
Practicum Guidelines 

The practicum component of the master’s program in Higher Education consists of two parts: 

1) practicum work experience of 100 hours, and 

2) the HED 6940 Master’s Practicum Seminar. 

The practicum work experience requires that students gain 100 hours of work experience 

in ONE functional area of higher education/student affairs during the course of their study. The 

selected practicum area should be different from the one in which the student is currently 

employed, either part-time or through an assistantship. The practicum experience exposes 

students to the functioning of a given area of the higher education and allows them to test and 

apply their newly-acquired knowledge and skills. Practicum students work under the supervision 

of a senior student affairs/higher education practitioner. The Master’s Practicum Seminar is 

designed to enhance students’ understanding of the activities and responsibilities of different 

professional units in higher education. It also provides students with the opportunity to ground 

their experiences in relevant theoretical frameworks. 

 

Roadmap to completing all practicum requirements: 

 

I. Start the Practicum Experience 

 

To Start the Practicum Experience: 

1. Contact potential practicum sites of your interest. The 100 practicum hours should be spent in 

one functional unit of student affairs (or academic affairs). The practicum experience should be, 

above all, a learning experience. Hence, it is very important to select a practicum area that will 

offer opportunities for education and growth. 

 

2. Meet with the potential site supervisor and discuss your practicum options, your goals and 

objectives for personal and professional development, and the potential practicum activities from 

which you expect to benefit. 

3. Fill out and sign the Practicum Contract form with the site supervisor. 

4. Discuss your plans with the Master’s Practicum instructor and sign the Practicum Contract 

form with her/him. 

 

During the Practicum Experience: 

• Keep a detailed Practicum Log documenting the hours of work, the duration of each work 

session, the type of task with which you were involved, and the people with whom you 

interacted. 

• Keep a detailed Practicum Journal on the nature of your work. This journal should offer your 

reflections on the duties you performed and what you learned. You will want to discuss what 

decisions were made, why certain tasks were carried out, how decisions affected people in the 

administrative unit, what you thought of the decisions made, how your work has enhanced your 

understanding of the administrative unit, and how you see the importance of this unit within the 

student affairs (or academic affairs) division. 

 

II. Enroll in HED 6940: Master’s Practicum Seminar 

 



The Practicum Seminar’s evaluation and credit will reflect the students’ work in both the 

practicum site and the Seminar itself. At the completion of the Practicum Seminar, evaluation 

will be given after the submission of the following materials from the practicum site: 

 

1. Filled-out and signed Practicum Contract form; 

2. Filled-out Practicum Supervisor’s Evaluation Form mailed DIRECTLY from the 

supervisor to the Practicum instructor; 

3. Filled-out Student’s Program and Self-Evaluation Form; 

4. Completed Practicum Log; and 

5. Completed Practicum Journal. 


