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EFOP 2052: MEd Internship in Higher Education

Fall 2025 | 5405 Posvar Hall

In-Person Classes on the following Tuesdays:
Aug. 26, Oct. 7, Oct. 28, Nov. 18, and Dec. 9 from 5:00-7:40pm

Revised Aug. 15, 2025

INSTRUCTOR

Max Schuster, PhD (he, him)

Associate Professor, Educational Foundations, Organizations, and Policy

schustermt@pitt.edu | 412-624-3087 | 5520 Posvar Hall

Instructor Commmunication: My goal is to reply to messages within 48 hours Monday-Friday.

Office Hours: My office hours are scheduled by appointment on Tuesdays. If you need to have a
conversation with me about something in the course, I am glad to arrange meetings as needed. Just
send me an email with three or four possible times on Tuesdays before 4:00pm, and we will schedule
a mutually convenient time to chat.

COURSE DESCRIPTION

This course is a practicum experience for MEd students in the Higher Education program. The
course is unique in that students are required to be interning at an institution of higher education
while enrolled. Through the internship, an on-site supervisor provides experiential learning
opportunities to students, while the instructor enhances these experiences through course activities
and assignments. The course is also designed to introduce students to higher education and student
affairs including the foundational knowledge, history, and philosophy of the field as well as core
competencies required of higher education professionals. The practical experience of the internship
combined with the academic enrichment of the course will help students develop the professional
skills necessary for a fruitful career in higher education or student affairs.

LEARNING OUTCOMES

1. Apply what you learn in class to your practice-based experience.
Identify and strengthen key competencies used in higher education and student affairs work.
Understand how your site of practice operates and serves stakeholders.
Reflect on your strengths, areas for growth, and professional values.
Make connections between your professional experiences and course readings and activities.
Practice habits of ongoing learning and improvement as a professional.
Communicate your ideas and experiences clearly in scholarly writing, presentations, and
digital formats.
8. Think critically, develop curiosity, and become a reflective scholatly practitioner
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INTERN EXPECTATIONS

* Complete a minimum of 300 hours in order to receive credit for the course
*  Work at least 5-20 hours per week in the internship


mailto:schustermt@pitt.edu

® Track all hours and activities through the hour log template located on Canvas
®  Meet with site supervisor at least every other week throughout the fall
* Communicate with site supervisor about course requirements

STU DENT EXPECTATIONS
Engage with course materials and exhibit a sense of responsibility for individual and
collective learning by actively participating each session
* Be prepared to participate in dialogue about weekly readings and to discuss your internship
activities each session, including challenges posed by internship experience
* Complete assignments by deadlines

REQUIRED MATERIALS

All course readings will be made available on Canvas or through the Pitt Library (PittCat).

COURSE POLICIES

Attendance, Engagement, and Participation

Students are expected to complete assigned readings prior to class and participate in course
discussions. As graduate students, learners should think critically, participate actively, and engage
willingly in order to enhance their own learning as well as the learning of others. In order to prepare
for class, students should: (a) complete the assigned readings, (b) take notes on readings, and (c)
determine the main themes/topics within the readings, as well as areas where they have questions or
need additional clarity. Preparing in advance passages that you find to be illuminating can aid in
advancing dialogue with your peers.

While class attendance is critical to the full examination of the scheduled topic and allow for
students’ individual and collective learning, our collective health and wellbeing needs to be our top
priority. For that reason, students who ate sick/symptomatic (regardless of vaccination status)
and/or need to quarantine/self-isolate should not attend class. If you need to miss multiple class
sessions due to illness, please email me and I will provide you with alternative engagements that you
can complete outside of classroom discussions to account for missed class sessions.

Requests for excused absences from your internship site should be handled professionally and
reported directly to the site supervisor.

