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[bookmark: Quick_Reference:_the_path_to_graduation][bookmark: _Toc223181681]Quick Reference: The Path to Graduation

Upon Admission:
· Complete online orientation in the SISLT Student Portal and other mandatory training programs 
· Contact your advisor
· Register for Foundations of LIS, other classes

First few semesters:
· Take required courses
· Start your ePortfolio
· Submit program of study (the M-1)

Last few semesters:
· Take elective courses
· Complete practicum experience
· Work on ePortfolio
· Sign up to take the ePortfolio with iSchool Student Services Office (sign up for either spring or fall prior to graduation)

Final semester:
· Take ePortfolio class and turn in for evaluation
· Submit Course Substitution Form if applicable
· Apply for graduation with the Grad School

[bookmark: You’ve_been_admitted_to_the_LIS_Program_][bookmark: _Toc223181682]You’ve Been Admitted to the LIS Program – Congratulations!
Once you’ve been admitted to the LIS Program in the iSchool at the University of Missouri (the School of Information Science & Learning Technologies (SISLT), housed in the MU College of Education), there are several steps you can take while you’re waiting for classes to begin.

The information presented in this handbook is specific to LIS graduate students. However, you can find additional information from MU’s Division of Information Technology’s New Students’ Guide.

[bookmark: Contact_your_faculty_advisor][bookmark: _Toc223181683]Contact your faculty advisor
1. Your admissions letter from the iSchool, SISLT, will have your advisor’s name and contact information.
2. Please email or call us to let us know if you’ve accepted our offer of admission and give us a chance to know you better.

The first interaction you’ll have with your advisor will usually be focused on getting to know your interests, so that we can make course recommendations based on those interests.

[bookmark: Get_your_username_and_password][bookmark: _Toc223181684]Get your username and password
Your username and password will give you access to various services, including MyZou for course registration and financial aid access, MU Libraries databases, and your Canvas class sites.

1. Your Username. Your user name will come to you in an email from the MU Office of Graduate Studies. Your user name will be a combination of your initials and three random characters.
2. Your Password. As soon as you get your username, use the New User Setup interface to create your password.
[bookmark: Access_MyZou]
[bookmark: _Toc223181685]Access MyZou
MyZou is the university’s student information system, where you are able to see what classes are open, register for classes, check your financial aid, and update your personal information including:
Set up E-Consent
Enroll in (or Opt Out of) Emergency Mass Notification

Set up FERPA permissions on your directory information 
Add Emergency Contacts

Please note that MyZou and the SISLT database do not communicate, so if you change information in MyZou, please email the SISLT office.

[bookmark: Set_up_your_student_email][bookmark: _Toc223181686]Set up your student email
All official university communications are sent through your student email account, including notifications about dates, deadline, class registration, and financial aid. The student email system is Microsoft Office 365.

Your campus email will be your Username@mail.missouri.edu.

[bookmark: Grad_Essentials][bookmark: _Toc223181687]Grad Essentials
The University of Missouri’s Graduate School offers Grad Essentials, a service to help you increase your professional development and employability. Services include resume review, resources for interviews and networking, and how to recognize the transferrable skills you bring to your employment. Please bookmark this page and visit it frequently.

[bookmark: Read_the_SISLT_listservs][bookmark: _Toc223181688]Read the SISLT listservs
Important program announcements, including information you need to graduate, are shared through the SISLT-LIS listserv (sislt-lis@coe.missouri.edu). Students are usually added to this list upon acceptance into the LIS program. Ensure you are on this list.

Job openings are shared through the SISLT Jobs listserv (SISLT-jobs-l@po.missouri.edu). 

To subscribe:
· Send a message to LISTSERV@PO.MISSOURI.EDU.
· Do not type anything in the subject line, and do not include a signature in your message.
· In the message, only include the line: subscribe sislt-jobs-l@po.missouri.edu [your name].
· The listserv software will send you a confirmation email. Click on the web link in the email to confirm.

[bookmark: Get_your_Mizzou_TigerCard_(Student_ID_Ca][bookmark: _Toc223181689]Get your Mizzou TigerCard (Student ID Card)
[image: ]Your TigerCard allows you to use on-campus services, including checking out materials from MU Libraries and getting into Mizzou sports events. You can also add fee-based services to your TigerCard such as meal purchase plans.

If you are on-campus or located in mid-Missouri, go to the ID office in the lower level of the Mizzou Store, present your valid government-issued photo ID, and get your photo taken.

If you are off-campus or not located in mid-Missouri, you can download a mobile ID.

