
0 
 

                      

 
 

 

Department of Urban Studies & Public Administration  
 

Master of Public Administration Program  
 

Internship Guide l ines 
 
 

 
 
 
 

October 28, 2008 

Application for 
Admission

Pre-Service

Internship

300 hours

Management/ Research 
Project

If employed full time

Group/Individual

Waiver Petition

In-Service

Internship Waiver
Internship/Project 

Optional



1 
 

Introduction  

 
The internship is a critical component of the MPA experience. For pre-service students admitted for Spring 2009 and 

thereafter, a field placement is required to complete the Master of Public Administration program requirements at Old 

Dominion University. Students will be notified at time of admission of their status as pre-service or in-service 

students. While in their internships, MPA students may be involved in such activities as human resource management, 

budgeting and financial management, strategic planning, and policy analysis and evaluation.  

ODU MPA students bring to an organization substantial preparation in key public management skills. The internship 

provides an opportunity for students to develop these skills and learn from practical experience. While the placement 

provides a learning experience for the student, the intern can also make valuable contributions to the host organization.  

The purpose of this handbook is to provide information to students, host organizations, and other interested parties 

about the Old Dominion University Masters of Public Administration internship program. The guidelines provided 

here are intended to clarify the Department of Urban Studies and Public Administrationôs expectations and 

requirements for internship completion.  

Due to the nature of the internship experience, these guidelines are intended to accommodate diverse and 

individualized internship experiences, as well as specific agency and student needs.  

Overview of Purposes and Expectations  

The internship program seeks to provide opportunities for ODU MPA students, host organizations, and the ODU 

Department of Urban Studies and Public Administration.  For the student, the internship is intended to provide an 

opportunity to gain practical experience that is necessary to enter the workforce or to enhance career development 

through participation in public service organizations and activities. For the host organizations, internships can be used 

to carry out special projects, to provide a means of recruiting new personnel, and to facilitate career development. 

Many public and non-profit agencies view the internship as a key component of their succession planning strategies. 

For the ODU MPA program, internship placements provide an opportunity for the program to expand and intensify its 

relations with a broad range of governmental, nonprofit, and other agencies and organizations. Such arrangements 

assist the program in carrying out its public service commitment.  

The primary objective of the internship requirement is to provide a learning opportunity for pre-service MPA students. 

The goals of the internship can be summarized as follows:  

× To relate concepts and theories of administration and organization to actual situations and issues;  

× To understand the context and dynamics of public sector organizations;  

× To increase student ability to function as an effective member of an organization;  

× To recognize and learn to work within the constraints and opportunities which confront various 

administrators and organizations;  

× To gain an increased awareness and understanding of the dimensions of one or more substantive issue areas;  

× To acquire firsthand knowledge of specific administrative processes; and  

× To develop contacts which may lead to future professional opportunities.  

 

Students are expected to develop their own personal goals for the internship, and to discuss these with their academic 

advisor, the internship coordinator, and host organization supervisor.  
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Undertaking an internship involves a degree of trust between the student and the host organization.  Students are 

placed in positions of responsibility that require sensitivity and understanding of the need to protect the confidentiality 

of information and the rights of individuals.  The Department of Urban Studies and Public Administration fully 

supports the University policy on ethics in research.  Moreover, the Department of Urban Studies and Public 

Administration further emphasizes that the ethics policy developed for research should carry over into all aspects of 

the internship experience. 

 

Placement Options, Structure, and Administration  
Placement Options  

The internship in the Public Administration program is a requirement for pre-service students without extensive 

experience and is satisfied by taking Public Administration 668: Internship.  Students with substantial professional 

experience may be granted an automatic internship waiver at the time of admission. Other students who have some 

public sector experience, but were not granted an internship waiver at the time of admission, may petition the MPA 

Internship Coordinator to waive this requirement if they feel that a waiver is warranted by their experience (see the 

waiver option in this handbook).  Furthermore, some students who are employed on full-time basis but do not meet 

the threshold for an in-service waiver or a waiver petition (after they are admitted), may discuss with the internship 

coordinator the option of an ñin-service internship project.ò 

Due to the diverse nature of the student body in terms of work experience, particular goals and objectives of each 

internship will vary based on the studentôs interests and past experiences. In general, there are two placement options: 

1) the regular internship placement, and 2) the in-service internship project.  

