INTERNSHIP FIELD WORK STANDARD CATEGORIES AND ACTIVITIES

	Standard Category
	Acceptable Practice
	Evidence of Activities
	Suggested Activities

	1.  Use of   Information and Ideas
	
	
	

	1.1

Efficient and Ethical Information-Seeking Behavior
	Model strategies to locate, evaluate and use information for specific purposes. Identify and address student interests and motivations.

Interact to access, communicate and interpret intellectual content. 

Adhere to and communicate legal and ethical policies.
	Documents: Showing an understanding of ethical use of materials. Showing ways to effectively use ideas and information, such as bibliographies, projects, events, promotional materials, Web tutorials, Web site designs, and vertical file. 

Web sites:  Incorporating appropriate information sources, reading promotional activities, statements on policies and procedures, including policies for access and ethical use. 

Pathfinders:  Demonstrating information-seeking behaviors and knowledge of information processes as they relate to a unit of study, area of personal interest or format of information.
	Demonstrate effective use of information resources for specific projects.  Make a notebook of field trip contacts and procedures.  Compile a resource list for a learning unit.  Compile a yearbook or scrapbook of local or school history.  Reorganize vertical file.  

Create a copyright guide for teachers and students or create an annotated list of copyright resources on the Internet.  Provide staff improvement activity for copyright.

Create a pathfinder or Trackstar for a particular class or project.

Design a webpage for the library. 

	1.2

Literacy and Reading
	Be aware of trends in reading material.  Select materials in multiple formats to address needs and interest of diverse readers. Use variety of strategies to promote leisure reading.  Model enjoyment of reading to promote habits of creative expression and life-long reading.
	Lessons:  Employing a variety of strategies and demonstrating development of literacy skills, such as appreciation of authors, illustrators, fiction, nonfiction, and multimedia.
Documents:  Demonstrating wide knowledge of children and YA literature.

Analyses:  Demonstrate understanding of issues related to literacy such as literary genres, reading behaviors, electronic reading programs or current trends in reading instruction.
	Compile a resource file of reading incentives, bulletin boards, book report activities, etc.

Compile a resource list of author websites and activities.

Develop and teach an author study unit/ lesson.

Compile an annotated bibliography of children’s books for a specific grade or unit.

Display a bulletin board for promoting reading, literacy, authors, etc.

Videotape “storytime” and provide written evaluation of the activity and student response/ involvement.

Write critical evaluation of journal articles.

	1.3  

Access to Information
	Support flexible and open access for the LMC and its services.  Identify barriers to equitable access to resources and services.  Facilitate access to information in print, nonprint and electronic formats.  Comply with and communicate legal and ethical codes of the profession.
	Plans:  Demonstrating comprehension of programmatic issues, such as design and use of facilities, access and use of technology, accommodations for exceptionalities, allocation of fiscal resources, policies and procedures; documentation showing understanding of union catalog projects, interlibrary loan organizations, and networks at local, regional, state, national levels.

Posters, signs, instruction sheets:  Giving instructions for access to informational databases in the LMC and from home, classroom and other locations.
	Use posters, signs, and instruction sheets. Make copies of skills and distribute to faculty. 

Create bulletin board displays that promote or emphasize information access skills.

Provide map or layout of media center and how it is used to accommodate different groups of students. 

Provide information to be used for contacting local public libraries and establishing network.

Develop and present a collaborative lesson using information access skills.  

Videotape presentation of lesson and provide written evaluation of lesson. The written evaluation should provide a description of the lesson, analysis, and reflection.

	1.4  

Stimulating Learning Environment
	Demonstrate ways to establish and maintain a positive educational climate.  Identify relationships among facilities, programs, and environment that impact student learning.  Plan and organize LMCs according to use by learning community.
	Schedules: Illustrating use of facility by the learning community.

Special event plans:  Including steps to be taken before, during, and after an event, such as author visit, reading incentive program, or school-wide information literacy activity. 


	Provide calendar to demonstrate scheduling activities and use of media center.

Provide copy of scheduling procedures.

Organize or assist with a book fair or other reading promotion such as author visit.

Create and display bulletin boards for reading or information literacy.

Map out traffic flow and usage areas of media center (reading, research, computers, etc.)



	2.  Teaching and Learning
	
	
	

	2.1  

Knowledge of Learners and Learning
	Design LMC instruction that assesses learner needs, instructional methodologies, and information processes to assure each is integral to information skills instruction.  Support learning of all students and other members of the learning community, including those with diverse learning styles, abilities and needs.  Information skills instruction is based on student interests and learning needs and is linked to student achievement. 
	Lessons:  Showing an understanding of human development, learning theory, and instructional design.  Demonstrating elements of differentiation and instructional adaptations for students with exceptionalities, and incorporating authentic learning opportunities.

Document:  Documenting ability to plan, deliver, assess instruction for all students according to different learning styles, classroom content, student behavior, or exceptionalities.

Web sites:  Showing expertise in informational and curricular needs of users.


