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PREFACE 
 
This is the third edition of the ETRA Field Experience Handbook. This document includes 

policies and procedures pertaining to the field experience for graduate students in the 

Department of Educational Technology, Research and Assessment, College of Education, 

Northern Illinois University.  

Contact Person: Olha Ketsman, Ph.D. ETRA Field Experience Coordinator  
| 815-753-9687 | oketsman@niu.edu 
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VISION AND MISSION 
 

Vision Statement 
The Department of Educational Technology, Research and Assessment, a dynamic and 

collaborative community of scholars, is dedicated to responsible research and reflective practice 

to promote innovative learning environments and improved learning outcomes for all learners. 

Mission Statement  
The primary mission of the department is to advance the development and use of technology, 

research methodology and assessment in a variety of settings to enhance teaching, learning and 

scholarship. 

To achieve this mission, the department: 

1)   Prepares educational professionals in the disciplines of Instructional Technology, 

Quantitative and Qualitative Research Methodology, Assessment Theory and School 

Library Media. 

2)   Provides College of Education students with core knowledge in technology, research 

methodology and assessment. 

3)   Conducts scholarship to further theory and practice, advises professionals in public and 

private sectors, and influences policy decisions with the disciplines. 

The department serves a racially and ethnically diverse population of students, primarily from 

Illinois, but also from other states and the international community. Department graduates serve 

in a variety of leadership roles in research, in public and private elementary and secondary 

schools, post-secondary and higher education, other educational and non-educational agencies 

and settings. In addition, the department offers graduate and undergraduate courses that serve 

exploratory, research and educational functions to a diverse range of students, including those 

from other departments. Instructional Technology has the specific responsibility of developing 

and monitoring certification and entitlement programs for school Library Information Specialists 

and Technology Specialists. 

The department offers the degrees of Master of Science in Education (M.S.Ed.) and Doctor of 

Philosophy (Ph.D.) in Instructional Technology; the Master of Science (M.S.) in Educational 

Research and Evaluation; Certificates of Graduate Study (CGS) in Advanced Quantitative 

Methodology in Education, Qualitative Methods, B.A.S.I.S. — Building Assessment Systems  
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and Intervention Strategies for School Innovation, Children’s Literature and Workplace 

Learning; and preparation for State of Illinois Teacher Certification as a school Library 

Information Specialist and Technology Specialist. 
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FIELD EXPERIENCE  
Overview  

The purpose of the field experiences program is to provide students a career experience and to 

help develop skills appropriate to the work environment. In some cases, students may receive a 

basic introduction, and in other cases, students will receive an in-depth understanding and/or 

working knowledge of a specific employment area in educational technology. Field experiences 

are usually in one of these types of settings: 

1)   K-12 (elementary, middle, junior high or high school). 

2)   Public library, youth services or educational services areas. 

3)   Regional or state offices of education serving school library/media professionals. 

4)   Business and industry particularly performance technology or human performance, 

instructional design and training departments. 

5)   Higher education institutions (i.e., community colleges, private or public universities). 

6)   Other educational organizations, libraries, museums and centers for public information 

and education. 

Many ETRA students have career aspirations and job changes as goals for their degree work at 

NIU. Under the direction of a field supervisor, the field experience program helps you to earn 

credit for engaging in real-life work either full time or part time, and thereby helps you to put 

into practice many of your new skills and understandings. The field experience is very much like 

a real job. You apply, sometimes competing for an opening, and are selected on your merits and 

the site’s needs. Whether it is in educational technology, performance technology, instructional 

design technology development or school library media, the field experience program offers you 

a reality against which to test the knowledge you have gained in graduate study. An internship 

placement offers you the opportunity to observe shadow and be mentored by professionals in 

your chosen area of specialization. 

