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UNIVERSITY OF OKLAHOMA 
SCHOOL OF LIBRARY AND INFORMATION STUDIES 

 
LIS 5823 

INTERNSHIP IN LIBRARY/INFORMATION CENTERS 
 

POLICIES and PROCEDURES 
 

 
COURSE DESCRIPTION 

Provides an opportunity for student synthesis of principles and theories acquired through the required 
courses and application of these principles and theories in an outstanding library/information center. Under 
professional supervision, the student will complete 135 hours. 
 
 
PREREQUISITES 

The student must have completed or be currently enrolled in 18 hours of coursework in library and 
information studies, including one half of the required courses.  Permission of the supervising faculty member. 
 
 
1. To give the student an opportunity to apply the principles and theories of library and information 

studies in an outstanding library/information center. 
 
2. To enable the student to supplement knowledge in his/her area of specialization through hands-on 

experience in a library/information center. 
 
3. To provide a liaison between the School of Library and Information Studies and the stateÕs 

library/information center community. 
 
4. To give the student experience in evaluating a particular job situation. 
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POLICIES 
1. Internship assignments are finalized with the placement supervisor and the faculty member prior to the 

beginning of the semester for which credit will be awarded. Planning for the internship begins during 
the development of the program plan with the student. Potential sites are considered and tentative plans 
for completion of the internship made prior to the filing of the program plan. 

 
2. The site(s) selected to host the internship must be considered an exemplary library/information center. 

The placement supervisor must have an ALAÑ accredited masterÕs degree or a masterÕs degree in a 
related specialty and appropriate professional experience. 

 
Potential sites outside of Oklahoma are to be discussed with the director prior to initializing an 
internship placement for the student. 

 
3. A student may not complete an internship in a library or information center in which he/she is currently 

employed on a full-time or part-time basis. 
 

A student may not complete more than one internship, practicum, or other similar course in SLIS or in 
another academic unit. 

 
4. The student will intern in one or more sites for a total of 135 hours. 
 
5. The internship experience is designed to contribute to the professional education of the intern. The 

experience is not a mechanism for host institutions to offset staff shortages. The activities performed by 
the student under the guidance of the placement supervisor should be appropriate for graduate credit in 
a professional program. 

 
6. Communication among the intern, the placement supervisor, and the faculty member is vital to the 

success of the internship. At least one site visit to the internship site is required during the semester. The 
site visit may be made by the supervising faculty member or another individual designated by the 
School. 

 
7. The supervising faculty member is the instructor of record for the internship and will assign a grade of 

S (satisfactory) or U (unsatisfactory). The grade will be assigned following receipt of the placement 
supervisorÕs evaluation and the internÕs evaluation report. 

 
8. The placement supervisorÕs evaluation and the faculty memberÕs evaluation are to be shared with the 

intern either during a site visit or at some other appropriate time. 
 

The student/faculty internship contract, the placement supervisorÕs evaluation, the internÕs evaluation 
report, and the faculty memberÕs evaluation will become part of the studentÕs academic file. 

 
9. No financial remuneration for the internship will be received by the student, the placement supervisor, 

or the institution. 
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PROCEDURES 
1. A student who would like to include an internship in his/her program plan will discuss this with the 

assigned faculty advisor. The faculty advisor will determine when the student will be eligible to enroll 
in an internship experience. Eligibility includes 18 hours of LIS coursework, including one half of the 
required courses, and other required or elective courses necessary for a particular internship experience. 

 
Based upon a discussion of student needs and interests, the faculty advisor will approach a faculty 
member whose areas of expertise correspond to the desired internship. The faculty member may decline 
to coordinate the internship based upon prior commitments. In that case, the faculty advisor would 
approach another faculty member to supervise the internship. 

 
2. A student may request a particular placement for the internship, but the supervising faculty member will 

decide the appropriateness of the assignment. Following tentative approval of the site(s) by the faculty 
member, the faculty member will make the initial contact with the institution. 

