journal (or update a practicum blog) weekly that will be checked by the faculty practicum advisor.  The student will request their on-site practicum supervisor to complete a midterm evaluation and send to the faculty practicum advisor as well as a final practicum evaluation with grade recommendation.

B.  PREREQUISITES TO PRACTICUM

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

Prerequisite for LIS 648 Archival Practicum

· LIS 505 Cataloging and Classification

· LIS 646 Special Collections and Archives and/or LIS 647 Introduction to Archival Organization
Students must have a USM SLIS faculty member who teaches an archival- related course or who has archival experience as their faculty practicum advisor. The specifics of the practicum must be reviewed and accepted by the on-site practicum supervisor and the student’s faculty practicum advisor. 

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 On-Site Practicum Supervisors

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

1) Hold an accredited MLIS or another appropriate professional graduate degree 
2) Possess at least three years experience in the area of the practicum
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 an archive or special collections environment. 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 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 an archivist or special librarian, is particularly important for those individuals whose first professional position will place them in a one-person archive or special collection. The on-site supervisor acts as a mentor and trainer as they oversee students’ work in the practicum environment.  The student will maintain a weekly journal of activities documenting and reflecting upon the practicum experience. 

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.  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 

1. Formal application for a practicum should be completed prior to or at the beginning of the planned practicum semester.
a.
Students should first discuss enrolling for a practicum with their faculty advisor then request permission to enroll in LIS 648.  

b. The student will select a SLIS practicum faculty advisor based upon the interest areas of the faculty member.  Contact the faculty member to request permission to seek a practicum then register under that faculty member’s practicum number.  This faculty member will monitor the student’s journal and other practicum requirements, assigning a grade at the end of the semester. 

2.  Ideally, the student will make contact with a potential practicum on-site supervisor the semester before the practicum would be performed.  The student will make an appointment to meet with the potential on-site supervisor and to provide them with a resume and a letter of application that includes a list of courses completed by the student.  Students are encouraged to seek an LIS professional who will be a great mentor so that the student will have a rich and varied practicum experience.

3. If the practicum is agreed upon, then the student will arrange a practicum plan with the on-site supervisor and both will sign and date the practicum agreement (see p. 5), then send along with a list of planned practicum activities to the faculty practicum advisor. A Facility Agreement form needs to be completed and signed by the on-site practicum supervisor. Request the on-site supervisor to fill in the day, year, and organization/library title in the first sentence, then at the end fill in their name, title/position, facility/library name, facility/library address, then sign above the line and mail or send via email attachment to the faculty advisor and to the SLIS Director at: teresa.welsh@usm.edu .


4. A time log of practicum hours will be kept by the student or on-site supervisor.  At the end of the practicum, the on-site supervisor will sign the time log and send to the faculty practicum advisor. Evaluation of the student will include a final evaluation and grade recommendation by the on-site practicum supervisor and a grade of the practicum journal/blog and other required documents by the faculty practicum advisor. 
5. Assignment instructions and practicum syllabus will be posted in Blackboard.
E.  WORK HOURS AND SCHEDULES

1. Students and their on-site practicum supervisors should agree on a work schedule that is suitable for both parties.
2. No student may work more than eight (8) hours per day.

3. Students or their on-site supervisor should keep a time log of dates and hours worked. 

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

F.  WORK PERFORMANCE
· Be at work on time - be punctual and reliable. 

· Perform all tasks carefully and thoroughly; follow the directions provided and seek the guidance of your on-site practicum supervisor as needed. 

· When on duty you are expected to work.

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

· 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.
· The practicum student is studying to become a professional and should conduct him or herself in a professional manner and follow the rules and regulations of the practicum site.  If in doubt, request the permission and direction of the practicum on-site supervisor.
· Any problems that cannot be resolved within the practicum site should be brought to the attention of the practicum faculty advisor.  Practicum sites are not obligated to retain a substandard student worker.

ARCHIVAL PRACTICUM AGREEMENT

The University of Southern Mississippi School of Library and Information Science

Date: _________________
Please attach a list of anticipated or planned tasks and activities the student will be working on or participating in during the course of the practicum.  This list will form the functional basis for this agreement.  