[bookmark: Check_your_technology][bookmark: _Toc223181690]Check Your Technology
Most SISLT courses are online and require access to current technologies, including adequate internet access, a camera, and microphone. Because most of your coursework will be online, it is essential that you have regular and reliable internet service and a working computer.

· Hardware:
· Hardware and Software Minimum Requirements
· IT Guide by Major
· Software:
· Basic Software Needs
· Software available in campus computer labs
· TigerWifi:
· Connect to Tiger Wi-Fi (on-campus)
· Student Email:
· Microsoft 365
· File Storage:
· OneDrive (accessed through Microsoft 365)

[bookmark: _Toc223181691]Improve Your Tech Skills
Your professors expect you to be skilled with word processing and email. MU offers free online tech classes you can take if you want to improve your skills. Visit the Department of IT’s Full Catalog—which covers topics from Adobe to HTML to Excel—and make use of this free resource. 

[bookmark: _Toc223181692]Get Free Software and Discounts on Computers
· All enrolled students are eligible for a Microsoft 365. It can be downloaded by logging into your university email account. Go to: Settings>Office 365 Settings>Software.
· MU provides access to OneDrive for file storage. NOTE: Use this to store all papers for your portfolio.
· Software Anywhere is a virtual desktop that gives you access to various programs including statistical packages, office software, and Adobe Creative Suite.
· Print Anywhere is available to on-campus students, allowing them print from their computers to campus printers.
· Students can purchase computers at a discounted rate and with financing from MU at the Tiger Tech Store’s Student Purchase Plan.
[bookmark: Manage_your_financial_aid]
[bookmark: _Toc223181693]Manage Your Financial Aid
The MU Student Financial Aid Office can help you determine whether or not you are eligible for financial aid. They have information about financial aid for graduate students. Your financial aid advisor will be determined based on the first letter of your last name.
Managing Your Aid
· MyZou Finances: My Account
· Understanding your To Do List and Holds
· How to Complete Loan Entrance Counseling
The FAFSA (Free Application for Federal Student Aid)

[bookmark: _Toc223181694]LIS Program Scholarships
The LIS program has several scholarships that have been generously funded by donors, including:
Doris J. Athy Scholarship
Lucille Marie Cobb Memorial Scholarship Constance Loraine Hill Memorial Fund in LIS
H. W. Wilson Foundation Library Science Scholarship
Ralph H. Parker Endowment for Excellence in the School of Library & Informational Science
Edward P. Miller Library and Information Science Scholarship Ruth Tandy Royse Fellowship in Library Science
Bryce Allen Memorial Scholarship Sharon Willis Memorial Prize
C. Edward and Greta S. Carroll School of Information Sciences & Learning Technologies Endowment

[bookmark: Other_LIS_Scholarships][bookmark: _Toc223181695]Other LIS Scholarships
American Library Association Scholarships
Scholarships from Other Library Associations
Missouri Association of School Librarians
Missouri Library Association
Nebraska Library Association

[bookmark: MU_Financial_Aid_Resources][bookmark: _Toc223181696]MU Financial Aid Resources
MU Financial Aid Office
· FAFSA, scholarships, and financial aid advisers 
MU Graduate School
· Fellowships, assistantships, and aid specifically for graduate students
College of Education Scholarship Application
· You must fill out this form and submit the FAFSA to be eligible for most LIS scholarships.

[bookmark: Assistantships][bookmark: _Toc223181697]Assistantships
Graduate School Assistantships Resources 
HireMizzouTigers Assistantships & Jobs
[bookmark: _Toc223181698][bookmark: Your_Advisor]Registering for Classes
[bookmark: _Toc223181699]Your Advisor
Your faculty advisor is listed on your admissions letter.

Your faculty advisor helps you with course selection and ensures you make adequate progress toward graduation and eventual employment.

Your advisor can:
tell you about courses and their content
help you plan a program of study (M-1)
give you advice about career fields
help you navigate the university bureaucracy.

[bookmark: Changing_advisors][bookmark: _Toc223181700]Changing Advisors
Yes, you can change advisors if you want to. It’s easy, and there are no hurt feelings.

1. Send an e-mail to the person you’d like to be your new adviser.
2. Ask if that person would be willing to advise you. If that person responds with a “yes,” then
3. Send an e-mail to the Student Services Coordinator, to finalize the change.

[bookmark: How_to_contact_your_advisor][bookmark: _Toc223181701]How to Contact Your Advisor
Start with email. If you have a simple question, an email answer may be all that is needed. For a more complex question, you and your advisor will need to set up an advising appointment.

Advising Appointments can get into more detail. Remember to bring the advising aid, a copy of your Program of Study form, and your unofficial transcript or class registration report from MyZou. Advising appointments can be conducted in person, by phone, or Zoom.

