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INTRODUCTION

This Student Guide provides important information and policies for the MLIS Program and the School
Library Media Specialist Program (SLMS). All students are expected to read and abide by any policies set
forth in this guide.

PROFESSIONAL ETHICS AND CONDUCT

Excellence in graduate education occurs when both students and faculty are highly motivated, perform at the
highest level and are sincere in their desire to see each other succeed. The MLIS Program seeks to
encourage in each student an understanding of and capacity for independent critical judgment, academic
rigor, intellectual honesty and the highest standards of professional ethics and conduct. It is the joint
responsibility of faculty and graduate students to work together to create relationships that foster mutual
respect, demonstrate personal and professional integrity and encourage freedom of inquiry.
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MLIS PROGRAM FACULTY AND STAFF MEMBERS

Faculty
Sarah Dahlen, Associate Professor spark@stkate.edu 651-690-8791

Deborah Grealy, Associate Dean dsgrealy@stkate.edu 651-690-8633
Heidi Hammond, Associate Professor and SLMS Program Coordinator hkhammond@stkate.edu 651-690-6991

David Lesniaski, Associate Professor dalesniaski@stkate.edu 651-690-8723

Sook Lim, Associate Professor slim@stkate.edu 651-690-6888

Anthony Molaro, Program Director agmolaro@stkate.edu 651-690-6626

Sheri Ross, Associate Professor svtross@stkate.edu 651-690-6651

Kyunghye Yoon, Associate Professor kyoon@stkate.edu 651-690-8727

Joyce Yukawa, Associate Professor yukawa@stkate.edu 651-690-8661

Staff

Toyin Akisanya, Instructional Technology Coordinator oaakisanya@stkate.edu 651-690-6890

Molly Hazelton, Site Director, National Catholic Sisters Project, mdhazelton@stkate.edu 651-690-6149

Janis Shearer, Office Coordinator jjshearer@stktate.edu 651-690-6802

Deborah Torres, Assistant Program Director datorres@stkate.edu 651-690-8761

MLIS Office
Building Location: CdC 43, ground level of Coeur de Catherine (CdC)
Mailing address: MLIS Program, St. Catherine University, 2004 Randolph Avenue #4125, St. Paul, MN 55105
Phone: 651-690-6802 Fax: 651-690-8724
Email: imdept@stkate.edu

Website: https://www.stkate.edu/academics/graduate-degrees/academic-programs/mlis

LIS Internal Website: http://lis.stkate.edu/

Facebook: https://www.facebook.com/stkatemlis

Twitter: https://twitter.com/stkatemlis

LinkedIn: https://www.linkedin.com/groups/5072890/profile
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VISION AND MISSION STATEMENTS

ST.CATHERINE UNIVERSITY

Vision

To be a leading Catholic university distinguished by its innovative spirit and premier baccalaureate
College for women.

Misson
St. Catherine University educates students to lead and influence. Inspired by its visionary founding in 1905
by the Sisters of St. Joseph of Carondelet, more than a century later the University serves diverse students,

with a baccalaureate college for women at its heart and graduate and associate programs for women and
men.

At all degree levels, St. Catherine integrates liberal arts and professional education within the Catholic
tradition, emphasizing intellectual inquiry and social teaching, and challenging students to
transformational leadership. Committed to excellence and opportunity, St. Catherine University develops
ethical, reflective and socially responsible leaders, informed by the philosophy of the women’s college and
the spirit of the founders.

GRADUATE COLLEGE

St. Catherine University’s graduate certificate, master’s and doctoral programs prepare scholar-
practitioners who lead and influence, advocate for justice, honor diverse and global perspectives, and
demonstrate expertise in their area of study.

Misson

The Graduate College of St. Catherine University offers innovative and excellent programs that advance
students’ theoretical and applied knowledge of a particular field. These programs build on the liberal arts
and develop the skills of critical analysis within a pedagogy that is cooperative, interactive, and
integrative. Faculty aim to educate women and men to be competent, compassionate, committed life-long

learners who are leaders in making the world more just. Informed by our Catholic heritage, graduate
programs emphasize ethical leadership, a global perspective, and a holistic view of the person.
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SCHOOL OF BUSINESSAND PROFESSIONAL STUDIES

Misson

The School of Business and Professional Studies prepares lifelong learners to initiate ideas and take
action in a globally-connected, changing world. Bachelor's and graduate degrees, certificates and

professional development programming span economics, finance, marketing, sales, management,
communication, ethics and consumer science.

MLIS PROGRAM

Vision

Empowering people through information and technology for a more just, equitable, and compassionate
world.

Misson
The St Catherine University MLIS program is a student-centered and social justice oriented

graduate program. We prepare students to be critical thinkers and leading information professionals who
promote equity through the access, use, evaluation, sharing, and creation of information.

MLIS Values

Empowerment We promote access to, creation, and use of information to empower people to
through information | be critical thinkers, engaged learners, and creative problem solvers.

Social justice We are passionately focused on examining and eliminating the root causes of
social injustice including racism, sexism, classism, ableism, and other forms of
oppression both in and beyond our profession.

Women'’s leadership | We seek to prepare information professionals who can understand and create
leadership opportunities for women in the LIS profession.

Student centered We are committed to the academic, professional, and holistic well-being of our
students.

Authentic learning We provide educational experiences that maximize student learning through

experiences the deployment and assessment of best practices in teaching and real-life
applications.

Community We build strong collaborations and partnerships within and beyond LIS

engagement communities to enhance student learning and create positive impact on
society.
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MLIS Program Goals and Objectives

1. Education: To empower students to become leaders in the information professions.

a. To provide arigorous curriculum that ensures general competencies and specializations in the
fields of library and information science and encompasses ethical leadership, critical thinking,
technological fluency and diverse perspectives.

b. Torecruit, retain and support a highly-qualified, diverse student body.

c. Torecruit, retain and support a talented, dedicated and diverse faculty who are excellent
teachers as well as active participants in the library and information science professions.

d. To provide a quality learning environment for students and faculty.
2. Research:To contribute knowledge to advance the discipline and improve practice.
a. To create new knowledge.
b. Todisseminate research results.
c. Tocreate and nurture a productive research environment.
d. To promote students' research.
3. Service:To use our expertise to serve, lead, and collaborate with our communities.

a. Toincrease awareness of our program's identity and purpose to better serve our
communities.

b. Toserve, lead, and collaborate within the department and across academic units of St.
Catherine University.

c. Toserve, lead, and collaborate with academic and professional communities at the local,
national, and international levels.

d. Toserve, lead, and collaborate with community partners.

4. Sustaining Environment: To ensure excellence in the Program's foundations and resources to
enable it to achieve its goals and objectives.

a. To ensure ongoing planning within the MLIS program and St. Catherine University, as well as
among partner institutions and individuals.

b. To ensure ongoing support for the program’s learning and research environment.
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MLIS StudentLearning Outcomes (SLOSs)

Student Learning Outcomes describe the significant and essential learning that students will have achieved
and can demonstrate at the end of their education program. The MLIS Student Learning Outcomes are
adopted by the MLIS Faculty. Below are the SLOs currently in place:

Category Student Learning Outcomes
1. Understand the philosophical, historical and ethical foundations of the
field.
Information for
People 2. Through understanding the relationships among information, people, and
technology, apply library and information science principles and
practices.
3. Demonstrate understanding of research methods and the interdisciplinary
nature of LIS knowledge.
Research
4. Apply research knowledge and skills to improve practice, critically
evaluate the works of others, and answer questions in the profession.
5. Understand the social, cultural and ethical implications of technologies on
individuals, organizations, society, and the library and information
Technology professions.
6. Critically analyze, select, use, apply, and evaluate technologies in the
information environment.
7. Understand issues of power, privilege and marginalization in society and
how they relate to the library and information professions.
Social Justice
8. Analyze inequities in library and information services and work to
empower marginalized groups.
9. Understand and promote literacy for self-actualization and participation
Literacy and in a global society.
Learning 10. Understand learning principles and pedagogy to educate users according
to their needs.
11. Understand and apply principles of leadership, management, advocacy,
and Leadership 12. Articulate your own philosophy, principles, and ethics of library and

information science and apply them to professional practice.
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Assessing the Student Learning Outcomes

Assessment is the process of gathering and discussing information from multiple and diverse sources in
order to develop an understanding of what students know, understand, and can do with their knowledge
as a result of their educational experiences. St. Catherine University requires all educational programs to
develop and carry out an Outcomes-Based Assessment Plan (OBAP) for assessment of student learning,
and for program evaluation.