 
3. The faculty member will provide the prospective placement supervisor with an internship packet 

including: 
 
a) The internship policies and procedures document 
 
b) The University of Oklahoma Practicum/Internship Memorandum of Understanding 

Note: In the University of Oklahoma Memorandum of Understanding, the terms used are defined as 
follows: 
faculty liaison--the (SLIS) supervising faculty member practicum/internship instructorÑÑ the 
placement supervisor 

 
c) Student/faculty internship contract 
 
d) Evaluation form to be completed by placement supervisor 
 
e) Copy of the evaluation form to be completed by the supervising faculty member 
 
f) Copy of the evaluation form to be completed by the student intern 
 
g) Resume of student 
 
h) A list of the library and information studies courses the student has completed (and any others taken for 

the MLIS degree) and in which the student is enrolled. 
 
4. The prospective placement supervisor will provide a current resume to the supervising faculty member. 
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5. The student and the faculty member will discuss the results of the discussion with the prospective 

placement supervisor. The faculty member will contact the prospective placement supervisor to provide 
additional information and respond to questions. The faculty supervisor may suggest experiences to be 
included in the internship. 

 
6. The student and the placement supervisor will collectively develop specific objectives for the 

internship, identify activities to be performed to meet the objectives, and arrange a work schedule. The 
objectives, learning activities, and schedule will be approved by the supervising faculty member and 
included in the student/faculty internship contract. 

 
7.  The student/faculty internship contract must be signed by the student, the placement supervisor, and the 

faculty member prior to the start of the semester in which the internship will be taken. 
 
8. The University of Oklahoma Practicum/Internship Memorandum of Understanding must be completed, 

signed by all parties, and returned to the SLIS Office prior to the beginning of the internship. 
 
9. The supervising faculty member will schedule at least one visit to the placement site during the 

internship. If distance or other circumstances make faculty visits impossible, the supervising faculty 
member will select another individual appropriate to conduct the on-site visit(s). 

 
10. The intern, the placement supervisor, and the supervising faculty member will communicate informally 

throughout the internship to discuss experiences, accomplishments, and problems. 
 
 
GRADING 

Student performance in the internship course will be evaluated on the basis of S (satisfactory) or U 
(unsatisfactory). The placement supervisor will complete the evaluation form, provide additional relevant 
comments as appropriate on the learning experience, and suggest a grade of S or U. Upon completion of the 
internship, the student will submit a completed evaluation assessing his/her internship experience. The 
studentÕs evaluation of the experience must be received prior to the assignment of the formal grade by the 
supervising faculty member. All evaluation forms will become a part of the studentÕs academic record. 
 
 The placement supervisorÕs evaluation and the faculty memberÕs evaluation are to be shared with the 
intern either during a site visit or at some other appropriate time. 
 
 
RESPONSIBIL ITIES 
 
Faculty Advisor 
The assigned faculty advisor is responsible for: 
 
a) explaining the requirements of the internship course to the student; 
 
b) identifying student areas of interest for an internship; 
 
c) verifying student eligibility for the internship; and 
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d) identifying a faculty member to supervise the internship. 
 
 
Supervising Faculty Member 
The supervising faculty member is responsible for: 
 
a) matching the student with an appropriate internship opportunity that relates to the studentÕs interests 

and capabilities; 
 
b) making the initial contact with the library/information center to determine if that site can accept an 

internship during the proposed semester; 
 
c) approving the internship objectives, activities, and schedule developed by the intern in coordination 

with the placement supervisor; 
 
d) ensuring that the Memo of Understanding is signed by all parties and returned to the SLIS Office prior 

to beginning of the internship; 
 
e) maintaining contact with the intern and the placement supervisor, including arrangements for the site 

visit(s); 
 
f) maintaining records of the studentÕs internship experience, including evaluation forms; 
 
g) completing the Supervising Faculty MemberÕs Evaluation; and 
 
h) assigning the final grade for the internship. 
 