[bookmark: Stay_in_touch_with_your_advisor][bookmark: _Toc223181702]Stay in touch with your advisor
· Your advisor will recommend how to structure your program of study.
· Touch base with your advisor every semester.
· Take required courses ASAP, within your first 24 hours of classes.
· We recommend taking
· 7305 and 7301 in your first semester
· 7313 and 7314 in your second semester
All required courses must be taken prior to completing your practicum.
[bookmark: Registering_for_classes][bookmark: _Toc223181703]Registering for Classes
MyZou is the university’s online registration system.

To see all the graduate classes SISLT offers in a semester:
1. Go to Schedule of Classes.
2. Choose the semester you want to see.
3. Select subject “Info Science & Learning Tech.”
4. Select “Course Number greater than or equal to 7000.”

[bookmark: How_many_courses_should_you_register_for][bookmark: _Toc223181704]How many courses should you register for in a semester?
In Fall and Spring semesters, you are considered full time if you take nine credit hours (three classes); three-quarters time if you are taking six credit hours (two classes); and half-time if you are taking four credit hours.
Each credit hour of classwork has an expectation of 2-3 hours of independent work. A 3 credit hour class should occupy 9-12 hours of your week. With a nine credit hour load, you may expect your coursework to occupy 27 to 36 hours of your week.

If you have a full-time job or significant family or health responsibilities, we recommend taking fewer classes.

Consult the Financial Aid Enrollment Requirements to determine how many hours you need to be enrolled in if you need to qualify for financial aid. Current expectation is that you must be enrolled for at least 4.5 credit hours of graduate-level courses to qualify for financial aid.


[bookmark: When_can_you_register_for_classes?][bookmark: _Toc223181705]When can you register for classes?
You should have a “registration appointment” time listed in MyZou. Otherwise, the Academic Calendar provides general registration dates.
· If a course is full, you may request an override from the instructor to get into a class, but admission is not guaranteed.
· Note that your adviser cannot give you an override into someone else’s class.
[bookmark: Best_Advice:_REGISTER_EARLY_to_avoid_the]
Best Advice: REGISTER EARLY to avoid the rush and closed classes!

[bookmark: Student_Resources][bookmark: _Toc223181706]Student Resources

MU Division of Information Technology
Getting Started with Technology at Mizzou is an introductory guide to MU’s technology resources.
DoIT Tech Support is available by phone
DOIT has a resource for Software Recommendations
Software Anywhere is a virtual desktop that gives you access to various programs including statistical packages, office software, and Adobe Creative Suite.

MU Libraries
The MU Libraries provide extensive support for on-campus and distance students, including chat reference, workshops on tools such as Zotero, and resources to help you succeed in your education. 
The MU Libraries contact information
Kimberly Moeller is our LIS Subject Librarian, and she has developed this LibGuide for your use.
Troubleshooting guide for students accessing library materials from off-campus

[bookmark: Mental_and_Physical_Health_Support][bookmark: _Toc223181709]Mental and Physical Health Support
Students who need accommodations due to a disability should work with the MU Disability Center to get an accommodation on file. This is important for you, and for us – don’t delay.
MU’s Student Health & Well-Being site has resources to help you succeed. Students in need of counseling or emotional support can use the services of the MU Counseling Center.
MU has also partnered with Sanvello, an app developer, to make their app available to MU students, faculty, and staff at no cost. You will find guided exercises designed to reduce stress and establish healthy habits. It is available on Apple’s App Store and Google Play; to access the full version at no cost, you must create an account using your university-affiliated email address.
On-campus students can use the MU Student Health Center for basic health care needs, stress management, relationship, and substance abuse
· Services are funded through the Student Health Fee for on-campus students.

[bookmark: Diversity_Support][bookmark: _Toc223181710]Diversity Support
The University of Missouri Office of Institutional Equity has developed many educational and professional development resources to help reduce isolation and increase engagement among our diverse populations.
As a new student, you will be required to complete several mandatory training programs, including sexual assault prevention and discrimination prevention. This training helps us meet federal mandates for ensuring that all students have a common set of expectations for campus behavior.

[bookmark: Student_Success_Center_and_Campus_Writin][bookmark: _Toc223181711]Student Success Center and Campus Writing Center
MU’s Student Success Center can help you establish schedules, help with tutoring, and connect you with resources that will help you succeed in graduate school. The MU Writing Center provides assistance for all MU students who need help with writing.
· On campus students can make an appointment for one-on-one consultation.
· Distance students can submit their papers to the Online Writery. Please mention that you are a graduate student in the College of Education when you submit your work.
· They also are able to recommend editors for hire, if you are considering publishing your work.