The MLIS Program uses a variety of surveys and electronic portfolios to gather information about
student learning at the Program level:

Surveys

1 MLIS Entering Student Survey (Summer/Fall, Spring)

9 MLIS Exiting Student Survey (Fall, Spring/Summer)

1 Alumnae Survey (Fall, administered by IRPA office)

9 Current Student Survey (Spring, administered by IRPA office)
9 Grad Exit Survey (Spring, administered by IRPA Office)

1 Employer Surveys (periodic)

Electronic Portfolios

1 Required for MLIS students entering the program as of Fall 2011
o Information about the ePortfolio requirement is posted online at:
https://www.stkate.edu/about/accreditation-and-accountability/program-accreditation/mlis-
accreditation-and-student-information (Click on the menu link for EPORTFOLIO)
1 Required for SLMS students as part of LIS 7283/7286 Clinical Experience/Supervised Student
Teaching

The MLIS program uses a six-year calendar of focused assessments for the 12 Student Learning Outcomes
(SLOs) in effect starting with Academic Year 2017-2018.

Six Year Calendar of Student Learning Outcome Assessment

Year 1 (AY 2017-2018) Learning Outcomes: Information for People: 1 and 2

SLO1: Understand the philosophical, historical, and ethical foundations
of the field.

SLO2: Through understanding the relationships among information,
people, and technology, apply library and information science
principles and practices.

Year 2 (AY 2018-2019) Learning Outcomes: Research: 3 and 4

SLO3: Demonstrate understanding of research methods and the
interdisciplinary nature of LIS knowledge.

SLO4: Apply research knowledge and skills to improve practice,
critically evaluate the works of others, and answer questions in the
profession.

Year 3 (AY 2019-2020) Learning Outcomes: Technology: 5 and 6

SLO5: Understand the social, cultural and ethical implications of
technologies on individuals, organizations, society, and the library and
information professions.

SLOG: Critically analyze, select, use, apply, and evaluate technologies in
the information environment.
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Year 4 (AY 2020-2021)

Learning Outcomes: Social Justice: 7 and 8

SLO7: Understand issues of power, privilege, and marginalization in
society and how they relate to the library and information professions.
SLOB8: Analyze inequities in library and information services and work
to empower marginalized groups.

Year 5 (AY 2021-2022)

Learning Outcomes: Literacy and Learning: 9 and 10

SLO9. Understand and promote literacy for self--Zctualization and
participation in a global society.

SLO10: Understand learning principles and pedagogy to educate users
according to their needs.

Year 6 (AY 2022-2023)

Learning Outcomes: Professionalism and Leadership: 11 and 12

SLO11: Understand and apply principles of leadership, management,
advocacy, and communication.

SLO12: Articulate your own philosophy, principles, and ethics of library
and information science and apply them to professional practice.

AssessmenReports

Assessment reports are stored in the MLIS Assessment Drive on the University Server; in Taskstream, the
University’s assessment management system. Reports are also available by visiting the Assessment tab on
the following web page https://www.stkate.edu/about/accreditation-and-accountability/program-

accreditation/mlis-accreditation-and-student-information
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UNIVERSITY ACADEMIC AND NON -ACADEMIC POLICIES

University Policies

All students are responsible for following University Academic and Non-Academic Policies. St. Catherine
University publishes its Student Policies online on its website. The main URL is:
http://catalog.stkate.edu/policies/stu-acad/

The URL for the Graduate Student Policies is: http://catalog.stkate.edu/policies/stu-acad/grad/

Academic Integrity
Academic integrity and honesty are basic values of the St. Catherine University community. Students are
expected to follow established standards of academic integrity and honesty.

The Academic Integrity policy is at: http:/catalog.stkate.edu/policies/stu-acad/grad/acad-integrity/

EXPECTATIONS

Expectationsof MLIS Faculty, Staff and Students
Students, faculty and staff are expected to:

Conduct themselves in a mature, civil and professional manner;

To participate in the life of the MLIS community, including special programs, governance and
professional organizations;

And to engage in a constant process of self-education, including staying abreast of current
developments and publications in the library and information science profession.

Both students and faculty are expected realize their responsibilities as individual and professional
representatives of both the university, as a whole, and the MLIS department. Students accept the primary
responsibility to be knowledgeable and to remain informed of the rules and regulations governing MLIS
graduate education. Faculty and department staff accept the responsibility to assist students in meeting the
requirements of the degree.

Students, faculty and staff are mutually responsible for fostering conditions in which graduate studies
flourish. This means adhering to the highest standards of academic integrity, personal responsibility and
interpersonal respect.
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REQUIREMENTS FOR THE MASTER OF LIBRARY AND INFORMATION
SCIENCE PROGRAM

The MLIS program is designed to educate entry-level librarians and information specialists and provide the
educational foundations for lifelong professional development. Students may prepare for positions in public
and academic libraries, schools, or specialized libraries in the public and private sectors.

The 36-credit curriculum is composed of a range of courses to prepare students for professional
responsibilities in a diverse spectrum of libraries and information organizations. There is no thesis
requirement (see specific degree requirements below).

The maximum load is nine credit hours per semester and six credit hours in the summer session. Courses
are offered weekends and evenings on the St. Paul campus. Not all courses are offered on the weekend.

DegreeRequirements(For Students Entering Summer/Fall 2015 and After)
The degree of Master of Library and Information Science is conferred upon candidates who have met the
following requirements:

9 completion of a minimum of 36 graduate semester credits in Library and Information Science, with
a minimum of 30 credits completed in St. Catherine University’s MLIS program

9 attainment of a minimum grade point average of 3.0 on a 4.0 scale

9 satisfactory completion of the core courses: LIS 7010, 7030, 7040, 7050 and one of the following:
LIS 7700 or LIS 7730. In addition, students must complete an approved ePortfolio. Students in the
MLIS/SLMS track must complete a pre-student teaching interview, student teaching experience,
and an approved ePortfolio

9 completion of the degree program within five years

1 filing an Intent to Graduate form with the Office of the Registrar in the semester before the
anticipated graduation date

9 current resume submitted to the MLIS program office during the last semester (required as part of
the ePortfolio)

Students graduating also are asked to complete the Exiting Student Survey.

Satisfactory Completion of MLIS Core Courses
Students are expected to complete MLIS core courses with a grade of B- or better. LIS 7010, 7030, 7040,
7700 or 7730 (SLMS), must be retaken if not completed satisfactorily to ensure academic progression.

For LIS 7050, students may pass with a grade of C+, but those who earn a C or lower must retake LIS 7050
the following semester.

A minimum cumulative GPA of 3.0 must be maintained for a student to remain in good academic standing.

! Students who entered the MLIS Program Fall 2011-Spring 2015 had different degree requirements. See: Appendix
D, MLIS Touchstone and Capstone Requirements Update for Students Who Entered the Program Fall 2011-Spring
2015.
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CURRICULUM

Required Core Courses:15 credits
LIS 7010 Introduction to Library and Information Science

LIS 7030 Organization of Knowledge

LIS 7040 Information Access Services

LIS 7050 Research Methods for Library and Information Science
LIS 7700 Management of Libraries and Information Centers

All courses require LIS 7010 as a prerequisite, therefore LIS 7010 is the recommended first course for all
MLIS students. Students should schedule the other core courses as early in their program of study as
possible.

