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Dear Loyola Students: 

Welcome to the Center for Experiential Learning (CEL) and the Academic Internship Program! 

We are glad you are interested in the Academic Internship Program at Loyola University Chicago.  

Internships are valuable educational experiences that may enhance your academic program, provide you 

with significant experience in a professional field, and contribute to your career development. 

This resource manual will provide you with important resources and information to help you get started 

with your academic internship process. Included in this packet are the followng: 

 Opportunities for Experiential Learning at Loyola 

 Academic Internships at a glance… 

 Planning for a Successful Academic Internship Experience 

 Making the Most of Your Academic Internship 

 Important Academic Internship Program Resources and Documents 

Please review these documents so that you are aware of the components of this program. We look 

forward to hearing about your internship experience and all you have learned through your experiences. 

Sincerely, 

 

Danielle M. Forchette, M.Ed. 

Academic Internship Program Manager, Center for Experiential Learning 

(773) 508-3945 

dforchette@LUC.edu   

 

 
 

 

Our Mission 
 

The Center for Experiential Learning serves students, faculty, staff and community partners of Loyola University 

Chicago as a resource for experiential learning opportunities and partnerships. We offer information, resources 

and support for the development of academic internship opportunities, service-learning courses and undergraduate 

research experiences. In collaborating with the community, we align our work with the Jesuit Catholic mission and 

vision of our university, seeking "to expand knowledge in the service of humanity," and learning through 

extraordinary experiences and critical reflection on those experiences. 

 

mailto:pgreen@luc.edu
http://www.luc.edu/mission/mission_vision.shtml
http://www.luc.edu/mission/mission_vision.shtml
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Learning beyond the 

walls of the classroom… 
 

There are many opportunities for 

Loyola students to engage in 

experiential learning locally, 

nationally and internationally, 

through community service, 

service-learning, internships, 

community-based Federal Work-

Study employment, and field 

experiences associated with 

Loyola’s undergraduate and 

graduate schools.   

 

The CEL provides the following 

opportunities to Loyola students. 

 

 

ACADEMIC INTERNSHIPS:  As interns, individual students 

engage in a long term commitment of at least one semester 

(3+ months) with intensive work responsibilities in an 

internship position (usually 10-15 hours/week) to gain 

professional experience. Internships may be paid or 

unpaid. Academic interns are also enrolled in an academic 

course at Loyola which requires them to reflect on their 

community-based experiences through readings and 

assignments. Students receive academic credit for their 

internships, depending on program requirements, 

faculty/department approval, and position availability. 

 Danielle Forchette, Academic Internship Program Mgr. 

dforchette@luc.edu@LUC.edu, 773-508-6090 

 

SERVICE-LEARNING:  Each semester, students have the 

opportunity to enroll in one of more than 25 service-

learning courses at Loyola. These courses generally 

require students to do 20+ hours of unpaid service in the 

community at organizations whose mission relates to the 

class’ academic topic. This allows students to enhance 

their understanding of academic material through 

community-based expereinces while meeting real 

community needs. 

 Jon Schmidt, Service-Learning Program Manager 

jschmidt12@LUC.edu, 773-508-2380 

 

UNDERGRADUATE RESEARCH:  The Loyola Undergraduate 

Research Opportunities Program (LUROP) promotes one-

on-one research collaboration between undergraduate 

students and faculty researchers. Numerous students have 

also presented their research with faculty mentors at 

national or international academic conferences. 

 Kevin Kaufmann, Undergraduate Research Program 

Manager 

Kkaufm2@luc.edu, 773-508-7716 

 

 

EPORTFOLIO :  The ePortfolio Program at Loyola 

University Chicago is designed to support students, 

faculty, and staff in the process of creating dynamic, 

engaging ePortfolios as a tool for teaching, learning, 

reflection, transformation, and assessment. 

 Michelle Kusel, ePortfolio Program Manager 

mkusel@LUC.edu, 773-508-3952 

mailto:dforchette@luc.edu@LUC.edu
http://www.luc.edu/experiential/service.shtml
http://www.luc.edu/experiential/service.shtml
mailto:jschmidt12@LUC.edu
http://www.luc.edu/lurop/
http://www.luc.edu/lurop/
mailto:Kkaufm2@luc.edu
mailto:mkusel@LUC.edu
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An Internship… 

Nowadays, internships are all the rage for college students.  

Advisors and academic mentors talk about their 

importance; career counselors point out that employers are 

looking for them on students’ resumes; parents ask about 

them when visiting colleges with their children. And yet, 

many students don’t really know what an internship is, or 

why an internship experience can be so beneficial to their 

academic and professional development. 

The National Society for Experiential Education defines an 

internship as "a carefully monitored work experience in 

which an individual has intentional learning goals and 

reflects actively on what he or she is learning throughout the 

experience." Students can do internships with for-profit or 

not-for-profit organizations. Intern positions may be paid or 

unpaid.  

Why? 
Students should plan their internship in order to: 

 

 Apply what you’ve learned in the classroom to real 

work experience and “real-life” situations 

 

 An internship is an appropriate way to “reality test” a 

career in a chosen field of study (It may also help to 

define career choices for a job after graduation) 

 

 Build a strong resume (Students with internship 

experience are highly sought out by companies looking 

for entry-level candidates because you have already 

proven skills in the workplace) 

 

 Develop a network of professional contacts for future 

opportunities and references (You may also be able to 

acquire a mentor in the field to help you in your career) 

 

 Learn which workplace skills you need to develop.  