Note: All students whose internship or practicum experience involves hours in K-12 settings and 

some students in other settings will be required to complete a criminal background check and TB 

test before any internship hours can be approved. The current ETRA Field Experience 

Coordinator is Olha Ketsman, Ph.D. Phone: 815-753-9687, Email: oketsman@niu.edu. 
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Field Experience Registration Process 
In order to register for the field experience, a student must submit a set of internship registration 

forms as one combined PDF file to the ETRA Field Experience Coordinator. After ETRA Field 

Experience Coordinator reviews and approves the registration packet, a student will be notified 

that they can start working on their field experience. Required field experience registration 

packet includes the following forms: 

1.   Registration Checklist and Screening Form. 

2.   Independent Study and Individualized Project Contract Form. 

3.   Federal Selective Service Registration Compliance. 

4.   Field Supervisor Agreement. 

5.   Field Experience Goals. 

All field experience registration forms can be found in the Appendix A of this handbook. Review 

the Overview the Registration Process Flowchart found in the Appendix A to guide you through 

the registration process. 
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TYPES OF FIELD EXPERIENCE  
 
1. Instructional Technology Generalist (K-12 and Business) Field Experience 

 
The information provided here is designed to assist students as they prepare to complete the field 

experience requirement for the general Instructional Technology degree. Below you will find a 

general description of the process and required documentation. 

Frequently Asked Questions 

Do I need a three credit or six credit field experience? 
A three credit (100 hours) practicum/field experience is required as a part of the M.S in 

Instructional Technology degree program. Any student who has a project of sufficient size that 

would warrant a six credit (200 hours) experience may register for six credits rather than the 

minimum. 

Where can I collect field experience hours? 
Field experience hours can be collected in any setting that provides you the opportunity to meet 

your field experience goals/objectives. Some settings may require you to complete a criminal 

background check and TB test. 

What is a field supervisor and what do they need to do? 
For each location you complete hours, you need to have a field supervisor who is willing to 

supervise the experience and to write an evaluation report. Field supervisors must be identified 

before you begin collecting hours at a location and each field supervisor must be documented 

using a Field Supervisor Agreement form, which can be found under the Field Experience 

Registration Forms (Appendix A). Please, refer to the Field Supervisor Qualifications and 

Responsibilities (Appendix B) for more information about who can serve as a field supervisor. 

How do I create my goals? 
Once a fieldwork placement has been secured, a student should work with a fieldwork supervisor 

to create a list of field experience goals/objectives that will be accomplished during the fieldwork 

placement. Both a student and a fieldwork supervisor need to mutually agree upon theses, goals 

and objectives. Field experience goals/objectives need to be described well, with as much detail 

as possible and should be aligned with Association for Educational Communications and 

Technology (AECT) standards. Students should include a variety of goals/objectives to meet 

each technology standard. ETRA field experience coordinator must approve field experience 

goals/objectives before a student can start collecting any field experience hours.  
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How do I document my field experience? 

During field experience, each intern will keep a log documenting all fieldwork activities and 

hours by date. A spreadsheet or a table is a good way to do it. At the end of the semester in 

which a student is registered for the field experience course, students must submit a log as part of 

their Field Experience Portfolio.  

When can I begin working on my field experience hours? 
You can begin working on your hours as soon as you have a set of goals approved by the ETRA 

field experience coordinator and when you secured an appropriate location and a field supervisor 

as documented by a completed Field Supervisor Agreement (Appendix A). Students often need 

more than one academic semester to complete their necessary number of hours and that is not a 

problem at all but you do not have to register for the internship course until the semester in 

which you will COMPLETE the total number of required hours. 

How is my field experience evaluated? 
Internship evaluation procedures include the following: ETRA field supervisor’s visit and field 

experience portfolio. Field experience portfolio should be visible once you enroll in the 

internship course. If this is not the case, contact ETRA Field Experience Coordinator Olha 

Ketsman at 815-753-9687 or, oketsman@niu.edu. Field experience portfolio includes several 

sections. Follow the instructions included in each section to complete your field experience 

portfolio. 

What is the field visit by the ETRA field experience coordinator? 
At least once during your field experience the ETRA field experience coordinator will visit with 

you at one of your field experience locations to evaluate first hand your performance. You must 

work with the ETRA field experience coordinator to schedule the field site visit. 

