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Guidelines for UNF MPA Student Internships 

and  

PAD 6946 Internship in Public Administration 

Course Syllabus 

 

Master of Public Administration Program 

Department of Political Science and Public Administration 

1 UNF Drive 

University of North Florida 

Jacksonville, FL 32224 

 

INSTRUCTOR:  Dr. George Candler, MPA Director 

OFFICE:   Social Sciences (Bldg. 51)/2402 

TELEPHONE:  904-620-1388; FAX: 904-620-2979 

E-MAIL:   g.candler@unf.edu 

OFFICE HOURS:  As posted, or by appointment 

 

Class Texts 

PAD 6946 is essentially a directed independent study, so specific texts depend on the specific 

internship.  

 

Catalog Description 

“Supervised field work in public administration. Diary and/or research project and seminar 

attendance required. May be repeated up to 6 credits under different topics.” 

 

An internship may be required for all pre-service students in the MPA program. Under certain 

conditions, as described below, the internship requirement may be waived by the MPA Director. 

 

Graduate Learning Objectives 

Consistent with the mission of the UNF-MPA program, the objectives of the internship are to 

develop the ability 

 to lead and manage in public governance;   

 to articulate and apply a public service perspective;    

 to communicate and interact productively with a diverse and changing workforce and 

citizenry; and   

 to understand local governance in a global context. 

 

Course Administration 

PAD 6946 allows MPA students the opportunity to gain academic credit hours while working in 

a public or nonprofit sector organization. Since it is a credit-generating course, there is an 

important academic component that must be completed in addition to the field work. The general 

nature of the academic products required are described in this syllabus. However, since every 

internship is unique, the academic products will to some extent reflect the specific experiences of 

each intern. The internship course instructor will guide the student in terms of specific 
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expectations. Consequently, this syllabus is intended to provide general guidance, rather than the 

specific requirements for each student taking an internship. 

 

Grades in the course are based on evaluation by the internship supervisor in the work place, and 

by the evaluation of the required academic portion of the course by the course internship 

instructor. Normally, the instructor for the internship course is the MPA program director. 

However, from time to time, other faculty may supervise the internship course. In those cases, 

specific requirements from the instructor will apply, but students remain responsible for meeting 

the general program requirements for the internship with respect to hours worked, supervisor 

evaluation, and so forth. Faculty internship advisors will make students aware of any changes or 

conditions added to this course syllabus. 

 

There is no regularly scheduled class time for PAD 6946. However, internship students should 

expect to meet with the internship director for the purpose of assessing their academic progress 

over the duration of the course. 

 

The duration of the internship in the workplace should be approximately 250-300 hours.  This is 

based on 20 hours per week for a period of 14-15 weeks, the normal term of a semester in 

fall or spring. Obviously, hours for an internship in summer will be different, as the summer term 

is only twelve weeks. Other combinations of hours are possible -- such as a longer internship 

with fewer hours per week, extending beyond a single semester -- but internship students should 

clear all arrangements with the MPA  Director (or faculty internship supervisor). 

 

Internship Administration 

Students may search out and develop an internship for themselves, or they may be placed in an 

internship by the MPA Director. In either case, students will be responsible for meeting the 

guidelines specified in the Student Workplace Agreement (see below) for completion of the 

academic portion of the internship experience. Students moving into an internship will be 

expected to negotiate their hours and work assignments with the internship supervisor, and 

provide the MPA Director with a signed MPA Student Workplace Agreement before beginning 

the internship. Registration will not be authorized until this document is delivered to the MPA 

Director.  Students will also be responsible for providing their internship supervisor with the 

Guidelines for Internship Supervisors. 

 

At the end of the internship period, students are responsible for turning in all assignments for the 

academic portion of the course. Students must also secure a letter of evaluation, sent directly to 

the MPA Director, from their work site supervisor. Unless otherwise agreed to by the faculty 

internship supervisor, all material assigned for the academic portion of the internship course 

should be delivered by not later than the last day of classes for the semester in which the student 

is enrolled in the internship. 
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Academic Requirements for the Internship Course 

 

1. General Requirements 

 

Three credit hours in PAD 6946 are currently required of students who enter the MPA program 

without significant prior work experience in a public or non-profit position. The purpose of this 

requirement is to ensure that holders of the MPA degree will have some practical background 

and experience; in effect to demonstrate an ability to work productively in a public-oriented, 

professional environment. A significant work experience combined with university course work 

provides a student with a greater understanding of the dual academic-professional character of 

the MPA degree. 