The Regular Internship Placement  

For students new to public administration, the internship affords an introduction to the public service and allows for 

professional socialization to occur through hands-on experience, immersion in a new organizational culture, and the 

development of skills and abilities through practice. For many students, the internship placement is where the 

combination of public administration theory and practice come together.  With the internship placement, there are a 

variety of approaches that can be used to satisfy the internship requirement. Your internship MUST have a 

management or research component (cannot be a clerical position).   

 

At a minimum, the student will work 300 hours with their host organization. Many internships are structured to take 

place over the course of a semester or a summer to satisfy this requirement. Other internships are structured as longer 

part-time placements where the student works less hours per week over the course of the academic year. Under this 

last arrangement, the student is able to pursue course work in conjunction with the placement.  

In developing the internship placement, the internship coordinator works closely with the student and the host 

organization to arrange the placement.  

The In-Service Internship Project  

For those students already in service, but were not granted a waiver upon admission or after submitting a waiver 

request/petition, the internship can become, at the discretion of the MPA Internship Coordinator, a project for 

professional development. Many MPA students are mid-career professionals who elect to use the internship as a 

means for developing and enhancing professional skills.  Special assignments and responsibilities that go beyond the 

normal duties of the student as employee can provide new opportunities for learning and growth.  In-service 
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internship projects are tied to a particular initiative or effort, or a temporary reassignment within the organization.  

In-service placements are developed in conjunction with the internship coordinator and the studentôs employer.  

On occasions when such opportunities present themselves, a small group of students may be asked to engage in a 

group project as consultants to a non-profit or public entity. A faculty member would directly supervise such group 

project 

 

Scheduling and Registering for the Internship  
Enrollment and Credit Hours  

The internship component of the ODU MPA program is a total of three credit hours. Public Administration 668: 

Public Service Internship has been apportioned three credit hours, due to the amount of time and energy necessary to 

complete the required 300 hours of service. PA 668 is graded on a Pass or Fail basis (recorded as P or F on transcripts) 

by the internship coordinator with advice and input from the host organization. Depending on the specific internship 

arrangements, the academic credit hours can be taken in one semester or can be spread over more than one term.  

While there are no prerequisites for the internship courses, it is recommended that students take their internships after 

having at least two semesters of course work. Most students pursue internships after two semesters of course work.  

Internship Program Coordination and Intern Arrangements  

The Department of Urban Studies and Public Administration has developed an internship program that provides a 

wide range of placement opportunities for students.  The Department has assigned a faculty member to the role of 

internship coordinator. However, much of the responsibility for internship planning rests with the student. It is in the 

best interest of the students to identify internship interests and communicate with the internship coordinator early in 

their course of study so placement possibilities may be maximized.  

 

Students are encouraged to seek advice and counsel of faculty members, initiate contact with the internship 

coordinator, and regularly review placement announcements and related information that are posted in the Department 

or distributed via the programôs listserve. 

  

There are several ways in which internship placements are identified and selected. They include situations where:  

× The internship coordinator contacts a potential host organization and collaborates in the creation of a 

placement.   

× Students identify and propose possible assignments and initiate contact with organizations and agencies.  

These students then work with the internship coordinator to develop a placement.  

× Agencies contact the Department and request one or more student interns. Working with the internship 

coordinator, the placement is developed and students are invited to apply for the position.  

× Internships sometimes arise through ODU faculty and staff, particularly in the contacts with public sector 

organizations and in projects with such organizations.  