Electives:21 credits

Non-Credit Requirement: ePortfolio

15 Guide Version Date: August 22, 2017



REQUIREMENTS FOR THE MASTER OF LIBRARY AND INFORMATION
SCIENCE PROGRAM WITH SCHOOL LIBRARY MEDIA SPECIALIST
LICENSE PROGRAM

DegreeRequirementsSLMS with MLIS
To fulfill the requirements for the MLIS degree with the Minnesota School Library Media Specialist
licensure, students must;:

9 fulfill all the requirements for the MLIS Degree substituting LIS 7730 for LIS 7700
1 complete the prescribed SLMS sequence of eleven courses plus one elective (36 semester credits)
9 successfully complete the pre-student teaching interview and the clinical experience/student
teaching with a digital portfolio
1 if you do not hold a Minnesota teaching license:
0 meet the general education and professional education requirements of the State of
Minnesota
o complete an edTPA (Teacher Performance Assessment) portfolio
0 pass the National Evaluation Series (NES) basic skills test prior to clinical
experience/student teaching
0 pass the Minnesota Teacher Licensure Examination (MTLE) pedagogy
pass the Minnesota Teacher Licensure Examination (MTLE) content area — library media specialist
file an application for licensure with the Education Department, St. Catherine University

=a =

Upon completion of the SLMS Program with the MLIS degree, students are asked to complete the MLIS
exiting student survey.

Students wth Minnesota State Education Credentials

If students already possess Minnesota State education credentials, the following program of eleven specific
LIS courses, one of which is the clinical experience/student teaching, plus one elective, and the pre-student
teaching interview meets the requirements for the MLIS degree plus the Minnesota School Library Media
Specialist license.

Curriculum
REQUIRED CORE COURSES:

LIS 7010 Introduction to Library and Information Science

LIS 7030 Organization of Knowledge

LIS 7040 Information Access Services

LIS 7050 Research Methods for Library and Information Science
LIS 7160 Leadership in Theory and Practice

LIS 7210 Library Materials for Children

LIS 7220 Library Materials for Young Adults

LIS 7240 Technology for Teaching and Learning

LIS 7250 Curriculum and School Libraries

LIS 7730 School Libraries
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LIS 7283/6 Clinical Experience/Student Teaching
ELECTIVES: 3 credits

Note: Students who leave the School Library Media Specialist track must take LIS 7700 (Management of
Libraries and Information Centers) to complete the requirements for the MLIS degree.

Clinical Experience/StudentTeachingln SchoolLibraries —Required

To put into practice the knowledge gained from course work, students complete student teaching in a variety
of school library settings. Upon completion of required course work, students with a teaching license
register for LIS 7283 Clinical Experience/Student Teaching. Students who do not have a teaching license
must register for LIS 7286 Clinical Experience/Student Teaching.

LIS 7283 (3 credits) is for educators with a current Minnesota teaching license. This isa combination of 200
hours of clinical observations and supervised student teaching.

LIS 7286 (6 credits) is for students who do not possess Minnesota teaching credentials. This is a
combination of 400+ hours of clinical observations and supervised student teaching.

StudentsWho Do Not Hold Minnesota TeachingCredentials

If students do not hold Minnesota teaching credentials, they must complete the courses listed above
(eleven specific LIS courses, and three elective credits) and the following education and psychology
courses required to meet Minnesota state licensing requirements. These courses may be taken before or at
the same time as the core MLIS courses.

REQUIRED EDUCATION and PSYCHOLOGY COURSES:

EDUC 5070 Teachers as Leaders in a Changing Society
EDUC 5090 General Methods: K-12, Secondary
EDUC 5490 School Health and Chemical Health
EDUC 7551 Literacy in the Content Areas

PSYC 1001 General Psychology

PSYC 2025 Lifespan Developmental Psychology

MINNESOTA SCHOOL LIBRARY MEDIA SPECIALIST LICENSURE
WITHOUT THE MLIS DEGREE

If students hold Minnesota state teaching credentials, they must complete LIS 7010, LIS 7030, LIS 7040,
LIS 7160, LIS 7210, LIS 7220, LIS 7240, LIS 7250, LIS 7730, and LIS 7283 (30 credits) and pass the
content area — library media specialist Minnesota Teacher Licensure Exam.

If students do NOT hold Minnesota state teaching credentials, they must complete LIS 7010, LIS 7030, LIS
7040, LIS 7160, LIS 7210, LIS 7220, LIS 7240, LIS 7250, LIS 7730, and LIS 7286 (33 credits); complete
the education and psychology classes (19 credits); pass the NES basic skills exam; pass the MTLE
pedagogy exam; pass the MTLE library medial specialist content area exam.
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SLMS STUDENT TEACHING TIMELINE

Students in the SLMS Program work with SLMS Program Coordinator Heidi Hammond regarding
Student Teaching.

1 Take required coursework.

2 Submit a Student Teaching Application form to Dr. Heidi Hammond, SLMS Coordinator, by
December 10 of year prior to the academic year in which you intend to teach.
Heidi Hammond’s email: hkhammond@stkate.edu

3 Attend pre-student teaching advising meeting in February of year prior to student teaching.

4 Complete and pass the pre-student teaching interview with preliminary portfolio in Spring prior
to year of student teaching.

5 Placements: Arrange 3 student teaching sites, one in each level:

Elementary School
Middle School
High School

Contact and discuss logistics with supervising School Librarians including any school/district
requirements for student teaching at the site.

If you already hold a school librarian position (with a variance or community expert licenses)
you may student teach in your own library.

6 Turn in the Student Teaching Request form to Heidi Hammond for each placement. Include a
cover letter and resume.

7 Pass the NES Essential Academic Skills test before you student teach. Take MTLE (pedagogy,
content area) if you’ve not already done so before you complete student teaching. Select St.
Catherine University as a recipient of your test scores. Turn in a copy of your test scores to
Heidi Hammond.

8 Register for LIS 7283 (for students who hold a MN teaching license) or 7286 (for students who
do not hold a teaching license).

9 Complete your student teaching hours and portfolio requirement for LIS 7283 or 7286.

10 | Submit all of your licensure materials to Heidi Hammond.
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MLIS ACADEMIC POLICIES AND PROCEDURES

AcademicProgress

Students are expected to make appropriate academic progress leading to the successful completion of their
degrees. All are expected to maintain a minimum grade point average (GPA) of 3.0 (B) throughout the
program.

If the GPA falls below 3.0 upon taking nine semester credits, students are issued a letter of academic
warning and placed on academic probation. If placed on probation, they must achieve a 3.0 cumulative GPA
by the end of the term when the total credits taken equal or exceed 18. Any grade below a C+ is considered
unacceptable.

Students not achieving the minimum GPA after taking 18 credits may be dismissed from the program. St.
Catherine University’s MLIS program reserves the right to deny registration to any student who is not
progressing satisfactorily toward a degree.

Students must receive a grade of B- or better in core courses: LIS 7010, 7030, 7040, 7700 or 7730 (for
SLMS) must retake that course. For LIS 7050, students may pass with a grade of C+, but those who earn a
C or lower must retake LIS 7050 the following semester.

Academic Advisors

Students are assigned a faculty academic advisor their first semester (new students are asked if they have a
preference for an advisor). Students may change their academic advisor at any time by emailing the MLIS
Office imdept@stkate.edu to request a change. The Office Coordinator contacts the Registrar’s Office to
make the change. Students are required to meet with their academic advisor their first semester. Advisors
contact their advisees at mid-point (15-18 credits). Students are encouraged to contact their advisor each
semester.

Advising Pathways

MLIS Faculty members have developed 10 “pathways” for students who are interested in various types of
careers in library and information science. Each pathway document gives background about that area of the
profession and lists recommended courses students should take to gain knowledge and skills. The pathways
are: Academic Libraries, Archives & Special Collections, Information Science, Managerial Leadership,
Public Libraries, School Libraries, Special Libraries, Technical Services, User Services and Youth
Services.

