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Introduction

The internship is a critical component of the MPA experieRoe preservice students admitted for Spring 2009 and
theraafter, afield placement is required to complete the Master of Public Administration program requiren@dts at
Dominion University Students will be notified at time of admission of their status assqméce or irservice
studentsWhile in their internshipgVIPA studentsnay beinvolved 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 ema@aigskills. 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 torthenizzgian.

The purpose of this handbook is to provide information to students, host organizations, and other interested parties
about theOld Dominion UniversityMasters of Public Administration internship program. The guidelines provided

here are intended to clarify theepartment of Urban Studies and Public Administrdélien e xpect ati ons
requirements for internship completion.

Due to the nature of the intesimp 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 opportunitiesOiotJ MPA students, host organizations, and @iBU
Department of Urban Studies and Public Administratidfor the student, the internship is intended to provide an
opportunity to gain practical experience that is necessary to enter the workforce oancecolreer 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 careemdat.elo

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

For theODU MPA program, internship placements provide an opportunity for the program to expand and intensify its
relations with a wad 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 learningtopippfor pre-service MPAstudens.
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 uratetstg of the dimensions of one or more substantive issue areas;
To acquire firsthand knowledge of specific administrative processes; and

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

X X X X

X X

Students are expected to develop thein @ersonal goals for the internship, and to disdusset with theincademic
advisor the internship coordinator, and host organization supervisor.



Undertaking an internship involves a degree of trust between the student and the host organizadiemts &t

placed in positions of responsibility that require sensitivity and understanding of the need to protect the confidentiality
of information and the rights of individuals. TEpartment of Urban Studies and Public Administrafialty

supports te University policy on ethics in research. Moreover, Brepartment of Urban Studies and Public
Administrationfurther emphasizes that the ethics policy developed for research should carry over into all aspects of
the internship experience

Placement (ptions, Structure, and Administration
Placement Options

The internship in the Public Administration program is a requiremenpr®servicestudents without extensive
experience and is satisfied by takiRgblic Administration668: Internship. Studentswith substariail professional
experience mape granted an automatiaternship waivemt 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 pédtitR# the
Internship Coordinator to waive this requirement if they feel that a waiver is warranted by their expseerite
waiver option in this handbook) Furthermore, some students who are employed ottifiedl basis but do not meet
the threshold for an iservice waiver or a waiveetition (after they are admittedhay discuss with the internship
coordinator the option aginfi i-sner vi ce i nternship project.o

Due to the diverse nature of the student body in terms of work experience, particular goalgetnestof each
internship will vary based on the studentés interests
1) the regular internship placement, and 2) theeirvice 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 handsexperience, immersion in a new organizational culture, and the
development of skills andbilities 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 satisfyirttegnship requirementYour internship MUST have a
managemenr researcltomponent (cannot be a clerical position).

At aminimum, the student will worB00 hours with their host organization. Many internships are structured to take
place over the cose of a semester or a summer to satisfy this requirement. Other internships are structured as longer
parttime placements where the student wddss hours per weakver the course of the academic year. Under this

last arrangement, the student is ablpuosue 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 InService Internship Project

For those studds already in servicdgut were not granted a waiver upon admission or after submitting a waiver
request/petitionthe internship can becomat the discretion of the MPA Internship Coordinat@rproject for
professional development. Many MPA students arid-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 opportunitiésafong and growth. hservice



internship projects are tied to a particular initiative or effort, or a temporary reassignment within the organization.
Innservice placements are developed in conj mploger.i on wi th

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 fofit or public entity. A faculty member would directly supervise such group
project

Schedulingand Registering for the Internship
Enrollment and Credit Hours

The internship component of tl@DU MPA program is a total othreecredit hoursPublic Administration668;

Public Service Internshipas been apportionglreecredit hours, due to the ammat of time and energy necessary to
complete the requiredB0D0hours of servicePA668is graded on Rass or Falbasis (recorded aor 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 thee are no prerequisites for the internship courses, it is recommended that students take their internships after
having at leastwo semestezof course work. Most students pursue internships after two semesters of course work.

Internship Program Coordinaibn and Intern Arrangements

The Department of Urban Studies and Public Administratias developed an internship program that provides a
wide range of placement opportunities for students. DOdyartmenhas 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 stly 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 fredbegartment
or distributed via the programbés | istserve.