Course Format

This is a hybrid course with asynchronous and synchronous components that intend to facilitate
your attainment of the course learning outcomes. Synchronous learning refers to a live-action
learning event in which a group of students are engaging and learning together at the same time. For
this course, synchronous learning will occur live in-person in the classroom on the dates indicated in
this syllabus. Asynchronous learning, meanwhile, is a general term used to describe forms of
education, instruction, and learning that do not occur in the same place or at the same time. For
asynchronous elements of this course, you will complete modules that may include assigned
readings, webinars, podcasts, discussion boards, and independent exercises by the due date.
Asynchronons is not a reduced-time session. According to the University of Pittsburgh’s standards for
credit hours, a three-credit course should have 50 minutes of instruction per credit (calculated to
about 2.5 hours of instruction per week). In addition, students are expected to spend a minimum of
1.5 hours outside of class for each in-class hour, completing readings, exercises, and working on
graded assignments.



Throughout the semester, there will be several Focused Work Weeks. These weeks are set aside
for you to engage in deep, sustained work and learning at your site of professional practice. The goal
is to create intentional space for you to concentrate on significant projects, observe and participate
more fully in the life of your site, and engage with course concepts in meaningful ways. This mirrors
the rhythms of professional practice, where time is often deliberately carved out in advance to move
key initiatives forward, meet important milestones, or engage in reflection and skill-building without
the usual pace of competing demands.

Technology

Present engagement in class discussion serves as a foundational element of our collective learning in
this course. Technological distractions (e.g., email, text messaging, social media, web browsing) can
detract from the quality of the discussion and limit our present engagement with one another.
Students are encouraged to be respectful of our shared classroom environment when using cell
phones, laptops, and other technological gadgets in class and to refrain from checking email, text
messages, and social media during class time. Students may find it useful to close out of these
applications during class to be fully present.

Deadlines

All assignments are due by 11:59pm on the date indicated in this syllabus, unless otherwise noted. I
do provide an automatic 24-hour extension on all assignments for those rare instances where you
need a bit more time due to extenuating circumstances. After this 24-hour period, assignments
turned in beyond the deadline will be reduced 1/3 letter grade for each day late. After seven days, a
late assighment will not be accepted and will be recorded as an F. Unless you make arrangements
with the instructor ahead of time, late assignments without penalty cannot be accepted. Most
assignments require more than one week to complete and will need several hours for careful
planning, critical reading, researching, scholarly writing, and astute self-editing before submitting a
final product. Therefore, it is suggested that you allocate your time accordingly and work in advance
to meet course deadlines.

Written Assignments

Writing is an important part of professional practice and this class is an opportunity to refine your
writing skills. All written assignments are to be of professional quality and free of spelling,
grammatical, and typographical errors. Assignments must follow the grammar, formatting, and usage
guidelines contained in the 7th edition of the Publication Manual of the American Psychological Association
(APA). If you need assistance with APA, please do not hesitate to ask the instructor. The University
Writing Center offers valuable services for graduate student writing and their services can be
reviewed at http://www.writingcenter.pitt.edu/graduate-services. The Purdue Online Writing Lab
(OWL) also contains helpful APA resources: https://owl.english.purdue.edu/owl/section/2/10/.

Generative Artificial Intelligence (AI)

The use of Generative Al tools, such as ChatGPT, is permitted in this course for students who
choose to use them. The goal of this course is to develop your voice, your insights, and your
professional capacity—not that of a machine. After all, this is your degree, not Al’s. At the same
time, understanding how to responsibly and effectively use Al tools is a part of contemporary
professional development. I encourage you to explore its use ethzcally and thoughtfully as you build
your academic and professional toolkit.

However, Al should serve as a supportive tool, not a substitute for your own thinking, writing, and
learning. You may use Al tools to: brainstorm ideas, generate outlines or get feedback on structure
that you’ve already developed, have Al explain a new concept to you (understanding that these
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models do get things wrong sometimes and are often not great with super specific subfields, such as
higher education), or seek editorial suggestions or explanations of revisions. If you use Al in these
ways, prompt the tool to explain why it made suggestions to your writing, as this fosters your own
learning and critical engagement in better making sense of how these systems work as well as their
shortcomings. Importantly, Al tools may not be used to generate full drafts or major portions
of your assignments.