 

Students with significant work experience who are taking the internship for credit must develop a 

project and report that demonstrates some activity or project over and above the normal duties 

and responsibilities of their current position. Internship credit will not be given for carrying out 

the normal responsibilities of the student's position. 

 

The expectation for students taking the internship is to explore in depth a topic growing out of 

his/her professional work experience. This exploration must take the form of a written report to 

be submitted to the MPA Director for evaluation and credit.  Agencies that use the services of an 

MPA intern may also establish additional guidelines for the individuals accepting placement 

within their organizations. As noted above, work site evaluations of student performance will be 

a factor in awarding students credit for the internship experience. 

 

Waivers. At least three general types of waivers are currently granted: 

 In service. Students who are currently employed in public sector positions also have the 

opportunity to gain three hours internship credit, however, they are not required to do so for 

the successful completion of the degree program. Normally, a waiver is granted if a student 

has more than one year of significant professional experience.  

 Quality. The emphasis in internship placements is on quality, and so if an appropriate 

internship cannot be found that is consistent with the student’s career goals, the requirement 

can be waived. 

 Hardship. Especially if a paid internship is unavailable and an internship presents financial 

hardship for students, or if travel difficulties make this infeasible, a waiver can be granted. 

Students who are granted a waiver of the internship requirement take one additional elective to 

complete the 42 hours required for the MPA degree. 

 

2. The Weekly Journal 

 

Students taking an internship must maintain a weekly journal (one page per week maximum, 

single-space). This journal should record activities, as well as observations and insights 

concerning the experience at the work site. The journal should demonstrate the ability to connect 

academic knowledge to the internship experience. The journal should be submitted on a monthly 

basis to the internship instructor, with normal standards of professional writing expected. The 

journal may be submitted electronically, i.e., by e-mail, but a printed copy must be turned in as 
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part of the final internship documentation. The intern is not required or expected to submit the 

journal to the workplace supervisor for review or approval. 

 

The student’s name and date, as well as the internship location, should be placed on all journal 

submissions, whether electronically or in hard copy. Submissions covering multiple weeks 

should include the dates for the period being reported. 

 

3. The Internship Report 

 

Producing the Internship Report 

1. Prospectus. Each student must obtain approval from the MPA Director for an internship 

report prospectus. The prospectus should include the following: 

 a brief statement of the aims and methods of the report project; 

 an outline of the proposed report; 

 a bibliography listing significant published, documentary, and/or interview resources for 

the project. 

The MPA Director may require any additional information as necessary to judge the nature, 

quality, and feasibility of the project. The prospectus should normally be submitted and 

approved midway during the student's time in the internship. The prospectus is the student's 

responsibility and the failure to provide it to the MPA Director may result in a refusal to 

accept the final internship report. 

2. Final Draft. The student is responsible for delivering one copy of the final draft to the MPA 

Director not later than the last day of classes of the semester in which the student intends to 

receive credit for the internship hours. If this schedule cannot be met, contact the MPA 

Director to develop an acceptable time for delivery of the final paper. 

 

Character of the Internship Report 

1. General requirement. Each student undertaking an internship is required to write a report 

based on his/her work in the employing agency. The length and format of the report will vary 

with its approach and specific topic. The internship report must show substantial evidence of: 

 Research and/or analysis more demanding that that expected for a major course term 

paper. 

 Insight into the relationships between classroom and field experience. 

 Professional reading and research relevant to the report topic. 

 Normal expectations for professional writing are expected. 

2. Approaches to report content. The student should consult the MPA Director or other 

designated faculty advisor in deciding on an approach to the topic. Whatever the approach 

agreed-upon, the internship report should include a brief preface, explaining how the 

student's field responsibilities contributed to the report and presenting the approach taken. 

 Professional analysis of an agency problem. Often the student-intern will be expected to 

prepare a professional administrative report on some project of the employing agency. 

Such reports are usually of a "problem analysis" character, following a standard format 

that addresses: 

 identification and description of the problem; 

 objectives, goals or purposes of the agency that are relevant to resolving the problem; 

 presentation of relevant facts and analysis; 
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 findings or conclusions from the analysis; 

 recommendations for policy administrative action. 

