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LOYOLA UNIVERSITY CHICAGO 
SCHOOL OF EDUCATION 

 

Internship in Higher Education 
ELPS 527 – Fall 2018  

Select Thursdays 7:00 PM – 9:30 PM 
Water Tower Campus, Corboy Law Center - Room 205 

 

Instructor: Demetri L. Morgan, Ph.D. 

Email: dmorgan6@luc.edu  

Office Location: Lewis Towers (111 E. Pearson St.) – 1140 

Office Hours: Tuesdays 1:00 PM – 3:00 PM or by appointment: 

https://dmorgan6.youcanbook.me/ 

 

Teaching Assistant: Norma López 

Email: nlopez12@luc.edu  

Office Location: Lewis Towers, 1018A 

Office Hours: Tuesday 12:00 PM – 1:00 PM and by appointment 

 

COURSE DESCRIPTION 
The purpose of the Internship in Higher Education course is to encourage the professional 
growth and development of students. Pairing hands-on experiences in an internship site 
and traditional classroom-based learning environments helps students integrate 
theoretical and research coursework with the practice of higher education administration. 
Furthermore, through the use of learning activities and discussion with other learners the 
course is designed to allow for extensive and intensive opportunities to reflect on your own 
development as people, educators, and professionals. The course will consistently engage 
three “thematic horizontals” or critical concepts in higher education that will cut across 
each of the class sessions and each of the learning outcomes. The thematic horizontals 
include: 
 

• Technology: How are technological changes influencing students and how student 
affairs educators do their work? 
 

• Life-Long Learning: How do I create the skills, habits, and strategies to continue to 
learn and grow as an educator? 

 

• Managing Conflict: How do I manage conflict (“up, down, and sideways”) and how 
can I leverage conflict for good? 

 
As you work through your internship, engage the course readings, and participate in class, 
we encourage you to think about these big questions.  
 

mailto:dmorgan6@luc.edu
https://dmorgan6.youcanbook.me/
mailto:nlopez12@luc.edu
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LEARNING OUTCOMES 
Building on the course horizontals, this course is organized around the Higher Education 
Program’s Learning Outcomes and key questions that frame each class session:   

• Reflective Leadership—what type of leader are you and how can you empower 
and lead others to promote a just and ethical society?  

 

• Commitment to Social Justice—how can we demonstrate our knowledge of and 
respect for diverse perspectives, cultures, lifestyles, and ways of knowing?  

 

• Analytical Inquiry—how do we cultivate curiosity and a posture of openness about 
ourselves, the students we work with, our colleagues, and the campus environments 
in which we work? 

 

• Research and Assessment—how can we use theoretical and empirical research to 
address and solve administrative and instructional problems in colleges and 
universities?  

 

• Communication Skills—how do you prioritize and strategically share information, 
both in written and verbal communication formats?  

  

POLICIES 

School of Education Conceptual Framework: Social Action through Education 
The School of Education at Loyola espouses a guiding framework that is the “foundation to 
the School of Education Conceptual Framework Standards”. You can read more about the 
framework here: http://www.luc.edu/education/mission/. Given this course’s emphasis 
on understanding social justice in higher education through critically exploring the 
connection between theories, research, and professional practice, course promotes and 
coincides with the SOE’s conceptual framework particularly as it pertains to helping 
Candidates apply culturally responsive practices that engage diverse communities 
(CFS2).  
 
Professional Dispositions 

As a student in and soon to be graduate of the School of Education, you are expected to 
demonstrate growth on certain professional dispositions in each course and over your time 
in the School. These professional dispositions include Professionalism, Inquiry, and 
Social Justice. These dispositions coincide with the learning outcomes of the course and 
are assessed using a rubric located as an addendum to this syllabus and on LiveText*. 
Specifically, this course takes up issues of professionalism and inquiry through course 
topics and discussions about how to operate as a stakeholder in higher 

education environments. You are expected to monitor your dispositional growth 
throughout the semester and eventually assess your growth towards the end of the 
semester. Disposition data is reviewed by program faculty on a regular basis. This allows 

http://www.luc.edu/education/mission/
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faculty to work with students to develop throughout their program and address any issues 
as they arise. A description of how we use disposition data in the SOE is included in the SOE 
syllabus addendum. 
 