 
Placement Supervisor 
The placement supervisor is responsible for: 
 
a) submitting a current resume to the supervising faculty member during the planning process for the 

placement of the intern; 
 
b) drafting the internship objectives, activities, and schedule in collaboration with the student; 
 
c) orienting the intern to the existing situation; 
 
d) identifying the inter-relationships among the activities performed by the host institution; 
 
e) assuring that the assigned activities aid the intern in fulfilling the objectives of the internship 
experience; 
 
f) providing feedback to the intern regarding the internÕs performance and progress toward the learning 

objectives; 
 
g) guiding the intern in the conduct of assigned activities; 
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h) assisting the intern in areas needing particular concentration; 
 
i) informing the supervising faculty member of accomplishments and problems, and; 
 
j) completing the Placement SupervisorÕs Evaluation form and sharing the result with the intern. 
 
 
Student Intern 
The responsibilities of the intern include: 
 
a) informing the assigned faculty advisor of interest in pursuing an internship; 
 
b) meeting with the supervising faculty member to identify prospective placement sites; 
 
c) cooperating with the placement supervisor in the development of specific learning objectives, activities, 

and schedule; 
 
d) submitting the completed student/faculty internship contract to the supervising faculty member prior to 

the start of the semester for which credit will be assigned; 
 
e) maintaining effective communication with the faculty member throughout the internship experience; 
 
f) approaching the assigned tasks in a professional manner; and 
 
g) providing the supervising faculty member with the completed Student Evaluation of the internship 

course. 
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UNI VERSITY OF OKL AHOMA 
SCHOOL OF LI BRARY AND I NFORMATI ON STUDIES 

LI S 5823 
INTERNSHIP I N LI BRARY/I NFORMATI ON CENTERS 

TI MELI NE 
 
 

Within fi rst 12 hours taken by student: 
 

Incorporate the internship course into Program Plan  
 
Semester prior to beginning the internship: 

Student reminds his/her adviser that he/she is planning to enroll in the internship course the next semester. 
 

Advisor determines if student is eligible to enroll in LIS 5823. 
 

Advisor identifi es and solicits supervising faculty member. 
 
 Supervising faculty member initiates contact with the proposed institution. 
 
 Supervising faculty member provides placement supervisor with internship packet. 
 
 Placement supervisor provides supervising faculty member with a current resume. 
 
 Student and Placement Supervisor develop objectives, activities, and work schedule. 
 

Internship contract and University of Oklahoma Practicum/ Internship Memorandum of Understanding are 
completed and fi led in SLIS Offi ce prior to beginning of internship. 

 
Semester of Internship 
 
 Supervising faculty member arranges for at least one onÑ site visit. 
 

Placement Supervisor provides feedback on performance to the Intern and the Supervising Faculty member. 
 
Immediately upon Completion of Internship 
 
 Student provides Supervising Faculty member with evaluation of experience. 
 

Placement Supervisor completes Placement Supervisor Evaluation and sends to Supervising Faculty Member 
 
 Supervising Faculty member assigns final grade for Internship and notifi es the SLIS Offi ce. 
 

Supervising Faculty fi les all appropriate paperwork in the SLIS Offi ce (Contract, Memo of Understanding, 
evaluation of student, of internship, Placement SupervisorÕs evaluation). 
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UNIVERSITY OF OKLAHOMA 
SCHOOL OF LIBRARY AND INFORMATION STUDIES 

 
LIS 5823 

INTERNSHIP IN LIBRARY/INFORMATION CENTERS 
 

STUDENT/FACULTY CONTRACT 
 

       Date   ______________________________ 
 
 
 The undersigned student agrees to enroll in and complete an internship under the terms described in 
the attached Policies and Procedures document. Specific aspects for the completion of this internship are 
indicated below. Attach separate sheets with the information from the following areas to this signed 
document: 
 