Which standards should I use to align my field experience goals? 
Students working on the Instructional Technology Generalist Field Experience should align their 

field experience goals with the Association for Educational Communications and Technology 

(AECT) standards if the internship is in the business settings or with the standards of the 

International Society for Technology in Education (ISTE).  
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2. Library Information Specialist Certificate Field Experience 
The information provided here is designed to assist students as they prepare to complete the field 

experience requirement for the LIS Certificate. Below you will find a general description of the 

process and required documentation.  

Frequently Asked Questions 

Do I need a three credit or six credit field experience? 
If you have any current or prior experience in a Library/Media Center setting or in a similar 

position approved by the Field Experience Coordinator you are required to complete a three 

credit (100 hour) field experience. If you have no current or prior experience in a Library or 

Media Center then you must complete a six credit (200 hour) field experience. 

Where can I engage in field experience? 
Regardless of the total number of field experience hours required you must complete at least 1/3 

of your total hours in a K-12 library setting under the supervision of a certified librarian. The 

remainder of your total hours can be completed at any other combination of library settings (K-

12, university, public, etc.). 

What is a field supervisor and what do they need to do? 
For each location you complete hours you need to have a field supervisor who is willing to 

supervise the experience and to write an evaluation report. Field supervisors must be identified 

before you begin collecting hours at a location and each field supervisor must be documented 

using a Field Supervisor Agreement form, which can be found under the Field Experience 

Registration Forms (Appendix A). Please, refer to the Field Supervisor Qualifications and 

Responsibilities (Appendix B) for more information about who can serve as a field supervisor. 

How do I create my goals? 
Once a fieldwork placement has been secured, a student should work with a fieldwork supervisor 

and will create a list of field experience (internship) goals/objectives that will be accomplished 

during the fieldwork placement. Both a student and a fieldwork supervisor need to mutually 

agree upon these goals/objectives. Internship goals/objectives need to be described well, with as 

much detail as possible and should be aligned with standards for the American Association of 

School Librarians (AASL) Students should include a variety of goals/objectives to meet each 

standard. ETRA field experience coordinator must approve internship goals/objectives before a 

student can start collecting any field experience hours. 
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What is the diversity requirement? 
Part of the field experience is the opportunity to work with diverse learners in diverse settings. 

Students must document these experiences for the field experience portfolio. Students should 

document the diversity requirement by showing experiences with all or some of the diversity 

groups such as: ethnical-cultural, socio-economic, English language learners and special needs.  

What is the Content Collaboration Assignment? 
A required component of an LIS field experience is to complete the Content Collaboration 

Assignment. This assignment provides the field experience students the opportunity to develop 

and implement an information literacy lesson. For more information and requirements about this 

assignment, refer to the Content Collaboration Assignment (Appendix D) in this handbook. 

How do I document my field experience? 
During field experience, each intern will keep a log documenting all fieldwork activities and 

hours by date. A spreadsheet or a table is a good way to do it. At the end of the semester in 

which a student is registered for the field experience course, students must submit a log as part of 

their Field Experience Portfolio. 

When can I begin working on my field experience hours? 
You can begin working on your hours as soon as you have a set of goals approved by the ETRA 

field experience coordinator and when you secured an appropriate location and field supervisor 

as documented by a completed Field Supervisor Agreement (Appendix A). Students often need 

more than one academic semester to complete their necessary number of hours and that is not a 

problem at all but you do not register for the internship course until the semester in which you 

will COMPLETE the total number of required hours. 

How is my field experience evaluated? 
Internship evaluation procedures include the following: ETRA field supervisor’s visit, and field 

experience portfolio. In addition, students pursuing Library Information Specialist Certificate 

will submit the Content Collaboration Assignment (Appendix D). Field experience portfolio 

should be visible once you enroll in the internship course. If this is not the case, contact the 

ETRA Field Experience Coordinator Olha Ketsman at 815-753-9687 or oketsman@niu.edu. 