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

x  The internship coordinator contacts a potential host organization and catkm the creation of a
placement.

x  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.

x  Agencies contact thBepartmentnd request one or more student interns. Working with the internship
coordinator, the placement is developed and students are invited to apply for the position.

x  Internships sometimes arise thro@BU faculty and staff, particularly in the cauts 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 wualified 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.



Internship Agreements

Students must have an approved Internphgposal 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 behe&mpartmentstudent, and host organization,

an internship agreement is developed and adguwlepettk t o by
written proposed agreemenwith input from the internship coordinator and host organizatlongeneral, the

agreement will include the following information:

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

x  The name, address, phone number, and email of the proposed field supervisor, the intern, and the
Department mternship coordinator.

x  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.

x  Objectives of the internship, inading a statement of how the placement will contribute to the educational
career and personal objectives of the student.

x A position description, including major tasks to be performed, hours to be worked, the duration of the
placement, and compensationgify).

x 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.

X

TheDepartmentecognizes 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
Departmentisually recognizes as a sufficientbstitute for the proposal. See Attachment A for a sample internship
agreement.

All placements are contingeoh Departmenaipproval. Thédepartmentonsiders such criteria as the meaningfulness
of the placement in terms of potential learning expeegenand scope of responsibilities, the promise of adequate
supervision, and compliance wifepartmenexpectations in terms of time requirements of the placements.

Internship Administration

Once the student begins a placement, there is a stespdnsibility for its dministration among the studerhe
Departmentand the host organization. The student serves as an essential link betw2epattimentnd the host
organization and bears substantial professional responsibility in helpingitamdines 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 stuuigting 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. Theceesfulsu
internships are those where students keep lines of communication open with the host organization supervisor and the
internship coordinator. In this regard,is expected that all students will provide a midterm internship
memorandum to the intemship 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
DepartmentThe coordinator seeks to keeprégular contact with the intern and to respond to needs, questions, and



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 internsbiglinator to assess the placement and address any
concerns or issues relating to the internsAigencies 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 internghip ®uips o r . The procg
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 istipagrafgram 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 internshimeaetivtith

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

di scuss the internds performance in a meeting, by tele]
awarded @& for pass or F for fagidepending on performance. Thepartmeri s i nt ernshi p coordinat
input of the host organization supervisor in making the assessment, but the final grade is determined by the internship
coordinator.

To help withassessing student performance in placements, each student will submiearmidport if s/he is

registered for any internship hours. Migrm Reports should list the number of internship work hours that you have
completed tedate, the tasks which yoave completed as an intern, and any skills that you have learned up to the date
of that report. Students should also submit thigiesheetsfor every week during theinternshipexperience. A form

that should be completed each week is included at the end of this report. All internsiéprmidports are

cumulative. An appropriate length of this reporti8 pages. Miedterm reports are due during the last Friday of
October, theaast Friday of February and the Last Friday of JUrteese midterm reports are MANDATORY.

Failure to submit a miterm report will result in &iling grade on internship hours.

The second dimension of internship evaluation involves an assessmeanbuéthll ability of the MPA program to
adequately prepare students for public service.Odémartmenperiodically solicits the input of host organizations to
assess the level of preparation and abilities of student interns. This information, in fete theBepartmentn
curriculum and program development.

The third di mension of internship eval uat Depantmentms ol ves t
an evaluation instrument that is used to assess the internship and intemagfss &xperience. Students also have an
opportunity to review the experience in their dégitus group that takes place during their capstone senShatents

are encouraged to provide feedback through these venues.

Internship Placements

Placements ialude 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 reflectggram concentration options. Students focusing on local, state, and national

government service have been placed primarily in state and local agencies andSiffabests focusing on human
resources management may be placed in human resources depinrstate, local, federal, or other agencies.



The Departmentmaintains longstanding relations with a number of organizations that have provided internship
placements over the years. Additionally, bepartmentis receptive to new organizations seekinggrns and is
responsive to individual students who pursue internship placement and project opportunities on their own. In short, the
Departmentctively assists students in securing placements and seeks to be flexible in acknowledging the needs of
studens. 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 m#ch.