[bookmark: Contact_Information][bookmark: _Toc223181712]Contact Information
[bookmark: Student_Services][bookmark: _Toc223181713]Student Services
The Student Services Office manages student records, coordinates semester schedules and student registration, and can advise about SISLT-administered financial aid.

Amy Adam, Student Services Coordinator
Breanne Myer, Student Services Specialist

[bookmark: SISLT_Columbia_Faculty][bookmark: _Toc223181714]SISLT Columbia Faculty
Full-time Columbia-based faculty teach classes and can provide academic advising. They can talk to you about the program, the profession and opportunities in advanced information studies.
Denice Adkins, Professor
Jenny Bossaller, Professor
Beth Brendler, Associate Teaching Professor
Sarah Buchanan, Associate Professor
Hyerim Cho, Assistant Professor
Heather Moulaison-Sandy, Associate Professor 
Jason Alston, Associate Teaching Professor (Kansas City)
Cynthia Dudenhoffer, Teaching Professor
Laura Ridenour, Assistant Professor
Wenyi Shang, Assistant Professor 

Practicum Supervisor, and Advisor: Laura England-Biggs
[bookmark: Other_people][bookmark: _Toc223181715]Other People
Adjunct faculty are practitioners who teach in the program on a part-time basis. They can advise students about the profession but cannot formally advise students.
Various people from the College of Education and Human Development may contact you to provide student services or to ask for your input on student surveys.

[bookmark: Communications_within_SISLT][bookmark: _Toc223181716]Communications within SISLT
Email is the preferred way of communicating with faculty and advisors.
Check your student email regularly! MU faculty are required to use student email addresses to communicate with students. If you wish, you may forward your MU email to another email address you use regularly.
If you wish to communicate with your advisors or instructors via phone, please email first to set up an appointment time.
Telephone communications from SISLT are usually reserved for urgent situations. SISLT Student Service Coordinators are available via telephone during regular business hours.
Postal mail from SISLT is reserved for items we need to have confirmation on, including notices of probation or dismissal. If you move, please update your address with BOTH the university and SISLT Student Services Coordinator.


[bookmark: Useful_Web_Pages][bookmark: _Toc223181717]Useful Web Pages
LIS Program Site
· Information specific to the LIS program, including emphasis areas, course schedules, and information for students at various stages in the program
SISLT Website
· General information about SISLT’s degrees, including the Ph.D., Educational Technology master’s degrees, and certificate programs.
MU and LIS Policies and Procedures
· LIS Program Academic Policies and Procedures
· Student Accountability and Support University Policies
· MU Registrar Educational Policies
· 
[bookmark: The_people_you_may_need_to_contact_most_][bookmark: _Toc223181718]The People You May Need to Contact Most Frequently

[bookmark: Your_Faculty_Advisor][bookmark: _Toc223181719]Your Faculty Advisor
New students’ faculty advisor will most likely be
Laura England-Biggs
Beth Brendler
Jason Alston
Denice Adkins (for students pursuing school library media specialization)

Faculty contact information can be found on the LIS People Webpage. You can ask to change to a different advisor at any time.

[bookmark: Student_Coordinator’s_Office][bookmark: _Toc223181720]Student Coordinator’s Office
The SISLT Student Services Coordinators are a good resource for information about classes, enrollment, registration issues, and other topics. The Student Services Coordinators can be reached by email at sislt@missouri.edu or by telephone at 573-882-4546.

[bookmark: SISLT_Administration][bookmark: _Toc223181721]SISLT Administration
Dr. Denice Adkins is the Director of the School of Information Science & Learning Technologies.

[bookmark: Graduate_Studies_at_the_iSchool][bookmark: _Toc223181722]Graduate Studies at the iSchool
Dr. Danielle Oprean is the Director of Graduate Studies at the iSchool. She will have signed your letter welcoming you to the Program, and along with your advisor, will approve the paperwork you submit during your time in the Program.
[bookmark: Your_Program_of_Study][bookmark: _Toc223181723]Your Program of Study
The Program of Study (also known as the M-1 form) is the list of courses you will complete for your Master’s degree. The program of study form is developed in consultation with your advisor.

The Program of study is filled out early in order to get you thinking about “the end of your graduate career,” which can motivate you during the long, challenging road of graduate school. It helps you maintain a focus on an area of interest, and it gives you a coherent plan for completion, which will be noted by employers.

The Program of Study form is a Graduate School requirement for all admitted graduate students. It should be submitted by the end of your second semester of enrollment. You are not committed to taking exactly the courses you list at the time you submit your Program of Study. If you take a different course than you had planned, you can submit the Program of Study Revision form at any time prior to graduation.