Field experience portfolio includes several sections. Follow the instructions included in each 

section to complete your field experience portfolio. 
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What is the field visit by the ETRA field experience coordinator? 
At least once during your field experience the ETRA field experience coordinator will visit with 

you at one of your field experience locations to evaluate first hand your performance. You must 

work with the ETRA field experience coordinator to schedule the field site visit. 

Which standards should I use to align my field experience goals? 
Students working on the Library Information Specialist Field Experience should align their field 

experience goals with the standards for the American Association of School Librarians (AASL). 

  



 

13 | Field Experience Handbook                   Back to Table of Contents             Department of ETRA         

Informationà Overview Registration Supervisor Responsibilities Registration Forms Evaluation Reflection 

Types of Experienceà  Generalist Library Specialist Tech. Specialist Initial Certification 

3. Technology Specialist Certificate Field Experience 
The information provided here is designed to assist students as they prepare to complete the field 

experience requirement for the Technology Specialist Certificate. Below you will find a general 

description of the process and required documentation. 

Frequently Asked Questions 

Do I need a three credit or six credit hour field experience? 
If you have any current or prior experience as a technology teacher, technology coordinator, or 

similar position approved by the Field Experience Coordinator you are required to complete a 

three credit hour (100 hour) field experience. If you have no current or prior experience then you 

must complete a six credit hour (200 hour) field experience. If you are unsure if your prior 

experience is acceptable, please contact the ETRA field experience coordinator. 

Where can I engage in field experience hours? 
Regardless of the total number of field experience hours required you must complete at least 1/2 

of your total hours in a K-12 setting under the supervision of a certified technology specialist. 

The remainder of your total hours can be completed at any other combination of technology 

settings (K-12, university, public etc.). 

What is a field supervisor and what do they need to do? 
For each location, you complete hours you need to have a field supervisor who is willing to 

supervise the field experience and write an evaluation report. Field supervisors must be identified 

before you begin collecting hours at a location and each field supervisor must be documented 

using a Field Supervisor Agreement form, which can be found under the Field Experience 

Registration Forms (Appendix A). Please, refer to Field Supervisor Qualifications and 

Responsibilities (Appendix B) for more details. 

How do I create my goals? 
Once a fieldwork placement has been secured, a student should work with a fieldwork supervisor 

and will create a list of field experience (internship) goals/objectives that will be accomplished 

during fieldwork placement. Both a student and a fieldwork supervisor need to mutually agree 

upon internship goals/objectives. These goals/objectives need to be described well, with as much 

detail as possible and should be aligned with the Standards for the International Society for 

Technology in Education (ISTE). Students should include a variety of goals/objectives to meet 

each standard. Note: AECT standards may be used when an internship placement is in business 
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or industry. ETRA field experience coordinator must approve internship goals/objectives before 

a student can start collecting any internship hours. 

What is the diversity requirement? 
Part of the field experience is the opportunity to work with diverse learners in diverse settings. 

Field experience students must document these experiences for the field experience portfolio. 

Students should document the diversity requirement by showing experiences with all or some of 

the diversity groups such as: ethnical-cultural, socio-economic, English language learners and 

special needs. 

How do I document my internship experience? 
During field experience, each intern will keep a log documenting all fieldwork activities and 

hours by date. A spreadsheet or a table is a good way to do it. At the end of the semester in 

which a student is registered for the field experience course, students must submit a log as part of 

their Field Experience Portfolio. 

When can I begin working in my field experience? 
You can begin working on your hours as soon as you have a set of goals approved by the ETRA 

field experience coordinator and when you secured an appropriate location and field supervisor 

as documented by a completed Field Supervisor Agreement (Appendix A). Students often need 

more than one academic semester to complete their necessary number of hours and that is not a 

problem at all but you do not register for the internship course until the semester in which you 

will COMPLETE the total number of required hours. 

