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English Department
Field Experience Guide

The field experience can be a very important part of your graduate program because it allows you to take your classroom skills and knowledge out into the workplace or into a new type of classroom and apply them in a practical work environment.  Through the field experience you’ll learn what it’s like to work as a communicator in a nonprofit or for-profit setting, how to adapt to an organizational culture , or how to teach new courses in the university.  You will gain practical experience in working with and for others.  You may also discover new strengths about yourself and uncover areas that need improvement.  The field experience may help you reach decisions about the type of work you would like to pursue and may lead to a job offer after graduation.  

Field experience is not a requirement for masters students. It is a requirement for the Ph.D. All English masters students are eligible to enroll in field experience one time as part of their electives. You can earn 3 academic credits for field experience.  All ENGL Ph.D.s must complete 6 hours of experiential credit, as described in the plan of study and below:
 Experiential Learning, 6 Credits 
English 794: Internship credits may be earned in the following ways: 

• Teaching Mentorship (0-6 credits), may be taken twice. Students work with faculty to read theory and co-teach 200, 300, or 400 level class. 

• Internship (0-6 credits), may be taken twice. Students work outside or inside academy in administrative, editing, consulting, or writing roles. 

• Life-experience Credit (0-6 credits). Students may petition for lifetime learning experience credit based on experiences comparable to those above, such as teaching college classes beyond the first-year sequence or extensive professional experience as a professional writer. 

ENGL 795 may be taken to fulfill Experiential Learning credit under either the Teaching Mentorship category or the Internship category.
Getting Started: How do I locate a field experience site or project?
Begin your search for a field experience position well in advance of the semester in which you plan to complete it.  

· The English department has recently started generating a list of possible positions. The graduate director will distribute this list toward the end of the spring semester for the following year. You may apply for a desirable position with the person posting the position. The deadline for applying for each semester is a month prior to the semester’s begin. Candidates will be selected as with other kinds of internships, based on experience, interest, and a sense of how the experience will fit with her or his career path.

· The career center may be able to help you identify potential opportunities in the for-profit sector. The office is located in 306 Ceres Hall and their phone number is 231-7111. Their email is ndsu.career.center@ndsu.nodak.edu and their website is http://www.ndsu.edu/career_center/.   They have a database for matching students to employers.  Add your name to the database by visiting Career Services. 

· The Firstlink network is a great website for finding work in the nonprofit community. Their url is: http://www.myfirstlink.org/html/the_volunteer_center.html. The professor directing Field Experiences the year you plan to complete yours may also be able to help you find a placement. Don’t overlook volunteer positions.  You may find one that particularly meets your needs and interests.
· You should also ask other students about jobs or field experiences they may have had or have heard of because networking is an excellent way to locate your ideal position. 

· Don’t forget to check the want ads for openings you may be able to fashion into a relevant field experience.  

After you have assembled your job search documents (such as a resume), contact potential internship employers for interviews.  During an interview, discuss the functions and responsibilities of the position with the employer and skills you bring to the workplace. Make sure the job will satisfy English Department expectations.

The English department expects that the employer will agree to and support the following:

· The student will work 135 hours, read assigned material, and write assigned reports to earn three academic credits. These general guidelines apply to teaching and other experiences.

· The employer will allot time for the student to write biweekly work reports and the Final Report required to earn credit. 

· The student will be paid for the work in a for-profit setting and may or may not be paid in a nonprofit setting.

· The student will have a supervisor who serves as a mentor.

· The student will be included in planning and development stages of projects and will be invited to and welcomed at group or committee meetings that discuss the projects the student is working on.

· The student will be doing work the English department recognizes as professional communication work, media development work, English education work, teaching, or literacy work.

How Do I Register?

1. Find a copy of the Work Experience Agreement and Plan in Appendix A of these guidelines. 

2. Fill out the Work Experience Agreement and Plan, sign it and take it to your prospective employer/mentor for review. Have your prospective employer or mentor sign it.

3. Make an appointment with the teacher of record for Field Experience, and bring the Work Experience Agreement and Plan to the meeting for review and signature. Presently that person is Amy Taggart, and she can be reached at 231-7148 or at amy.rupipertaggart@ndsu.edu. Her office is Morrill 221B. She will review the proposed internship and, if she approves, she will sign the form. If you will be working with an academic mentor in this department, that person’s signature is most important. Bring a copy of the signed form or other evidence of permission to Margaret Skolness or Michele Sherman, who have the permission codes for enrolling.