After you submit your program of study form, it is reviewed and signed by your faculty advisor, the SISLT Director of Graduate Studies, and the Graduate School.

Your program of study must be coherent and reflect careful consideration of your professional goals. Your faculty advisor has the option to refuse to sign your program of study form if the courses do not meet this criterion.

There are multiple program of study forms for students. Be certain that you fill out the right one. For students admitted prior to Spring Semester 2021, please visit the MLIS Degree Forms webpage for additional M1 forms.

ALA-accredited master’s degree
ALA-accredited master’s degree with specialization in archival studies
ALA-accredited master’s degree with a specialization in e-learning librarianship
ALA-accredited master’s degree and Missouri school library add-on certification (for certified teachers)
ALA-accredited master’s degree and Missouri school library stand-alone certification (non-certified teachers)

[bookmark: How_to_fill_out_and_submit_the_M-1_Progr][bookmark: _Toc223181724]How to Fill Out and Submit The M-1 Program of Study
List all of the SISLT graduate courses related to your MLIS program that you have:
Completed in previous semesters,
Are currently enrolled in, and
Plan to take in future semesters.
List up to six hours of courses taken outside of MU or SISLT that you wish to have considered for inclusion in your MLIS program of study.
· You must have advisor approval for transferring courses. Be prepared to document how these courses directly relate to your LIS program of study.
· An official transcript documenting non-MU transfer credit must be forwarded to the SISLT Student Services Office.
Check to make sure that your program of study has met the requirements for:
· 39 total credit hours,
· Inclusion of all required courses,
· 15 credit hours at the 9000 level,
· 12 hours of resident credit (courses taught by a full-time faculty member),
· No more than 6 hours of transfer credit, and
· Any additional requirements needed for your individual program of study. Use the Advising Aid to determine which classes will form a coherent Program of Study.
Make an appointment with your faculty advisor to discuss your Program of Study.
After discussing your Program of Study with your advisor, forward the M-1 form to the SISLT Student Services Office. The M-1 form can be mailed, emailed, faxed, or hand carried to the SISLT Student Services Office.

Be sure to keep a copy of your M-1 and bring it (or email it) to all meetings with your advisor.

The LIS Course Rotation lists the projected class offerings for the next two to three years. 

Your advisor can help you choose courses that will be offered in the future. If you have questions about whether a specific course will be offered, please ask.
Sample M-1:


[bookmark: LIS_Program_Goals_and_Student_Learning_O][bookmark: _Toc223181725]LIS Program Goals and Student Learning Outcomes
Goal 1: To ground students in history, values, ethics, and guiding principles of the information professions.
· SLO 1: Graduates will apply the core principles, ethics, values, and body of knowledge to questions in library and information science, according to their area of specialty.

Goal 2: To provide students with the evaluative and analytical skills to respond flexibly and adaptably to future changes and challenges within the organizations and institutions where they will be employed.
· SLO 2: Graduates will apply management principles and interdisciplinary best practices in library and information agency environments.

Goal 3: To provide students with opportunities to develop cutting-edge technological skills and competences used across the information professions.
· SLO 3: Graduates will be competent in information organization and lifecycle activities techniques of organization of information and with using and evaluating technologies of the information professions.

Goal 4: To develop an appreciation of the service-based and user-focused nature of the information professions.
· SLO 4: Graduates will be able to assess community needs, formulate plans to respond to users of information agencies, and instruct users in using informational resources.

Knowledge and mastery of the course content is an important element in your professional acculturation. Course content is built around the LIS Student Learning Outcomes. These will be embedded in all your curricular experiences.

Your required courses will expose you to all of the Student Learning Outcomes. Elective courses and practicum experience will build on that knowledge.

You will be asked to reflect on these outcomes and your progress toward mastery of these outcomes regularly.

LIS Coursework consists of graduate coursework focusing on the following areas:
Foundation-level information about the LIS professions.
General coursework emphasizing common duties of LIS professionals, including reference services, collection development, management, and the ways information is organized.
Elective coursework emphasizing the career and specialization areas of your choice.

Courses in the program are designed to enable you to become a reflective and thoughtful professional who makes informed decisions and considers the consequences of decisions on library and information users, nonusers and the community.

The required classes are listed on the M-1.

Elective classes are chosen with your advisor’s input, based on your career goals. A list of elective classes organized by specialization area can be found in the LIS Advising Aid.

