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Implementation Guidelines for Off-Campus Internships
Graduate Institute of Library and Information Science
National Chung Hsing University

Approved by the Curriculum Committee on June 4, 2019

To promote the internship system for professional courses at the Institute, these
implementation guidelines for off-campus internships (hereinafter referred to as "the
Guidelines") are established.
Objectives of Implementation:
(1).  Through the internship process, assist students in integrating theoretical and
practical knowledge for a deeper understanding of professional library

activities.

(2).  Cultivate students' independence, communication and coordination skills,
teamwork spirit, and the ability to build good interpersonal relationships,

thereby enhancing their employability.

The Curriculum Committee incorporates the functions of the Oft-Campus Internship
Committee. The director serves as the convener, and faculty members are ex officio
members. The committee may also include one student representative and one
representative from a partner organization, each serving a one-year term, renewable. The
committee requires the attendance of at least half of its members to convene and passes
resolutions by majority vote.
Duties of the Committee:

(1). Overall planning and promotion of off-campus internship courses.

(2). Confirming and selecting partner organizations based on evaluation results.

(3). Drafting written agreements and individual student internship plans.

(4). Coordinating and handling student complaints, disputes, and incidents.

(5). Addressing cases of early termination of internships.

(6). Following up on and reviewing student internship counseling and visitation

results.

(7). Other matters related to student rights and interests.
Partner organizations include various types of libraries, such as national libraries,
academic libraries (including the university library), school libraries, public libraries, and
specialized libraries.
Internship Procedures:

(1). The related procedures are outlined in Appendix 1 and will be followed for all

matters.



7.

8.

2).

3).
(4).

First-year graduate students who did not major in Library and Information
Science should discuss their desired internship unit with the assigned internship
advisor, register with the Institute’s office, and submit their application
documents to the Curriculum Committee for review by mid-May of the academic

year. Approved applications will be processed by the office.
Internship students will not receive a stipend.

During the internship period, the Institute will provide students with personal

accident insurance.

Credits and Assessment for Internships:

(D).

Q).

3).

(4).

The off-campus internship course, “Library and Information Science Practice,” is
a 0-credit elective. First-year graduate students from non-Library and Information
Science backgrounds must complete this course during the first semester of their
second academic year. Internships are scheduled for the summer between the first
and second academic years, requiring a minimum of 72 hours. Students with
more than one year of practical library experience may apply for an exemption.
Students with special circumstances may apply in writing for an early or deferred

internship, subject to Curriculum Committee review.

Students must write an internship report, submit it by the designated deadline to

the internship advisor, and participate in an internship results sharing session.

The internship grade is 100 points, comprising four components: learning
attitude, responsibility, cooperation, and work performance, totaling 80% for the
internship and 20% for the report. Partner organizations will complete the

evaluation form (Appendix 2) for grading during the internship period.

Students who complete the internship must register for the “Library and
Information Science Practice” course in the first semester of the following
academic year during the university’s course selection period to record their

grades and complete the course requirements.

These Guidelines are implemented upon approval by the Curriculum Committee of

the Institute and are subject to the same procedure for amendments.



Appendix 1
Standard Internship Procedure

Supervisor: Internship Instructor

Eligible Students: First-year non-library science background students
Minimum Internship Hours: 72 hours

Internship Content: Tailored to student interests and the needs of the library

Timeline Task Participants

Develop internship
opportunities

l

March — April Complete internship Students
survey (Appendix 1)

!

April - May Match students with Internship Instructor

library internships




July — August

September

September — October

Conduct internship

v

Evaluate internship

performance

|

Submit internship report and

participate in presentation

Close the case

Students

Internship Institution

Students, Internship Instructor
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Appendix 2
Internship Evaluation Form

Student Name Internship Period
. o Total Internship
Internship Institution
Hours
Job Responsibilities
Attendance Present Personal Sick Leave Absence
Record hours| Leave hours hours
hours
Category Learning | Responsibili| Teamwork | Work Total
Attitude ty Score (0-25 | Performan | Score
Score (0-25| Score (0-25 | each) ce Score ( 0-
each) each) Score (0- | 100)
25 each)
Score
Overall
Performance
and Comments
Internship
Feedback &
Suggestions
Signatures
Internship Supervisor: (Date: )
Internship Institution Supervisor: (Date: )




990N AN[EnuopIu0)

1. The evaluation form is confidential and will not be disclosed to the student.
Internship institutions are encouraged to provide candid feedback.

2. Upon completion of the internship, please send this form to: Assistant Professor I-
Ling Cheng Graduate Institute of Library and Information Science, National Chung

Hsing University No. 145, Xingda Road, South District, Taichung City 402, Taiwan

Email: ilingcheng @dragon.nchu.edu.tw
3.Phone: +886-4-2284-0815 ext. 724
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