4. The latest you may submit your Work Experience Agreement and Plan to the Coordinator is two full weeks prior to the end of the Add/Drop period for the semester. It is preferable to submit this form to the Coordinator prior to the semester in which you hope to do a Field Experience. You must enroll in Field Experience during the semester in which the work is completed. You may not enroll the semester after you complete the work, for instance. This is mandated by the Provost and enforced by the Registrar.
5. Enroll in the course following plan approval with the assistance of Margaret Skolness or Michele Sherman.
The Student Requirements

1. The student will work a minimum 135 hours for a 3-credit Field Experience (minimum of 45 hours for 1 credit), read assigned material, and write assigned reports to earn three academic credits.
2. The student will read at least one book-length text (or its equivalent) for the class, determining the readings with the academic mentor. 

3. The student will be paid a reasonable wage for her or his work by the employer unless it is a volunteer position with a local nonprofit or an teaching mentorship or other position within the English Department.

4. The student will send bi-weekly work reports to the academic mentor via email. They can also be given to your supervisor on the job. These reports should summarize the week’s work, talk about reading from the assigned text, and address questions suggested by your academic mentor/field experience director. A list of possible topics for these weekly reports appears on the following pages.

5. The student will submit the Student Final Evaluation Form and a Final Report. The Final Report should follow the template required by the English Department or be a project developed by the student with the approval of the academic mentor/field experience director. The Student Final Evaluation Form and the Final Report Guidelines are available from the Coordinator of the Field Experience course and may be found in this handbook.

6. The student’s supervisor will fill out the supervisor’s evaluation form and will send it to the Coordinator. The student should provide the supervisor with the form. It is available from the Coordinator and in this handbook.

Any one of these requirements may be waived or adjusted at the discretion of the Coordinator of the Field Experience course.

The Teaching Mentorship

The teaching mentorship is an opportunity to observe and co-teach with an experienced instructor. Masters and Ph.D. students are eligible to complete a teaching mentorship as Field Experience. 

With whom?

Teaching mentors should be faculty in the English department. On rare occasions the Director of Field Experiences or the Department Chair/Head will approve a teaching mentorship with a Senior Lecturer or a member of another department in a related discipline. The student will be responsible for contacting any teaching mentor and establishing that they would be willing to mentor the student.

Students taking ENGL 7??, the upper division writing pedagogy course, will complete the academic 

Suggested Topics for Biweekly Work Reports
Learning Local Culture

Learning social and organizational structures, information flow, local genres and procedures. 

· What is the hierarchical structure of your work environment, and how does this structure affect document flow?

· How do you learn local culture, genre, and procedure? Hearing stories? Being shown? Checking old files? Asking questions? Going through training, etc. Describe how you learned something.

· What metaphors or similes come to mind to help you explain local culture? This organization is like a what? Explain the parallels.

General Job Competencies 
Developing broad abilities such as facilitating, advocating, organizing, interviewing, creating layout, editing, designing, problem solving, etc.

· What are you learning about how to get something done in an office or in the community?

· Are you becoming conscious of the steps involved in decision making?  How so?

· Can you describe any specific situations involving you or others that presented a problem?  How were they resolved?  Or, why were they not resolved?

· In what ways are you becoming aware of the difficulty of solving certain problems?

Career Exploration

Understanding the work of professionals in a career area and gaining awareness of possible job opportunities.

· In what ways does this experience confirm or modify your ideas and plans for a career as a communicator?

· What do you think makes a person working in this area truly professional?

· What suggestions do you have for another student considering your field work position?

Interpersonal Skills

Learning how to communicate effectively with others; how to listen well; how to read non-verbal signs; how to be tactful in conversations, etc.

· Are you developing the ability to work with others, especially those who are quite different from you?  In what ways?

· Are you developing an understanding of the values, feelings, and attitudes of the people you work with?  How so?

· Are you improving your speaking, listening, reading, and writing abilities?  How?

Responsibility

Learning to organize and manage your own time; understanding and defining your limits and values.

· Are your experiences conflicting with or clarifying any personal values?  In what ways?

· What are you learning about your strengths and weaknesses in this kind of position and environment?

· Does this experience affect your attitude about yourself in any way?  Does it affect your attitudes toward others? 


Research Skills

Locating information and resource persons; organizing and synthesizing information gathered from various sources.

· What information sources are you using or developing on the job?  Are there others you have not tried?  Why not? 

· What frustrations do you encounter while trying to gather information you need?  How do you overcome these frustrations?