*LiveText: All students, except those who are non-degree, must have access to 
LiveText to complete the benchmark assessments aligned to the Conceptual 
Framework Standards and all other accreditation, school-wide and/or program-
wide related assessments. You can access more information on LiveText here: 
(http://www.luc.edu/education/admission/tuition/coursemanagement-fee/). 

 
IDEA Objectives for This Course 
Each course you take in the School of Education is evaluated through the IDEA Campus 
Labs system. We ask that when you receive an email alerting you that the evaluation is 
available that you promptly complete it. To learn more about IDEA or to access the website 
directly to complete your course evaluation go to: http://luc.edu/idea/  and click on 
STUDENT IDEA LOGIN on the left hand side of the page.  The related objectives for this 
course are: 

• Developing specific skills, competencies, and points of view needed by professionals 
in the field most closely related to this course ESSENTIAL   
 

• Learning to apply knowledge and skills to benefit others or serve the public good 
ESSENTIAL  

 
• Developing skill in expressing oneself orally or in writing ESSENTIAL  

 
• Acquiring skills in working with others as a member of a team IMPORTANT   

 
• Developing knowledge and understanding of diverse perspectives, global 

awareness, or other cultures IMPORTANT  
 
Email/Sakai 
Email will be the primary means of communication between you and I and your classmates 
outside of class time. Please be prompt in responding to emails – no more than 48 hours 
should lapse before emails are returned or acknowledged. Also, the Sakai site for this 
course will be used extensively. If you are unfamiliar/uncomfortable with course 
management software like Sakai please peruse the following website to help acquaint 
yourself: http://www.luc.edu/itrs/sakai/sakai-student-tutorials.shtml  
 
Cell Phones / Technology 
It is my expectation and initial assumption that if you are using a cell phone, laptop, or 
other tech device that you are doing so in the service of helping you engage more fully in 
the class. That being said, if these devices become a distraction and begin to detract from 
the learning environment, this policy may be revised.  
 
Writing Expectations/APA Style 

http://luc.edu/idea/
http://www.luc.edu/itrs/sakai/sakai-student-tutorials.shtml
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The ability to write effectively and efficiently is a key skill that graduates of graduate 
programs should develop. As such, I hope that you hone your ability to write in different 
styles and to different audiences while in this program. For this course, the expectation is 
that most* papers (are): 

• Typed 
• Submitted in APA 6th Edition Format for in-text citations and reference section 
• Use 12-point Times New Roman Font 
• Double-spaced 
• Have one-inch margins  

If you think you may need assistance with your writing or wish to consult someone about 
your papers before you turn them in for grading please visit:  
http://www.luc.edu/writing/). 
 
When uploading assignments to Sakai – please use the following Naming Convention: 
“TitleofAssignement_LastNameFirstName” 
 
Syllabus Addendum 
The information below can also be found here: www.luc.edu/education/syllabus-
addendum/. Information found on the link supersedes the information below as it may be 
updated or changed during the course of the semester. However, I include the information 
below so that you have access to the spirit of this important information without the use of 
a computer. 
 
Academic Honesty  
Academic honesty is an expression of interpersonal justice, responsibility and care, 
applicable to Loyola University faculty, students, and staff, which demands that the pursuit 
of knowledge in the university community be carried out with sincerity and integrity. 
The School of Education’s Policy on Academic Integrity 
(http://www.luc.edu/education/resources/academic-policies/academic-integrity/)  
Additional Academic Policies and Procedures 
(http://www.luc.edu/education/resources/academic-policies/)  
 
Accessibility  
Students who have disabilities which they believe entitle them to accommodations under 
the Americans with Disabilities Act should register with the Services for Students with 
Disabilities (SSWD) office. To request accommodations, students must schedule an 
appointment with an SSWD coordinator. Students should contact SSWD at least four weeks 
before their first semester or term at Loyola.  Returning students should schedule an 
appointment within the first two weeks of the semester or term. The University policy on 
accommodations and participation in courses is available at the Services for Students with 
Disabilities web site (http://www.luc.edu/sswd/index.shtml). 
 