In all situations, except where an individual student has initiated contact with a potential host organization, placement 

announcements are posted and application is open to all qualified MPA students. Host organizations interview 

potential interns and make final decisions. If selected for the internship, the student reserves the right to decline the 

appointment.  
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Internship Agreements  

Students must have an approved Internship proposal turned into the Internship Coordinator during the first week of the 

semester they are registered for the Internship.  Failure to do so many result in deletion from this course.  

Once an internship placement has been agreed to in principle between the Department, student, and host organization, 

an internship agreement is developed and agreed to by all parties. It is the studentôs responsibility to develop the 

written proposed agreement with input from the internship coordinator and host organization. In general, the 

agreement will include the following information:  

× The organization or agency with which the proposed placement is to be held.  

× The name, address, phone number, and email of the proposed field supervisor, the intern, and the 

Departmentôs internship coordinator.  

× The nature of the work assignment (i.e., major tasks or activities on which the student will be working).  

× The relevance or significance of the tasks/projects for the host organization or agency.  

× Objectives of the internship, including a statement of how the placement will contribute to the educational 

career and personal objectives of the student.  

× A position description, including major tasks to be performed, hours to be worked, the duration of the 

placement, and compensation (if any).  

× A summary statement that compares the internship to course requirements and accreditation standards (i.e., 

total number of hours, full time for one semester or equivalent, registration for academic credit, etc.  

 

The Department recognizes that there may be some variety in the form and content of internship proposals. Some host 

organizations with extensive internship experience, have developed standard internship agreements, which the 

Department usually recognizes as a sufficient substitute for the proposal.  See Attachment A for a sample internship 

agreement.  

 

All placements are contingent on Department approval. The Department considers such criteria as the meaningfulness 

of the placement in terms of potential learning experiences and scope of responsibilities, the promise of adequate 

supervision, and compliance with Department expectations in terms of time requirements of the placements.  

Internship Administration  

Once the student begins a placement, there is a shared responsibility for its administration among the student, the 

Department, and the host organization. The student serves as an essential link between the Department and the host 

organization and bears substantial professional responsibility in helping to maintain lines of communication among 

those involved. The internship coordinator bears responsibilities for facilitating the internship placement, addressing 

concerns raised by the student and the host organization, and providing assistance to the student in completing the 

requirements of the program. The host organization has an obligation to provide a worthwhile professional experience 

for the student.  

The quality of the internship experience depends in large part on the actions of the student.  The most successful 

internships are those where students keep lines of communication open with the host organization supervisor and the 

internship coordinator.  In this regard, it is expected that all students will provide a midterm internship 

memorandum to the internship coordinator, which summarizes major responsibilities, accomplishments, and 

lessons learned.  

During the placement, the internship coordinator provides a link between the student, the organization, and the 

Department. The coordinator seeks to keep in regular contact with the intern and to respond to needs, questions, and 
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concerns as they arise. It is standard practice for a site visit to be conducted during the internship in order for the 

student, the host organization supervisor, and the internship coordinator to assess the placement and address any 

concerns or issues relating to the internship. Agencies provide the intern with a supervisor who can act as a guide and 

a mentor during the field placement. Each intern must have a designated internship supervisor. The programôs 

internship coordinator also has the responsibility for assessing the status of internship supervision in the field.  

 

Internship Evaluation  

There are three dimensions of internship evaluation. First, since the internship is part of the program curriculum, 

students are assessed on their performance in placements. This is achieved through the midterm and final evaluations 

of the internship. It is customary for the internship coordinator to conduct a site visit to the internship and to meet with 

the student and the supervisor during the internship.  At the end of the internship, the coordinator and supervisor will 

discuss the internôs performance in a meeting, by telephone discussion, or through correspondence.  The student is 

awarded a P for pass or F for fail, depending on performance. The Departmentôs internship coordinator will solicit the 

input of the host organization supervisor in making the assessment, but the final grade is determined by the internship 

coordinator.  