· What have you learned about working with people to define problems, collect information, carry out decisions, and so forth?  

· What have you learned about how to synthesize and evaluate information?

Employment-academic Relations
Understanding how your work relates to your academic experiences; finding ways to improve relations between the two.

· How are the theories or techniques that you learned in school proving useful to you on the job?

· How is the local experience of this job different from what your classes led you to expect? In other words, how has theory proven to be insufficient to explain your present experience?

· Can you identify one or more ideas or principles from your course studies that have been illuminated or tested through your internship experiences?

· What academic courses do you want to take as a follow-up to your field experience?  Why?

· What in your academic background has been most helpful in preparing you for this position?

Position Assessment

Formulating opinions on the value of this field experience.

· To what extent has this experience fulfilled or not fulfilled your expectations?  

· What thoughts or questions do you have in mind as you look ahead to further work experiences? 

· What improvements in the organization might you suggest to your employer?

· What improvements in the nature of this field experience might you suggest?
Evaluating the Experience

The Final Report and Student’s Final Evaluation

The Final Report Guidelines and Student’s Final Evaluation Form are included in this handbook. The Final Report should be sent to the academic mentor or director of the field experience in the Department of English. A copy of the guidelines appears in Appendix B of this guide. The Student’s Final Evaluation Form should be handed in along with the Final Report. A copy of the Student’s Final Evaluation Form appears in Appendix C of this guide.

Supervisor’s Performance Report

Also, do not forget that your experience is not complete and you will not receive a grade until the Coordinator receives a performance report from your field supervisor.  You are responsible for notifying your field supervisor of this requirement. You should give your supervisor this material, and you may want to provide a pre-addressed envelope as a courtesy. A copy appears in Appendix D of this guide. The department's address is 

English Department

Dept 2320, Box 6050

North Dakota State University

Fargo, ND  58108-6050

Appendix A: Work Experience Agreement and Plan

WORK EXPERIENCE AGREEMENT AND PLAN

To Work at 






(Company or Organization)

Name 






NAID#





Email 






Phone 






Present Address  











City 





State 


Zip Code 


Site Supervisor 





Phone  





E-mail 



Company/Organization 





Employer's Address  










City 




State 


Zip Code 



Field Experience Advisor 


 
  Dept  
English    Phone   701 231-

Advisor's On-Campus Address
Dept 2320, Box 6050, North Dakota State University  Fargo, ND 58108-6050 

E-mail _____________________________________________________________________________

Credit# 
Registration Semester 


Degree 






Salary  $ 
per 
  Work  Schedule 
a.m.  to               p.m.    
                       days/wk

Start Date 


End Date 


Due Date 




JOB DESCRIPTION

This plan is to be cooperatively developed and agreed upon by the student, field experience advisor, and employer.  It identifies learning activities the student shall participate in to the extent that business policy, interest, student progress and time permit.   Please summarize job description. 


LEARNING OBJECTIVES


List specific learning objectives to be achieved by the student upon completion of the field experience assignment.


MEMORANDUM OF AGREEMENT
This memorandum establishes a cooperative relationship between the student, the Department of English and the employer and briefly describes the responsibilities of each participant.  The student is expected to observe the same regulations which apply to other employees to improve skills, knowledge, interpersonal relationships and efficiency.    Credits will be granted upon successful completion of the requirements for the Field Experience Program.  

The Department of English will provide overall coordination, evaluation and information for the program through consultations and reports.

The employer is encouraged to screen and select students for the program and to cooperate with the Department of English and its faculty in establishing an appropriate experience program for each student.  The employer will provide supervision instruction and make periodic evaluations for the student's progress and advancement.  After the student completes his/her field experience, the employer will complete and submit a written evaluation on the Department of English Supervisor’s Evaluation Form.  The experiences identified for the student may be altered or adjusted at any time with mutual consent of the field experience advisor, the student, and the employer.  The employer will consider the student as an employee, making the following insurance and compensation benefits available:

We, the undersigned, agree to conform with this memorandum of agreement unless all three parties mutually agree to termination.  In case of termination, two-week notice will be given to all parties.

Student's Signature

Date


Employer's/Academic Mentor’s Signature                  Date

Field Experience Advisor's Signature
 Date


Appendix B: Final Report Guidelines 

Final Report Guidelines for Field Experience

Note: Students may develop alternate final projects with their mentors. Teaching mentorships may involve developing teaching materials based on the observations, co-teaching, co-grading, and reading, for instance. This final report model is simply an option for the final project in the absence of an alternate plan.