EthicsLine Reporting Hotline  
Loyola University Chicago has implemented EthicsLine Reporting Hotline, through a third 
party internet & telephone hotline provider, to provide you with an automated and 

http://www.luc.edu/writing/
http://www.luc.edu/education/syllabus-addendum/
http://www.luc.edu/education/syllabus-addendum/
http://www.luc.edu/education/resources/academic-policies/academic-integrity/
http://www.luc.edu/education/resources/academic-policies/
http://www.luc.edu/sswd/index.shtml
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anonymous way to report activities that may involve misconduct or violations of Loyola 
University policy. You may file an anonymous report on-line or by dialing 855-603-6988. 
(within the United States, Guam, and Puerto Rico) 
 
The University is committed to the highest ethical and professional standards of conduct as 
an integral part of its mission of expanding knowledge in the service of humanity through 
learning, justice and faith. To achieve this goal, the University relies on each community 
member's ethical behavior, honesty, integrity and good judgment. Each community 
member should demonstrate respect for the rights of others. EthicsLine Reporting Hotline 
(https://secure.ethicspoint.com/domain/media/en/gui/34712/index.html)  
 
Electronic Communication Policies and Guidelines  
The School of Education faculty, students and staff respect each other’s rights, privacy and 
access to electronic resources, services, and communications while in the pursuit of 
academic and professional growth, networking and research. All members of the university 
community are expected to demonstrate the highest standards of integrity, communication, 
and responsibility while accessing and utilizing technology, information resources, and 
computing facilities. 

• School of Education Cyberbullying Policy (PDF) 
(http://www.luc.edu/media/lucedu/education/pdfs/SOE_Cyberbullying_Policy.pdf
)  

• School of Education Netiquette Guidelines (PDF) 
(http://www.luc.edu/media/lucedu/education/pdfs/SOE_Netiquette_Guidelines.pd
f)  

• University Policies and Guidelines 
(http://www.luc.edu/its/itspoliciesguidelines/index.shtml)  

 
Basic Needs & Security 
Any student who faces challenges securing their food or housing and believes this may 
affect their performance in the course is urged to contact the Dean of Students CARE Team 
for support 
(https://www.luc.edu/dos/services/coordinatedassistanceresourceeducationcare/). 
Furthermore, please notify me if you are comfortable in doing so. This will enable me to 
provide any resources that I am aware of. 
 

READING MATERIALS 
You are expected to complete all of the assigned reading before class each week. Please take 
notes or highlight meaningful passages and come to class with questions and reflections that 
you can contribute to the class discussion.  
 
Required Texts 

• Ardoin, S. (2014). The strategic guide to shaping your student affairs career. Sterling, 
VA: Stylus Publishing, LLC. 

 
Recommended Texts 

https://secure.ethicspoint.com/domain/media/en/gui/34712/index.html
http://www.luc.edu/media/lucedu/education/pdfs/SOE_Cyberbullying_Policy.pdf
http://www.luc.edu/media/lucedu/education/pdfs/SOE_Cyberbullying_Policy.pdf
http://www.luc.edu/media/lucedu/education/pdfs/SOE_Netiquette_Guidelines.pdf
http://www.luc.edu/media/lucedu/education/pdfs/SOE_Netiquette_Guidelines.pdf
http://www.luc.edu/its/itspoliciesguidelines/index.shtml
https://www.luc.edu/dos/services/coordinatedassistanceresourceeducationcare/
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• American Psychological Association. (2010). Publication manual of the American 
Psychological Association (6th ed.). Washington, DC: Author.  

 
Additional Readings 
Additional readings in the form of book chapters, articles, etc., will be posted on Sakai in 
corresponding weeks. You are not expected to print these readings for each class but you 
are expected to read them and take notes. 
 

COURSE ESSENTIALS & EXPECTATIONS 
 

Classroom Engagement 
Engagement in class is defined as having completed the readings and coming to class 
prepared with notes, questions, and reflections that will contribute to a vibrant class 
dialogue. Engagement in class is being aware of the quality, quantity, and appropriateness 
of your contributions and pushing yourself to strike a fitting balance. Engagement is also 
actively listening to your peers, managing your emotions, and practicing self-care before, 
during, and after class sessions. This is no easy task and something we will work towards 
every class session as a learning community. The important takeaway is that you give your 
best effort every class and improve your engagement level every class.  
 