 

To help with assessing student performance in placements, each student will submit a mid-term report if s/he is 

registered for any internship hours. Mid-Term Reports should list the number of internship work hours that you have 

completed to-date, the tasks which you have completed as an intern, and any skills that you have learned up to the date 

of that report. Students should also submit their timesheets for every week during their internship experience. A form 

that should be completed each week is included at the end of this report. All internship mid-term reports are 

cumulative. An appropriate length of this report is 2-3 pages. Mid-term reports are due during the last Friday of 

October, the last Friday of February and the Last Friday of June. These mid-term reports are MANDATORY. 

Failure to submit a mid-term report will result in a failing grade on internship hours.  

 

The second dimension of internship evaluation involves an assessment of the overall ability of the MPA program to 

adequately prepare students for public service. The Department periodically solicits the input of host organizations to 

assess the level of preparation and abilities of student interns. This information, in turn, assists the Department in 

curriculum and program development.  

The third dimension of internship evaluation involves the studentôs assessment of the experience. The Department has 

an evaluation instrument that is used to assess the internship and internship analysis experience. Students also have an 

opportunity to review the experience in their exit focus group that takes place during their capstone seminar. Students 

are encouraged to provide feedback through these venues.  

Internship Placements  

Placements include local, state and national public agencies and many nonprofit and healthcare organizations.   For 

those students involved in regular and extended internships, the types of organization and the scope of responsibilities 

expected of the intern reflect program concentration options. Students focusing on local, state, and national 

government service have been placed primarily in state and local agencies and offices. Students focusing on human 

resources management may be placed in human resources departments in state, local, federal, or other agencies.  
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The Department maintains long-standing relations with a number of organizations that have provided internship 

placements over the years. Additionally, the Department is receptive to new organizations seeking interns and is 

responsive to individual students who pursue internship placement and project opportunities on their own. In short, the 

Department actively assists students in securing placements and seeks to be flexible in acknowledging the needs of 

students. Typical placements include internships in nonprofit community service agencies, local government, state 

and federal agencies, healthcare organizations such as hospitals and clinics, and university departments and units 

engaged in public service and outreach.  

The Department seeks to have paid internships if at all possible since the student is providing professional work. The 

exact amounts paid are subject to negotiation by the intern with the prospective host organization with the advice and 

consent from the internship coordinator. Some interns accept no payment for services rendered assuming that the 

experience is valuable in and of itself. 

 

The Internship Waiver 
 

In general, Master of Public Administration students are required to fulfill the internship requirement. However, some 

students have substantial professional administrative experience when they enter the program. For these students, an 

internship may not be necessary. For some students with substantial public sector or nonprofit management 

experience, the internship requirement may be waived at time of admission. For other students who have experience 

but are not granted a waiver at time of admission, they may petition the MPA faculty for such waiver if they believe 

that their experience should suffice to waive this requirement. The internship waiver option discussed below is 

available to students with appropriate professional experience.  

To waive the internship requirement, the student must submit a request for a formal waiver of the internship, which 

will include as a minimum: 1) a memorandum presenting a careful and thorough professional assessment and, 2) a 

detailed resume.  The memorandum for waiver should be addressed to the internship coordinator and should include, 

at a minimum, the following information:  

× An assessment of the studentôs career development to date, including significant accomplishments and 
contributions.  This should address both level of experience and length of time.  

× A description of current responsibilities, including the nature of day to day operations particularly as they 

relate to managerial functions.  

× A review of professional strengths as well as areas in which additional development is required or desired.  

This should include  specific steps which were taken for the individualôs professional development and 

current plans for continuing development.  

× The identification of possible career paths or areas of interest along with an assessment of the skills and 

knowledge which will be required to achieve these paths.  

 

This request for a formal waiver is submitted to the internship coordinator, with the MPA Director and the internship 

coordinator acting as a faculty review committee deciding on the appropriateness of the waiver. In cases when the 

MPA Director is not available (summer months) and where a decision cannot wait for his or her return, USPA 

chairperson will replace the MPA Director on this committee. In any case, a Department recommendation for a waiver 

is subject to the approval of the Department Chair.  If the waiver is approved, the student will take a 3-credit elective 

to replace PADM 668. 