A three-ring binder for the pathways is available in the MLIS Student Lounge. Pathways are also available
online within the Advising portion of the MLIS Student Resources web page:
https://www.stkate.edu/about/accreditation-and-accountability/program-accreditation/mlis-accreditation-
and-student-information#Course-Planning

Students may also contact the MLIS Office imdept@stkate.edu for a copy of a pathway.
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Gradesand Grade Point Average (GPA)
As stated above, students must maintain a grade point average of 3.0 or higher to stay in the MLIS Program.

Grading Scale

GRADE| NUMERIC EQUIVALENT/DEFINITION

A Student performance demonstrates full command of the course materials and evinces a high level of
originality and/or creativity that surpasses course expectations.

A- Student performance demonstrates thorough knowledge of the course materials and exceeds
course expectations all tasks as defined in the course syllabus in a superior manner.

B+ Student performance demonstrates strong comprehension of the course materials and exceeds
course expectations on all tasks as defined in the course syllabus.

B Student performance demonstrates acceptable comprehension of the course materials and meets
course expectations on all tasks as defined in the course syllabus.

B- Student performance demonstrates incomplete, substandard understanding of course materials, or absence
of required work; indicates danger of falling below acceptable grading standard.

C+ Student performance is unacceptable; demonstrates unsatisfactory understanding of course
materials and does not meet course expectations on all tasks as defined in the course syllabus.
Student performance is unacceptable; demonstrates unsatisfactory, incomplete and inadequate

C understanding of course materials and does not meet course expectations as defined in the course
syllabus.

-* Poor work.
WEF Failing grade. Due to not attending class.
F Failing grade.

*Note that there is no “D” on the grading scales and it should not be assigned as a final grade.
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Graduation and Commencementinformation

Students should begin the graduation process the semester ahead of the semester they intend graduate. The
deadline for graduating in May is the preceding November30and the deadline to graduate in December is
the preceding May 15.

Graduation Checklist

Fill out the Declarationof Intent to Graduateform:
http://minerva.stkate.edu/RecOffFrms.nsf/CompDeqgCert?OpenForm

Deadlines for the Declaration of Intent to Graduate form are May 15 for Fall Semester
v graduation (December Commencement) and November30for Spring Semester graduation (May
Commencement).

The Registrar sends a list of who intends to graduate so that a degree audit can be conducted for
each student planning to graduate.

Also, eanail imdept@stkate.eduwith "MLIS Intent to Graduate" in the subject line of the email
v student ID and date of graduation in the body of the email. This helps us know who is planning
to graduate before the Registrar sends the MLIS Office a list.

Submit your ePortfolio for review by the faculty ePortfolio review committee(see
v ePortfolio guidelines)

Make sure your current resumeis includedin your ePortfolio. Your resume should include
v a current postal address, a non-St. Kate email address, and phone number.

Completethe Exiting StudentSurvey.You will be sent the survey closer to
v commencement from the Assistant Program Director.

If Finishing Coursework in Summer

Regarding finishing coursework in the summer, the University has three dates when degree completions are
posted on transcripts: December, May and August. St. Catherine University has two commencement
ceremonies to recognize degree completions, one in December and one in May.

If you take four credits or lessduring the summer session to complete your MLIS degree, you are invited
to walk in St. Catherine University May ceremony. Your diploma and transcript from St. Catherine
University will be dated August. Apply for graduation by the precedingNovember30. Indicate in your
email to the MLIS Program that you are a summer graduate. Complete the checklist above.

If you take more than four credits during the summer session to complete your MLIS degree, you are
invited to walk in the St. Catherine University Decemberceremony. Your diploma and transcript from St.
Catherine University will be dated August. Apply for graduation by the precedingMay 15. Indicate in
your email to the MLIS Program that you are a summer graduate. Complete the checklist above.

Commencement Ceremony
The Office of Student Affairs is responsible for details surrounding graduation day such as tickets, and
scheduling. Find details on the University Commencement webpage as the Commencement date gets closer.
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Graduate Degree students will receive their gown from the Bookstore and will receive their tassel, hood,
and cap at lineup on the day of Commencement. The Commencement Webpage is at:
https://www.stkate.edu/students/office-of-student-affairs/commencement-resources

Incompletes
A grade of incomplete is given only when unusual circumstances deem it appropriate. Ordinarily, such
circumstances would involve matters that are not wholly within your control, such as an illness.

Students wishing to receive an incomplete grade must complete a "Petition for Incomplete Grade™ form
available online from Office of Registrar no later than the last day of the term in which course requirements
are due. Students must be making satisfactory progress in the course and must have completed 75% of the
course at the time the petition is filed.

The form is at; http://minerva.stkate.edu/RecOffFrms.nsf/Incomp4?0penForm

Incompletes are awarded at the instructor's discretion. If granted, the normal deadline for completion of the
work is no more than eight weeks after the last day of classes in the session or sub-session in which the
course is offered. The instructor may establish a due date after the normal deadline if you request it and
special circumstances warrant it.

The instructor will submit an alternate grade that will automatically be recorded if a student does not
complete the requirements for the course by the deadline. If a student completes the course requirements in
the time allotted, the instructor must submit the final grade by the deadline.

Extensions to the due date, which the student and the instructor agree on, must be approved by the
appropriate academic dean. No more than six hours of incomplete grades may be accumulated at one time.
Students whose incomplete grades exceed this level will be restricted from further registration until
incomplete course work is completed.

Leaveof Absence(LOA)/Voluntary Withdrawal (VW) Form
The LOA/VW form should be filled out and returned to the MLIS office if a student is planning to
temporarily leave for a Fall or Spring Semester OR when permanently withdrawing from the program.

LEAVE OF ABSENCE (Fall or Spring Semestertemporary leave)

Form must be fill out when: STUDENT ACTION STEPS

Student does not register for . Request form from MLIS Office, imdept@stkate.edu
courses for a current Fall or 2. Fill out form (choose LEAVE OF ABSENCE); sign and date
Spring semester 3. Make copy of form for own records

OR 4. Return form to MLIS Office for processing.

Student plans to not register for a
future Fall or Spring semester
OR

Student drops all of their courses
during a Fall or Spring semester
PERMANENT VOLUNTARY WITH DRAWAL

(BN

Form must be filled out when: STUDENT ACTION STEPS

Student voluntarily withdraws 1. Request copy of form from MLIS Office, imdept@stkate.edu
from the program (does not plan 2. Fill out form; (Choose VOLUNTARY WITHDRAWAL); sign
to return) and date

3. Make copy of form for own records
4. Return form to MLIS Office for processing
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Summer Session: Participation in summer term is not required for MLIS students. Students should fill out
the Registrar’s Add/Drop form when dropping all summer courses (see below).

Registration, Dropping and Adding Courses
Students register online. Courses can be dropped and added through the online registration system until the
date online registration closes for a semester. The Registrar’s Academic Calendar provides the dates.

After online registration closes, students should submit the Add/Drop form to the Registrar (find on the
Registrar’s forms for Current Students webpage).

FYI: Participation in summer session is not required for MLIS students, therefore continuing students
should fill out an Add/Drop form when dropping all summer courses.

Syllabi

Current semester Syllabi:Faculty are asked to provide their syllabi two weeks before the term in D2L.

Students should check for the syllabi, especially to review any assignments due on the first day of class.

Students are expected to print a copy of their course syllabi and bring it to the first day of class. After the
syllabi have been posted, students should regularly check for course updates.

Log into Kateway and click the Desire 2 Learn (D2L) button at the top. Select the course and choose
Content to find the syllabus.

Syllabi from previous semestersThe MLIS Program makes available syllabi from previous semester in a
special D2L group content area. When you log into D2L look for the module called: Useful Links, then a
heading called, “Self-enrolled courses.” Click on the Link for Self-Enrolled Courses and choose “LIS
Syllabi” from the list. You may self-enroll in the group course to gain access to past syllabi.
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MLIS AND UNIVERSITY COMMUNICATION

Course Management System (CMS)

Desire2Learn (D2L) is the official Course Management System offered by the University. Academic
Computing creates a D2L course site for each course offered each semester. However, MLIS/SLMS
instructors may use a different system to manage their course such as WordPress. Students who are taking
classes that use a course management system (such as D2L, PBworks, etc.) should consider the CMS to
contain the most updated information regarding that specific class. Syllabi will be posted in the individual
D2L course.

