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Goal and Objectives 
The Master of Public Administration (MPA) program prepares students to ethically and 
competently serve, manage, and lead in the diverse public sector through teaching, research, 
and service to the discipline and broader community. The goal of the program is to prepare 
students for careers in the public sector, promote diversity of the study body and faculty and 
cultivate faculty committed to teaching, scholarship and service. 
 
The primary purpose of the MPA internship is to provide students with meaningful experiences 
in applying what they have learned through classes in real-world settings. It also provides 
support and assistance to organizations and agencies in their efforts to address community 
needs. MPA graduate students have been placed in federal, state, local, and nonprofit agencies. 
While in their internships, MPA students have been involved with human resource 
management, budgeting and financial management, strategic planning, and policy analysis and 
evaluation. 
 
The internship program seeks to provide opportunities for GC MPA students, host 
organizations, and the MPA program. 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. For the GC MPA program, 
internship placements provide an opportunity for the program to strengthen its relationships 
with a broad range of governmental, nonprofit, and other agencies and organizations. Such 
arrangements assist the program in carrying out its public service commitment. 
 
At the completion of PUAD 6960: Internship, MPA students are expected to achieve the 
following learning outcomes: 

o Provide effective leadership and management skills. 
o Evaluate the political, economic and legal dynamics of the policymaking environment 

and its impact on the work of public administrators. 
o Evaluate the effectiveness of public programs and the outcomes of policy alternatives. 
o Synthesize, analyze, and apply theories and principles of public management. 
o Apply quantitative techniques of analysis in policy and program implementation and 

evaluation, as well as in decision-making and problem solving. 
o Compare and contrast the political, structural, and social environment of public and 

private management. 
o Communicate and interact productively in an environment of changing demographics, 

evolving technology, and diverse perspectives. 
 
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. 
 
The MPA program fully supports the University policy on ethics in research. Moreover, the 
program further emphasizes that the ethics policy developed for research should carry over 
into all aspects of the internship experience. The program ascribes to the code of professional 
ethics set forth by the American Society of Public Administration (ASPA). 
 
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 sequence of the 
MPA curriculum. Interns should not hesitate to contact the internship coordinator where 
questions of the appropriateness of research approaches arise. 
 
Eligibility 
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. The academic credit 
hours can be taken in one semester or can be spread over more than one term. Students must 
be completing actual internship work in the semester(s) registered for credit hours. The MPA 
internship requires a minimum of 300 hours.  It is intended to be the capstone application of 
MPA competencies.  It is designed as an active, student-centered learning experience, which 
supports the mission of “preparing students to ethically and competently serve, manage, and 
lead in the diverse public sector...” 
 
Internship Sites 
To meet this goal, students are encouraged to select internship sites that are within their area 
of interest in a government or nonprofit setting. In-service students employed in public 
agencies or nonprofit organizations may conduct their internship at their place of employment 
under the supervision of a higher level administrator or manager. 
 
Selecting an internship site is one of the most important decisions a student makes and should 
be undertaken with great consideration and care. After the general informational session held 
each semester, the Internship Coordinator is available to meet with each student individually to 
discuss and narrow down site options. Students will regularly receive numerous internship 
announcements and other opportunities via the MPA website. 
 
Alternative Internship settings will be accepted if:  

• They are shown to support the MPA competencies 
• They are based on real student interests, motivations and personal experiences 
• There is limited community availability of internship positions.  

 
Examples of acceptable alternative internship settings include: relevant government enterprises 
(e.g. prisons, recreation departments, social work programs), and other human service or 
nonprofit settings. Caution should be used when placing students in an internship position 
within the university.  If a student chooses an alternative internship setting, he/she must 
document other volunteer and service learning experiences in human service or other nonprofit 



organizations before he will be considered for MPA degree.  This will help ensure that he/she is 
well grounded in the culture of public or nonprofits and can succeed in that setting. 
 
Some interns receive monetary payment for their placement, in the form of a stipend or wage. 
The financial support paid is subject to negotiation by the intern with the prospective host 
organization with the advice and consent from the internship coordinator. 
 
Process 
The steps to completing the PUAD 6960 Internship requirements are summarized in the 
following table. You can use this table to help you keep track of your responsibilities in the 
internship process. 

Step Details 
1. Meet with your faculty advisor Students should discuss with their academic advisor 

their internship plans, goals, and placement options 
during advising sessions. 