  

 If the internship is paired with an academic course, 

students can receive academic credit 

 

 

 

 
 

Student reflections: 

While working as an Information and 

Referrals Intern, I have become more 

familiar with the various social 

services available to people with 

disabilities….While I readily 

provided consumers with as much 

information that I could provide, I 

wanted to do more. I want to do 

more. So, as a result of this 

internship, I realize that I want to do 

advocacy work and help amplify the 

voice of people with disabilities. 

Access Living has encouraged me to 

apply for employment there after I 

graduate, so I will entertain working 

with their advocacy department." 

Evan Jay Peterson ‘14 

(SOCL 380, Access Living) 

 

 

The internship course that I took 

through the Center for Experiential 

Learning to supplement my 

experience at PAWS provided me 

with valuable resources that I will be 

able to use in the future as I pursue a 

career in the medical field. For 

instance, I learned how to structure 

and organize my resume in order to 

best appeal to potential employers 

and how to utilize learning objectives 

to ensure that I am able to 

accomplish as much as possible and 

grow throughout experiences such as 

my internship. 

Madison Meder ‘14  

(UNIV 390, PAWS)
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General Internship FAQs 

What is an internship?  

An internship is an on-site work experience that is either directly related to your major or your career 

interest. It can be paid or unpaid and held during the summer, individual semester or throughout the 

academic year. 

What are the benefits of an internship?  

An internship gives you the opportunity to: 

 Gain valuable work experience and transferable skills before you graduate 

 Develop new skills and refine others 

 Apply knowledge gained from coursework to on-the-job situations 

 Experience tentative career choices and new work environments 

 Meet and network with professionals in your field, for references and future opportunities 

 Possibly earn course credit or earn money for tuition or expenses 

 Gain confidence in your abilities 

 

How do I find an internship?  

The most effective internship searches utilize a variety of different search strategies. A great place to 

start is the Career Development Center’s Finding an Internship page. 

When is a good time to start looking for an internship?  

It’s never too early to start looking for an internship. The Career Development Center recommends 

allowing yourself at least one semester of academic study to adjust to life at Loyola. Then, depending on 

your major, GPA, and course load requirements, you may be ready to intern. 

The Career Development Center receives and posts internship listings regularly throughout the year on 

RamblerLink. It's best to begin your internship search the semester prior to your desired placement so 

you'll have time to respond to listed positions and initiate contacts on your own. Lead time can give you a 

competitive edge when it comes to writing an effective cover letter or tailoring your resume for a desired 

internship. 

Can I get academic credit for my internship?  

It may be possible to get academic credit for your internship, but not from the Career Development 

Center. Only academic departments can offer credit, and policies differ greatly from one department to 

the next. For more information see the Academic Internship FAQs below. 

What if I am an international student?  

There are different requirements for international students who wish to obtain work authorization. For 

more information, consult an advisor in the Office of International Programs. 

 

 

http://www.luc.edu/career/internships_find.shtml
http://www.luc.edu/career/index.shtml
http://www.luc.edu/iss/
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General Internship FAQs (continued) 

How can I get an internship if I have no experience?  

Employers value skills developed through academic work, volunteer, extracurricular or other experiences 

which demonstrate skills useful in the workplace. Not all of these skills are job type specific; some are 

general skills such as communication and analytical skills, and can transfer to different settings. Any 

routine type of experience or leadership skills can demonstrate to employers that you will be a successful 

employee. 

How can I get help with deciding what internship I should pursue?  

You can start by meeting with a Career Development Center advisor for assistance – they can help you 

assess your interests, strengths and skills, create a resume, participate in practice interviews and research 

organizations and employers for opportunities. To make an appointment for general or career field-

specific internship advising, call 773.508.7716. 

Do employers come on campus to recruit for internships?  

Yes. Make plans to check RamblerLink for employers hosting information tables and information 

sessions throughout the year. Also be sure to participate in the Job, Internship and Service Fair in 

September, the University Fair held in mid-February and our school specific fairs held throughout the 

year. 

What if my question isn't answered here?  

One of the most effective ways to get answers and plan for your internship search is to meet with a 

Career Advisor. We offer both 15-minute walk-ins and 60-minute appointments. To make an 

appointment for general or career field-specific internship advising, call 773.508.7716 

https://luc-csm.symplicity.com/students/
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At a glance… 
 

ALWAYS connected to an 

academic course, for which 

student must register (and pay) 

 

10-15 hours/week on-site 

 

Student works for the entire 

semester (3+ months) or summer 

 

100-150 hours total work 

 

Paid or service internship 

 

Student has a clearly defined role 

at the organization 

 

Organization provides a 

mentor/supervisor for the intern 

 

Mentor/supervisor provides 

ongoing feedback to the intern 

 

FOCUS:  pre-professional 

development and academic 

mastery in subject area 

 

Academic Internships – an Overview 

An academic internship is an internship experience that is 

connected to an academic course in the student intern’s 

major or an area of interest. The course instructor (who 

serves as the intern’s faculty supervisor) evaluates the 

intern’s learning throughout the internship and assigns 

him/her credit (and a grade!) for that learning. Students must 

register (and pay for) for an academic course in order to 

receive academic credit for an internship at Loyola. 

Most Loyola undergraduate academic internships require 

students to work approximately 10-15 hours/week, for a 

total of 100-150 hours/semester. Such internships may be 

paid or service internships, but their focus is on student 

learning, with the on-site internship supervisor functioning 

as a co-educator (along with the student's supervising faculty 

member) to enhance students' "real-world" knowledge of a 

discipline. 

An academic internship should: 

 Provide meaningful work experiences for the student, 

directly linked with the student's major or academic 

program  

 Be professionally and academically rigorous, 

resulting in a defined project or product benefiting the 

organization and student learning  

 Provide a job description with clear responsibilities, 

establish clear expectations of job performance, dress, 

and hours/schedule. 