Email

St. Kate’s email is the official correspondence from the University administration to faculty, staff and
students. The University requires faculty, staff and students to check their campus email regularly. It is
critical to develop the habit of checking St. Kate’s email because personal email addresses will not be used
for official University communication. Email does not replace other means of communication

Other Mail
Members of the University community are also expected to check their campus mailbox (if one is assigned),
voicemail and the U.S. mail for university communications.

Mailboxesfor MLIS Faculty
Faculty and Adjunct Faculty mailboxes are located in the MLIS Inner Office Area, ground floor Coeur de
Catherine, across from CdC 51 (Dr. Dahlen’s Office).

MLIS Newsletter

During the Fall and Spring semesters, the MLIS Program publishes a newsletter once a month that is sent to
our alums, faculty (fulltime, adjuncts), students, staff, advisory council, and LIS professionals. To see past
issues of the Newsletter, click on this link.

MLIS Website
The MLIS public website contains general program information, along with faculty contact information and
background and can be accessed by visiting https://www.stkate.edu/academics/graduate-degrees/academic-

programs/mlis

LIS Internal Website
The LIS Internal Website can be accessed by visiting http://lis.stkate.edu/

St. Catherine University Website

General information on St. Catherine University can be found at wwwv.stkate.edu. This includes links to
various Library collections and services; commencement information; the Registrar’s Office; and daily
announcements.
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TECHNOLOGY ASSISTANCE AT ST.CATHERINE UNIVERSITY

Help Desk
The McGlynn Information Technology Help Desk is the place you will go for general technology assistance.
For example, if you have trouble with your user id and/or password, contact the Help Desk.

The URL for the Help Desk on the University website is:

https://www.stkate.edu/academics/institutes-and-centers/help-desk

Help Desk Hours and Contact Info
Email: helpdesk@stkate.edu ; Phone: 651-690-6402

The phone is answered after Help Desk hours by our after-hours partner, CampusgAl.
Help Desk phone calls, emails, and chats will be answered 24 hours a day, 7 days a week, 365 days a year.

Call, email, or visit the St. Paul Campus Help Desk website for current hours, they vary by semester. To
walk-in, their office is located in room 120 of the Library.

LIS Instructional Technology Coordinator

The LIS Department has its own Instructional Technology (IT) Coordinator who can assist MLIS students with
the technology in the LIS classrooms labs -- CdC-005, CdC-017, CdC-018, CdC-019 and CdC-020. The IT
coordinator can also assist MLIS students with technology required for assignments or projects.

Email: lis-tech@stkate.edu ; Phone: 651-690-6890; Location: CdC-053.
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CAMPUS CONTACTS
All phone numbers begin with (651) 690 — XXXX. CdC =Coeur de Catherine Building

Admissionsand Financial Aid

Financial Aid Ask to speak with a counselor for 6607 [214 Derham
graduate Students

Graduate Admissions Counselor  [Kristina Sande 6507 (228 Derham
Registrar Front Desk 6531 [229B Derham
Student Accounts St. Paul Campus 6503 (229 Derham

CampusServicesand Resources

Access and Success For Student Parents 6894 (493 CdC
Bookstore Books, Course Packets, Supplies 6729 [2nd Floor CdC
Butler Fitness Center Sports, Fitness 8777 |Butler Center
ForR L I i
Career Development OF Resume, Cover Letter, Interview 8890 460 CdC
Practice, etc.
Counseling Center (St. Paul)  [Available to Students Free of Charge 6805 (214 Derham
Cognselmg C enter Available to Students Free of Charge 7830 359 MI_OIS
(Minneapolis) Education
Dining Services Dining Hall 6903 |[1st Floor CdC
Computing Help Desk Technology assistance 6402 |Library
. . . . Security Lo
Department of Public Safety  |Parking Permits, Security 8888 Lee(\:/l;r y Lower
Health & Wellness Center Health care 6714 |1% Floor, Butler
Center
Library Reference, Reserves 6652 |1st Floor CdC
Media Services (Saint Paul) Audio-Visual Equipment. 6658 |Library
O'Neill Center Language, Writing, Math & Disability Help |6563 (21 CdC
Residence Life Graduate Student Housing Options 6617 (450 CdC
;t:sdke nt Center Information Lost and Found, ID Cards 6800 [2nd Floor CdC
Student Center and Activities [Student Activities 6210 [270CdC
Switchboard Directory Information 6000 Ground Level
Derham
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CAMPUS-WIDE RESOURCESDESCRIPTIONS

All new students receive an overview of University campus resources at the time of Orientation. We include
information of selected resources in this Student Guide to remind you of important resources on campus.

Access ad Success

The Access and Success program is open to any student with a child(ren) and connects student-parents to
supportive resources like child care, finances, food support, safety and transportation. Access and Success has
rooms equipped with computers, a printer, study spaces, and an adjacent playroom for you and your child(ren)
in the 4™ floor of the Coeur de Catherine. Access and Success office is located in Coeur de Catherine 493 and
their phone number is 651-690-6894 or 651.690.8696. Website: https://www.stkate.edu/students/support-and-
assistance/access-and-success

Bookstore

Textbooks, course packs and classroom supplies are located here. The campus bookstore is located on the
second floor of Coeur de Catherine. Their phone number is 651-690-6729. Website:
https://www.stkate.edu/about/around-campus/bookstores

Butler Center for Sports and Fitness

Your ID card gives you access to the Aimee and Patrick Butler Center for Sports and Fitness. The fitness
center houses exercise equipment, a weight room, a swimming pool, racquetball courts and activities such as
track running and walking. Sports equipment can be checked out at the front desk. You can also participate in
league sports such as basketball, soccer and volleyball. If you have any questions, call the Butler Center at
651-690-8777. Website: https://www.stkate.edu/about/around-campus/butler-fitness-center

Campus Directions and Maps
The University website has a page for directions and campus maps (St. Paul Campus, Minneapolis Campus).
Website: https://www.stkate.edu/about/around-campus/maps-and-directions

CampusMinistry

Spiritual counseling and mentoring, worship, ministry and volunteer activities. The Campus Ministry office is
located directly behind (to the east of) Our Lady of Victory Chapel and an Interfaith Prayer Room is located
on the 2nd floor of Campus Ministry. Their phone number is 651-690-6724. Website:
https://www.stkate.edu/students/faith-and-spiritual-life/campus-ministry

Career Development Center

The Career Development Center offers a number of services for graduate students including interviewing
practice, resume and cover letter review etc. While career counseling is best done in person, arrangements can
be made upon request for a telephone or online session for Evening/Weekend/Online or graduate
students/recent alums. Their phone number is 651-690-8890. Website:
https://www.stkate.edu/students/support-and-assistance/career-development/

Changeof Your Address or Phone Number
To change your contact information for the University, use the form available on the Registrar’s forms
webpage: http://minerva.stkate.edu/RecOffFrms.nsf/StuChnginfo?OpenForm
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Also send your new contact information to the MLIS program at <imdept@skate.edu>.

Change of Your Name

Name changes will be processed only after providing the Office of the Registrar with documentation of name
change (i.e. marriage certificate, divorce decree). Contact the Registrar’s Office directly for information on
changingyour hameon your records at 651-690-6531 or <registrar@stkate.edu>. Also send these changes to
the MLIS Office at <imdept@stkate.edu>. FYI: Name changes cannot be processed using the online change
of address/phone number form.