I. Proposed schedule to complete 135 hours Date internship will begin 
 
II. Date internship will begin 
 
III. Learning objectives 
 
IV. Primary areas of student responsibility (activities to be performed) 
 
 
 
 
              
    ___________________________________________________ 
    Student      Date  
 
              
    ___________________________________________________ 
    Placement Supervisor     Date  
 
              
    ___________________________________________________ 
    Supervising Faculty Member    Date  
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UNIVERSITY OF OKLAHOMA 
SCHOOL OF LIBRARY AND INFORMATION STUDIES 

 
LIS 5823 

INTERNSHIP IN LIBRARY/INFORMATION CENTERS 
 

SUPERVISING FACULTY MEMBERÕS EVALUATION 
 
 
        Date_________________________________  
 
Student  ____________________________________________ ID No. __________-_______-________ 
 
Placement Supervisor  __________________________________________________________________ 
 
Library/Information Center ______________________________________________________________ 
 
Supervising Faculty Member _____________________________________________________________ 
 
Grade assigned: Satisfactory   Unsatisfactory 
 
Date(s) of on-site visit(s)     _____________________________________________________________ 
 
    ______________________________________________________________

 
 
 

OnÑ site visit(s) performed by  _____________________________________________________________ 
 
 
Please respond to the following, using separate sheets of paper for each item. Responses should be submitted to 
the SLIS Office. Item 1 will be placed in the studentÕs file. Item 2 will be placed in the SLIS Office internship 
file to be used in regular evaluation of sites. 
 
1. Overall assessment of the internship experience. 
 
 
 
2. Recommendations for future internships at this site. 
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UNIVERSITY OF OKLAHOMA 
SCHOOL OF LIBRARY AND INFORMATION STUDIES 

 
LIS 5823 

INTERNSHIP IN LIBRARY/INFORMATION CENTERS 
 

PLACEMENT SUPERVISORÕS EVALUATION 
 
 

Date __________________________ 
 

Student _______________________________________ID No. __________-_______-________ 
 
Placement Supervisor _____________________________________________________________ 
 
Library/Information Center _________________________________________________________ 
 
Supervising Faculty Member ________________________________________________________ 
 
Respond to the following on a separate sheet of paper. Results should be shared with the Student Intern and 
sent to Supervising Faculty Member. 
 
1. Was the student able to make a contribution to the library or information center through the 

internship experience? Explain. 
 
2. What strengths did the student exhibit in the internship experience? 
 
3. What area would you suggest the student concentrate on for improved performance? 
 
4. Please appraise the studentÕs overall professional possibilities. 
 
5. Additional suggestions for improving the quality of internships? 
  
 
 

Suggested grade: Satisfactory 
 

Unsatisfactory 
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UNIVERSITY OF OKLAHOMA 
SCHOOL OF LIBRARY AND INFORMATION STUDIES 

 
LIS 5823 

INTERNSHIP IN LIBRARY/INFORMATION CENTERS 
 

STUDENT EVALUATION 
 

Date_______________________________ 
 
Student  _________________________________ ID No. _______  -  _______  -  _________ 
 
Placement Supervisor __________________________________________________________ 
 
Library/Information Center ______________________________________________________ 
 
Supervising Faculty Member _____________________________________________________ 
 
Respond to the following on a separate sheet of paper. Return responses to the Supervising Faculty 
Member. 
 
1. Were you adequately oriented to the internship experience by the supervising faculty member, the 

internship documents, and the placement supervisor? Describe. 
 
2. Specify the variety of internship activities engaged in, indicating the value of each with respect to 

the stated objectives of your internship. 
 
3. Which LIS or other courses were most helpful in preparing you for this experience? Identify any 

areas where additional preparation would have been helpful. 
 
4. Based on an assessment of your specific needs, what were the most positive aspects of this 

internship? 
 
5. How could this internship have been improved? 
 
6. Appraise the guidance given by the placement supervisor in providing opportunities for meaningful 

work experiences. 
 