The Departmenseeks 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 fom 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 fulfilhteenship requirement. However, some
students have substant@bfessional administrative experience when they enter the program. For these students, an
internship may not be necessarfor some students with substantial public sector or nonprofit mamage
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 experiere should suffice to waive this requirememhe 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 waiventef tiship, which

will include as a minimum: 1) a memorandum presenticgraful andthoroughprofessional assessment and, 2) a
detailed resume. The memorandum for waiver should be addressed to the internship coordinator and should include,
at a minimumthe following information:

x An assessment of the studentds career devel opment
contributions. This should address both level of experience and length of time.

x A description of current responsibilities, including the nature of day to day operations particularly as they
relate to managerial functions.

x A review of professional strengths as well as areas in which additional development is required or desired.
Thisshoul d include specific steps which were taken
current plans for continuing development.

x  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, wikhRBAeDirectorand the internship
coordinator acting as a faculty review committee deciding on the appropriatenbeswaiver.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 committe@ny case, Bepartmentecommendation for a waiver

is subject to the approval of tlRepartment Chair If the waiver is approvedhe student will take &-creditelective

to replace PADM 668

The internship coordinator is available to discuss with students their intemmaivipr options and procedures for

f



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 he Internship in the MPA Curriculum

Students Isould 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 tse 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 interngiofgssional experience. Capstone Seminar helps integrate the
internship or professional experience with course work, practice themes, public manager competencies, ethics and
other concerns.

For preservice studentshé internship experience is an intalgpart of the Master of PubliAdministration
curriculum atOld Dominion University The placement provides harnals experience to practice critical skills in

public management and administration. Interaction with practitioners, professionals, antlibegu 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 resporibilities 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 imptant consideration of research ethics and values, and the relationship of the placement to
the MPA programbés 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 providemargsrience

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

Master of Public Administration studts 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 Administraiien ¢ lum nefieatsua 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 epartment of Urban Studies and Ra®ldministration 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 astivitiich will provide
opportunity for selreflection 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
handy in developing the reflective paper in the capstone seraimdapnducting 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 theintéamns p coor di nat or as appropriate. The i
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, andehseathods. 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 sensitiyitto 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 thesedatds 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 reseahncand 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 protocolsf sesearch, such as human subject review, as provided to them in the methods
courseof the MPA curriculum. Interns should not hesitate to contact the internship coordinator where questions of
the appropriateness of research approaches arise.

Because thinternship 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.



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 providemargsrience to

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

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 oneds knowledge an:i

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

For students in a traditional internship placement, a minimurB06fcontact hours in the host organization is
expected. Some internships are structured to take place over the coursmmies sua semester, others are organized
on a partime basis that can extend from one to two years. Studentsheaecredit hours for their placements and
enroll for the internship und€&tADM 668 Internship

| am working full-time in a job in the pubc or nonprofit sector. Do | need to have an
internship?

Many students are already working in the public sector orpmofit sector. Those students with substantial
professional experienceand who were not granted an automatic waiver at their tinsdwiission,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.Ody@artmenseeks to be responsive to the individual needs of its students.

When should | start to plan for the internship?

The earlier a student starts to plan for an internship, the more likely it will bé¢hstudent 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 cooridinbésemester

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

Do | need to find an internship on my own?

Not necessarilyTheDepartmentvill assist you in finding an internship. TBepartmerd s i nt ernshi p coor
there to help you find a placement that matches your interests and needBepah@Enentnaintains many ocigoing

relations with organizations that have hosted intenexr ¢he 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 placemeniif)es<gib subject, of course, to final
Departmentpproval.



Am | 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 theguld 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 oftempetitive, placements are found for all students.

Are internships paid?

TheDepartment of Urban Studies and Public Administratioas not require host organizations to pay interns.
However, theDepartmenstrongly encourages host organizations to provide compensation to students and many do.

When do | have to submit the proposal?

The proposal imandatory and is dughe first week of the semesteyou are registered for the internship hours. The
Departmat counts hours toward your internship only after your proposal is approved. Any hours you complete
before then will most likely not count toward y&00hours. There is no guarantee that your current placement will
meet your internship requirements ugiu 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 emplogéineDepartment of Urban Studies and Public
Administration

Important to Remember

Your proposal is due before you start your placement

Your midterm report is due every term you are registered for internship hours

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

Submit Weekly Intern Timesheets with each Midrm Report

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

Start discussing placement options withititernship coordinator as soon as you start the program
Your internship MUST have a management component (cannot be a clerical position).

