
 

 

 

Public Affairs 4191.01 - Undergraduate Internship 
John Glenn College of Public Affairs – The Ohio State University 

 
Internship Instructor:  Chris Adams 
Email: adams.615@osu.edu  
Credit Hours: 3 
Office Hours: by appointment 
 
Course Description 
Students will work an average of 10 hours per week at their designated internship. All 
internship placements are negotiated with a view to serving the needs of the host organization 
while balancing those with the student’s academic preparation on the one hand and her/his 
professional goals on the other. Internships often draw upon some combination of practical 
experience, research, information technology, organization skills, and written communication 
skills. The host organization may expect a variety of tasks from you, but we emphasize that at 
least part of the focus ought to include attention for the organization and management of the 
host organization. This may include observing or assisting with functions, such as: fund raising 
and event planning, financial management and grand writing/administration, human resource 
management, strategic planning, program planning and evaluation. 
 
Course Objectives and Outcomes 
Internships are a wonderful way to get students acquainted with the world of government and 
the nonprofit sector. Also, internships underline the importance that the American Society for 
Public Administration (ASPA) and its first journal, Public Administration Review, has placed 
since their beginnings in 1939 and 1940 respectively on bridging the interests of practitioners 
and academics. Typically, students are asked to call upon their intellectual and technical 
resources to complete challenging assignments and meet tight production schedules that may 
require the juggling of multiple professional and academic responsibilities. In view of the 
challenging nature of an internship, the John Glenn College promotes strong relationships 
between the intern and his or her supervisor, faculty, and career services. Students who 
participate in this class and a corresponding internship will: 
1.   Develop an understanding of the commitment, intensity, and intellectual level required of 

anyone working in the public sector; 
2.   Be exposed to different leadership and management styles; 
3.   Learn to reflect systematically through a portfolio assignment (see below). 
 
Assignments and Grading Guidelines 
 

a) Position Acceptance Form – DUE PRIOR TO COURSE REGISTRATION 

¶ (Appendix A of syllabus) 

¶ This document and the accompanying job description count for 10% of your final 
grade. 

¶ Form can also be accessed online at http://glenn.osu.edu/career/internships/  

mailto:adams.615@osu.edu
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b) Mid-Term Evaluation – Each student will work with his or her supervisor to complete 
the Midterm Performance Evaluation Form (See appendix B of the syllabus). Students 
and supervisors should use this assignment as an opportunity early in the internship to 
identify successes as well as areas for growth. The Mid-Term Evaluation Form is worth 
10% of the final grade for the course.  
 

c) Informational Interview Assignment – Each student will complete one informational 
interview with a professional other than their immediate supervisor. Ask this individual 
questions about their professional development and how their career trajectory led to 
their current position.  This professional can be from the same organization in which the 
student is completing their internship or from a different organization.  However, the 
interview should be conducted with an individual who is employed in an industry that is 
similar to the professional aspirations of the student. This assignment will allow 
students to expand their professional network while learning practical information 
about other professionals in their chosen field. The interview and corresponding 1-page 
summary is worth 10% of the final grade for the course.  
 

d) Portfolio Assignment – Each student is required to gather a portfolio. The purpose of 
this assignment is: 

¶ self-assessment: identify the areas of experience, skills, understanding and 
mastery that you have acquired during the internship in relation to coursework 
completed  prior to the internship; 

¶ evidence: provide supporting evidence of your having achieved this 
understanding or experience through the activities and assignments you have 
performed as part of your internship. 

¶ awareness: develop the kind of sensitivity that any entry-level public servant 
with a college degree or higher is expected to have about the social environment 
in which her/his organization operates. 

 
The portfolio should include three components: 

1. An introductory statement (1 to 2 pages) that outlines your goals at the outset of 
internship.  This is basically a statement of what you hope to learn and achieve. 

2. Evidence of the activities and responsibilities you undertook through your 
internship.  You want to gather examples of your work to demonstrate what you 
did during your internship. 