 Provide the student with individualized attention 

from a mentor at the organization 

 Provide formal and informal evaluations throughout 

the experience and a final assessment from both the 

student and organization mentor.  Feedback is essential 

to the learning process! 

The Academic Internship Program Manager and CEL team 

work with students to support engaging, meaningful, and 

balanced academic internship experiences, helping students 

to clarify their interests and needs, connect with an 

appropriate Loyola academic program, and identify 

particularly interesting community-based opportunities. 
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Academic Internship FAQs 

What is an academic internship? How do I earn credit for my internship? 

An academic internship at Loyola connects the internship experience to an academic course in the 

student’s major or an area of interest. There are over forty academic internship courses for undergraduate 

students. Students must register for an academic internship course in order to receive academic credit for 

an internship at Loyola.   

 

Which academic programs require students to complete an academic internship for graduation? 

Currently the following programs require an academic internship: HSM, HMSV, SOWK, ENVS. Please 

consult with your academic advisor to confirm. 

 

Who teaches academic internship courses? 

Click here to find the internship coordinator for your program to learn more about the course. If you 

know what semester you would like to take the class, you can also check here to see if it is being offered. 

All academic internship courses are enrollment by instructor only. 

 

What are the requirements for the academic internship course? 

Requirements vary depending on the course. For example, some academic internship courses require you 

to be in your third or fourth year, and some require pre-requisite courses. To find more details about the 

academic internship course in your program, please find the program site and contact person here. 

 

If I enroll in an academic internship course, will the course instructor help me find an internship? 

The process varies depending on the program. For example, some academic internship courses have a list 

of approved internship sites, while others encourage you to find your own internship, working with the 

Career Development Center. To find more details about the academic internship course in your program, 

please find the program site and contact person here. 

 

I already have an internship. Who approves my internship site for credit? 

To earn credit, you will need to enroll in an academic internship course. Please find the list of courses 

offered each semester here. Usually the faculty member teaching your class will approve your internship. 

Please find the internship coordinator for your program to inquire about the process for requesting 

enrollment and having your internship site approved.  

 

A company I am interviewing with requires that students earn academic credit to participate in 

their internship program – what should I do? 

If you are interested in earning academic credit for an internship, contact the internship coordinator of 

your program and include the internship description. If the internship coordinator decides that the 

position is appropriate, you will be able to enroll in the academic internship course.   

 

http://www.luc.edu/engagedlearning/approvedclasses/academicinternships/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/academicinternshipcourses/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/academicinternshipcourses/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
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Academic Internship FAQs (continued) 

If I am earning credit through an academic internship course, can I still be paid for my internship? 

Yes! Loyola University Chicago supports the National Society for Experiential Education’s position 

regarding paid and unpaid internships: 

“... to favor paid work positions for students whenever pay can be arranged in work environments that 

have the potential for meeting the student's goals …Credit is for what students learn; pay is for what they 

provide to the field sponsor. The two are neither mutually exclusive nor conflicting … “(National Society 

for Experiential Education, 2011)  

However, please also check with your department’s internship coordinator for any specific requirements 

for your program.  

Can I earn credit for an internship that I did in the past? 

Academic internship courses are designed to run simultaneously with your internship; thus, if you’ve 

already completed an internship, it is unlikely that you will be able to take an academic internship course 

after the fact. To confirm the process in each department, please find the internship coordinator for your 

program. 

http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/internshipcontactsbydepartmentandschool/
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Planning for your Academic Internship 

As with any successful endeavor, finding an internship requires careful thought and planning!   

Questions to consider when exploring internship options 

  What are your career goals and how do you percieve your internship can help with your future 

plans? 

  What previous jobs or volunteer experiences have you had? Which ones did you like and 

disklike, and why? 

  Why did you choose your major? If you haven’t yet chosen a major, what are your favorite 

classes and what majors are you considering? 

  What are your hobbies and what do you like to do for fun? 

  What skills do you have to offer an employer and what skills would you most like to develop or 

improve? 

  How much time can you realistically allocate to an internship each week? Carefully consider 

the requirements for school work and other commitments in your life.  Specify the days and 

times you will be available to travel to and work at the site. 
 

Obtaining an Academic Internship:  A Timeline 

Searching for an internship takes time and effort. Competitive internships may have application 

deadlines several months (even a year) before the starting date. Use this timeline as a guide as you 

begin your internship search. 

6 months before preferred starting date:   

Assess your interests: identify goals and priorities for the internship (see “Questions to consider”) 

Develop a rough draft of your resume and cover letter (LUC.edu/career/resume.shtml)  

Begin searching online for opportunities relevant to your interest  

Visit the CEL in the Sullivan Center 

Determine your academic learning objectives  

Meet with your academic advisor, to discuss course, major, and core requirements 

5 months before preferred starting date: 

Narrow your search and save internships in a folder for future access 

Finalize your resume, cover letter and list of references (visit the Career Development Center)  

Review interviewing techniques/participate in a mock interview at the Career Center 

4 months before preferred starting date: 

Send your resume, cover letter and application materials to potenital sites/programs 

Follow-up with sites two weeks after information is sent 

Interview with companies…but keep sending out resumes to new ones, too! 

Wait for a decision or decisions 

Complete necessary forms required by academic department 

Register for the academic course associated with your internship experience 
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Making the Most of Your Internship 
Follow these guidelines for getting the most out of your 

academic internship experience: 
 

Focus on your learning: 

 Clarify your internship role up front so you will know 

exactly what your position entails.  

 Review the Intern Orientation Checklist (see A2) with 

your supervisor.  