CounselingCenter

The counseling center is a confidential service staffed by licensed psychologists. Services include short-term
counseling, consultation and referrals to community resources, and more. The University offers these services
without charge to all students. The Counseling Center is open during Fall and Spring Semesters, and during
the Summer from June 15 to August 15. The phone number is 651-690-6805. The office’s hours are listed on
the webpage: https://www:.stkate.edu/students/health-and-wellness/counseling-center

Food Serviceson St. PaulCampus

The Dining Hall is located on the first floor of Coeur de Catherine. It offers formal meals for breakfast, lunch
or dinner and several a la carte choices. Snacks and beverages are available in the Bookstore located on the
second floor of Coeur de Catherine; groceries are available at Market Place also located on the second floor of
Coeur de Catherine. In Mendel Hall, Room 103 there is a lounge that contains an array of vending machines.
There are also vending machines on the third floor of Coeur de Catherine and in the alcove on the Library’s
first floor, St. Paul Campus. Dining Hall hours are adjusted during breaks and summer. Website:
https://www.stkate.edu/students/housing-and-dining/dining/

Refrigerator: The MLIS Student Governance Organization has purchased a refrigerator for all MLIS students
to use. The refrigerator is located in the MLIS student lounge. MLIS Students who use the refrigerator are
responsible for its upkeep and cleaning.

Microwave Ovens: Microwaves are available in the Dining Hall and on the third floor, in the alcove near the
vending machines. The microwave in the MLIS Office area is for MLIS Faculty and Staff.

O’ &lll Center for Academic Development

The O’Neill Center’s professional and student staff offer programs, services and facilities designed to promote
academic achievement through the Writing/Reading Center, the Math Center and the Resources for
Disabilities Center. Look for information about special writing assistance the staff has developed for graduate
students.

The O'Neill Center is located on the lower level of Coeur de Catherine. The phone number is 651-690-6563.
Website: https://www.stkate.edu/academics/academic-resources/oneill-center

Parking

Parking permits are required on campus until 5 p.m., seven days a week. They can be purchased via the
Security Office. Website: https://www.stkate.edu/about/around-campus/parking-and-transportation/student-
and-faculty-parking
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Safety andSecurity
Parking permits, 24-hour escort service, campus security and law enforcement. The phone number is 651-690-
8888. Website: https://www.stkate.edu/about/public-safety

SevereWeather Alerts

There is a chance that during extreme weather conditions classes will be canceled. The news of canceled
classes will generally be announced on WCCO radio (AM 830) and Channel 5 (KSTP). To inquire about the
cancellation of classes call St. Catherine University’s emergency weather information line at 651-690-8666.
Also, check the St. Kate’s website www.stkate.edu as closing information will be posted there; St. Catherine
University Facebook page, https://www.facebook.com/st.kates/ and Twitter, @StKate. Finally, visit the
Department of Public Safety webpage to learn how to sign up for email and phone text alerts:
https://www.stkate.edu/about/public-safety

Transportation
There are a variety of transportation services available on and around campus. Learn more by visiting
https://www.stkate.edu/about/around-campus/parking-and-transportation

University Library

Your ID card allows you to check out books and other materials (e.g. DVDs) in the St. Catherine University
Library at two locations, first floor of Coeur de Catherine, St. Paul Campus and on the Minneapolis campus.
The Libraries’ website http://library.stkate.edu/ gives you access to a host of resources including databases,
electronic journals, eBooks, research guides, videos, citation help, the University’s online repository of
scholarship and creativity, called Sophia, and more.

The Library provides access to the collections of other academic libraries through its membership in the
Cooperating Libraries in Consortium (CLIC) and to the collections of libraries statewide through the
MINITEX and OCLC interlibrary loan systems.

Librarians offer workshops designed for Graduate Students, such as for the APA citation style.

For general reference assistance, see any reference librarian or call 651-690-6652. For consultation with the
Librarian Liaison assigned to Library and Information Science, contact LeAnn Suchy, lIsuchy@stkate.edu or
phone 6510-690-6693; http://library.stkate.edu/about/leann

University Media Services (main floor), and University Archives and Special Collections (lower level) also
are located in the St. Paul campus Library.
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APPENDIX A MLIS CLASSROOMS AND OFFICES MAP

MLIS Classrooms and Offices

Coeur de Catherine, Lower Level
St. Catherine University, St. Paul Campus 05 i - oss
Deborah Grealy, Associate Dean/Program Director 45 Vi
C
Heidi Hammond, Associate Professor 42 o
50 =
David Lesniaski, Associate Professor 47 050
Sook Lim, Associate Professor 46 B
Anthony Molaro, Assistant Professor 49 =051
Janis Joyce Shearer, Office Coordinator 43 B
Sarah Park Dahlen, Assistant Professor 51 o
z s 052 -+
Sheri Ross, Associate Professor 41 043 4 | 040 4 H
Toyin Akisanya, Instructional Technology Coordinator 53
&
Deborah Torres, Assistant to the Associate Dean/ 52 MLIS Student L
Assistant Program Director
«017b Lounge -on
Kyunghye Yoon, Associate Professor 50
Joyce Yukawa, Associate Professor 48
/\J l 017+ ¢y | oo+ Y
Y )
E O’Neill Center Symbols
018 ¢t 019 ¢
| E « Indicates direction of entrance to room
II' Restrooms
005 ¢ E Elevator
IEI * Emergency Exits
) » gency
—l v Fire Extinguishers
Emergency Phone
@ e

Faculty and Staff mailboxes are located across
from office 51 and student mailboxes are in the
MLIS student lounge.
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APPENDIX B

MLIS Student ePortfolio Guidelinesfor Students Entering Program Summer/Spring 2015 and
thereafter
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MLIS ePortfolio Guidelines 1

MLIS ePortfolio Guidelines
[May 19, 2015)

ePortfolio Description

The ePortfolio provides students with the opportunity to integrate learning across the entire MLIS
program and to present their reflections on their achievements in the program. Developing an
ePortfolio encourages the student to take a systematic look at learning experiences through self-
reflection, self-evaluation, and synthesis and integration of Inowledge with real world applications.
Both the learning process and learning outcomes are equally important. The ePortfolio process also
nurtures lifelong learning skills to prepare students for future challenges facing information
professionals. An ePortfolio is required of each student and is graded Pass/Fail during the student’s
final semester.

Reguirements for ePorifolio

The ePortfolio consists of two essential parts: (1) the process, during which you collect and organize
evidence of learning outcomes, and reflect on your learning and professional prowth; and (2) the
product, an ePortfolio that presents your learning achievements and showcases professional
competencies in connection with your learning and career poals. The ePortfolio is your opportunity
to tell a cohesive story about your learning and professional development. Ideally, your statements of
achievement of the student learning outcomes (5L0s) related to each artifact will be well-formed
descriptions of professional development that you could use in employment cover letters or
interviews to talk about how you have obtained skills valued by the information professions.

1. ePortfolio as Process

Throughout the program, you will work with your advisor on setting up learning goals, evaluating
milestones, and reflecting on learning experiences. You will collect learning artifacts, write journal
entries of reflective thoughts, and organize learning artifacts and the reflections using an appropriate
organizational system. You should balance the amount of artifacts to be preserved with a focus on
showcasing significant learning achievements, critical thinking, and self-evaluation of learning rather
than reporting on assignments or projects that have earned good grades

2. ePortfolio as Product

The content and structure of your ePortfolio a5 a product must include the following five sections
using the same section headings.

(1) Home

* Include your name, a short introduction, professional interests and goals, contact information,
and an optional photo of yourself

(2) Philosophy and Goals

* Introduce your professional goals and how they relate to key MLIS SL0s and professional
standards.

= Describe how your learning goals, outeomes, and achievements in the program support your
professional poals.

= Az you progress through the program, revise your page to highlight your key accomplishments.
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MLIS ePortfolio Guidelines 2

[3) Reflection
The Reflection page contains:

= Side panel: A list of the MLIS Program’s student learning outcomes (SL0s).

= Main panel: A narrative that reflects on artifacts (see definition of artifact below), and how and
why the activities represented by the artifacts supported the achievement of all of the MLIS
SLs,

= Note that any given artifact may support multiple 5L0s and that any given 5L0 may be
supported by multiple artifacts.

= The reflection concludes with a summary of important experiences during the program and
how you will further your professional prowth and career development.