  

The internship coordinator is available to discuss with students their internship waiver options and procedures for 
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applying for the waiver.  Students should also consider discussing their internship waiver plans with their academic 

advisor early in their academic program.  

 

 

The Place of the Internship in the MPA Curriculum  
 

Students should be aware that the internship and/or professional experience will be the basis for a short reflective 

paper based on the questions posted in the student survey. Furthermore, Capstone Seminar, students will have the 

opportunity and will be expected to use their internship experience to reflect on the assigned readings and activities. 

The capstone seminar is already designed to link academic preparation to professional career through analysis of 

practice settings, professional literature, and internship/professional experience. Capstone Seminar helps integrate the 

internship or professional experience with course work, practice themes, public manager competencies, ethics and 

other concerns.  

For pre-service students, the internship experience is an integral part of the Master of Public Administration 

curriculum at Old Dominion University.  The placement provides hands-on experience to practice critical skills in 

public management and administration. Interaction with practitioners, professionals, and the public can provide a 

valuable learning experience.  The reflective provides an opportunity to compare and to place in context the 

internship experience with lessons and knowledge gained through course work and study.  Students need to be aware 

of the responsibilities that they bear as interns and to be conscious of the connections that the experience has with the 

larger themes and values of the public administration education.  In this section, we review how the internship relates 

to the curriculum, the important consideration of research ethics and values, and the relationship of the placement to 

the MPA programôs portfolio requirement.  

Integrating Practice and Theory: The Internship and the MPA Curriculum  

The internship placement is a key component of the MPA curriculum.  It is designed to provide hands-on experience 

to those students who are new to the public sector. It is also designed to provide an opportunity for those with 

experience to deepen their knowledge and skills in the public service.  For all students, it is a time when classroom 

theory and field experience merge in such a way that oneôs knowledge and understanding of public administration can 

be deepened.  

Master of Public Administration students bring to their internship placements the knowledge and skills that they have 

learned through course work. They bring to the classroom knowledge and insights gained through experience.  The 

Department of Urban Studies and Public Administrationôs curriculum reflects a priority for integrating coursework 

and internship experience.  This extends not only to the application of public administration theory and skills in 

practice, but also to interaction with faculty in the Department of Urban Studies and Public Administration.  Students 

are encouraged to take a proactive role in synthesizing the field experience with lessons learned through their course 

work and study.  

One method of integration is for interns to keep an informal journal of internship activities which will provide 

opportunity for self-reflection and analysis.  While not required of the internship, past experience suggests that such 

journals are a helpful device in making the internship a beneficial learning experience.  These journals will come in 

handy in developing the reflective paper in the capstone seminar, and conducting job searches.  

Another good practice for tying the internship to the course work experience is to discuss internship activities with 

members of the faculty and the internship coordinator as appropriate.  The internôs responsibilities in the field will 

bring opportunities to apply skills and tools learned in the classroom in such areas as public budgeting and finance, 
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public management, public personnel management, and research methods. Discussion with faculty over activities and 

responsibilities can be rewarding and highlight lessons learned and knowledge gained.  
 

Professional Ethics, Confidentiality, and Disclosure 
 

As interns, students are both participants and observers of organizational process and action.  As participating 

members of an organization, interns are entrusted with a great deal of responsibility and are called upon to exercise 

discretion and sensitivity to matters of confidentiality and individual rights and interests.  In their placements, 

students should be guided by standards of professional conduct and ethics.  Students should also expect that the 

organizations in which they serve embrace these standards as well.  Interns can seek guidance on issues of 

professional ethics and standards and related statements and through consultation with organizational supervisors and 

mentors, the internship coordinator, and faculty advisors.  

In carrying out research and other projects for host organizations, students should adhere to standards and practices 

that protect the integrity of research and the rights of individuals and subjects of research.  Students are expected to be 

familiar with appropriate protocols of research, such as human subject review, as provided to them in the methods 

course of the MPA curriculum.  Interns should not hesitate to contact the internship coordinator where questions of 

the appropriateness of research approaches arise.   