How is my internship experience evaluated? 
Internship evaluation procedures include the following: ETRA field supervisor’s visit and field 

experience portfolio. Field experience portfolio should be visible in your course once you enroll 

in the internship course. If this is not the case, contact the ETRA Field Experience Coordinator 

Olha Ketsman at 815-753-9687 or oketsman@niu.edu. Field experience portfolio includes 

several sections. Follow the instructions included in each section to complete your field 

experience portfolio. 

Which standards should I use to align my field experience goals? 
Students working on the Technology Specialist Field Experience should align their field 

experience goals with the standards for the International Society for Technology in Education 

(ISTE).  
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What is the field visit by the ETRA field experience coordinator? 
At least once, during your field experience the ETRA internship coordinator will visit with you 

at one of your field experience locations to evaluate first hand your performance. You must work 

with the ETRA field experience coordinator to schedule the field site visit.  
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4. Initial Certification Field Experience 
Students who are seeking their Initial Professional Educators Licensure in conjunction with 

either the Library Information Specialist or Technology Specialist entitlement must complete an 

additional 100 hour (three credit hour) field experience. This field experience should be 

completed prior to the TS or LIS Certificate field experience. The purpose of this field 

experience is to allow students without prior experiences in K-12 environment to observe and 

become familiar with this setting. Students needing to complete an Initial Licensure Field 

Experience should contact the Field Experience Coordinator for more information. 
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FIELD EXPERIENCE EVALUATION  
 
Field experience will be evaluated based on the following: ETRA field supervisor’s visit field 

experience portfolio, and if a student is working on the LIS internship, they will submit Content 

Collaboration Assignment (Appendix D) in addition to the before mentioned requirements. 

ETRA field coordniator’s visit will be scheduled with you once you start your internship. Field 

experience portfolio will be available once students enroll in the internship course. Field 

experience portfolio is due at the end of the semester in which a student is enrolled. Specific 

dates will be communicated to students once the semester for which they are enrolled begins. 

Field experience portfolio includes the following required elements: 

1.   Field Experience Location (for K-12 settings only) 
In this section students will describe settings and demographics of the field placement where 

they conducted their internship experiences. It is suggested that students use Illinois Interactive 

Report Card to access this information. In addition, students are required to document 

experience with diverse populations that they encountered during their internship work. 

Students should document the diversity requirement by showing experiences with all or some of 

the diversity groups such as: ethnical-cultural, socio-economic, English language learners and 

special needs. This is an example of how you can document your diversity experience during 

your internship: 

Date Type of 
Diversity 

Activities 

January 26 Special needs, 
ethnic, English 
language learners.  

Planned and taught a lesson to a second 
grade class which included special needs 
students and those of ethnic diversity. Also 
helped a special needs student find an 
Accelerated Reader book and use the 
computer to take an AR test. 

 

2.   Purpose  
Students will submit their initially approved internship goals aligned with appropriate standards.  

3.   Journal or log 
 While conducting their field experience, students will keep a log of hours and activities that they 

conducted. Please, see below the suggested format of journal/log. 
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4.   Artifacts 
Students are required to include two to three items that they created during internship and that 

will serve as evidence of completion of their internship goals. Depending on the internship goals, 

some possible artifacts can include a website or a mobile app that an intern developed, a video 

tutorial, curriculum implementation guide, instructional design plan, technology-enhanced 

instructional materials, etc. Each artifact must be submitted through Field Experience Portfolio. 

In addition to submitting artifacts, students must add a description of each artifact including 

context, appropriate standards (AASL, AECT or ISTE depending on student’s internship) that 

the artifact represents, and a short reflection about the construction or use of the artifacts that will 

include comments about how these artifacts and activities contribute to student learning.  

5.   Reflection of Field Experience. 
Students will write a reflection of their field experience that will demonstrate the depth of their 

learning, evidence of understanding and integration of ideas. Students should support their 

perspectives with examples from their internship experience. Refer to Appendix E for guidelines 

on writing a field experience reflection.  