7. Evaluate the effectiveness of the communication among you, the placement supervisor, and 

supervising faculty member with regard to the accomplishments and problems of the internship. 
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UNIVERSITY OF OKLAHOMA PRACTICUM/INTERNSHIP 
MEM ORANDUM OF UNDERSTANDING 

 
ATTACHMENT A 

STUDENT ACKNOWLEDGEM ENT AND RELEASE 
 
I. This memorandum of understanding is made this _______of______________ 20___, by and between the University of 

Oklahoma School of Library and Information Studies (hereinafter called the ÒUniversityÓ),  
____________________________________  (hereinafter called the ÒAgencyÓ), and 
____________________________________ (hereinafter called the ÒStudentÓ). 

 
II. WHEREAS, the Student has entered into a practicum/intemship, the Student acknowledges his/her responsibilities as 
shown below and agrees to the following: 
 

A. The Student will adhere to Agency and University policies, procedures, programs, and operating standards. 
Examples may include but are not limited to following rules for hours of Agency operation and necessary 
absences, providing monthly and narrative reports, and providing continuity of services and treatment during 
University holidays, as planned in advance with the practicum/internship supervisor and the faculty liaison. 

 
B. The Student will be under the actual direction and supervision of the Agency during participation in 

practicum/internship activities. 
 

C. The Student will complete all documentation required by the University and the practicum/internship 
supervisor. 

 
D. The Student will prepare for and participate in regular evaluation conferences, if required by the University or 

Agency. 
 

E. The Student has the responsibility to act professionally and ethically and to maintain confidentiality. 
 

F. The Student is responsible for his/her own health and accident, automobile, and professional liability insurance, 
since these will not be provided by the University or the Agency. If the Agency has health requirements, the 
Student is expected to meet the requirements of the Agency. 

 
G. The Student is not an employee of the Agency or the University and is not entitled to financial remuneration 

during the practicum/ internship unless otherwise arranged for by the Agency and Student. 
 

H. Travel to and from the practicum/internship placement is paid by the Student. 
 
III. The terms hereof shall serve as a release and assumption of risk for myself, my heirs, estate, administrator, assignees, 

and all members of my family. 
 
APPROVED: 
 
______________________________________________________________________________ 
Student        Date 
 
Witness        Date 
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UNIVERSITY OF OKLAHOMA PRACTICUM/INTERNSHIP 

MEM ORANDUM OF UNDERSTANDING 
This memorandum of understanding is made this _________ of  , 20_____, by and between the University of Oklahoma 
School of Library and Information Studies ____________________________ (hereinafter called the ÒUniversityÓ), and 
___________________________________ (hereinafter called the ÒAgencyÓ). 
 
 
II. WHEREAS, it is the desire of the University to utilize resources of the Agency for students, enrolled in US 5823 

Internship in Library/Information Centers of the University; and 
 

WHEREAS, the Agency has such facilities and is desirous of cooperating with the University in making them available 
for educational purposes, 

 
NOW THEREFORE, THE PARTIES MUTUALLY AGREE TO THE FOLLOWING: 

 
A. The University and the Agency jointly agree: 

  1. As of_________, 20_____, the Agency will allow the University to use its facilities 
for a practicum/internship for students enrolled at the University. 

 
2. This agreement shall be effective beginning __________________, 20_____, and ending 

_________________ 20______. Either party may terminate this agreement by giving the other written 
notice of termination of not less than thirty (30) days. The agreement may be terminated at any time 
by mutual consent. 

 
3. The Agency and University cooperate in the placement of students. The Agency has no obligation to 

work with students who are initially considered to be, or are later found to be, unsuited to the Agency 
practicum/internship. 

 
4. Access to student records shall be governed by the Family Educational and Privacy Rights Act, 20 

U.S.C.S. 1232 G, commonly known as the ÒBuckley Amendment.Ó 
 

5. No party to this agreement shall, in connection with any aspect of its performance, discriminate 
against any person by reason of race, color, gender, age, religion, disability, veteranÕs status, sexual 
orientation, or national or ethnic origin. 