Because the internship is a learning process, students are also observers. This role of an observer is epitomized in the 

completion of the reflective paper in the Capstone Seminar which is a requirement of the MPA curriculum.   
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Frequently Asked Questions  

What is the purpose of the internship?  

The internship placement is a key component of the MPA curriculum. It is designed to provide hands-on experience to 

those students who are new to the public sector. It is also designed to provide an opportunity for those with experience 

to deepen their knowledge and skills in the public service. For all students, it is a time when classroom theory and field 

experience merge in such a way that oneôs knowledge and understanding of public administration can be deepened.  

How long does the internship last and how many credits are allocated?  

For students in a traditional internship placement, a minimum of 300 contact hours in the host organization is 

expected. Some internships are structured to take place over the course of a summer or a semester, others are organized 

on a part-time basis that can extend from one to two years. Students earn three credit hours for their placements and 

enroll for the internship under PADM 668: Internship.  

I am working full-time in a job in the public or nonprofit sector. Do I need to have an 

internship?  

Many students are already working in the public sector or non-profit sector.  Those students with substantial 

professional experience, and who were not granted an automatic waiver at their time of admission, may want to 

consider applying for an internship waiver.  Those students who have less experience may want to consider an 

in-service internship project rather than a placement in another organization.  The duration of the project activity will 

span at least the course of a semester. The Department seeks to be responsive to the individual needs of its students.  

When should I start to plan for the internship?  

The earlier a student starts to plan for an internship, the more likely it will be that the student will find a placement that 

is desirable and worthwhile.  From the beginning of their course of studies, students should start to think about the 

internship experience and discuss ideas and plans with their advisors and the internship coordinator.  In the semester 

prior to the internship placement, students should contact the internship coordinator to plan and finalize the placement.  

Do I need to find an internship on my own?  

Not necessarily. The Department will assist you in finding an internship.  The Departmentôs internship coordinator is 

there to help you find a placement that matches your interests and needs.  The Department maintains many on-going 

relations with organizations that have hosted interns over the years and frequently receives requests from other 

organizations seeking interns.  Announcements for positions are regularly posted and disseminated to students. With 

this said, students also have the option of seeking out their own placement possibilities ð subject, of course, to final 

Department approval.  
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Am I assigned to an internship?  

No.  You select and are selected for an internship. Students usually apply for an internship on a competitive basis and 

are interviewed for the position as they would for a job.  Once offered an internship position, the student has the right 

to decide whether to take the position or not. The goal is to make the best match possible between the student and the 

organization.  And though position selection is often competitive, placements are found for all students.  

Are internships paid?  

The Department of Urban Studies and Public Administration does not require host organizations to pay interns.  

However, the Department strongly encourages host organizations to provide compensation to students and many do.   

When do I have to submit the proposal?  

The proposal is mandatory and is due the first week of the semester you are registered for the internship hours. The 

Department counts hours toward your internship only after your proposal is approved. Any hours you complete 

before then will most likely not count toward your 300 hours. There is no guarantee that your current placement will 

meet your internship requirements until you have an approved proposal. Do not get signatures on your proposal until 

your MPA academic advisor and the internship coordinator had a chance to review it. Your internship starts when 

that signed proposal is submitted to, and approved by your employer and the Department of Urban Studies and Public 

Administration. 

 

 

Important to Remember 
 
Ç Your proposal is due before you start your placement  

Ç Your mid-term report is due every term you are registered for internship hours  

Ç Keep a log of your internship work hours using the Weekly Intern Timesheets  

Ç Submit Weekly Intern Timesheets with each Mid-Term Report  

Ç Discuss your internship with your advisor every time you meet with him/her  

Ç Start discussing placement options with the internship coordinator as soon as you start the program  

Ç Your internship MUST have a management component (cannot be a clerical position).  