Please note: Do not share sensitive or personally identifying information in Al platforms.
Assume that anything you input could be visible or stored elsewhere; Do not upload or reference
the work of classmates without their permission. Respect others’ choices not to use AL; Cite any
Al contributions clearly and appropriately. This includes use of direct quotes, paraphrased ideas, or
structural guidance. Use of Al tools without proper citation or attribution will be treated as academic
dishonesty. (Note: This section of the syllabus was refined through editing and expansion of key ideas through
ChatGPT 4-0).

Grades

Letter grades are assigned in this class. Written work is graded on demonstrated insight, completion of
expectations of the assighment, coherence of organization, style, grammar, and spelling. Letter grades
are feedback and have the following meaning (+ and — are also assigned):

A: This grade reflects exceptional work that goes beyond expectations. Written work in this category
showrcases a clear, organized, and effective communication of ideas. It also demonstrates a deep and
original interpretation of course material. “A” work indicates a consistent preparation for class,
meaningful contributions to discussions, and thoughtful online submissions, elevating the overall
quality of the learning environment.

B: This grade represents solid and commendable work that meets all expectations and you should
consider a “B” to be a good grade for graduate study. It indicates that the student has completed all
aspects of the assignment with competence. While preparation for class and contributions to
discussions are strong, there may be areas for further development in critical thinking, written clarity,
or utilization of current research. Overall, “B” level work is a strong performance with room to push
towards greater insight and precision.

C: This grade acknowledges work that meets some expectations but has room for significant growth.
It indicates that while the material may have been engaged with and the assignment is complete, there
are opportunities to enhance clarity, insight, and consistency or to follow more closely the
assighment’s minimum expectations (e.g., number of pages or words, number of sources, etc.). A “C”
grade encourages the student to deepen their preparation, participation, and reflection on course
material.

F: This is assigned for incomplete work or any work that breaches University standards of academic
integrity. This grade serves as an invitation to seek support from the University’s academic resources
or the instructor in order to meet the expectations moving forward.

SCHOOL OF EDUCATION POLICIES
Departmental Grievance Procedures
The purpose of grievance procedures is to ensure the rights and responsibilities of faculty and
students in their relationships with each other. When a student in EFOP believes that a faculty
member has not met his or her obligations (as an instructor or in another capacity) as described in



the Academic Integrity Guidelines, the student should follow the procedure described in the
Guidelines by (1) first trying to resolve the matter with the faculty member directly; (2) then, if
needed, attempting to resolve the matter through conversations with the chair/associate chair of the
department; (3) if needed, next talking to the associate dean of the school; and (4) if needed, filing a
written statement of charges with the school-level academic integrity officer.

Academic Integrity

Students in this course will be expected to comply with the University of Pittsburgh's Policy on
Academic Integrity. Any student suspected of violating this obligation for any reason during the
semester will be required to participate in the procedural process, initiated at the instructor level, as
outlined in the University Guidelines on Academic Integrity. This may include, but is not limited to,
the confiscation of the examination of any individual suspected of violating University Policy.
Furthermore, no student may bring any unauthorized materials to an exam, including dictionaries
and programmable calculators.

Disability Services

If you have a disability that requires special testing accommodations or other classroom
modifications, you need to notify both the instructor and Disability Resources and Services no later
than the second week of the term. You may be asked to provide documentation of your disability to
determine the appropriateness of accommodations. To notify Disability Resources and Services, call
(412) 648-7890 (Voice or TTD) to schedule an appointment. The Disability Resources and Services
office is located in 140 William Pitt Union on the Oakland campus.

Statement on Classroom Recording

To ensure the free and open discussion of ideas, students may not record classroom lectures,
discussion and/or activities without the advance written permission of the instructor, and any such
recording properly approved in advance may be used solely for the student’s own private use.

Student Opinion of Teaching Surveys

Students in this class will be asked to complete a Student Opinion of Teaching Survey toward the
end of the term. Responses are confidential, and I do not see the results until after final grades are
posted. Please take time to thoughtfully respond; your feedback is important to me.