Keep a journal of the tasks that you have completed.

Keep the internship coordinator apprised of any problems.

O O 0 0 0 0 0 0 0 0

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. Flexibilty. Meet i nternsd needs and interests and
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, todayds int

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-amailEAddress of the

Internship field supervisor
Intern:

Name, Address, Telephone Number anch&il Address of the Intern
Internship Coordinator (MPA Program):

Name, Address, Telephone Number anch&l Address of Proposed €Bite 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 providedatailed 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 administrdbn and the what was covereddate in the curriculum. This section should be about %2 page
long.

Internship Objectives:

In this section, the student should explain his/her goals (personal, academic and professional) for this internship.
This section shald be about ¥2 page long.

Time Schedule:
This assignment would begin approximately , and extend through approximately .
Approximately ___ percent of the internés ti Mmkee would
intern will work ___ hours per week during the duration of the placement.

Internship Mid -Term Reports

According to the above time schedule, | will submit 4+t@dm reports, one in , 20 , one in
,20 ,andonein ,20

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

compensated?

12



I nternés Name, Signature and Dat e

Agency I ntern Supervisords Name, Signature and Date

Public Administration Internship Coordinatords Name, S

13



ATTACHMENT B
Old Dominion University
Department of Urban Studies and Public Administration

Weekly Internship Timesheet

Name: . Week:

Monday Tuesday | Wednesday | Thursday | Friday Saturday | Sunday
Time Worked
Total Hours

Total Hours for Week:

Summary of Activities

Student Signature:
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Attachment C

OldIdminion
UNIVERSITY

Changing Lives

Department of Urban Studies and PublicAdministration
Old Dominion University
Student Internship Reflection

Name:

Internship Period:

Number of Hours:

1. Enumerate the principal responsibilities and tasks wynchperformed.

2. Describe the working conditions and general working environment.

3. What onthejob problems did you encounter?

15



4. What did you learn from the ahe-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:

16



Attachment D

OldI»minion
UNIVERSITY

Department of Urban Studies and Public Administration
Old Dominion University
Supervisords Evaluation

Name

Internship Supervisor

Agency Name and Address

Attached is a performance evalwuation of the

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

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.

17
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Attachment E

OldIdminion
UNIVERSITY

Changing Lives
Student Intern Evaluation

1. The student has completed the 3@ur internship?
Yes No

Comments

2. The student hasubmitted 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.

Jolladng
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1. Understanding of purpose and function of agency

2. Ability to use agency policies and procedures

3. Ability to plan, organize, and use time effectively

4. Knowledge and use of community resources

ol 01| o] O1

Eo R S

WlWw wlw

NIN|INIDN

R

o| o| o| o|3keneas 01

B. Development of Skills

1. Ability to obtain pertinent information when needed

2. Ability to distinguish relevant frormrelevant materials

3. Ability to plan a course of action

4. Ability to relate and apply knowledge of specialized g

5. Ability to communicate with staff and other

6. Ability to obtain relevant facts from materials

7. Ability to record pertinent facts

8. Ability to write and summarize reports

9. Ability to give oral reports
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C. “Knowledge of supervisory responsibilities
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1. Preparation for conferences
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2. Understanding and use of supervisory relationship
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3. Participation in evaluations
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D. Capacity for professional development

1. Ability to integrate theory and practice

2. Demonstration of continuous learning

3. Ability to focus on problem and needs of agencinetitution

4. Ability to follow orders and accept criticism

5. Ability to approach a problem professionally

6. Promptness

7. Dependability
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Additional Comments

Signature of Agency Supervisor

PrintedName and Title
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Advlsing

Internship Process

e Academic Advising re. Time, Type and Iocation]

* Find the Appropriate Internship

Registration

e Register PADM 668

* Prepare Internship Proposal

e Start Internship

¢ Conduct Site Visit

* Prepare Reflection, Gather Time Sheets

e Supervisor & Student: Internship Experience Exit Evaluation

¢ Grade Given, Site Evaluated for Future Placements
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Waiver Proposal

e Student notified of status as pre-service )

e Student notified of right to petition

e Letter detailing reasons for request
Request [ig Resume

e MPA Director or Chair
e Internship Coordinator
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