6.   Field Experience Supervisor Evaluation.  
Students’ field experience supervisor will write an evaluation upon completion of the field 

experience. This evaluation should be completed no later than the last week of the semester. The 

exact date will be communicated each semester by ETRA field experience coordinator. This 

evaluation should be written on official letterhead and should be signed. The field supervisor will 

discuss how well the intern has achieved internship goals, professional and personal strengths 

Activity Description/Purpose Date Number of 
Hours 

1.Created video 
tutorials 

Briefly describe this 
activity and its 
purpose. 

09/10/2020-
09/25/2020 

20 hours 

2. Created 
Student Apple 
IDs in 
preparation for 
1:1 iPad 
initiative 

Briefly describe this 
activity and its 
purpose 

09/26/2020-
10/15/2020 

10 hours 

Total number of hours completed:                          Total number of hours 
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that the intern demonstrated, any concerns for the intern’s continued professional work, etc. 

Please, refer to Appendix C for the Field Supervisor Evaluation Guide. 

Please, note that students working on Library Information Specialist Field Experience will 

also submit Content Collaboration Assignment. Please, refer to Appendix D for more 

information regarding this assignment.



 

 

APPENDIX 
 

Appendix A. The Field Experience Registration Forms 
 
Appendix A includes an Overview of the Registration Process Flowchart and five required field 

experience registration forms. Students must submit all five listed registration forms as one 

combined pdf to the ETRA field experience coordinator before they can start internship 

experience.  

•    Overview of the Registration Process Flowchart. 

•    Registration Checklist and Screening Form. 

•    Independent Study and Individualized Project Contract Form. 

•    Federal Selective-Service Registration Compliance. 

•    Field Supervisor Agreement. 

•    Internship goals. 
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Appendix B. Field Supervisor Qualifications and Responsibilities 
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Appendix C. Field Supervisor Evaluation 
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Appendix D. Content Collaboration Assignment  

(For LIS internships only) 
Information Literacy/Content Curriculum Collaboration Assignment 

 
This assignment includes the lesson activity, itself, and a paper detailing and reflecting on that 
collaborative endeavor. 
 
A. Information Literacy/Content Curriculum Lesson 
 
In collaboration with a classroom teacher: identify, develop, teach, and evaluate an information 
literacy lesson, which will support selected curriculum content in that teacher's class. Seek to use 
a variety of media — print, non-print and electronic — appropriate to the selected information 
literacy/content curriculum lesson. Oral lesson can be from ½-hour to a unit stretching over several 
days. **Oral portion of lesson is to be observed and evaluated by the site supervisor. They are then 
to share their comments with the ETRA Field Experience Coordinator. 
B. Information Literacy/Content Curriculum Collaboration Paper 
 
 1 Identify the age/grade level and content area for which you developed the lesson plan; i.e., 

an 8th grade literature class, a 10th grade science class, etc. 
 2 Name what particular area(s) of information literacy you collaborated on; i.e. internet 

searching strategies for science careers, blogging about the war in Afghanistan, etc. 
 3 State at least one of AASL's four "Standards for the 21st-Century Learner" (2007) or one 

of the nine AASL "Information Literacy Standards for Student Learning" found 
in Information Power (1998) which supports this collaborative effort. 

 4 List goals and objectives created and used for the collaborative project. 
 5 Write up an explanation of how the lesson was taught: instructional strategies, media used, 

etc.  
 6 Write up an explanation of how the lesson was evaluated. 
 7 Attach copies or URLs of all lesson materials (PPT slides, web pages, wikis or 

blogs, handouts, worksheets, etc.). 
 8 Include resources used for this lesson (references and/or bibliography). 
 9 Reflect on the collaborative process. 
 
This paper has no proscribed length; however, it is expected that the candidate will sufficiently 
cover all requirements. Written portion is to be turned in to the ETRA Field Experience 
Coordinator.  
 
**This assignment can be used in your masters' portfolio as an example of an Instructional 
Design artifact. Given that, you may wish to use an ID model (for example the ASSURE model) 
as part of this assignment. The following AASL Standards are met with this assignment: 2.1, 2.2, 
2.3, 3.2, 3.3, 4.1, and 4.3. 
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Appendix E. Field Experience Reflection 
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