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Syllabus

HIS 9187—Archival Internships

Summer 1, 2008
Name of Instructor: Dr. Martin Levitt
Days and times of course meetings:  Arranged 
Office Address of Instructor:  

Martin L. Levitt

Librarian, American Philosophical Society 

Professor of History, Temple University

105 S. 5th Street

Philadelphia, PA 19106-3386

Instructor's Office Telephone: Direct office voice:  215 440-3403

Instructor's E-mail address and/or website: 

mlevitt@amphilsoc.org 

http://www.temple.edu/history/KO/levitt/
http://www.amphilsoc.org
Instructor's Office Hours (days of the week / times / location): M-F 9-5 by appt.
Prerequisites, Co-requisites, any special skills required for participation in this course: 
HIS 8153 (formerly HIS 624) is a pre-requisite to this course.

Disability Statement: This course is open to all students who meet the academic requirements for participation.  Any student who has a need for accommodation based on the impact of a disability should contact the instructor privately to discuss the specific situation as soon as possible.  Contact Disability Resources and Services at 215-204-1280 in 100 Ritter Annex to coordinate reasonable accommodations for students with documented disabilities. 

Statement on Academic Freedom:  Freedom to teach and freedom to learn are inseparable facets of academic freedom. The University has adopted a policy on Student and Faculty Academic Rights and Responsibilities (Policy # 03.70.02) which can be accessed through the following link: http://policies.temple.edu/getdoc.asp?policy_no=03.70.02.  

Course Goals and Methods:  This is an internship arranged by the instructor with various Philadelphia cultural institutions to allow advanced archives students the opportunity to intern in a professional setting.  Students gain practical experience undertaking archival projects as they are mentored for a minimum of 140 work hours in an actual work setting.  As this course requires a grounding in archival theory, it is not open to students who have not completed HIS 8153, Introduction to Archives and Manuscripts.  Students who have taken a similar course at another university should contact Dr. Levitt for permission to register.
Course Policies
Housekeeping
Students taking internships through the public history track at Temple University are graduate students in good standing.  Most are MA students in Public History at Temple, PhD students in History, or MLS students from Drexel University.  The pre-requisite to any archival internship is HIS 624, Introduction to Archives and Manuscripts, which introduces students to basic archival concepts.  One of the requirements of that course is participation in a processing project at the Urban Archives.

Most students taking internships are completing the 3-course sequence, with an eye toward meeting the requirements to sit for the CA (Certified Archivist) exam; this board exam is administered by the ACA (Academy of Certified Archivists).

Stipend
Many institutions provide tuition remission for the internship, and some offer an additional stipend.  Participating institutions vary from year to year.  The average stipend in 2006 was roughly $1,500.  Since students work 140 hours to complete the internship, the hourly rate is between 8 to 10 dollars per hour. Institutions who desire interns but cannot pay are not precluded, but students naturally will choose paying institutions first.

The stipend is NOT paid directly to Temple University, to avoid administrative problems.  The student is responsible for paying his or her own tuition, and the host institution pays the stipend directly to the student.  Most institutions pay one half the stipend at the beginning of the internship, and the remaining one half after the student has completed 140 hours of work.  This is the recommended procedure.

Hours and Schedule
Students work a minimum of 140 hours, on a schedule mutually agreeable to the student and host institution. Work should normally be completed within a time frame of two semesters or less (approximately six months). 

Student Requirements
It is the student's responsibility to comport themselves as a professional, and to be cognizant of the criteria upon which the host institution will evaluate their performance.  Besides completing tasks assigned to them by host mentors, students write a five-page paper documenting their internship experience.  This paper is kept in the student file.

It is the responsibility of the student to maintain the work schedule as agreed with the host institution, and to regularly inform the professor of progress on the internship.

Interview
Students desiring an internship will be asked to interview at the host institution, in much the same fashion as a job interview.  Only after the internship interview will the host institution give final approval for the internship to begin, by informing both the professor and the candidate that the intern is an acceptable candidate. Work schedules, expectations for the intern, and project plans should be negotiated at the interview.

Appropriate Work
Interns may be asked to do any archival work of a professional nature.  Typically, this would include such tasks arrangement and description, appraisal (selection), reference work, outreach, administrative analysis, basic conservation, and exhibit preparation.  As a learning experience, institutions are asked to balance the institutional self-interest of inexpensive student labor with the need of the student to be mentored as they undertake professional archival tasks.  Please consult the professor if there is any doubt as to the professional nature of projects proposed.

Institutional Responsibility
The host institution is responsible for appropriate supervision of the intern, including keeping a record of hours worked.  The student's mentor or supervisor will evaluate the student using the Internship Student Evaluation Form, downloadable from the professor’s website, and return it to the professor.  The student will not receive credit for the course until this form is completed.

Attendance Policy: Works hours are established by mutual agreement of the host institution and the student.  Students who in the opinion of their institutional mentor and/or the professor are not regularly attending their internship at agreed upon times will be warned once, then dropped from the course and given the grade of “F” if unexcused absences continue.
Policy on Academic Honesty:  Temple University believes strongly in academic honesty and integrity. Plagiarism and academic cheating are, therefore, prohibited. Essential to intellectual growth is the development of independent thought and a respect for the thoughts of others. The prohibition against plagiarism and cheating is intended to foster this independence and respect. 
Plagiarism is the unacknowledged use of another person's labor, another person's ideas, another person's words, another person's assistance. Normally, all work done for courses -- papers, examinations, homework exercises, laboratory reports, oral presentations -- is expected to be the individual effort of the student presenting the work. Any assistance must be reported to the instructor. If the work has entailed consulting other resources -- journals, books, or other media -- these resources must be cited in a manner appropriate to the course. It is the instructor's responsibility to indicate the appropriate manner of citation. Everything used from other sources -- suggestions for organization of ideas, ideas themselves, or actual language -- must be cited. Failure to cite borrowed material constitutes plagiarism. Undocumented use of materials from the World Wide Web is plagiarism. 
Course Grade consists of the following components, weighted as follows:
1. 80% Successful completion of the internship as documented by the mentor (see Host evaluation form).

2. 20% Successful completion of the student internship evaluation and summary paper.
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