Attendance 
Class attendance is essential to your learning and development, so you are expected to 
attend and be on-time to every class session this semester. If you know you have to miss 
class, please let me know with as much advance notice as possible. This class observes 
university defined holidays but there may be days that are significant to your religion or 
faith practice that are not observed university-wide. Please make us aware of those days 
and we will work with you to accommodate your needs. 
 
Late Assignments 
All assignments should be submitted on announced dates by the announced time. Late 
assignments will not be accepted unless arrangements have been made with us.  
 

COURSE ASSIGNMENTS 
 
Professional Development Contract  

You are unable to participate in internship without a signed contract from your supervisor 
and from us.  The contract identifies specific and realistic learning goals for the internship 
as well as an agreement about how you will be evaluated at the end of the internship.  
Although the contract is signed; if you need to make changes, please obtain the approval of 
me and your site supervisor.  A final, signed copy is due via the Google Link August 31, 
2018 by 5:00 PM.  
  

 

 

https://docs.google.com/forms/d/e/1FAIpQLScxVg5ne41EFSYHLVHOsVpXtdymRyU_u23p5zmoZcyvk2NXkQ/viewform?usp=sf_link
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On Campus Presentation / Site Introductions 

Often as you progress as a candidate for a job, once you are invited to do an on-campus 
interview you are given a generic prompt and asked to prepare an educational 
presentation. To execute this assignment, you will be tasked with first asking your 
supervisor to provide you a short “on-campus interview prompt” that they would give to 
someone interviewing for a position with their unit. Then, you will create a presentation 
that responds to the prompt and highlights your internship site and institution.  
Presentation should be no longer than 15 minutes, followed by a question and answer 
session lasting between 5-10 minutes. Students will sign up for presentations slots during 
the first class.  
  

Reflection Piece  
Please reflect on your internship experience, what you are learning and insights you are 
gaining about the institution, its students, the unit, the professional staff with which you 
work, but more importantly your own professional growth and development.   

• Written reflection (4 minimum to 5 pages maximum)  
• Photo elicitation (3 photos and 1000 words minimum to 5 photos and 1250 words 

maximum)  
• Online (audio or video) Presentation on Forum or Voice Thread (10 minimum to 15 

minutes maximum)  
Consider the following guiding questions in your response. However, you are not required 

to answer all of these: 

• What have you learned most about yourself? 

• How do students and staff shape the experience you are having? 

• What perspective does this position provide you (e.g. student, faculty, and staff)?  

• In what ways have you been surprised by what has challenged you or given you 

satisfaction? 

• How does this internship fit in your career exploration or short-and-long term 

goals? 

 

The reflection piece should be submitted via Sakai by 5:00 PM on October 12, 2018.   
  
Resume, Cover Letter and Interview  
On November 29, 2018, you will participate in a Mock Interview Fair in Regents Hal, 16th 
floor of Lewis Towers on the Water Tower Campus.  Doctoral students from Loyola Higher 
Education program will conduct interviews and provide feedback on students’ resumes and 
cover letters.  
 
You will select two job announcements of your choice (see the ‘Job Announcement Website’ 
Folder in the Resources tab) and will be required to develop a resume and cover letter 
tailored to each specific job.  The two job postings should be positions for which you would 
be qualified once you complete your degree.  
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Your resume and cover letter should be well written and free of grammatical errors as well 
as reflect the specific requirements of the position and the culture of the institution.  
   

Receiving and integrating feedback on your job search materials is a critical component to 
any position search. To help begin this process, this assignment includes several 
requirements in the lead up to the interview fair:  
  

1. Submit an electronic copy of your cover letter, resume and job posting for one of 
your positions to Sakai.  This should be submitted no later than 5:00 PM on 
September 23, 2018 and should be in a word document format.   
 

2. You will be assigned a peer and be tasked with reviewing their resume and cover 
letter. You will send your feedback to Sakai no later than 5:00 PM on October 12, 
2018.  Feedback should be provided via track changes and/or utilizing the 
comments function in Word.   