When an agency report prepared by the student addresses a problem having broad 

implications for policy or action, and analyzes the problem in such broad terms, the 

internship report may simply incorporate the agency work, covering it with a brief 

preface and (usually) strengthening the scholarly component. If the agency report is not 

sufficiently substantial, the internship report may alternatively analyze some policy or 

administrative issues that are implicit (but not explicitly addressed) in the agency project 

itself; in this case, the relevant agency report or reports should be appended as part of the 

internship report. 

 Participant-observer case study. The student-intern may be in a good position to observe 

the agency or some part of it at work in resolving its internal management problems and 

devising or delivering its services. Such observation should be based on concepts 

developed in the classroom in such areas as organization theory, management systems, 

management styles, service delivery evaluation, and the like. Thus, a second major 

approach to the internship report may be a participant-observer case study of some aspect 

of the agency's policies, procedures, or managerial character. Such a report may append 

appropriate agency documents, but the report itself will more closely resemble a long 

term paper or a short thesis. It should differ from most such scholarly projects, however, 

in that it will focus its analysis on the particular agency where the student has worked. 

3. Scholarly content and structure. The precise structure and format of the internship report will 

vary from case to case, but the report should demonstrate the student's attention to scholarly 

and professional literature beyond specific agency documents or relevant regulations and 

statutes. The case-study approach will usually require greater attention to the literature than 

will the administrative report approach, but even the latter must show familiarity with 

published materials on similar situations in other agencies or jurisdictions. 

 

The structure for scholarly citation, including footnotes and list of references should follow 

the guidelines of the American Psychological Association, known as APA style. Examples of 

citations under this style can be found on-line via the UNF Library at  

http://libguides.unf.edu/citationguide 

The purpose of a citation format is to assure clarity and consistency, and should enable the 

reader to judge both the extent of the research undertaken and the sources of specific 

passages from literature and documents. Students should solicit further advice on these 

matters from the MPA Director or the internship faculty advisor. The internship report, 

journal, letter of evaluation and any other documents related to the internship must be 

submitted to the MPA Director (or internship course instructor) before a grade for the course 

will be entered. Internship journals that were submitted on a weekly basis should be collected 

or reprinted for inclusion in the binder. It is advisable that the intern place all submitted 

internship material in a ring binder with tabs for convenient reference. This binder should 

have a title page, listing the student intern’s name, UNF MPA affiliation, organization 

sponsoring the internship, inclusive dates of the internship, and date of submission. 

 

Evaluation of the Internship 

Official grades for the internship course are the responsibility of the MPA Director. Grades will 

normally be awarded after the completion of the internship. Where necessary, grades of "I" will 
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be awarded, for example, if the internship extends beyond the semester in which the student 

registered for the internship course. In certain cases, students may complete the internship 

requirement and then register for the course hours. Students contemplating such an arrangement 

must consult the MPA Director beforehand; ex post facto internships are not permitted. A letter 

grade other than "I" must be awarded prior to the student's graduation. The student's final grade 

on the internship course will reflect the MPA Director's judgment of the quality of the written 

project and, where appropriate, consultation with the agency internship supervisor concerning 

the quality of the student's work in the employing organization. Failure to turn in a satisfactory 

work performance may result in a low or failing grade being assigned for the internship course. 

 

The MPA Steering Committee of the Department of Political Science and Public Administration, 

chaired by the MPA Director, are responsible for the interpretation and application of these 

guidelines in specific cases. Any problems or questions concerning them should be addressed to 

the MPA Director. 

 

Resources for Internship Supervisors 

The MPA program has some material for potential internship supervisors. It is the job of the 

student intern to get this material into the hands of their supervisor and to make sure that the 

necessary forms are filled out and returned to the MPA Director (or other faculty internship 

supervisor). These materials may be picked up from the MPA Director at the time an internship 

is being arranged. 

 

ADA Notice 

The University of North Florida is committed to making reasonable accommodations to 

individuals with disabilities. If you need such accommodations for this course, please inform the 

instructor prior to the first assignment. Students should not expect to be able to claim a disability 

after they do poorly on an assignment. Only students who have a disability verified by the UNF 

Disability Resource Center may claim an ADA accommodation in this class. The instructor will 

strictly follow the guidelines established by the Resource Center for accommodation of such 

students. 