 Use the Learning Objectives Guide (see A3) to craft 

tangible yet challenging learning goals and objectives to 

help focus your activities. 

 Complete and submit your Academic Internship 

Agreement (see A1) with your supervisor.  

 Enter your engaged learning information into LOCUS – 

see an online tutorial at LUC.edu/experiential. 
 

Tips for a engaged internship experience: 

 Begin observing and understanding workplace culture 

from the very first day. 

 Start building relationships with your supervisor(s) and 

co-workers to build your professional network. 

 Establish regular meeting times with your supervisor and 

revisit your learning objectives periodically to mark 

progress or adapt to changing situations.  

 Practice good business etiquette.  

 Use break times to ask other staff members about their 

jobs and career histories. 

 Ask if you can participate in meetings to learn more 

about the company or industry. 

 

Remember to: 

 Ask appropriate questions. 

 Ask for feedback and support from your supervisor and 

co-workers. 

 Cultivate key feedback sources and starting building 

your professional network. 

 Always listen actively to directions and instructions. 

 Show enthusiasm for your work. 

 Be flexible and attentive. Take initiative. 

 Always follow through on projects, and reach out if you 

need additional clarification. 

 Follow tips (see A4) for serving and working safely in 

your internship. 
 

 

 
 

Internship Courses 
 

Loyola offers over 50 academic 

internship courses, including: 

 

BSAD 351 Business Internship 

 

COMM 393 Communications 

Studies Internship 

 

CRMJ 390 Capstone Experience 

Internship 

 

HIST 398 History Internship 

 

HONR 370 Fieldwork in Honors - 

Internship 

 

INTS 370 International Studies 

Internship 

 

PLSC 370 Fieldwork in Political 

Science Internship 

 

PSYC 390 Internship in Human 

Services 

 

SOCL 380 Internship 

 

SPAN 395 Internship 

 

THEO 348 Supervised Ministry 

 

WSGS 398 Women’s Studies 

Internship 

 

Go to our website to see a list of 

the internship courses offered 

each semester. 

http://www.luc.edu/experiential/forstudents/locustutorial/
http://www.luc.edu/experiential/academicinternships/forstudents/seekingacademicinternships/academicinternshipcourses/expl390internshipseminar/
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ACADEMIC INTERNSHIP DOCUMENTS AND 

RESOURCES 

 

A1:Academic Internship Agreement 



 

The Center for  
Experiential Learning 

 

COMMUNITY/EMPLOYER PARTNER KEEPS THIS PAGE.  More information on reverse. 

Experiential Learning Agreement – EMPLOYER/COMMUNITY PARTNER Page   
 

INSTRUCTIONS:  LOYOLA STUDENT is responsible for filling out this ENTIRE PAGE, which should then be detached and 
left with the organization’s volunteer/intern coordinator or the student’s supervisor at the community/internship site. 

 
STUDENT INFORMATION: 
 
Student Name: _________________________________________________________________   
 
Student Major(s): ________________________________   Year (circle one):  FR  SO  JU  SE  GRAD 
 
Student Phone #: ________________________     Student LUC e-mail: ___________________ 
 

COURSE & INSTRUCTOR INFORMATION:   
 
Course Title(s):  ___________________________________________________________________ 
 
Course/Section # (e.g. UNIV 290-01E):  ________________    Class start/end dates:  ______________ 
 
Total hours of engagement required for this class:  ______   Completion date:  _________________ 
 
Instructor Name(s): _________________________________________________________________ 
 
Instructor e-mail(s): ________________________  Instructor office phone(s): ____________________ 
 
Student:  what are the top three things you/your instructor(s) hope you will learn from the fulfillment of your 
responsibilities with this organization? 
 

1. 
 

2. 
 

3. 
 

STUDENT AGREEMENT:  As an experiential learning student from Loyola University Chicago, I agree to: 

 Attend any required orientation or trainings, and complete any required background checks or 
paperwork associated with working/serving at this site in a timely manner; 

 Serve my scheduled hours as agreed upon with my site, even if those hours should be more than the 
minimum required by my class(es), in a timely manner; 

 Contact my site/supervisor in advance if I am unable to complete my scheduled duties for any reason; 

 Act in a professional and responsible manner, and abide by the Loyola Code of Conduct at all times; 

 Maintain personal health insurance or Loyola student health insurance along with liability insurance if 
my personal vehicle will be used; 

 Notify my site supervisor immediately if I encounter any problems in the fulfillment of my duties; 

 Keep track of my hours and complete all duties/projects agreed upon with my site supervisor by the end 
of my term as a volunteer or intern. 

 

_____________________________________________________             _________________________                                 
Student Signature                  Date   



 

The Center for  
Experiential Learning 

 

EMPLOYER/SUPERVISOR:  PLEASE RETAIN THIS PAGE FOR YOUR REFERENCE 
For more information, visit www.luc.edu/experiential 

GENERAL INFORMATION for Experiential Learning Partners/Employers 
 
Dear employer/volunteer supervisor:   
 
The student who has presented you with this form is enrolled in one or more classes at Loyola University 
Chicago that require him/her to engage with the broader community as part of his/her academic 
coursework.  It is our intention that our students not only LEARN from this experience, but also make a real 
and valuable contribution to your organization’s work and mission. 
 
As an employer/volunteer supervisor of Loyola experiential learning students, you have the right to: 

 Require students to fulfill ALL the requirements and expectations of non-student interns/volunteers, 
including minimum commitments that exceed those required by the students’ classes; 

 Hire and fire student volunteers/interns according to the standards set by your organization; 

 Refuse to document/approve student hours that are incomplete or conducted in an inappropriate or 
unprofessional manner; 

 Contact students’ course instructors and/or the Center for Experiential Learning staff at any time to 
clarify students’ roles, expectations, and learning outcomes in connection with this experience. 