Current Course Area Emphases:
Public Libraries
Academic Libraries
Youth Services
Usability of Information Products and Systems
Information Organization and Metadata
Emerging Technologies
Archives and Records Management
E-Learning Information Professional
Digital Humanities
School Librarianship

If your interest is not already listed in our current areas of strength or specializations above, talk to your advisor. You may be able to create a focus using a strategic combination of classes and practicum experience.

[bookmark: Your_E-Portfolio][bookmark: _Toc223181726]Your E-Portfolio
E-Portfolios support students’ ability to demonstrate thoughtful reflection on their time in the Program and what they learned. Students will include artifacts created as part of their coursework during their time in the program and will reflect on how each relates to their understanding of the SLOs. Students will also provide a biography, and supply a resume or CV.

When you submit your M-1 Program of Study, you will identify the semester in which you will participate in the Graduate Examination, the ePortfolio. Typically, this will be your last regular (i.e. fall or spring) semester. If your graduation date changes or you need to take the ePortfolio in a different semester, you should contact SISLT Student Services to inform them of your change in status.

It is your obligation to respond to emails soliciting participation and to complete all work on time. Failure to do so and to complete work according to the guidelines provided will result in a delay in graduation.

In your final regular semester, you will be placed a course shell in Canvas, in accordance with the calendar below, where you will have access to detailed instructions and required software. Students are encouraged (pre-Spring 2021 admission) or required (post-Spring 2021 admission) to register for the ePortfolio course, which provides structured feedback for your ePortfolio during the first eight weeks of the semester.
FAQ about ePortfolios
Calendar with deadlines for associated deliverables 
[bookmark: _Toc223181727]Taking Classes
[bookmark: Class_delivery_methods][bookmark: _Toc223181728]Class Delivery Methods
The LIS Program uses two main course delivery methods:
Online Asynchronous – classes are taken using a Learning Management System like Canvas. Available to all students who have an internet connection, regardless of their schedules.
Online Synchronous – has real-time course meetings using Zoom. Classes are generally offered in the evenings. When registering, check MyZou to ensure it works with your schedule.

Face-to-face classes are sometimes offered, and have real-time meetings held at a specific location accessible to a critical mass of students.

One course may combine multiple delivery methods, such as four online real-time meetings and 11 weeks of online asynchronous content.

[bookmark: Dropping_or_withdrawing_from_a_class][bookmark: _Toc223181729]Dropping or Withdrawing from a Class
If you find you are unable to complete a class successfully, you may drop or withdraw from the class. Check the final dates to drop and/or withdraw at the Registrar’s Academic Calendar.
If you Drop or Withdraw from a class before the final Drop date, a grade is not included on your transcript; afterward, the class is included on your transcript with a W or WF grade.
There are financial implications for dropping a class.

[bookmark: Incompletes][bookmark: _Toc223181730]Incompletes
An Incomplete is reserved for situations in which a serious crisis prevents a student from completing a course. These are given at the discretion of the instructor.

You must have substantially completed work for the course at a successful level.

As a general rule, if you think you might need to request an Incomplete or if you have a serious problem that will prevent you from completing your courses, contact your instructor immediately. Don’t wait until the last week of class to notify your instructor.

[bookmark: Professional_Engagement][bookmark: _Toc223181731]Professional Engagement
[bookmark: Engage_with_the_SISLT_Community][bookmark: _Toc223181732]Engage with the SISLT Community
Besides the people you will get to know as you take the required courses together, you should also engage with the LIS and SISLT communities more widely.

SISLT Student groups, listed below, bring speakers to campus, arrange tours and visits, and provide support for students. Getting involved in the student chapters is the first step to getting involved in state and national associations.
Library and Information Science Graduate Student Association (LISGSA, American Library Association Student Chapter)
Society of American Archivists MU Student Chapter (SAAMUSC)

[bookmark: Engage_with_the_Greater_Library_Communit][bookmark: _Toc223181733]Engage with the Greater Library Community
American Library Association Student Portal
· New Members Round Table
· NMRT’s Resume Review and Mentoring Program provides a very valuable service to new students seeking jobs!
Missouri Library Association
Nebraska Library Association
Your state’s Library Association

[bookmark: Engage_after_Graduation_with_Beta_Phi_Mu][bookmark: _Toc223181734]Engage after Graduation with Beta Phi Mu
Beta Phi Mu is the library and information science honor society. The Psi Chapter of Beta Phi Mu is the Missouri chapter, advised by Dr. Sarah Buchanan. Eligibility for membership is by invitation of the faculty of the ALA-accredited program from which you graduated. Members are chosen based on academic performance and engagement.

[bookmark: The_Practicum][bookmark: _Toc223181735]The Practicum
LIS Students are strongly encouraged to complete a practicum in a library or information agency related to their career interests.