ASSIGNMENT OVERVIEW
Assignment Deadline(s)

Learning Contract | Sept. 9 10%
Site Environmental Scan | Oct. 21 25%
Mini-Portfolio | Dec. 2 35%
Values, Insight, and Change Presentation | Dec. 9 20%
Course Engagement Self-Assessment | Dec. 9 10%
Supervisor Hour Log Verification | Dec. 9 0%*

* are evaluated as credit/ no credit and required to receive a grade for the conrse

ASSIGNMENT DESCRIPTIONS

Learning Contract

For this assignment, you will write a 4-page learning contract (excluding title page and
references; in standard APA format, 12-point font, double-spaced, etc.). The learning contract
serves as a plan to set tangible goals and track progress of those goals through practical experiences.
Each student must develop the contract in consultation with their site supervisor in order to outline
a clear vision for their learning experience. The site supervisor should approve of the submitted
contract before the student uploads the assighment to Canvas.

Within the 4-pages of the learning contract, you will organize the document with APA headings and
address the following areas:

* Describe the internship site, including campus, office, and functional area

* Discuss rationale for selecting the site (connection to your career goals)

» List measurable goals for the internship experience (bullets are acceptable here)

o Note: While bullets are acceptable here and elsewhere in the contract, don’t be
so brief that it will be difficult to discern what the bullet means.

e For example, do not merely list “Budgeting” or “Manage
Program Budget” as a goal.

e Instead, make the goal something like: “Learn and practice
budgeting allocation and approval processes for departmental
programming/events by overseeing the event portion of the
student organization budget.”

* Describe measurable learning outcomes expected from internship experience and how the
experience will help in reaching those outcomes. Refer to the ACPA/NASPA competencies
as you and your supervisor consider potential learning outcomes.

= List the intern’s expectations of on-site supervisor (bullets are acceptable here)

*  Outline how intern will be evaluated by the supervisor during the experience (2-3 sentences
total here)

Site Environmental Scan

This assignment is intended to develop your ability to analyze organizational context—a core skill
for effective higher education professionals and one that we have been reviewing throughout this
course. By conducting an environmental scan of your internship site, you will identify the internal
and external factors that shape its operations, culture, and strategic priorities. This process enhances
your capacity to work within complex institutional systems. In order to complete this assighment,
you will need to engage deeply with course readings from weeks 4-7, refer to site documents and



websites, and arrange to chat with other staff in the office as needed. Your environmental scan will
be 4-5 double-spaced pages and should address:
e Mission, Vision, and Values: How they align (or don’t) with observed practices.
e Organizational Structure: Formal reporting lines and informal influence networks.
e Campus and Community Context: Key stakeholders, demographics, and external
influences (policy, funding, etc.).
e Opportunities and Challenges: Current trends, initiatives, or issues affecting the site.

Though these are the different elements that must be addressed in the paper, they should be written
in a way that does more than restate what is on the website. Instead, this analysis should capture
your scholarly voice and move beyond merely repeating to actively analyzing and making sense of
these elements. To accomplish this, the essay will need to be written in a cohesive manner. For
example, organizational structures may need to simultaneously discuss key stakeholders in order to
paint a picture of external influences on the network. Use at least three different course readings as
well as relevant outside sources (e.g., Council for the Advancement of Standards in Higher
Education, ACUHO-I competencies for a residence life office, NODA for orientation, NACADA
for advising, ACPA or NASPA for generalist roles, etc.) to help frame the office in the broader
professional context in which it resides.

Minz-Portfolio

This is the main integrative assignment for the course, designed to help you document, reflect on,
and synthesize your professional learning during the internship. The Mini-Portfolio will showcase
artifacts from your internship and reflective scholarly commentary that demonstrates growth across
multiple competencies as originally outlined in your learning contract. The portfolio will include:

e Three curated artifacts from your internship. Artifacts might be a photograph of a
program, agenda from a meeting you presented at, trainings you attended, project timelines,
or other products—redacted as needed for confidentiality.

