Work Experience Procedure of the Department of Library Science and Information Systems 

	Responsibility
	Action
	Resources Used
	Month

	Work Experience Committee
	1. Letter to all organizations with the purpose of updating the Organization Register
	Letter
	10, 4

	
	2. Collection of special forms with details of organizations
	Forms
	10, 11, 12, 1 and 4, 5, 6

	
	3. Update Register
	Organization Register
	9 and 2

	
	4. Update Instructions to Students
	Instructions
	9 and 2

	
	5. Publish Organization Register on Department Website 
	Website
	9 and 3

	
	6. Post relevant announcements on Department Website and set 2 meetings with students
	Website
	9 and 3

	
	7. Meeting A: 
a. Information regarding the method of selecting organizations

b. Hand out instructions

c. Hand out applications

d. Set date for collection of applications and resolution of any problems arising
	Instructions
Applications
	9 and 3

	
	8. Collect applications 

	Applications
	9 and 3

	
	9. Meeting B:
a. Provide students with final verbal instructions and  
b. Issue 2 copies of a reference letter

c. Issue Work experience Certificate 

d. Provide 3 copies of the agreements, signed by the Head of the Department, also to be signed by students and the representative of their Work experience organization 

e. Provide Work experience Notebooks

The Committee shall keep the Applications, as well as 1 copy of the completed Reference Letters.
	Instructions,
Reference Letters,
Certificates,
Agreements,
Work experience Notebook
	9 and 3

	
	10. Check the smooth conduct of the Work experience during the semester
	
	10 – 3 and 
4-9

	
	11. Check the Work experience Notebooks completed after Work experience has ended.
	Work experience Notebook
	10 and 4

	
	12. Cooperate with the Secretariat on issues involving students who do not complete their Work experience
	
	10 and 4

	
	13. Collect the questionnaires completed by students from the Secretariat
	Questionnaires
	10 and 4

	
	14. Process questionnaire results and take necessary actions:

a. New update of the Work experience Organization Register
b. Collection of statistics pertaining to career progress of graduates

c. Proceed with curriculum assessment procedures 


	Organization Register,
Statistical Data
	11 and 5

	Responsibility
	Action
	Resources Used
	Month

	Students
	1. Receive information from the Department Website regarding:

a. Available organizations
b. Meetings in the Department with the Work experience Committee

c. Work experience Start and End dates 

d. Procedures
	Website
	9 and 3

	
	2. Attend first meeting
	
	9 and 3

	
	3. Receive applications and instructions for choosing an organization
	Applications

Instructions

Organization Register
	9 and 3

	
	4. Select up to 3 organizations 
	Organization Register
	9 and 3

	
	5. According to the instructions, contact and arrange for a Work experience position.
	Website
	9 and 3

	
	6. Indicate their first choice organization on the application and second and third choices on an additional form
	Applications
	9 and 3

	
	7. Submit applications on the date set
	Applications
	9 and 3

	
	8. Discuss any problems that may have arisen
	
	9 and 3

	
	9. Attend the second meeting
a. Receive reference letter
b. Receive Work experience Notebook

c. Receive 3 copies of the agreements

d. Receive 2 copies of the certificate
e. Submit one copy of the completed certificate to the Work experience Committee

f. Sign the 3 copies of the agreements and give them to the representative of the organization where they will do their Work experience for signature
	Reference Letters

Work experience Notebook

Agreements

Certificates
	9 and 3

	
	10. Visit the organization on the start date of Work experience, present the reference letter, the certificate, the agreements and the Work experience Notebook
	Reference Letter,
Certificate,
Agreements,
Work experience Notebook
	10 and 4

	
	11. Ensure that the 3 copies of the agreement are signed by the organization; after signature: one copy is kept by the organization, one is kept by the student and the third is returned to the Department Secretariat
	Agreements

	10 and 4

	
	12. Ensure that the Work experience Notebook is regularly updated, stamped, and signed by the organization on each page
	Work experience Notebook
	10-3 and 4-9

	
	13. Return the updated Work experience Notebook to the Secretariat at the end of the semester and
	Work experience Notebook
	10 and 4

	
	14. Complete the questionnaire issued to them on-the-spot and return it to the Secretariat
	Questionnaires
	10 and 4


	Responsibility
	Action
	Resources Used
	Month

	Department Secretariat  
	1. Prepare the Agreements and have them signed by the Head of the Department
	Agreements
	9 and 3

	
	2. Check the applications
	Applications
	9 and 3

	
	3. Prepare the reference letters and certificates
	Reference Letters

Certificates
	9 and 3

	
	4. Distribute the Work experience Notebooks


	Work experience notebook
	9 and 3

	
	5. Administrative support:
A. Contact students when required

B. Contact organizations when required
	Organization Register
	10 – -3 and 
4 -9

	
	6. Collect signed agreements
	Agreements
	10 and 4

	
	7. Collect completed Work experience Notebooks
	Work experience notebook
	10 and 4

	
	8. Hand out questionnaires and collect them
	Questionnaires
	10 and 4

	
	9. Cooperate with the Work experience Committee on issues involving students who do not complete their Work experience.
	Certificates,
Agreements,
Work experience notebook
	10 and 4

	
	10. Update the Student Register, entering 10 Credits towards the obtainment of the degree


	Student Register
	10 and 4