The practicum gives you the opportunity to practice the concepts you’ve learned in the LIS program in a library or information agency. Students may choose any agency type for their practicum.
This is an opportunity unlike any other in your professional career when many doors are open to you for exploration. The practicum also helps you develop a professional network and cultivate lifelong continuous learning practices.

You need to start planning at least one semester ahead of when you want to do the practicum.

You will need to provide the practicum faculty directors with information about where you would be willing and able to do a practicum. The practicum faculty directors will make the final decision in consultation with the information agencies.

You should have completed the foundational required courses already, so this will be later in your program (the second year, for full-time students; later for part-time students).
7380 Practicum in School Libraries (required for school library media certification)
7381 Practicum in Information Agencies (all others)
Practicum is usually completed toward the end of your Program of Study.

[bookmark: Practicum_Requirements:_Non-School_Libra][bookmark: _Toc223181736]Practicum Requirements: Non-School Library Specialization
ISLT 7381 Practicum Guide
Minimum number of clock hours (90 clock hours for a 2-credit practicum, 135 for a 3-credit practicum)
Completed practicum learning plan
Approved practicum schedule
Participation in practicum class sessions
Practicum reflections (mid-term and final)
Supervisor evaluations (mid-term and final)
[bookmark: Practicum_Requirements:_School_Library_S][bookmark: _Toc223181737]Practicum Requirements: School Library Specialization
ISLT 7380 Practicum Guide
Teaching Certificate
Teaching Resume
Fingerprint/Background Check
Proof of Professional Liability Insurance
Weekly Work Journals
Monthly Observations
Action Research Project
Demonstration of On-Site Work
Time on Site Log with a minimum of 100 clock hours
Supervising Librarian Evaluation

[bookmark: Your_Final_Semester]

[bookmark: _Toc223181738]Your Final Semester
Turn in your ePortfolio (remember: the ePortfolio is not offered during the summer).

[bookmark: Register_for_graduation][bookmark: _Toc223181739]Register for Graduation
You must complete the Application for Graduation to let MU (i.e., the Graduate School) know that you plan to graduate in a particular semester. The Application for Graduation form is available for approximately six weeks prior to the beginning of your final semester, and is typically taken down two weeks into your final semester.

Watch your MU email account for notices from the Graduate School and SISLT Student Services Coordinator as to when the application will be available.

Planning on participating in the MU Graduate Studies commencement ceremony? Read the Graduate School’s commencement page, which gives information on ceremonies, where to find regalia, parking, and access.

[bookmark: A_Primer_on_Professional_Communication_i][bookmark: _Toc223181740]A Primer on Professional Communication in Graduate School
[bookmark: Email][bookmark: _Toc223181741]Email
Remember that it is electronic mail and that regular rules of letter writing apply to some extent

[bookmark: What_do_I_call_my_professor?][bookmark: _Toc223181742]What Do I Call My Professor?
Address the person by name.
When communicating with professors, use the appropriate honorific: Dr. for Ph.D. or Ed.D.; Ms. or Mr. for MA, MSLIS, etc.
Sign your own name, using the signature that you expect the person to use in subsequent conversations (if you want to be known as William, please don’t sign “Billy”). Since there may be students in class with the same name, help your instructor out by adding your last name. Since you may be taking more than one course from an instructor in a semester, be specific about the course you are referring to in your email.
If your professors sign with their first name (e.g., Heather), that’s a sign that they don’t mind being addressed by their first name in subsequent emails from you.

[bookmark: Email_content][bookmark: _Toc223181743]Email Content
Remember: Electronic media are notoriously difficult for expressing emotions, being sarcastic, conveying humor, etc.

Save the time of your reader…
State your purpose at the beginning; do not ramble
· With email, less is more
Use bullet points if necessary
Remember that emails sent through a university are technically part of the public record.
Email is not a secure medium
Only record in email information you wouldn’t mind seeing on the front page of the New York Times
· Do not send anything compromising or in poor taste
· Reread all emails for typos and content before hitting send
When irritated, wait an additional day before sending
[bookmark: Formal_papers_submitted_to_your_professo][bookmark: _Toc223181744]Formal Papers Submitted to Your Professors
One element of being an information professional is understanding and internalizing the basics of scholarly communication.