= 4 good narrative reflection:

o Consistently uses engaging language; the writer's voice is clear and compelling.

o Provides evidence of professional and personal growth and demonstrates abilities
for self-assessment of and self-responsibility for learning,

= 4 pond reflection statement on each artifact:

o Setsthe context for the artifact,

o Explains how you achieved the SLO5 and justifies claims by pointing to particular
parts of the artifact.

o Elaborates points; makes meaningful connections between the artifact, your
learning and the real world; highlights new insights and perspectives, and /or uses
critical thinking techniques such as questioning, comparing, interpreting, and
analyzing.

o Ideally, your statements of achievement of the SL0s related to each artifact will be
well-formed descriptions of professional development that you oould use in
employment cover letters or interviews to talk about how you have obtained skills
valued by the information professions.

= 4 poor reflection statement merely describes the artifact, or merely repeats the 5L0 without
pointing to any evidence.

[4) Artifacts
An artifact is:

= An output that demonstrates MLIS Program 5L0s. It is often a product from a class, such as
papers, slide shows, websites, databases, video, audio, and posters.

= [t can also include published papers or conference presentations that are not a result of
coursework, as well as experiences that do not involve production of an artifact, such as
leadership experiences, professional work, internships, volunteer worlk, or other
extracurricular activities.

= For experiences with no product, students should post a reflective essay that fully describes the
experience, explains the importance of the experience to their professional and personal
growth, and explains how the experience helped them achieve one or more of the SL0s.

The Artifacts page:

= Side panel: Contains a list of conrses (with course number and name) that you completed in the
MLIS program.
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MLIS ePortfolio Guidelines 3

= Main panel: An annotated, hyperlinked list of artifacts with the number and name of the course
with which it is associated, and any hyperlinked reflective essays from extracurricular
EXPEriENCes.

= You should begin collecting artifacts and reflective essays to include in your ePortfolio during
wyour first semester. Each ePortfolio will exhibit 3 or more artifacts from the core curriculom
(LIS 7010, LIS 7030, and LIS 7040) and 4 or more artifacts from other selected required and
elective courses,

= [tis recommended that artifacts be saved in an accessible file format. PDF is a reliable
standard for archiving most documents and presentations. Stand-alone documents (FDFs ) and
documents requiring browser display can be uploaded directly into your efolio Minnesota
account or linked to a publicly accessible cloud drive.

(&) Resume

The Resume page should contain a brief biography and a link to a professional resume saved as a PFDF
and downloadable from the page. For assistance creating a resume, visit the 5t. Catherine University
Office of Career Development.

ePortfolio Platform

To create your ePortfolio, the MLIS Program recommends and provides support for using the D2L
portfolio platform. This platform provides an easy way to integrate course assignments posted in
D2L into your ePortfolio as you progress through the program. On graduation, you may sign up for a
free account with D2ZL to continmue to access your ePortfolio, or you may migrate the information to
another platform.

The ePortfolio template described above will allow you to create a simple layout to clearly
communicate your content.
D2L ePortfolio Tutorials

o D2L Resource Center https: / fdocumentation.desire2learn.com fen /ePortfolio

o Learning the D2ZL ePortfiolio [University of Wisconsin)

For those who wish to use their web design skills more freely and flexibly, you may choose another
platfiorm, as long as all requirements for the ePortfolio are met. You have the freedom to format and
layout your content in order to effectively and compellingly communicate, but all required elements
mmust be present

Some suggested alternative platforms:
= WordPress
= Weebly
= Google Sites
Intellectual Property and Privacy Policy
The smdent will be required to make his/her ePortfolio publicly available during the semester prior
to graduation so that the faculty committee can assess it. After the student has successfully

completed all of the requirements for graduation, he/she may choose to remove the ePortfolio from
public view.
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MLIS ePortfolio Guidelines 4

The stmdent is the sole owner of the intellectual property of their ePortfolio. For purposes of
curricular and program evaluation, students will be required to provide the MLIS Program at St
Catherine University with a non-exclusive license to reproduce the components of his/her ePortfolio
as submitted. This license will be implied when the stmdent submits his /her ePortfolio to meet the
requirements for praduation.

Reproduced decuments from student ePortfolios will be stored on a secure server and may be
retained for seven years All data extracted from ePortfolios to be used to assess curriculum and
program outcomes will be azgregated and will not contain any identifying information.

Formative/Summative ePortfolio Evaluation
Earh ePortfolio will be formally evaluated using the following rubric at a minimum of two points in
your academic career (midpoint and during your last semester], and optionally more often at your or

your adwvisor's request. The rabric should be used as a guide as you develop your ePortfolio and meet
with your adwisor thronghout your program.
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ePortfolio Evaluation Rubric

Comments: [dentiy thi specific elements trat need attention end explein what i regwined o obiain o Prcs rating.

Basdc Components

Profident

MNeeds Revidon

Comments
Required Components | All reguired componenits included | Some components missing
Effective use of fonts, images,
Prafessiomal calor, background, layout, & oter Poor use of design features
detracts from the profesdonal
Appearance design features to present a look of the site
professional & engaging presence
Information is well organtzed; site i
Organtzation meets bigh standards for cear Lm::udiﬁm‘f'm B
navigation, nmbidlity, accessibility B
Ome or more reflactions per SLO
MLIS SLOs Addressed | as appropriate for artifacts & Some SLOs not addressed
Experiences
Artifacts inchaded tell a coberent | Artifacts incloded do nottell a
-I;"Dﬂ'l:':;z;:rmuf story of learning & professional | coberent story of kaming &
professional growth
Erflective Writimg Proficlent Needs Revidon Comments
Vaioe Comsistently uses engaging: Sometimes uses engaging
language, & the writer"svoloe is | lamguage, but writer's voice is not
clear & compelling apparent most of e Hme
Context and Reference | Clearly sets the comtext: for the Makes some attempt to set the
artifact & refers o spedfic context; makes vague references
features of the artifacts to the artifacts
Depth of Reflection Comsistently elaborates points; Fails to sufficiently elaborate
makes meaningful conmections points; makes few conpections,
between the artifact, learning & | offers few insights & perspectives,
the real workd; highlights new ebc.
imsights & perspectives, and for
uses critcal thinking techmiques
mch ax questioning, comparing,
interpreting, & amalyzing
Writing & Tecknical | Excellent use of smndard writing | Standard writing conventions
ACCuracy conventions (&g, spelling, sometimes bandled well &
punctuation, grammar, enhance readability; at other
paragraphing) to enhance tmes, eTTors are distracting &
readability; almast no errors impair readakbility
e I i Profident Needs Revidon Comments
Lomponents
Prafessional Growth | Evidence of exceptional growth in | Evidence of hasic growth in
professional knowledge, sidils, professional knowledge, skills,
dispositions, & experiences dispositions, & experienoes
Leadership Growth Evidence of exceptional growth in | Evidence of basic growth in
leadership knowledge, skills & leadership imowledge, skills &
experiences experiences
Personal Growth Evidence of exceptional personal | Evidence of basic persomal growth
growth & potential for impacton | & potential for invpact on the
the profession profession
Self-Assesxment & Evidence of exceptional abilides | Evidence of basic ahilities for self-
Learming for self-assescment of & self- assessment of & self-
resy bellity fior bearning: responsibility for learning
Orwevall «Petaite Proficlent Meeds Revisdon Comments
Rating
Please chedk one

Adapted from Southwest Minnesota Sate University Graduate Education Portfolio Review Rubric and Davvid Hebart at Salt

Laks C

Collogs (par
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MLIS ePortfolio Guidelines

ePortfolio Timeline

Date /T

Portiohio Activ

LIS7010

Introduction to assignment and software,

Create Home, Reflection, Artifacts, and Philosophy and Goals pages
and add one artifact from LIS 7010, Meet with your adwvisor as part of
LIS 7010 assipnment to discuss your course planning and ePortfolic.

LIS 7030, L1S 7040

At the end of LIS 7030 and LIS 7040, add one artifact from each
course to your ePortfolio. Add your Resume page.