 
As a co-educator of Loyola experiential learning students, we ask that you: 

 Establish clear boundaries for students’ roles, duties, and schedule, and provide them with all necessary 
training and supervision required to complete their assigned responsibilities; 

 Aid students in recognizing and managing risks associated with performance of their duties, and regard 
the safety of Loyola students as a priority equal to that of your employees/clients; 

 Place students in roles that are complementary to their course’s stated learning outcomes, insofar as 
possible without compromising your organization’s priorities; 

 Be available to discuss problems or concerns that may arise during the students’ performance of their 
assigned duties; 

 Communicate any concerns with students’ performance to course instructors and/or the Center for 
Experiential Learning staff in a timely, clear, and appropriate manner. 

 

TO REPORT AN INCIDENT/CONCERN WITH A STUDENT: 
 
Course instructor contact information is available on the front of this sheet. 
 
Andrew Miller, Community Partnerships Coordinator………………………………amiller11@luc.edu |  773.508.7690 
Jon Schmidt, Service-Learning Program Manager………………………………....jschmidt12@luc.edu  |  773.508.7080 
Danielle Forchette, Academic Internship Program Manager.………............dforchette@luc.edu  |  773.508.6090 
 
Or complete the Experiential Learning Incident Report:  http://luc.edu/experiential/incident_report.shtml 
 

IMPORTANT DATES
Fall 2015 Semester 

 

 8/23  Classes begin 

 10/5-6  Fall Break 

 11/25-28 Thanksgiving Break 

 12/5  Classes end 

Spring 2016 Semester 
 

 1/19  Classes begin 

 3/7-12  Spring Break 

 3/24-28  Easter Break 

 4/29  Classes end

../../02%20%20Service-Learning/03%20%20Student%20Resources/www.luc.edu/experiential
mailto:amiller11@luc.edu
mailto:jschmidt12@luc.edu
mailto:dforchette@luc.edu
http://luc.edu/experiential/incident_report.shtml


 

The Center for  
Experiential Learning 

 

STUDENT:  ENTER THIS INFORMATION INTO LOCUS, THEN GIVE THIS PAGE TO YOUR INSTRUCTOR 

Experiential Learning Agreement – INSTRUCTOR Page   
 

INSTRUCTIONS:  STUDENT is responsible for filling out this ENTIRE PAGE during initial interview/orientation with 
employer or volunteer supervisor.  ALL INFORMATION ON THIS PAGE MUST BE ENTERED INTO LOCUS by the 
student in order to substantiate his/her completion of the University Engaged Learning Requirement.  Once this 
information has been entered into LOCUS, this signed form should be given to the Course Instructor for his/her 
records and to verify the student’s volunteer/internship position. 

 
STUDENT NAME:  _____________________________________________________________ 
 
Course/Section # (e.g. UNIV 290-01E):  ________________   Instructor Last Name:  _____________________ 

 
SERVICE or INTERNSHIP SITE INFORMATION: 
 
Organization Name:  _______________________________________________________________ 
 
Department/Program: _______________________________   Position: ___________________________ 
 
Address of primary service/internship site:  __________________________________________________ 
 
City, State:  _____________________   Zip Code:  _____________________ 
 
Position start/end dates: ________________    Projected Total Hours of Service: ___________________ 
 
INTERNSHIPS ONLY Approximate hours/week:  _______________  Compensation:  $__________ 
 

SUPERVISOR INFORMATION: 
 
Supervisor Name: _________________________________________________________________   
 
Supervisor Title: __________________________________________________________________ 
 
Supervisor E-mail: ________________________________  Supervisor Phone:  _______________________   
 
Student:  Based on your class requirements and on your conversation with your supervisor/employer, what 
are the top three things you hope to learn/accomplish in the fulfillment of your responsibilities to this site? 
 
1. 
 
2. 
 
3. 
 
SUPERVISOR SIGNATURE:  ____________________________________________  Date:  ________________ 

On behalf of my organization, I agree to provide supervision to the above-named student in the fulfillment of his/her duties as a 
volunteer or intern for the time and terms stated above.  I am aware of my rights and responsibilities as stated on the previous 
pages of this document, and have received course and instructor contact information from this student in compliance with the 
policy of Loyola’s Center for Experiential Learning (www.luc.edu/experiential).  

http://www.luc.edu/experiential
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GENERAL INFORMATION for Experiential Learning Course Instructors 
 

Dear Course Instructor:   
 
Thank you for supporting this student in your experiential learning (i.e. service-learning or academic 
internship) class. 
 
Please use the information recorded on the previous page to contact this student’s site supervisor in 
case of questions or concerns about his/her volunteer or internship experience.  This information 
should also be available via your class roster in the Faculty Center in LOCUS. 
 
Upon receipt of this form, please VERIFY that student-entered site and supervisor information in 
LOCUS is complete and correct.  Once you have reviewed the student’s information, please click the 
box next to “Instructor Approval” to electronically sign off on the student’s engaged learning 
commitment in connection with your class.  This approval is essential for risk management and 
documentation purposes, and we appreciate your cooperation. 
 
As the course instructor of an experiential learning class at Loyola University Chicago, you agree to: 

 Clearly communicate the expected learning outcomes of students’ community-based work; 

 Verify the details of students’ class-related community-based commitments in LOCUS; 

 Provide reflection opportunities and assignments to help your students relate their community-
based learning to other course content; 

 Communicate with your students regarding their community-based learning on an on-going basis; 

 Communicate as needed with site supervisor(s) regarding students’ fulfillment of their community-
based commitments; 

 Keep in contact with Center for Experiential Learning staff to discuss any problems or issues that 
may arise regarding students’ community-based work. 