[bookmark: Style_Guides][bookmark: _Toc223181745]Style Guides
Every time you write anything (paper, presentation in class, Discussion Board post in Blackboard, presentation for a conference, etc.) you need to cite ideas that are not your own.
Anything that is not common knowledge needs to be cited in the text of the document. Citations will appear throughout the body of the work, every time you mention an idea that is not your own. Remember: this is a good thing! It ties your work to the body of knowledge in LIS and makes a stronger case for the validity of your argument.
If you cite an idea using the exact words another author used, you will use quotation marks and provide a page number (or a paragraph number if from the web)

Based on the discipline or the outlet, you will be asked to use different style guides (APA, Chicago, MLA, Harvard, etc.). You may use any or all over the course of your academic career. Your usage needs to be consistent if you are told that you may choose a style guide.
When you are told to use a style guide, take it seriously. Acquire the guide (purchase or check it out).
Use the index, and read the applicable sections.
Rely on the interpretations of others when stuck.
The OWL is great, but it’s not the definitive resource. It’s the kind of resource that *you* will be making when you work in academic libraries.

Aspects of references dictated by style guides:
References are at the end of the paper. They mostly include the same elements from guide to guide. However, differences include:
· The way the author’s name is listed
· Capitalization in the title of the article
· The use of italics
· The use of punctuation marks like commas and periods
· The placement of the date
· The way of indicating volume and number along with page numbers
· Etc.

Some software products claim to format references according to certain style guides – you must always verify.

Purchasing software isn’t enough.
Human intervention is required on every reference – in short, you still need to consult the style guide itself.

Remember…you need to be an expert in all of these, so get experience using as many as you can! If you need to get help now, there’s no shame in that.

[bookmark: Parts_of_a_scholarly_paper][bookmark: _Toc223181746]Parts of a Scholarly Paper
Your instructors expect to see the consistent and accurate use of a style guide in the papers you submit. They also have expectations that your papers will mirror the kinds of scholarly papers you are reading in class. For this, they need to have certain elements that may be new to you, especially if you’re new to the social sciences!

Scholarly papers in LIS may contain:
· Title
· Abstract
· Keywords
· Introduction
· Problem statement or thesis
· Review of the literature
· (Methodology and Results – for research papers)
· Discussion
· (Limitations – for research papers)
· Future study
· Conclusions
· References (not bibliography)

Don’t sell yourself short. Develop the habit of including your name on a paper. If the old adage is true and that the sweetest sound to anyone’s ears is her own name, then you might want to add your professor’s name to the title page as well.

Remember: Include your name and contact info if applicable on presentations.

[bookmark: _Toc223181747]Academic Integrity Policy
Academic dishonesty includes, but is not limited to, cheating, plagiarism, falsification or fabrication of data, unauthorized use of AI as defined by the syllabus, instructor, or committee guidance, or the submission of fraudulent documents in academic work, research, and creative activities. Students may use AI tools when permitted by course-specific policies and instructor or committee guidelines. Students are responsible for understanding and adhering to AI usage expectations set by each class, instructor, and committee, and must take ownership of their work. In cases where work is reviewed by multiple instructors, the doctoral committee chair or portfolio advisor will serve as the final authority on academic integrity and AI usage for that work.
Faculty must report all instances of academic dishonesty to the Office of Academic Integrity (OAI). Sanctions may range from academic penalties, such as failure of an assignment or course, to disciplinary actions, including probation or expulsion, depending on the severity of the violation.

If you have questions about AI usage, citation, paraphrasing, collaboration, or any other academic integrity concern, you should seek clarification in writing from your course instructor, academic advisor, or the Office of Academic Integrity.

Students in SISLT programs who are found responsible for a violation of academic integrity will be put on SISLT academic probation as a minimum and may be subject to dismissal. Regardless of academic home, students who are discovered engaging in academic dishonesty will be reported to OAI.

Students are expected to adhere to this honor pledge on all work, whether or not they are explicitly asked in advance to do so: “I strive to uphold the University values of respect, responsibility, discovery, and excellence. On my honor, I pledge that I have neither given nor received unauthorized assistance on this work. 


[bookmark: _Toc223181748]Career Resources
[bookmark: LIS-Specific_Job_postings][bookmark: _Toc223181749]LIS-Specific Job Postings
INALJ
ALA Job List
Missouri Library Association JobLine 
RAILS Jobs Board
Now Hiring @ Your Library

[bookmark: Career_Opportunities][bookmark: _Toc223181750]Career Opportunities
Opportunities in both traditional and non-traditional fields…
Non-traditional jobs for librarians
Alternative LIS Careers

[bookmark: College_of_Education_and_MU_Career_Servi][bookmark: _Toc223181751]College of Education and MU Career Services
The College of Education and Human Development Office of Career Services provides career services for all College of Education students. Please register with Career Services to take advantage of the help they can provide.

The MU Career Center provides general career advice for all MU students, including career counseling, cover letter and resume review, and the HireMizzouTigers job board.

[bookmark: Career_Resources]
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