e Reflective narratives (2—2.5 double-spaced pages) explaining the context of each artifact,
the competencies demonstrated, and connections to at least three course readings per
reflection narrative. Importantly, these narratives need to do more than re-state what
happened. Instead, reflect on the experience and explain how the activity advanced your
learning and development. What lessons did you take away from it? How might you apply
these lessons to the future? What went right (or wrong)? What might you do differently in
the future as a result? These are all some beginning questions geared at helping you think
beyond the surface of your experience.

e In addition, your mini-portfolio will need a 1-page introduction highlighting major themes
and artifacts to be reviewed and a 1-2 page conclusion synthesizing your overall or “big
picture” internship lessons learned.

e Not including title page, references, or artifacts, the document should be 9-11 pages total
and have around 7-10 sources from course readings and beyond.

Remember: The mini-portfolio should integrate theory-to-practice thinking, adhere to APA style for
citations, and balance professional, scholarly voice with authentic self-reflection on your learning.

Values, Insights, and Change Presentation

This is the capstone assignment for the course, intended to help you articulate the professional
values, key insights, and change-oriented thinking that have emerged from your internship. This
presentation models the concise, impactful communication skills needed for professional settings in
higher education. You will deliver a 7-8 minute presentation that addresses:



e Values: Your professional values as they relate to higher education practice (only present 2-
3 values total so that you can get in depth about why these values matter the most to you)

e Insight: The most significant lesson learned during the internship experience.

e Change: How you envision contributing to positive change in your professional field.

The presentation should reference at least two course readings and draw connections to theory,
research, and your lived professional experience. Slides or visual aids are encouraged but should be
used to enhance, not dominate, your talk.

Course Engagement Self-Assessment

This term, you have been asked to be self-reflective of your professional learning and growth.
Throughout the course, you are being asked to practice this skill further by paying attention to your
engagement and participation. Near the end of the semester, you will submit a self-assessment and
proposed grade for your course engagement. You will use the rubric below as a guide and may
submit half page, double-spaced essay that further explains your rationale for your assessment. If I
agree with your assessment, you will receive the grade that you have assigned to yourself for this
assignment. If I do not agree with your assessment, I will assign the grade that better represents your
course engagement.

A: signifies course engagement and participation that exveeds expectations. Students in this category
demonstrate clear preparation for class and make contributions that evidence their critical thinking
about the material. Students falling into this category advance the quality of the discussion in both
small and large-group spaces. Importantly, they share discussion time with others during each session.
Participation in this category is largely proactive and represents a quality, not quantity, of high-level
contributions, drawing new connections for the class to understand ideas or from the readings.

B: signifies course engagement and participation that mzeets expectations. “B” is still quite a good grade.
Students in this category make solid contributions but may be sometimes reactive by offering insights
when prompted from classmates or the instructor. Even though students in this category make good
contributions, they may still have room for growth related to one or two of the following: not sharing
discussion time with others, amplifying others’ ideas and voices, using too many words to say little,
making some comments that do not connect to course readings, participating only in large or small
group settings rather than both, or putting off reading for class until the last minute.

C: signifies work that is below expectations. Students in this category rarely participate proactively in either
large or small group discussions. Students may be present, but they are minimally attentive. They may
be preoccupied with other tasks (e.g. web-browsing, social media, texting). The few contributions
students in this category make demonstrate not reading for class or may be off-topic to the
conversation.

F: is assigned for incomplete work, which includes frequently not attending class or breaching the
University of Pittsburgh’s standards for academic integrity.

Supervisor Hour Log Vertfication
All students must complete 300 internship hours. In order to receive credit for this course, students’
on-site supervisors must verify that they completed this task. In order to have their hours verified,
students should submit their hour log to their supervisor during the final week of the term. The
supervisor will verify the completion of the hours through a form sent by the instructor.
= If a student does not complete the required 300 hours during the fall term, an “I” grade will
be assigned, indicating that the course is Incomplete. Once the internship supervisor verifies



the completion of the 300 hours, the “I”” grade will be updated to what the student earned in
the fall term for this course. Even if hours are not completed, the assignments and activities
outlined in this syllabus still need to completed as scheduled.