 

Accommodations for internship students at worksites may vary. UNF is not responsible for the 

degree to which worksites are able to accommodate disabilities. If accommodations are an issue, 

however, please contact the MPA Director. 

 

Syllabus updated October 2012. 
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Guidelines for Internship Supervisors 

MPA Program 

Department of Political Science and Public Administration 

University of North Florida 

Thank you for agreeing to supervise an internship student from the Master of Public 

Administration (MPA) degree program. The MPA internship is a combined field work and 

academic endeavor intended to bridge theory and practice An internship allows a student to 

connect academic knowledge gained in the program with "hands-on" field experience. For 

preservice students, an internship provides valuable initial experience in the public or non-profit 

sectors and the opportunity to establish or expand a network of professional contacts.  

 

In order for a student to have a credible experience and gain appropriate academic credit for the 

internship, as well as meet the requirements of the work site, we would like you to be aware of 

the following guidelines. 

1. The intern and the supervisor must complete the “UNF Student Workplace Agreement 

Form.” The workplace agreement form is included in this package. The Agreement provides 

contact information and a brief description of the intern’s activities, time schedule and 

responsibilities. This form should be signed by the student intern and the supervisor and must 

be returned to the MPA Director for approval and retention in the student’s file. Returning 

the form to the MPA Director is the intern’s responsibility. 

2. In addition to assigned work activities, the intern must complete a weekly journal and a final 

paper to receive academic credit for the internship course. Your insight and advice will be 

helpful for students in meeting this part of the internship requirement. However, meeting this 

requirement is the student’s responsibility, and evaluation of these reports (as well as 

assigning the course grade) is handled by the MPA Director. 

3. Evaluation of the intern’s performance in terms of work responsibilities is very helpful. The 

evaluation should speak to the student’s progress in meeting the duties and objectives 

established by the agency. The evaluation should be in letter form, can be brief, and should 

be sent (snail mail, emailed or faxed) to the MPA Director not later than the week of final 

exams for the semester in which the student is taking the internship course. If the internship 

does not coincide with the end date for a semester, the letter of evaluation should be sent 

after the student has completed the internship. 

 

The MPA program at the University of North Florida appreciates your support and participation 

in our internship program. For further information or for questions regarding any aspect of the 

internship program, please contact: 

 

Dr. George Candler 

MPA Director 

Department of Political Science and Public Administration 

University of North Florida 

Jacksonville, FL 32224 

Tel: 904-620-1938  FAX: 904-620-2979  E-mail: g.candler@unf.edu 

 



Page 8 of 8 
 

University of North Florida MPA Student Workplace Agreement 

Department of Political Science and Public Administration 

University of North Florida 

Jacksonville, FL 32224 

 

Student Name _________________________       UNF Student ID N_____________________ 

Semester _____________________________       Year __________________ 

 

Internship Site (Organization) 

__________________________________________________________________ 

Internship Supervisor _______________________________________________ 

Office Address _____________________________________________________ 

Telephone _______________________ E-mail ______________________________ 

Internship Start Date _______________ Internship Completion Date _____________ 

 

Job Description: 

 

 

 

 

Proposed Work Schedule (should equal 250-300 hours, specify duration and hours per week): 

 

 

 

Other Work Requirements, Conditions, and/or Assigned Readings: 

 

 

 

 

 

 

 

 

 

 
Disclaimer: The University of North Florida assumes no liability for circumstances or events 

that might occur during the internship that might be unpleasant or inappropriate for the intern, 

or for any job-related injury that may occur during an internship. The student intern 

understands that she or he is subject to all rules and regulations imposed by the internship 

employer, including policies concerning attendance, tardiness, dress, and confidentiality. The 

agrees to perform the work responsibilities listed according to the schedule and conditions 

described above. The student intern is responsible for informing the MPA internship coordinator 

(MPA Program Director) of any substantial changes in the internship schedule or duties or 

conditions of work described on this form, and for completing all PAD6436 course requirements. 

 

MPA Student Intern Signature _____________________________________Date _________ 

Internship Supervisor Signature ____________________________________Date _________ 

MPA Program Director Signature __________________________________ Date_________ 