 
 
TO REPORT/RESPOND TO A CONCERN WITH A STUDENT’S COMMUNITY-BASED WORK: 
 
Site supervisor contact information is available on the front of this sheet. 
 
Center for Experiential Learning (CEL) program staff Information: 
 
Jon Schmidt, Service-Learning Program Manager………………………………...jschmidt12@luc.edu  |  773.508.7080 
Danielle Forchette, Academic Internship Program Manager.…………........dforchette@luc.edu  |  773.508.6090 

 
Or complete the Center for Experiential Learning’s Incident Report:    
http://luc.edu/experiential/incident_report.shtml 
 
A CEL staff member will respond to your concern as soon as possible. 

 
 

 

 

 

 

mailto:jschmidt12@luc.edu
mailto:dforchette@luc.edu
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A2:Internship Orientation Checklist 
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Internship Orientation Checklist 

This checklist is designed to help you get set up successfully in your internship. If your organization 

provides a formal intern orientation, you will likely cover many of these items in that session. If your 

organization does not provide a formal intern orientation, you can share this checklist with your 

supervisor to establish how they will share with you this information during the first few days of your 

internship. 

 

Before First Day 

 Establish schedule, coordinating with class times and other important dates 

 Confirm start time for first day, instructions for arriving and who you will be meeting with 

 Collect any paperwork or identity verification you may need to bring with you 

 Clarify work attire  

 

General Workplace Orientation 

 Tour of office, facilities and work area 

 Meet other staff members 

 Workplace etiquette, formal and informal 

 Expectations for lunch and breaks, personal cell phone use 

 Office technology and protocol (copier, fax, email, voicemail, passwords, etc.) 

 Intern workspace, computer and supplies and expectations for workplace appearance (clarify if 

workspace is shared so you can be considerate of others with whom you are sharing) 

 Budget codes, expense forms, supply requests 

 Office hours and how to access building (keys, codes, etc.) 

 Parking (if applicable) 

 

Organizational Policies and Procedures, including but not limited to:  

 Security 

 Emergency  

 Values and Code of Ethics/Conduct 

 Workplace Harassment 

 Appropriate Attire 

 Intellectual Property 

 Liability 

 Grievances 

 Social Media 

 Confidential Information 

 Use of Computers and E‐mail 
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Internship Orientation Checklist (continued) 

 

Knowledge of Organization 

 Mission, history, culture and structure 

 Staff directory and department descriptions 

 Organization materials (brochures, annual report, etc.) 

 

Intern Role and Co-educator Support and Supervision 

 Confirm work schedule, reviewing any important school and organizational dates 

 Procedures for calling in sick or vacation/time off requests 

 Discuss internship description, including any important projects and timelines 

 Learn how feedback will be provided during and at the conclusion of the internship 

 Sign in/out procedures and hours tracking 

 Pay schedules (if applicable) and any final paperwork necessary 

 Procedures for signing off on work and any regular reports needed 

 Establish how to contact supervisor during non-work hours (in case of emergency) 

 Establish who on staff to go to if supervisor is unavailable  

 What training is necessary for internship role, and what other training is available for your 

learning and professional development? 

 Schedule regular (weekly or biweekly) supervisor check-in meetings 

 Staff meeting schedule and expectations around staff meeting attendance and reporting 

 Channels of communication (e.g., emails, cc/bcc) 

 Learning objectives (share internship course syllabus) and learning agreement 

 

Other Items: 

 _________________________________________________________________ 

 _________________________________________________________________ 

 _________________________________________________________________ 

 _________________________________________________________________ 

 _________________________________________________________________ 
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A3: Learning Objectives Guide 
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How to Write an Effective Learning Objective 

Your internship experience should be organized around your learning and development. This worksheet 

will guide you and your supervisor on how to craft tangible yet challenging learning goals and objectives 

that correspond with your internship responsibilities and projects. Submit your learning objectives with 

your Academic Internship Agreement (see A3) to your course instructor.  

OBJECTIVE = (When) + (Who) + WILL BE ABLE TO + MEASURABLE VERB + (Task) + (Criteria) 

Learning Objective Examples 

When As a result of participating in X 

Who For LOCUS Learning Objectives, this will mostly 

be “I” 

Measureable Verb A comprehensive list is below.  Choose the verb 

that is most applicable or use a verb not listed. 

Task What comes after the verb?  What are you hoping 

you will be able to recall, learn, understand, 

apply, etc.? 

One tip to help guide you toward identifying verbs that are measurable is to use Bloom’s Taxonomy. 

Ordered from more basic to more advanced, Bloom's taxonomy provides a broad array of verbs that can 

be used when writing objectives to help define how you will: 

(1) know - what content knowledge do you need to have for this experience?  

(2) be - what do you hope to become from this experience?  

(3) do - how will you practice and refine your skills learned from this experience? 

 

Measurable Verbs 

Remembering: define, count, describe, draw, find, identify, label, list, match, name, quote, recall, recite, 

sequence, tell, write 

Understanding: conclude, demonstrate, discuss, explain, generalize, identify, illustrate, interpret, 

paraphrase, predict, report, restate, review, summarize, tell 

Applying: apply, change, choose, compute, dramatize, interview, prepare, produce, role-play, select, 

show, transfer, use 

Analyzing: analyze, characterize, classify, compare, contract, debate, deduce, diagram, differentiate, 

discriminate, distinguish, examine, outline, relate, research, separate 

Evaluating: appraise, argue, assess, choose, conclude, critique, decide, evaluate, judge, justify, predict, 

prioritize, prove, rank, rate, select 

Creating: compose, construct, create, design, develop, integrate, invent, make, organize, perform, plan, 

produce, propose, rewrite 
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How to Write an Effective Learning Objective (continued) 

Criteria for Measurement (evidence) 

While this may not be part of your actual learning outcome, it is important to know how you will know 

you have succeeded.  What will you point to that will allow you to say “I accomplished my objective and 

here’s the proof!”? 