Ç Keep a journal of the tasks that you have completed.  

Ç Keep the internship coordinator apprised of any problems.  

Ç Keep the internship coordinator aware of any changes to tasks listed in your internship proposal.  
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TOP 10 BEST PRACTICES FOR SUCCESSFUL INTERNSHIPS 

1. Access.  Allow access to meetings, events, staff, the CAO. 

2. Variety.  Provide various projects and participatory experiences. 

3. Flexibility.  Meet internsõ needs and interests and enable the input from various 

departments and agencies. 

4.  Education.  Educate people in the community, including university contacts, 

about the internship program in order to secure a steady applicant pool and to foster 

a relationship with student networks.  

5.  Frontline experience.  Appreciate and respect the work of service providers 

who exhibit good management practices.  Encourage interns to take part in these 

valuable learning experiences. 

6.  Mentoring.  Provide interns with guidance and encouragement or with a person 

who can be a mentor.  Remember, todayõs interns are tomorrowõs leaders. 

7.  Have supervisors supervise.   Avoid having interns report to supervisors whom 

may lack the experience and authority to provide the intern with tools for learning.  

8.  Meaningful work.   Assigning tasks that are important to the goals of the 

organization will attract quality interns.  Resume -building experiences often are 

more valuable than a paycheck. 

9.  Evaluate.  Give the interns feedback throughout their tenure and have them 

evaluate their own experience before leaving. 

10.  Assimilate.   Make the program a routine part of local government.  Continue 

to seek qualified candidates and to share enthusiasm for local government. 

 

 

 

Source:  The Internship Toolkit, found in the Next Generation area of ICMA.org.  
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ATTACHMENT A  

INTERNSHIP PROPOSAL AGREEMENT  

Proposed Location: Internship Field Supervisor: Name, Address, Telephone Number and E-mail Address of the 

Internship field supervisor  

Intern:  

Name, Address, Telephone Number and E-mail Address of the Intern  

Internship Coordinator (MPA Program):  

Name, Address, Telephone Number and E-mail Address of Proposed On-Site Internship Coordinator  

Assignment Nature:  

In this section, the intern should describe the mission of the placement organization, its clients, and its structure. 

The intern should also elaborate on the position type and where the position falls in the organization.  

The intern should also provide a detailed description of the job (a job description). This section should be about 

1-page long.  

Assignment Relevance:  

In this section the student should provide an explanation of how the nature of the internship relates to the field of 

public administration and the what was covered to-date in the curriculum. This section should be about ½ page 

long.  

Internship Objectives:  

In this section, the student should explain his/her goals (personal, academic and professional) for this internship. 

This section should be about ½ page long.  

Time Schedule:  

This assignment would begin approximately ____________, and extend through approximately __________.  

Approximately ___ percent of the internôs time would be devoted to activities associated with this internship.  The 

intern will work ___ hours per week during the duration of the placement.  

Internship Mid -Term Reports  

According to the above time schedule, I will submit  mid-term reports, one in         , 20     , one in         

, 20  , and one in  ,20   

 

Summary Statement  

How many hours will be completed, when the hours will be registered and at what rate will students be 

compensated?  
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Internôs Name, Signature and Date  

 
Agency Intern Supervisorôs Name, Signature and Date  

 
Public Administration Internship Coordinatorôs Name, Signature and Date  
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ATTACHMENT B  

Old Dominion University  

Department of Urban Studies and Public Administration  

Weekly Internship Timesheet  

Name:       . Week:        .  

 

 
Total Hours for Week:_______________.  

Summary of Activities  

 

 

 

 

 
 

 
 

 

 

 

 

 

 

 

 

 

 
Student Signature: 

 

 Monday  Tuesday  Wednesday  Thursday  Friday  Saturday  Sunday  

Time Worked         

Total Hours         

 



15 
 

Attachment C 

 

 

 

Department of Urban Studies and Public Administration  

Old Dominion University 

Student Internship Reflection 

Name: ___________________________________________ 

Internship Period:  ________________________________ 

Number of Hours:  _________ 

1. Enumerate the principal responsibilities and tasks which you performed. 

 

 

 

 

 

2. Describe the working conditions and general working environment. 

 

 

 

 

 

3. What on-the-job problems did you encounter? 
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4. What did you learn from the on-the-job experience? 