3. A closing statement (1 to 2 pages) that explains whether you achieved the goals 
you set out to accomplish at beginning of your internship.  The statement should 
also reflect on other things you learned, skills you acquired etc., as well as how 
the experience has shaped your future goals. 

 
You will be required to prepare a brief, 5-minute presentation on your internship 
experience for the final class session.  The portfolio and in-class presentation combine 
to count for 35% of the overall grade. Attendance at this class is mandatory. Use of 



 

 

PowerPoint and/or other visual aids is permitted but not mandatory. The presentation is 
meant to educate your fellow classmates about the various types of work that exist 
within the nonprofit and public sectors. 
 

e) Final Supervisor Evaluation – At the end of the semester we will send an evaluation 
form to (the) internship supervisor(s) at the host organization asking them to provide 
examples of projects assigned and to indicate their level of satisfaction with the results. 
We ask what specific contribution the student made to the office or organization and for 
an overall rating – on the standard OSU grading scale – of the student’s performance. 
This written evaluation comprises 35% of the final grade for the internship course. 

 
Point Breakdown: 

¶ Position Acceptance form and Job Description – 10% 

¶ Mid-Term Evaluation Form – 10% 

¶ Informational Interview Assignment – 10% 

¶ Professional Portfolio, Presentation, and Attendance – 35% 

¶ Supervisor Evaluation – 35% 
 
Academic Misconduct 
It is the responsibility of the Committee on Academic Misconduct to investigate or establish 
procedures for the investigation of all reported cases of student academic misconduct. The 
term “academic misconduct” includes all forms of student academic misconduct wherever 
committed; illustrated by, but not limited to, cases of plagiarism and dishonest practices in 
connection with examinations. Instructors shall report all instances of alleged academic 
misconduct to the committee (Faculty Rule 3335-5-487). For additional information, see the 
Code of Student 
Conduct (http://studentaffairs.osu.edu/info_for_students/csc.asp). 
 
Diversity Values Statement 
The Glenn College is committed to nurturing a diverse and inclusive environment for our 

students, faculty, staff, and guests that celebrates the fundamental value and dignity of everyone 

by recognizing differences and supporting individuality. We are dedicated to creating a safe 

space and promoting civil discourse that acknowledges and embraces diverse perspectives on 

issues and challenges that affect our community. 

 
Mental Health Statement 
As a student you may experience a range of issues that can cause barriers to learning, such as 
strained relationships, increased anxiety, alcohol/drug problems, feeling down, difficulty 
concentrating and/or lack of motivation. These mental health concerns or stressful events may 
lead to diminished academic performance 
or reduce a student’s ability to participate in daily activities. The Ohio State University offers 
services to assist you with addressing these and other concerns you may be experiencing. If you 
or someone you know is suffering from any of the aforementioned conditions, you can learn 
more about the broad range of confidential mental health services available on campus via the 
Office of Student Life Counseling and Consultation Services (CCS) by visiting ccs.osu.edu or 

http://studentaffairs.osu.edu/info_for_students/csc.asp


 

 

calling 614-292- 5766. CCS is located on the 4th Floor of the Younkin Success Center and 10th 
Floor of Lincoln Tower. You can reach an on call counselor when CCS is closed at 614--292--
5766 and 24 hour emergency help is also available through the 24/7 National Suicide 
Prevention Hotline at 1--800--273--TALK or at suicidepreventionlifeline.org. Also, the OSU 

Student Advocacy Center is a resource to help students navigate OSU and to resolve issues 

that they encounter at OSU – visit http://advocacy.osu.edu/ . 
 
 

Accommodation Policy 
The University strives to make all learning experiences as accessible as 
possible. If you anticipate or experience academic barriers based on 
your disability (including mental health, chronic or temporary medical 
conditions), please let me know immediately so that we can privately 
discuss options.  To establish reasonable accommodations, I may 
request that you register with Student Life Disability Services.  After 
registration, make arrangements with me as soon as possible to discuss 
your accommodations so that they may be implemented in a timely 
fashion. SLDS contact information: slds@osu.edu; 614-292-3307; 
slds.osu.edu; 098 Baker Hall, 113 W. 12th Avenue. 
 