 

3. After reviewing feedback and making changes, submit your final copies of your 
resume, cover letter and job posting.  These should be submitted in two .pdf files, 
with each file containing the job posting, cover letter specific to that job, and your 
resume.  Please label the file with your first initial, last name, and name of school 
from the job posting (e.g., DMorgan_UniversityofFlorida, 
DMorgan_IndianaUniversity).  These should be submitted to Sakai in the folder 
titled ‘Resume, Cover Letter, Job Postings’ no later than 5:00 PM on November 2, 
2018.  

  

Site Visit & Internship Evaluation Memo  
One of us will make a site visit to your institution near mid-semester to meet with you and 
your site supervisor to discuss the progress of your internship. In addition, prior to the end 
of the term, both you and your site supervisor will complete an evaluation of your 
performance.  The “Student Self Evaluation link” can be found on Sakai.   
 
Please offer a candid assessment of your performance, to date, according to the criteria 
outlined on evaluation.  You and your site supervisor will meet at the end of your 
internship to compare and contrast the evaluations.  You will write a 1-page memo 
summarizing the conversation and areas for improvement. The memo should be signed by 
you and your supervisor’s and submitted to Sakai by 5:00 PM on December 5, 2018.  Once 
I have received these documents and reviewed them I will allot the 5 points for this 
assignment.  
  
Learning Outcomes Presentation  
During the last class session, you will present how you achieved your learning outcomes.  
Each presentation should be no more than 10 minutes in length and should include the 
following:  

1) Name of Institution and functional administrative unit  
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2) Defined learning outcomes for the internship experience as well as any additional 
learning outcomes agreed upon with your supervisor during the course of the 
internship  

3) Two specific examples of how the learning outcomes were achieved, or an 
explanation of why the learning outcomes were not achieved  

4) Two specific examples of how you integrated class readings, and theory or saw 
examples of theories you have studied in the program being integrated into practice.  

  

You are expected to create a PowerPoint/Prezi presentation and must submit the 
presentation via Sakai Forum or Voice Thread and under Assignments by 5:00 PM on 
December 7.    
  

Assignment Points 

• On Campus Presentation / Site Introductions: 15 

• Reflection Piece: 15 

• Resume, Cover Letter Peer Critique: 10 

• Internship Evaluation Memo: 30 

• Learning Outcomes Presentation: 30 

Total: 100 Points 

 

*A note about grades: An “A” denotes the combination of the extraordinary and on time 

completion of submitted assignments, demonstrated engagement during class sessions, 

and evidence of growth and development on the stated learning outcomes. High-quality, 

professional, reflective and timely work/engagement in class is expected and will merit 

grades in the “B” range. This is done to reward students who choose to go above and 

beyond our and their expectations on course assignments. Since this class is highly driven 

by your effort and organization you will have numerous opportunities to evaluate yourself 

and dialogue with us about the grades you receive. 

 

Course Outline & Weekly Readings 
Date Topic Readings 

Session 1: 
August 30 

Introductions & Reflective 

Leadership 

 

Key Questions: 

• How can we effectively build a 

learning community that is 

challenging and supportive as 

we work on our professional 

development? 

• Ardoin (2014) Chapters 2 & 3 

• 2018 NMC Horizon Report 

(link) 

• Apple, M.W. (1971). The hidden 

curriculum and the nature of 

conflict. Interchange 2(4), 27-

40. 

• Heifetz, R. A., & Linsky, M. 

(2002).  Leadership on the line: 

Staying alive through the 

dangers of leading. Boston, MA: 

https://library.educause.edu/resources/2018/8/2018-nmc-horizon-report
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• What do technology, life-long 

learning, and managing 

conflict mean to you? 

• What does it mean to be a 

reflective leader? 

 

Harvard Business School Press. 

(Chapter 10, What is on the 

line, pp. 207-223) 

Session 2: 
September 
20 

Communication & Analytical 

Inquiry 

 

Key Questions: 

• How are curiosity and 

communication linked? 

• Why is honing your 

communication style before 

you have subordinates 

important? 

• How can understanding 

generational differences help 

you communicate well in the 

workplace? 

• Ardoin (2014) Chapter 4 

• Berger, W. (2015). Why curious 

people are destined for the C-

suite. Harvard Business Review. 

Retrieved from: 

https://hbr.org/2015/09/why-

curious-people-are-destined-

for-the-c-suite  

• de Vries, R. E., Bakker-Pieper, 

A., & Oostenveld, W. (2010). 