	Create and conduct a lesson with students.  Provide written assessment of lesson that includes description, analysis, and reflection.  Include how special needs were addressed.

Collect student work from lesson presented.

Develop a rubric for assessing student learning.

Create a resource list using Trackstar or develop a Webquest that can be used by students.  

Develop an annotated list of print and nonprint resources for students to use for a particular project. 

	2.2 

Effective and Knowledgeable Teacher
	Work with classroom teachers to co-plan, co-teach, and co-assess information skills instruction.  The LMS as teacher of information skills makes use of a variety of instructional strategies and assessment tools.  Analyze the role of student interest and motivation in instructional design.  Student learning experiences are created, implemented and evaluated in partnership with teachers and other educators.
	Self-reflection:  Imagining ways to become a catalyst in generating a spirit of inquiry within the school. Project plans and evaluations: Indicating efforts have been made to generate a spirit of inquiry through out the school.

Teaching evaluations:  Including self-evaluations and reflections in practice as well as supervisors’ reactions.

Assessment tools:  Measuring progress in student literacy skills by using checklists, rubrics, conferencing, journaling, and portfolios.


	Participate in collaborative planning to develop a unit or lesson.  Provide a videotape of the session or provide a written narrative that illustrates the collaborative process.

Provide copies of rubrics, checklists, etc. used in student assessment. 

Provide written evaluation/ self-reflection of the collaborative planning process.


	2.3 

 Information Literacy Curriculum
	Employ strategies to integrate the information literacy curriculum with content curriculum.   Incorporate technology to promote efficient and equitable access to information beyond print resources.  Assist students in using technology to access, analyze, and present information.
	Lessons:  Demonstrating knowledge and use of AASL national information literacy standards.  
Documents:  Showing knowledge of information literacy standards.  Showing knowledge of K-12 subject curriculum.  

Portfolios:  Including videotaped instruction and samples of student work showing successful lessons demonstrating integration of information literacy skills with content area objectives.

.  
	Document literacy standards used in lessons.

Provide copy of literacy standards.  Demonstrate integration of literacy standards with curriculum.

Provide copy of specific grade level or content area curriculum  (e.g. third grade Science or tenth grade World History).  Create a resource list for teachers that integrates media resources with classroom curriculum.

Use technology in a lesson with students (students use the technology).  Videotape and provide written analysis of lesson.



	3.  Collaboration     and Leadership
	
	
	

	3.1 

Connection with the Library Community
	Demonstrate potential for establishing connections to other libraries and the larger library community for resource sharing, networking, and developing common policies and procedures.  Articulate the role of professional associations and journals for professional growth.
	Documents:  Showing that current professional journals are being read and used.  Interacting with professionals in other types of libraries and information centers via site visits, interviews and email.  Observation and volunteering in a school library prior to practicum.

Portfolios:  Documenting professional activities, including membership in professional organizations at local, state, national levels; attendance and presentations at workshops and conferences.


	Document professional growth and development. 

Attend state and/or local conferences. Provide documentation of attendance. 

Present at state and/ or local conferences.

Assist in planning state district meetings for professional organizations. 

Assist in planning a system level media meeting.

Participate in organizing, planning, conducting, and evaluating a local conference.

Develop a professional development plan. Participate in media listerv.

Write critical reviews/ summaries of journal articles.


	3.2  

Instructional Partner
	Model, share, and promote ethical and legal principles of education and librarianship.  Acknowledge the importance of participating on school and district committees and in faculty staff development opportunities.
	Lessons:  Showing lessons are collaboratively taught. Designing authentic learning tasks and assessments and integrating information and communication abilities required to meet subject matter standards. 

Charts:  Showing knowledge of curriculum by subject and grade level.


	Videotape lesson.  Provide written analysis and explanation of the planning process, lesson presentation, etc.

Document integration of curriculum and information skills.



	3.3  

Educational Leader
	Articulate relationship of library media program with current educational trends and important issues.  Recognize role of other educational professionals and associations.  Translate ways library program can enhance school improvement efforts.  Utilize information from journals to improve library practice.
	Lessons:  Showing development and presentation of appropriate in-service training for faculty or administrators.

Documents: Illustrating a knowledge-base development of leadership strategies, expectations, and goals.

Analysis:  Demonstrating systematic evaluation of the collection using a variety of analysis techniques (needs assessment, curriculum mapping, standardized lists, etc). 
Pathfinders:  Selecting, accessing, and evaluating information in all formats by subject and grade level.

Self-reflection:  Showing awareness of personal leadership style.  Demonstrating interactions with teachers and others. Showing plans for evaluations of success in achieving goals indicating a proactive leadership style.
	Develop and present training for the media staff, or for the faculty (small group, grade level, or department), or for the administration.

Document meeting of school or system media committee meeting.

Use a survey or other type of needs assessment instrument to evaluate media services and/ or collection. 

Demonstrate knowledge of curriculum mapping and how it may be used to improve a collection. 

Use results of needs assessment to identify long- range/ short-range goals for media program (services, collection development, etc.).