Calendar 
Week 1: 1/11/17 (Page Hall 130 – Leadership Education Center; 
7:30pm-9:20pm) 

¶ Introductions 

¶ Syllabus 
 
Week 2: 1/18/17 (No in-class meeting) 
 
Week 3: 1/25/17 (No in-class meeting) 
 
Week 4: 2/1/17 (No in-class meeting) 
 
Week 5: 2/8/17 (No in-class meeting) 

¶ Informational Interview Assignment Due 
 
Week 6: 2/15/17 (No in-class meeting) 

http://advocacy.osu.edu/
mailto:slds@osu.edu
http://slds.osu.edu/


 

 

 
Week 7: 2/22/17 (No in-class meeting) 
 
Week 8: 3/1/17 (No in-class meeting) 

¶ Mid-Term Evaluation Due 
 
Week 9: 3/8/16 (No in-class meeting) 
 
Spring Break: 10/13-10/17 (No in-class meeting) 
 
Week 10: 3/22/17 (No in-class meeting) 
 
Week 11: 3/29/17 (No in-class meeting)  
 
Week 12: 4/5/17 (No in-class meeting) 
 
Week 13: 4/12/17 (No in-class meeting) 
 
Week 14: 4/19/17 (Page Hall 130 – Leadership Education Center; 
7:30pm-9:20pm) 

¶ Portfolio and In-Class Presentation Due 
 
Finals Week: 4/26/17 – 5/2/17(No in-class Final Exam) 

¶ Supervisor Evaluations Due 
 
  



 

 

Appendix A ï Internship Position Acceptance Form 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Appendix B ï Midterm Evaluation Form 

 

 
 

 Mid -Term Performance Evaluation Form  
 

Well Above  Performance is repeatedly above expectations 
Above  Performance is sometimes above expectations 
Meets  Performance meets expectations 
Below   Performance is sometimes below expectations 
Well Below  Performance is repeatedly below expectations 

 
 
A.  Quality Service     Rating:       
       Comments: 
¶ listens carefully     
¶ friendly and courteous 
¶ demonstrates commitment 
¶ makes improvements 
¶ accurate and effective  

 
 
B.  Respect and Community   Rating:       
       Comments: 
¶ respectful and cooperative 
¶ respectful communication 
¶ supports positive work environment 
¶ handles interpersonal conflicts constructively 

 
 

C.  Learning and Development    Rating:       
       Comments: 
¶ uses feedback 
¶ seeks new challenges 
¶ demonstrates willingness to change 
¶ seeks learning activities 

 
 
D.  Focus on Results    Rating:       
       Comments: 
¶ sets goals with priorities 
¶ organizes work well 



 

 

¶ identifies and solves problems 
¶ achieves results 
¶ accepts responsibility for actions 

 
 
E.  Job Knowledge and Performance  Rating:      
  
       Comments: 
¶ understands goals and mission of organization 
¶ understands job responsibilities 
¶ demonstrates ability to perform 
¶ demonstrates professional development 
¶ ability to work independently  

 
 

F.  Internship Site Projects    Rating:      
        Comments: 
 
¶ satisfactorily completed projects 

 
 
G.  Summary Evaluation:    Rating:       
       Comments: 
¶ ÔÏÔÁÌ ÏÖÅÒÁÌÌ ÉÍÐÒÅÓÓÉÏÎ ÏÆ ÉÎÔÅÒÎȭÓ ÐÅÒÆÏÒÍÁÎÃÅ 

 
 
 

 
Intern signature:         Date:     
 
(Signature verifies that this information has been presented to you.  It does not signify that 
you agree with the evaluation.) 
 
 
Site Supervisor signature:        Date:     
 
 
 