Leadership = communication? 

The relations of leaders’ 

communication styles with 

leadership styles, knowledge 

sharing and leadership 

outcomes. Journal of Business 

and Psychology, 25(3), 367–

380. 

• Kapoor, C., & Solomon, N. 

(2011). Understanding and 

managing generational 

differences in the workplace. 

Worldwide Hospitality and 

Tourism Themes, 3(4), 308–

318. 

Session 3: 
October 
18 

Research & Assessment 

 

Key Questions: 

• Why are research and 

assessment skills important 

for entry-level professionals? 

• What is the difference 

between a personal approach 

to assessment and a 

unit/department approach? 

• Ardoin (2014) Chapter 5 

• Bresciani, M. J. (2010). 

Understanding barriers to 

student affairs professionals’ 

engagement in outcomes-based 

assessment of student learning 

and development. Journal of 

Student Affairs, XIX, 81–89. 

• Shutt, M. D., Garrett, J. M., 

Lynch, J. W., & Dean, L. A. 

(2012). An assessment model 

https://hbr.org/2015/09/why-curious-people-are-destined-for-the-c-suite
https://hbr.org/2015/09/why-curious-people-are-destined-for-the-c-suite
https://hbr.org/2015/09/why-curious-people-are-destined-for-the-c-suite
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• What are parallels between 

conducting research for the 

job hunt and finding research 

to improve your practice? 

as best practice in student 

affairs. Journal of Student 

Affairs Research and Practice, 

49(1), 65–82. 

• Zilvinskis, J., Willis, J., & Borden, 

V. M. H. (2017). An overview of 

learning analytics. New 

Directions for Higher Education, 

2017(179), 9–17. 

• Video: Student Affairs Live. 

(2017). Using CAS standards to 

improve student affairs 

practice. Retrieved from 

http://higheredlive.com/using-

cas-standards-to-improve-

student-affairs-practice/ 

Session 4: 
November 
8 

Commitment to Social Justice 

 

Key Questions 

• How do you define social 

justice? 

• How do you sustain hope 

despite difficulties in attaining 

social justice? 

• In what ways do conflict and 

leadership intersect with the 

pursuit of a social justice 

mission? 

• McCormick, P. (2003). Whose 

justice? An examination of nine 

models of justice. Social 

Thought, 22(3), 7-25. 

• Preskill, S. & Brookfield, S.D. 

(2009). Learning as a way of 

leading: Lessons from the 

struggle for social justice. San 

Francisco, CA: Jossey-Bass. 

(Chapter 9. Learning to sustain 

hope in the face of struggle, pp. 

171-190) 

• Brennan, J., & Naidoo, R. 

(2008). Higher education and 

the achievement (and/or 

prevention) of equity and social 

justice. Higher Education, 56(3), 

287-302. 

Session 5: 
November 
29 

Identifying and Making Ethical 

Decisions  

 

Key Questions 

• What ethical situations have 

you encountered and how did 

you identify them?  

• Casteen, L., Gibson, E. & 

Lampkin, P. (2007). Fostering 

moral reflection and perception 

in college. Journal of College 

and Character, 9(1), 1-8. 

• Humphrey, E., Janosik, S. M., & 

Creamer, D. G. (2004). The role 

of principles, character, and 
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• What role should a university 

and its staff play in cultivating 

ethics in its student body? 

• How do you define ethics and 

how do rules and policy 

interact with your definition? 

professional values in ethical 

decision-making. NASPA 

Journal, 41(3), 675-692. 

• Janosik, S. M., Creamer, D. G., & 

Humphry, E. (2004). An 

analysis of ethical problems 

facing student affairs 

administrators. NASPA Journal, 

41(2), 356-374. 

• Reybold, L., Halx, M. & Jimenez, 

A. (2008). Professional 

integrity in higher education: A 

study of administrative staff 

ethics in student affairs. Journal 

of College Student Development, 

49(2),110 -124. 

Session 6: 
December 
6 

Next Steps 

 

Key Questions: 

• What strategies do you need 

to develop to be a life-ling 

learner? 

• How can you improve your 

higher education network? 

• What are the critical 

takeaways from this course? 

• Ardoin (2014) Chapters 7 & 8 

 