 

 

 

 

 

5. What were the special benefits from this experience (if any)? 

 

 

 

 

 

 

6. What was the nature of supervision and was it useful? 

 

 

 

 

 

7. If you did this internship again, what changes would you recommend? 

 

 

 

 

 

 

 

Intern Signature:  ___________________________________ 
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Attachment D  

 

Department of Urban Studies and Public Administration  

Old Dominion University  

Supervisorõs Evaluation 

Name ______________________________________ 

 

Internship Supervisor ________________________ 

 

Agency Name and Address ___________________ 

____________________________________________ 

____________________________________________ 

Attached is a performance evaluation of the studentõs intern experience in your agency.  The primary 

focus of your evaluation should be on the gains, knowledge, and ability to carry out assignments.  It will 

be particularl y helpful if the evaluation is submitted within one week after the student completes 

placement with your agency.  

Please return to: 

Meg Jones 

Graduate Program Manager 

Department of Urban Studies and Public Administration  

2084 Constant Hall 

Norfolk, Virginia  23529 

Thank you.  
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Attachment E  

 

Student Intern Evaluation 

1. The student has completed the 300-hour internship? 

Yes ____ No _____ 

Comments _________________________________________ 

___________________________________________________ 

 

2. The student has submitted a written Intern Summary Report? 

Yes ____ No _____ 

Comments _________________________________________ 

___________________________________________________ 

3. Please rate your student intern by circling the appropriate score.  

A. Ability to work with spe cific community problems through an agency or institution. 

 

S
u
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 c
rite

ria
 

to
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v
a
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a
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1. Understanding of purpose and function of agency 5 4 3 2 1 0 

2. Ability to use agency policies and procedures 

efficiently 

5 4 3 2 1 0 

3. Ability to plan, organize, and use time effectively 5 4 3 2 1 0 

4. Knowledge and use of community resources 5 4 3 2 1 0 

 

 

B. Development of Skills 

1. Ability to obtain pertinent information when needed 5 4 3 2 1 0 

2. Ability to distinguish relevant from irrelevant materials 5 4 3 2 1 0 

3. Ability to plan a course of action 5 4 3 2 1 0 

4. Ability to relate and apply knowledge of specialized area 

to problem or agency function 

5 4 3 2 1 0 

5. Ability to communicate with staff and other 5 4 3 2 1 0 

6. Ability to obtain relevant facts from materials 5 4 3 2 1 0 

7. Ability to record pertinent facts 5 4 3 2 1 0 

8. Ability to write and summarize reports 5 4 3 2 1 0 

9. Ability to give oral reports 5 4 3 2 1 0 
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C. `Knowledge of supervisory responsibilities 

 

S
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1. Preparation for conferences 5 4 3 2 1 0 

2. Understanding and use of supervisory relationship 5 4 3 2 1 0 

3. Participation in evaluations 5 4 3 2 1 0 

 

D. Capacity for professional development 

1. Ability to integrate theory and practice 5 4 3 2 1 0 

2. Demonstration of continuous learning 5 4 3 2 1 0 

3. Ability to focus on problem and needs of agency or institution 5 4 3 2 1 0 

4. Ability to follow orders and accept criticism 5 4 3 2 1 0 

5. Ability to approach a problem professionally 5 4 3 2 1 0 

6. Promptness 5 4 3 2 1 0 

7. Dependability 5 4 3 2 1 0 

 

Additional Comments 

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

_____________________________________________________________________________________________

______________________________________________________ 

 

 

 

____________________________________________ 

Signature of Agency Supervisor 

 

____________________________________________ 

Printed Name and Title 
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