Internship Documentation

Cover Sheet
· Although the Rubric is the evaluation tool for this project, this Cover Sheet will help me grasp your experience quickly, eliminating painful indexing and tagging.
· This table is an extremely brief representation of your internship experience. Complete sentences are not expected. Where the space provided is inadequate, refer to places in your log where the element is described more fully.
	Element
	Reference in Journal
(optional)
	Brief Response

Italicized words are guidelines – delete them.

	Your name
	 ---                    
	

	Log location
	
	GoogleDoc address or other

	Primary Site==
	---
	

	Description of Primary Site
(level, demographics, other special characteristics)
	
	

	System of Primary Site
	---
	

	SLMS Mentor 
	---
	

	Summary of your prior teaching experience (if any: positions, years)
	---
	

	Prior teaching credentials (certificate number, fields)
	---
	

	If no teaching experience: how did you document internship teaching experience? (In most cases, attach evidence separately)
	
	

	Internship Elements

	Project summary
	
	25 words

	Collaborative planning
	
	25 words

	Media/Technology Committee Meeting
	
	25 words

	Grade level/dept meeting
	
	25 words

	Information literacy component
	
	25 words

	Assist individual students
	
	25 words

	Teaching large group session in collaboration
	
	25 words

	Peer sharing
	
	25 words

	Professional conference==-
	
	25 words

	Other site visit I: school and host SLMS
	
	

	Visit summary
	
	25 words

	Other site visit II: school and host SLMS
	
	

	Visit summary
	
	25 words

	Clerical assistance, observation
	
	25 words

	Competencies

	Diversity: list your professional experiences with diverse subgroups.
	
	Numbered/bulleted list

	Express your philosophy of serving all diversities present in a school.
	
	50 words

	List the strategies you applied in this internship to address diversity.
	
	Numbered/bulleted list

	Instruction: how did you assess learner needs, apply instructional methods, and incorporate information processes in your internship experience?
	
	50 words – reference journal as necessary

	How did you ensure that information skills instruction was based on student interests or learning needs and linked to student achievement?
	
	50 words

	Describe the collaborative teaching experiences in your internship.
	
	50 words

	Describe your potential for establishing connections to other libraries and the larger library community for resource sharing, networking, and developing common policies and procedures.
	
	50 words

	What is your preliminary plan for ongoing professional development after graduation?
	
	50 words


Mentor Evaluation

Not to be reported here. However, you must take the following steps to generate the Mentor Evaluation:

1. (Download the Mentor Evaluation form (.doc).

2. (Send the blank form directly to your mentor, or provide the file in some other way (not paper).

3. (Request that your mentor fill out the form, and submit it by emailing it as an attachment directly to me (mfitzger at uga dot edu).

4. (Watch the discussion board for receipt; you may need to send reminders.
5. Here is a checked box you can paste in when each of these steps is complete: (
Time Account Table
	Date, Time
	Activities
	Cumulative

Time

	Example:

10-7-08, 10a-11:15
--or--

Oct 12, 1hr, 15 minutes

	· Observed SLMS teach 2 lessons, 3rd grade, dictionaries
· Ran circulation

· Helped 3 kids find leisure books
	1:15

	
	
	

	
	
	


Presentation of Highlights

Attach an 8-10 slide presentation that graphically represents the highlights of your internship.  This is your opportunity to express the most valuable, memorable, interesting, and impressive events without the need to address competencies or standards.

Reflection

Finally, provide a reflection of 250-500 words in free form that addresses some or all of these:
· Your philosophy of SLM practice and purpose

· Lessons learned

· Lessons yet unlearned and how you might pursue learning them, moving forward

· Other professional reflections of your own inspiration

Submission
· Create all documentation elements as Google documents. When finished, share each with maryannfitz@gmail.com.   

· Include the Rubric, with self-assessment.

· Don’t forget the Mentor Evaluation, which must be submitted separately.
Created 9-1-08 by MAF; replaces tagging of elements.
Updated 11-10-2010: changed submission details.