	4  Program Administration
	
	
	

	4.1  

Managing Information Resources:  Selecting, Organizing,

Using
	Select, analyze and evaluate print, nonprint, electronic resources using selection tools and evaluation criteria to develop quality collection designed to meet diverse curricular and personal needs.  Organize facility and collections via standard practice.  Support intellectual freedom and privacy of users.  Plan efficient use of resources and technology to meet diverse user needs.
	Documents: Demonstrating knowledge of selection sources and practice with acquisition decisions and of cataloging, classifying and technical services.  Creating and editing bibliographic records using MARC format to improve local access and share union catalogs.  Interviewing and visiting LMSs before beginning practicum.

 
	Acquisitions/selection:  Locate reviews of recommended books and materials and ordering information for materials. Organize publishers’ catalogs. 

Budgeting:  Organize teacher requests for purchases.  Complete purchase orders, assist in filing them. Assist in organizing books for library record keeping.

Cataloging:  Provide copy of downloaded Library of Congress MARC records.  Show original cataloging activity for items.   

Collection development:  Assist in organizing or updating the magazine, computer software, video, DVD, or Peachstar collection.  Promote these collections.

Technology:  Label and tag equipment.

Make instruction cards for using equipment. 

Clean, repair and maintain equipment.

Database maintenance:  Demonstrate how you assisted in updating catalog records.

Provide procedures for maintaining the database and collection.

	4.2  

Managing Program Resources:  Human,

Financial,

Physical
	Develop and evaluate policies and procedures supporting school mission. Address specific needs of program, such as collection development and maintenance, challenged materials and acceptable use policies.  Apply accepted management principles and practices relating to personnel, financial and operational issues.  Plan adequate space for individuals, small groups and whole classes. 
	Plans and procedures:  Illustrating comprehension of issues related to resource allocation, including facilities, collection development, staffing, and budget.  Developing a program assessment that meets information needs within the school.

Web sites:  Using technology to design and manage a program that is up-to-date, comprehensive, and integrated within the school.


	Acquisitions/selection: Review selection and acquisition procedures/policies. Assist in writing down procedures for ordering materials. Write or revise procedures/policies section for handbook to address acquisitions and selection.

Budgeting:  Investigate what type of budget is used such as line or lump sum. How and when are budgets allotted? What influences expenditures? How are budget records kept and what would you do differently or change to your budget record keeping? What guidelines, regulations, and constraints exist in your system or another system regarding purchasing procedures or budget allotments? Assist in evaluating budget for next year.

Supervision of personnel:  Demonstrate principles and practices of supervision. Observe and describe leadership styles.  Review state handbook on roles and responsibilities and create list of duties and responsibilities. Develop and present training for media staff. Assist in teaching student or paraprofessional new skills.   

Collection development/processing: Locate the policy in your school or another school and assist in writing or revising it in current handbook. Review online policy guidelines: 

http://www.dlapr.lib.az.us/cdt/intro.htm. 

http://www.ala.org/aasl/resources/collection.html
Assist in processing new items, weeding or discarding items.  Reshelve books and repair books. Assist in evaluating collection.

Media facilities and design:  Assist in reorganizing or redecorating existing facility.

	4.3 

Comprehensive and Collaborative Strategic Planning and Assessment
	Collaborate with teachers and administrators to develop a program plan that aligns resources, services and information literacy standards with school’s goals and objectives.  Use data for decision-making.
	Documents:  Demonstrating knowledge of school curriculum and of district, state, and national library and information literacy standards.  
Evaluations: Assessing field experience performance form both student’s and supervisor’s perspectives.  Analyzing collection by age, subject, and appropriateness of materials.  Investigating efficient access of collection by examining subject heading, Dewey numbers, and MARC records.

Program assessment: Working with students, staff, administrators and assessing the LMC program, indicating understanding and achievement of its mission, goal, and objectives.  Demonstrating ability to make decisions based upon systematic analysis and use of relevant data and research.

Photos, videos:  Showing expertise in displays, organization, bulletin boards, and charts that encourage student learning and reading.

Self-reflection:  Assessing ability to lead, collaborate, and make decisions based upon analysis. 
	Program evaluation:  Compose an evaluation instrument for mentor’s media center or your media center. 

Conduct needs assessment. Using results, write report for media specialist to show program strengths and areas of improvement or possible long-range/ short-range goals. 

Review media specialist evaluation instrument.  Locate guidelines for media facilities.  

Locate SACS guidelines for media programs and state Board of Education rules for media programs and personnel. 

Technology:  Demonstrate an understanding of technology planning.  What are the short/long-range goals for technology planning?  What are the responsibility and guidelines for Lottery funds?  

Media facilities and design:  Plan for new facility, including selection of furniture, color schemes, layout of areas.  Reorganize or redecorate existing facility for more efficient use. 

Planning/media committee:  Review state guidelines for planning.  Attend and participate in building media committee meeting or teacher/media meeting for planning activities.  Assist in planning a system-level media meeting.  