 
6. It is mutually agreed that Agency acceptance of Student for practicum/internship does not obligate the 

Agency to compensate the University. Further, there is no f inancial obligation on the part of either 
institution to the other. Any agreements, which promise f inancial compensation to the Student, are 
wholly separate and apart from this memorandum of understanding. 

 
7. The University and Agency agree to prohibit students, faculty, or staff from publishing any materials 

as a direct result of the practicum/internship experience in the Agency that threatens the 
confidentiality of any participant of the Agency, unless such publication is approved for release, in 
writing, by the Agency and the University, such approval not to be withheld unreasonably. 

 
 
 
 

B. Responsibilities of the University: 
  1. The University will designate a faculty liaison to work with the Agency who may help in 
   developing Student assignments and training activities and assisting with Student evaluation. 
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2. The University will confer with the Agency prior to the placement of any Student in order to establish 
or to review the purpose, provisions, and responsibilities involved in the practicum/internship 
experience. 

 
3.  The University is responsible for monitoring the learning experiences of the Student. 

 
4. When circumstances beyond the control of the University or Agency indicate the Student must be 

withdrawn, or if the Agency is unable to meet the conditions of the agreement, the University has the 
responsibility to withdraw the Student from the Agency. This action would be taken only in 
consultation with the Agency practicum/internship supervisor and other Agency personnel involved. 

 
5. The University agrees not to use the Agency name in any publications or advertising, except in 

University catalogues, bulletins, University accreditation reports, and student recruitment materials, 
without prior written Agency approval. 

 
6. The following clauses are applicable to this agreement. 

 
A. The University will provide each practicum/internship supervisor in the Agency with current policies, 

guidelines, and required practices. 
 
B. The University will provide the Agency with current information on dates of practicum/internship assignment, 

hours of work, and the nature of educational assignments necessary for each student. 
 

C. Responsibilities of the Agency: 
 

1. The Agency will be responsible for the actual supervision and control of the StudentÕs activities within 
the Agency. The Agency will designate one or more staff persons with appropriate qualif ications to 
instruct and to supervise the Student. 

 
2. The Agency will provide adequate work resources which enable the Student to function effectively. 

There will be adequate provision for safeguarding confidential materials. 
 

3. The Agency will provide learning experiences, including orientation to the Agency. 
 

4. The practicum/internship instructor will be responsible for prompt submission of reports, which 
adequately describe the StudentÕs learning, if required by the University. 

 
5. The Agency will communicate immediately with the faculty liaison any concern regarding the 

StudentÕs performance or learning. 
 

6. The Agency will consult with the University immediately through the faculty liaison if  specif ic 
circumstances arise which require the Agency to ask that the Student be withdrawn from the 
practicum/internship. 

 
 

 
7. The Agency will agree to arrange Student schedules which will not conflict with those schedules of 

the University. 
 
8. The Agency agrees to permit, upon reasonable request, the inspection of clinical and related 

practicum/internship facilities by the University and by those agencies charged with the accreditation 
of the University. 
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9. The Agency agrees to provide each Student in the Agency all Agency policies, rules, regulations, and 
expectations which are pertinent to the StudentÕs role in the practicum/internship. 

 
10.  The Agency will provide adequate time for the practicum/internship instructor to hold individual 

conferences with the Student as needed. Time is provided for group conferences with the Student as 
needed during the school year and for preparation in advance of the conferences. 

 
 

D. Responsibilities of the Student: 
 

1. See Attachment A which is to be signed and dated by the Student and one witness. 
 
 
 

APPROVED: 
 
 
 
 
____________________________________________________________          ____________________________________ 
Director          Date 
School of Library and Information Studies 
University of Oklahoma 
 
 
____________________________________________________________          ____________________________________ 
Agency          Date 

 