 

Domains and Dimensions of Learning* 

Your learning objectives might focus on different domains of learning such as: 

 Knowledge (facts, concepts, terminology, new information) 

 Skills (things you want to learn to do) 

 Attitude or Values (things that you believe are important and want to improve in yourself) 

Your learning objectives can also guide your development in different dimensions such as: 

 Personal development (strengths, habits, learning and work styles) 

 Professional development (how you will grow as a professional, or learn about a profession) 

 Civic/justice-orientation (connecting to the public purposes or social issues in the field) 

Consider the examples below and discover what domains and dimensions may be considered: 

Learning Objective Domain Dimension 

As a result of interning at TVNewsChicago, I will be able to develop my 

communication skills by greeting guests and answering phone tips. 
  

As a result of interning at XYZ Law Group, I will gain practical 

information about immigration and our legal system. 
  

As a result of interning with PeoplesBank, I will develop an 

understanding of my work style and preferred work environment.  
  

As a result of my accompaniment of elderly residents of my local 

community, I will be able to critically evaluate popular narratives about 

aging in America. 

  

As a result of my internship with AdlermanCitizen’s office, I will gain 

new insights into the role of community voices in local policy decisions.  
  

As a result of my research into sustainable daily living, I will be able to 

produce a website that can teach elementary and middle school students 

what they can do to promote sustainability in their homes. 

  

*Adapted from Sweitzer, H., & King, M. (2013). The successful internship.  

 

Learning Objectives in your Internship 

How will your internship experience support your learning objectives? Compare your internship 

description, tasks and projects with your learning objectives to determine how you and your supervisor 

can align your responsibilities with your learning and development goals. 
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A4: Safety Tips for Serving/Working in the Community 
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I.  Getting There, Getting Back 

 
On the street… 

 

 Tell someone whom you trust where you are going and when you will return.  

 Walk with a friend whenever possible: research indicates that two people walking together are 70% less 

likely to be the victims of a street crime.  

 Stay alert and tuned-in to your surroundings. 

 Walk in well-lighted areas, avoiding alleys.  

 Do not listen to earphones or “walk & text” while out alone, this minimizes your ability to notice an 

approaching threat, and also advertises to a would-be thief that you have a desirable item to attempt to steal. 

 Carry a whistle or a body alarm. This can serve as a reminder to exercise caution, and can alert someone in 

the area that you need help.  

 If traveling near the Lake Shore Campus after dark, use the Campus Escort Service—call 8-RIDE from any 

campus phone (or 773.508.7433).  

 
On your bike… 
Chicago has recently experienced a rise in the occurrence of bicycle thefts. The Campus Safety Department offers the following advice to help 

keep your bicycle safe:  

 

 Avoid chains or cables as your sole means of securing your bicycle.  These are easily defeated and are 

usually responsible for the majority of bicycle thefts.  

 Consult this guide, published by the City of Chicago, for tips on securing your bike.   

 Do not place your bike lock close to the ground (or other hard object) where a thief can easily smash it with 

a hammer.  

 The City of Chicago has designated bike lanes on many major streets.  Use them! 

 While riding, don’t assume that you are safer than pedestrians because you are faster than they are.  Stick to 

well-lighted, well-populated areas, avoiding alleys and other unsafe shortcuts. 

 
In your car… 

 

 Always lock your car and take your keys.  

 Close windows and lock storage compartments.  

 Do not leave packages and valuables visible. 

 Drive carefully!  Neither the university nor your volunteer agency is liable for risks involved in students 

getting to and from their service sites.  

 Never give a client a ride in your personal vehicle. 

 Do not park in isolated locations or behind obstructions that block you from the view of others, and make a 

note of where you parked.  

 Consider your return time when choosing a parking location; it may be dark when you return.  Be alert to 

strangers hanging around the parking area.  

 When returning to your car, check all sides before entering.  Have your keys in your hand and ready before 

arriving at your car.  

 Once inside your car, lock all doors.  

 Trust your instincts, leave at the first sign of danger.  Once you are safe, call Campus Safety at 4-4911 or 

use a yellow campus emergency phone (on/near campus) or call the Chicago Police Department at 911 (off-

campus). 

http://www.bicyclingambassadors.org/pdf/flyers/locking_your_bike_en.pdf
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On Public Transit… 

 

 When riding a bus, use a stop that's well lit and near a coffee shop or store that's open.  

 Travel with a friend or co-worker whenever possible.  

 Know the bus or train schedule ahead of time, so you aren't forced to wait longer than necessary.  (The CTA 

offers numerous pre-planning resources on their website, www.transitchicago.com, and real-time bus 

schedules are available at www.ctabustracker.com.) 

 Don't sleep on the bus or train.  

 Sit near the bus driver.  

 Have your money or CTA card (U-Pass) in hand when entering the bus or train. This way you won't fumble 

with your wallet or purse.  

 Don't engage in unnecessary conversation with strangers, and never give out any personal information. The 

person you're talking to may be fine, but others can overhear.  Be similarly attuned to what you say during 

cell phone conversations while using public transit! 

 Don't get too involved with reading/texting/chatting on your phone while you wait OR while you ride. Stay 

alert!  

 Move away from people who appear intoxicated, even if this means going to another stop or changing cars 

on the train.  

