PRACTICUM – GLIS 699

GUIDELINES FOR SITE SUPERVISORS & STUDENTS

WORK PLAN

Objective:

The work plan serves as a signed agreement between the student, the Practicum Site Supervisor and the Practicum Coordinator.  This document outlines what is expected of the student during the practicum session.  More specifically, the work plan documents the practicum project scope, the deliverables and the timeline associated with each deliverable.  

Work Plan Components:

The work plan should consist of a short description of the project(s) the student will be working on, including their objectives, the resources needed and the scope.  The scope of the overall project may exceed the scope of the work expected from the student.  In addition, the work plan should include a detailed schedule of student deliverables to be provided to the Site Supervisor along with their due dates. 

A suggested format would be:

Date:  ___________________

Name of Practicum Site Supervisor:  _______________________________________

Name of Practicum Coordinator: __________________________________________

Name of student:  ______________________________________________

Practicum site:     ______________________________________________

Description of scope, objectives and resources of practicum project.
Example for a Knowledge Management project

●    Project objectives 
To conduct a technology watch on existing automated taxonomy software tools, identify key differences and recommend the top three most compatible ones given the user needs.

●    Project resources
The student will be part of a team consisting of a project manager, a technical writer ….and will have access to the organizational intranet….onsite and remotely…..

●    Project scope
The student you will be responsible for the technology watch - watch on commercially available tools only – another team will be evaluating university research prototypes. 

Example for an Archival Studies project:

●    Project Objectives
To review the existing arrangement, description and database at the institution; create a finding aid for selected collections; assess selected collections to decide the priority order for digitization; and digitize the prioritized collections. 
●    Project Resources   
The student will have access to the selected collections, guidelines for creating finding aids, scanner, and software applications.   

●    Project Scope 
The student will deal with selected sample collections only for creating a finding aid and digitization, which will be feasible in a given timeframe. The student is responsible for the selection criteria for digitization and relevant skills on scanning.

Example for a Librarianship project:

●    Project Objectives 
To develop “take-away” (print or downloadable) user guides or tutorials for selected resources and/or services.
●    Project Resources
The student will have access to the selected resources . . .  computer resources . . .  library personnel . . .   
●    Project Scope 
The student will be responsible for creating guides to a limited number of resources, consistent with the time constraints of the practicum.

Detailed Project(s) Schedule:

The detailed project schedule will be provided by the Site Supervisor.  

A general format is suggested below:

	Week
	Activities
	Deliverables
	Due Dates

	
	
	
	

	1
	Orientation and introduction to organization
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	

	7
	
	
	

	8
	
	
	

	9
	
	
	

	10
	
	
	

	11
	
	
	

	12
	
	
	


Practicum students are responsible for the following deliverables:

· Site-specific documents (i.e. reports) produced during the course of the practicum for the site.
· Course-specific documents 

· Weekly log reports
· To be submitted each week to the Site Supervisor
· To be submitted at mid-term (due: February 27, 2015) to the Practicum Coordinator

· To be submitted at the end of term (due: April 10, 2015) to the Practicum Coordinator

· Mid-term progress report
· To be submitted in at mid-term (due: February 27, 2015) to the Site Supervisor and the Practicum Coordinator

· Final report
· To be submitted at the end of term (due: April 10, 2015) to both the Site Supervisor and the Practicum Coordinator
· Poster/Visual showcase
· Scheduled to take place in April 2015 (date and location TBA)

· Poster/Visual component to be submitted at the end of term (April 10, 2015) to the Site Supervisor and the Practicum Coordinator