Midpoint ePortfolio approval | Meetwith ywour advisor to disouss your ePortfolio, your plans for
learning & professional development during the rest of your MLIS
program, and have your ePortfolio approved.

(Other courses [reguired & Add artifacts and reflections for selected other courses. You work

elective] at any time independently with puidance from your advisor.

Extracurricular activities at | Add artifacts for selected extracurricular activities, if any. You work

any tHme independently with guidance from your advisor.

Submit your ePortfolio for Fall Graduation

graduation * October 15th, submitted for inital review

* October 30th, returned to student with suggested revisions

= Nowember 15th, submitted for final approval

= Nowember 30th, final approval granted

Spring and Summer Graduation

* March 15th, submitted for initial review

= March 30th, returned to smdent with sugeested revisions

* April 15th, submitted for final approwval

= April 30th, final approval granted
Review by Portfolio Review | Advisor is part of Portfolio Review Committee for his/her advisees.
Committes
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MLIS Student ePortfolio Guidelines for StudentsEntering Program Fall 2011-Spring 2015

38



MLIS Program, 5t. Catherine Uiniversity
Student Portfolio Guidelines
Rewvised 2015

Portfolio Description

A portfelio is required of each student in order to graduate. The purpose of the 5CU MUS Portfolio is
two-fold. The first is to allow students to reflect upon their course of study. The second is to provide the
MLIS program with evidence that student learning outcomes have been attained. Throughout their
programs, each student will collect artifacts to provide evidence of his/her learning. The culminating

reflection upon these artifacts will demonstrate achievement of the 5L0s. Portfolios will be evaluated by
a faculty committee during the student's final semester.

Portfolio Platform
You may continue to use eFolicMinnesota (http://www efoliominnesota.com/) at a cost of $9.95 fyear,

or you can migrate to the D2L ePortfelio for no cost. You will find the link to the ePortfolio space in the
top menu, or in your list of your courses on your D2L home page.

5t. Kate's has a how-to guide for using the D2L portfolio

here: Ditps S v kale og gz /defs g Lesihelpdezk

Portfolio Components

An electronic portfolioc must be completed in order to graduate. You will continue to have access to
your ePortfolio after you graduate at no cost. While the MLIS Program requires that you submit a
prescribed portfolio in order to meet student and program assessment objectives, additional instances
of the portfolio may be easily constructed for a more personal/professional presence.

For the MLIS Program graduation requirements, portfolios must adhere to the following guidelines.
Each portfolio will consist of four pages:

1. Home page
a. The home page should include your name, a short intreduction, contact information,
and an optional photo of youwrself.
2. Artifact page
a. The artifact page has a side panel that should contain a list of courses that have been
completed in the MUS program. Each mention of a course should include both the
course number and course name.
b. Italso has a main panel where a hyperinked list of artifacts should appear. Artifacts are
products of your learning, such as papers, slide shows, websites, databases, video,
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awdio, and posters. Include a brief description of the artifact and provide the number
and name of the course with whidh it is associated.

Itis recommended that you begin collecting artifacts to include in your portfolio during
your first semester. Each portfolio will exhibit three or more artifacts from the core
curriculum (LIS 7010, LIS 7030, and LIS 7040) and four or more artifacts from the upper
level curriculum.

Itis recommended that artifacts be saved in an accessible file format. PDF is a reliable
standard for archiving most documents and presentations. 5tand-alone documents
{PDFs )} and documents requiring browser display can be uploaded directly into your
efolio Minnesota account or linked to a publicly accessible cloud drive.

3. Reflection page

a.
b.

The reflection page has a side panel that should contain a list of the MLI5 Program 5L0s.
The reflection page has a main panel that contains a narrative piece that reflects on
artifacts produced while in the MLIS program and how the production of those artifacts
supported the successful achievemeant of the student learning outcomes (SLOs).

All twelve 5L0s must be addressed in the Portfolio. Mote that any given artifact may
support multiple 5L0s and that any given 5L0 may be supported by multiple artifacts.
The reflection must have a conclusion with a summary of important experiences in the

program and a description of future career objectives.

4. Resume page

a. The resume should be a professional document saved as a PDF and downloadable from
the page. For assistance creating a resume, visit the 5t. Catherine University Office of
Career Development.
Portfolio Evaluation
Proficient Meeds Revision
Components All components present. Some components missing.
Relevance of Reflection effectively relates Reflection does not relate
Artifocts artifacts to 5L0s. artifacts to 5L0s effectively.
Quality of Writing Structure and style of writing Lacks understanding of standard
communicates ideas clearky WTTLINg conventions.
and professionally.
Organization Clear mavigation, usability, Disorganized, difficult to navigate.
accessibility.
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Portfolie Submission

Students are solely responsible for the timely submission of their portfolios. Portfolios that are
submitted after the deadlines will be reviewed during the following academic semester. Each portfolio
will be submitted according to the following schedule:

Fall Graduation:
October 15th, submitted for initial review
October 30th, returned to student with supgested revisions
Movember 15th, submitted for final approval
Movember 30th, fimal approval granted
Spring and Summer Graduation:
March 15th, submitted for initial review
March 30th, returned to student with suggested revisions
April 15th, submitted for final approval

April 30w, final approval granted

Intellectual Property and Privacy Policy

The student will be required to make this/her portfolic publidy available during the semester prior to
graduation so that the faculty committee can assess it. After the student has successfully completed alf
of the requirements for graduation, he/she may choose to remove their portfolio from public view.

The student is the sole owner of the intellectual property of their portfolio. For purposes of curricular
and program evaluation, students will be required to provide the MLUS Program at 5t. Catherine
University with a non-exclusive license to reproduce the components of his/her portfolio as submitted.
This license will be implied when the student submits his/her portfolic to meet the requirements for
graduation.

Reproduced documents from student portfolios will be stored on a secure server and may be retained

for seven years. All data extracted from portfolios to be used to assess curriculum and program
outcomes will be aggregated and will not contain any identifying information.
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APPENDIX D

MLIS Touchstone and Capston®equirements Updatefor Students Who Enterel the
Program Fall 2011-Spring 2015
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Touchstone aad Capstone Courses

Students who entered the MLIS Program Fall 2011 through Spring 2015 were required to take LIS 7990
Touchstone, a 1-credit course and LIS 8990 Capstone, a 3-credit course that involved students completing a
group project for a Community organization.

Elimination of Touchstone and Capstone Courses

After careful research, analysis and consultation, the MLIS Faculty decided in Spring 2015 to eliminate LIS
7990 Touchstone (1 cr) and LIS 8990 Capstone (2 cr) as requirements for students entering the MLIS
Program following the completion of the 2014-2015 academic year. The Faculty also revised the ePortfolio
guidelines for new students.

Cour ses’ Phase Out
Consequently, the Touchstone Course and the Capstone Course are in the process of being taught out.

Options for Completing Touchstone and Capstone Degree Requirements

Students who entered the Program between Fall 2011 and Spring 2015 were given options for completing
their requirements. The options depended on whether or not the student already had completed LIS 7990
Touchstone or had not completed the course. Students were highly encouraged to discuss their options with
their faculty advisor.

OPTIONS TO FULFILL REQUIREMENTS
IF STUDENT ALREADY COMPLETED TOUCHSTONE COURSE, LIS 7990 (1
credit)
Student should select one of the two options below:
OPTION 1:
ePortfolio
LIS 8990 Capstone (2 cr)
OPTION 2:
ePortfolio
LIS 7992 Practicum (2 cr)

IF STUDENT HAD NOT COMPLETED TOUCHSTONE COURSE (1 cr)
Student should select one of the three options below:

OPTION 1:

ePortolio

LIS 7990 Touchstone (1 cr)

LIS 8990 Capstone (2 cr)

OPTION 2:

ePortfolio

LIS 7990 Touchstone (1 cr)

LIS 7990 Practicum (2 cr)

OPTION 3:

ePortfolio

LIS 7993 Practicum (3 cr)
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