 Don't share a cab with a stranger.  

 Sit near the aisle so you can get up quickly if someone bothers you.  

 Don't sit near the exit door on busses or trains. At stops, when the door opens, someone can reach in and 

snatch your purse or backpack.  

 Hold on firmly to your purse or backpack. Don't put it on the seat beside you. Keep it in your lap or wedge 

it between your feet.  

 Tuck necklaces inside your clothing and turn rings around so that valuable stones aren't showing. Better yet, 

remove jewelry before using public transportation. 

 

 
 

II. While on Site 

 
Communication…  

 

 Whenever on site, make sure you know who your immediate supervisor is, and how to contact him/her (if 

you are not working in close proximity).  Ask your supervisor for tips on staying safe.  

 Make sure someone whom you trust knows your destination and your tentative return time.  

 Ask for help from your supervisor or another staff member when in doubt.  

 Request an alternate site if you feel uncomfortable or unsafe with your current site.  

 
Planning ahead… 

 

 Plan for “what if’s” (what if car breaks down, what if I can’t find clients or agency address, etc.)  

 Wear appropriate, modest, easy-to-move in attire, consistent with agency policy.  Always wear sturdy shoes.  

Flip-flops are seldom practical or appropriate on-site. 

 Know your job description as a volunteer or intern, and don’t engage in activities beyond the scope of your 

class or your agreed-upon role.  

 Plan to go to your site in pairs if you will be visiting clients in private homes, working after-hours, or 

engaging in service or intern responsibilities in a dangerous neighborhood. 

 

 

http://www.transitchicago.com/
http://www.ctabustracker.com/
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Boundaries… 

 

 ONCE AGAIN: Even if asked, don’t give a client a ride in a personal vehicle.  

 Never give or loan clients money or other personal belongings.  

 Do not share personal contact information (home/cell phone number, address, personal email address, etc.) 

with clients or other non-Loyola students.  

 Do not tolerate talk or behavior of a sexual nature on site, whether from clients, other volunteers, or your 

supervisor(s). If you feel harassed, leave the situation and tell your supervisor, instructor, or the Center for 

Experiential Learning staff, as appropriate.  

 Do not engage in any type of business with clients during the term of your service.  

 Do not enter into a personal relationship with a client during the term of your service, including “friending” 

him/her on Facebook or other social networking sites.  

 
If Serving in a Private Setting (e.g. a client’s home)… 

 

 Get information about the client(s), cultural norms, and their situation from your agency supervisor prior to 

the home visit.  

 ONCE AGAIN: all home visits should be done with one or more partners who are known to you.  If 

your partner is not available, re-schedule the home visit. 

 Try not to be alone with clients without adequate supervision.  

 Whenever possible, consider meeting clients at a neutral place (at the agency or at a public building such as 

a café or library).  

 Keep your agency supervisor informed of your plans and itinerary and check in by phone on a prearranged 

schedule.  

 When you arrive in a client’s home, think about where to sit, being careful to keep an unobstructed path to 

the door or other available exit.  

 TRUST YOUR GUT.  If something does not feel right, leave immediately. Talk to your agency supervisor 

about your concerns and ask to switch clients.  

 
In Case of Injury… 

 

 Protect yourself:  carry your health insurance card at all times. 

 Make sure your emergency contact/s is/are designated in your phone.  Use the letters “ICE” (“In case of 

emergency…”) before emergency contact names in your contact list so that medical authorities know who 

to call in case of a debilitating injury. 

 As a volunteer or intern, agency liability insurance will cover student injuries as long as your activities are 

within the scope of course guidelines and your agency-defined volunteer role. 

 Most agencies keep first aid kits and other medical equipment on site.  Know where it is and how to use it in 

case of an emergency. 
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III. If Something Happens On-Site or in the Neighborhood of Your Service Site…  

 
If an incident occurs while you are on-site or in the area of your service site, OR if you are injured or made to feel 

unsafe while performing your volunteer service, contact your agency supervisor, your instructor, and/or the Center 

for Experiential Learning staff (as appropriate) to discuss what actions the agency and school should take to insure 

your physical and emotional well-being.  

 

All incidents occurring on, near, or in transit to/from your service site should be reported on the CEL’s Incident 

Report form within 48 hours. The form is available on the CEL website at www.LUC.edu/experiential and can be 

completed online or on paper. 

 

Regardless of the nature of the incident, try to STAY CALM.  Your instructor, the agency, the CEL staff, and 

Loyola’s various student support services will help you. 

 
 

* * * * * * * * * * * 
 

Learn more about safety and the surrounding Rogers Park and Edgewater neighborhoods by taking a Hot Spots 
Tour, led by a crime prevention specialist, who discusses personal safety and gives students a 45-minute ride 

through the neighborhood after dark in the comfort of a campus van. 
 

 To schedule a Hot Spots Tour, contact Loyola’s Campus Safety Department at: 773.508.2463; or e-mail: 
asksafety@luc.edu. 

 
For other safety updates and information, check out: 

www.luc.edu/depts/safety. 
 

To read crime reports about Chicago, visit the City of Chicago Website:  www.cityofchicago.org, and type 
“Citizen ICAM” in the search finder to access the database that distributes Chicago crime reports. 

 

http://www.luc.edu/experiential
mailto:asksafety@luc.edu
http://www.luc.edu/depts/safety
http://www.cityofchicago.org/
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Experience MORE... 

To learn more about partnering with Loyola  
through the Center for Experiential Learning, 

 or to contact the CEL staff, visit:   

LUC.edu/experiential 

Learn.  Serve.  Experience.  Transform. 

 

 

 

 

 

 

 