The following is the contact information for the student, practicum on-site supervisor and faculty practicum advisor. The signatures indicate agreement with the practicum design and evaluation.   Student and practicum on-site supervisor should sign this agreement and send to the faculty identified below.  
Student Name (print or type): ___________________________________________________


Signature:_____________________________________________________________

Address:

Phone:

Email:
Practicum On-Site Supervisor (print or type name): __________________________________

Position:


Signature: _____________________________________________________________

Address:

Phone:

Email:
Faculty Practicum Advisor:  (print or type name): __________________________________

            Signature: ____________________________________________________________

Email:


Address: 118 College Drive #5146

Hattiesburg, MS  39406


Phone: 601.266.4228

Fax: 601.266.5774

Practicum on-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 on-site supervisors to contact the faculty practicum advisor if a problem is developing.
The University of Southern Mississippi  

College of Education & Psychology  

School of Library and Information Science 

AGREEMENT FOR PRACTICUM EXPERIENCE

LIBRARY AND INFORMATION SCIENCE 

This agreement, made and entered into this ___ day of _______ by and between, ____________, hereinafter known as the "Facility," and the University of Southern Mississippi, hereinafter referred to as "Program". 

It is agreed by the aforesaid parties to be of mutual interest and advantage for selected library and information science students, hereinafter known as "LIS Students," of the aforesaid indicated Program to be provided practicum experiences at the Facility. 

It is further agreed by the aforesaid parties that: 

MUTUAL RESPONSIBILITIES 

A. The Facility may accept at their discretion an LIS Student or Students who wish to have a practicum experience. The practicum shall be arranged by the Student and Facility representative who agrees to serve as the on-site practicum supervisor, with the approval of a Program faculty advisor.  

B. The rules and regulations of the Facility shall be applicable to the LIS Student(s). 

C. The Program maintains the privilege to visit the Facility before, after and/or during practicum period. 

D. The Program will consider suggestions from the Facility's personnel regarding curriculum improvement. 

PROGRAM RESPONSIBILITIES 

The Program shall: 

A. reserve the right to revise any LIS student practicum hours or assignment(s)   
when participating in the practicum. 

B. provide the evaluation forms and other forms necessary for the practicum. 

C. reserve the right to withdraw a LIS Student from his/her assigned practicum at the Facility when in the Program's judgment the experience does not meet the needs of the LIS student.
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The University of Southern Mississippi  

College of Education & Psychology  

School of Library and Information Science

D. not discriminate against any LIS Student or applicant for enrollment on its course of study because of race, creed, color, religion, sex, disability or national origin. 

FACILITY RESPONSIBILITIES 
The Facility shall: 

A. provide the physical facilities and equipment necessary for the practicum. 

B. designate the on-site practicum supervisor to be the liaison representative to the  

 
 
Program. 

C. reserve the right to request the Program to withdraw a LIS student from his/her assigned practicum experience when his/her performance is unsatisfactory or his/her behavior is disruptive or detrimental to the Facility and/or the persons it serves. 

D. hold the University harmless in any resulting litigation from either service recipient or student related claims. 

LIS STUDENT RESPONSIBILITIES 

A. be responsible for obtaining his/her own professional liability insurance, via billing to their university student account. 

B. have the responsibility of transportation to and from the Facility and on any             special assignment by the Facility. 

C. be responsible for all emergency room and other medical expenses for treatment of on-the-job incurred injuries. 

D. be responsible for following the administrative policies of the Facility. 

E. be responsible for reporting to the designated individual at the Facility on   
time. 
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The University of Southern Mississippi  

College of Education & Psychology  

School of Library and Information Science

GENERAL AGREEMENT 
A. The term of this agreement shall begin on _________ and terminate on ________. 

B. It is understood and agreed that the parties hereto may revise or modify this agreement by written amendment wherever the same shall be agreed upon. 

C. Both parties reserve the right to terminate the agreement with thirty days   written notice. 

SIGNED: 

	________________________________         

 
	__________________________________ 

	Steven Moser, PhD         
   
        
 
	Facility Contact 

	Provost  
 
 
 
       
  
	Title 

	The University of Southern Mississippi            

 
	Facility Address  
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