Front Matter

Cover Letter: Specific issues that you may want to address in your cover letter:

What tasks did you perform as part of your field experience?

What did you accomplish?

What did you learn about applied work in your field?

If this field experience were typical of the full-time work you might do with a graduate degree in English, how would you feel about your future career in this field?

What did you learn about the culture of the organization you worked for?

What were the positive aspects of your experience?  What were the negatives?

What did you learn about yourself?  About others?

What strengths did you realize you possess?  What areas need improvement?

Has your coursework prepared you for your field experience?  What additional academic or professional skills do you feel you need to obtain before graduation?

Title Page: title of report, your name, person to whom report is submitted, date

Table of Contents and List of Illustrations

Abstract

Introduction: The introduction should contain a purpose statement that identifies type of report and a scope statement that previews the report and describes its limits.

Body: Description of the process involved in developing a document during the field experience. (Document, here, means any communication product that involved planning, development, review, and revision.)
I. Description of your work environment: organizational structure, informal social structure, work group associations, and communication channels.

II. Description of constraints on the project: time, tools, access to information, access to support people, the document's genre, its purpose, its intended audience, its expected form of publication.
III. Description of the planning, research, and drafting stages

IV. Description of the review, testing, and revision stages

V. Description of the publication stage
Conclusion: Evaluation of final document, development process, and field experience

Appendix: Copy of the document described in the report. If the document is more than ten pages long, then include its title page, table of contents, abstract, and the first ten pages of the document beginning with the introduction. 

This report should be submitted to the Coordinator of the Field Experience.

Appendix C: Student’s Final Evaluation Form

DEPARTMENT OF ENGLISH FIELD EXPERIENCE 

STUDENT’S FINAL EVALUATION FORM 

NDSU

Please complete this form and return it to the field experience coordinator. Your responses will remain on public file in the main office to assist students to evaluate sites in the future.

Name 




  Major 



  Date 




Employer 





  Supervisor 






Advisor




  Employed:  Begin     

  End 



1. 
How valuable was this work experience to you in:  (Rate on 1-5 scale; 1=no value, 5=very valuable)



  a.  Helping you decide on a future career (in this area or a different area)?



  b.  Providing insight into your employer's business or operation?



  c.  Learning new skills or techniques?


  d.  Applying, integrating, or making relevant the knowledge gained from your courses?

  e.  Clarifying your future educational goals?

2.
List those subjects  that best prepared you for this work experience.


Department of English Courses:

   
             Other Courses:
3.
Did you receive enough assistance from your employer?
Yes 
    No 
   


How could he/she have helped more?  









4.
Did you receive enough assistance from your advisor?
Yes 
    No 
   


How could he/she have helped more?  









5.
Please describe the strong points or highlights of your field experience.  




6.
Suggestions to improve the Department of English field experience course.  





Signature






Date

Appendix D: Supervisor’s Performance Report

Supervisor/Mentor Performance Report on Field Experience

North Dakota State University English Department

For the Performance Report, please include the following information.

Your Name: ________________________        Your Title: _____________________________

Place of Employment: _____________________________

Student Name: ______________________   Inclusive dates of work: _______to_________

PleasecComment on each of the following questions.
1. If the student was assigned multiple projects, please describe the various types of projects briefly.

2. If the student worked on a single project, please describe the scope and purpose of the project?

3. What kinds of mentoring support did the student receive?

4. What kind of material, tools, and workspace were provided for the student?

5. Please comment on the student’s professionalism (such qualities as attitude, cooperativeness, reliability).

6. Please comment on the student’s apparent ability to learn how to participate in your work environment.

7. Please comment on the student’s apparent control of project management (the ability to plan a project, be self-directed, achieve target dates, and adapt to unexpected difficulties).


8. Please comment on the quality of the student’s work and/or the quality of the products produced by the student.

9. Based on your experience with other students or with people at about the same level of experience, how would you rate this student?

10. What, in your opinion, are the student’s strengths?

11. What, in your opinion, are areas in which the student could improve the most?

12. If you had a full-time position that involved the kind of work done during this field experience, would you hire this person again?  Why or why not?

Thank you for providing this experience for our students and for completing this form. Please return completed form to Coordinator of Field Experiences in English, Department of English, Dept 2320, Box 6050, North Dakota State University, Fargo, ND 58108-6050.







Work Experience Agreement and Plan, page 2
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