2. Submit the internship 
application 

The internship coordinator is available to provide 
guidance in preparing the internship application. 

3. Identify the internship site Locating an internship is the responsibility of the 
student. The internship coordinator is available to 
assist students in finding appropriate internship 
opportunities. 

4. Develop the Memorandum of 
Agreement and Internship 
Contract 

The internship coordinator is available to provide 
guidance in preparing the MOA and internship 
contract. 

5. Register for PUAD 6960 Students are not able to directly register themselves in 
the MPA internship course, PUAD 6960. Only after 
completion of the Memorandum of Agreement (MOA) 
and approval by the Site Supervisor and the Internship 
Coordinator, can the student request the Internship 
Coordinator register him/her in the course. It is 
recommended that the site selection and MOA 
development process begin early enough in the 
previous semester so that the student can initiate the 
internship as planned.  

6. Begin internship Contact supervisor at least one week prior to first day 
to discuss start time, dress code, and other work place 
issues. 

7. Submit mid-semester 
timesheets to internship 
coordinator 

The timesheet includes hours completed each week, 
cumulative hours completed, and summary of 
internship activities. The timesheets are due the last 
Friday of October (Fall), March (Spring) June (Summer) 
and are submitted to internship coordinator. 

8. Submit final timesheets to 
internship coordinator 

The timesheet includes hours completed each week, 
cumulative hours completed, and summary of 
internship activities. 

9. Submit final intern evaluation 
form to internship coordinator 

The supervisor evaluates the performance of the 
student.  

10. Submit summary of internship 
to internship coordinator 

The final requirement of the internship is to complete 
a 3-4 page, single-spaced, memorandum. 



11. Assigned a grade Internships are graded as S (satisfactory) or U 
(unsatisfactory) 

 
Internship Application 
The internship applications are due prior to the semester the student begins the internships 
based on the following schedule: 

To Begin PUAD 6960 Internship Application is Due by 
Fall Semester First Friday in July 
Spring Semester First Friday in November 
Summer Semester First Friday in April 

 
Summary of Internship 
The final requirement of the internship is to complete a 3-4 page, single-spaced, memorandum 
that summarizes your internship activities and provides reflections on their relevance to your 
MPA coursework. It should describe how you have demonstrated the professional and core 
competencies expected of MPA students, such as communication and application of analytical 
skills to solve problems (outlined on the final intern evaluation form). In particular, you should 
explain how you were able to: 

• Integrate public administration theory and knowledge into practice through the 
internship experience, illustrating with specific examples 

• Discuss any insights you gained and areas of new learning 
• Present challenges and how they were addressed 
• Describe the “fit” of the internship with your interests and anticipated career direction 
• Propose how the internship has led to the development of your capstone project topic 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MPA Internship Application 
Georgia College & State University 

 
 
Student Name___________________________ Date_____________ 
 
Phone #________________________E-mail_____________________ 
 
Agencies/Organizations preferred for internship in order of preference (include location if 
applicable). 

1. ______________________________________________ 
2. ______________________________________________ 
3. ______________________________________________ 

 
MPA required courses completed or currently enrolled in: 

Course Semester Year 
PUAD 6538 Public Administration and Public Service   
PUAD 5668 Public Personnel Management   
PUAD 6578 Public Finance and Budgeting   
PUAD 6601 Policy Analysis   
PUAD 6603 Leadership and Organizational Behavior   
PUAD 6605 Quantitative Techniques   
PUAD 6606 Research Methods   
PUAD 6615 Administrative Ethics   

 
 
List at least 3 government or nonprofit agencies you have had direct contact with either 
through the classroom, extra-curricular activities of personal volunteer work. 
1.___________________________________________ 
2.___________________________________________ 
3.___________________________________________ 
 
List any professional seminars, conferences or other instructional meetings you have 
attended that are relative to public or nonprofit management. 
1. ______________________________________Date: _____ 
2. ______________________________________Date: _____ 
3. ______________________________________Date: _____ 
4. ______________________________________Date: _____ 
5. ______________________________________Date: _____ 
6. ______________________________________Date: _____ 
 
 
In order to fulfill the internship requirement at a community organization, I will require the 
following accommodations: 
 
 
 
 
 



 
 
 
Students signature     Date 
 
Internship Coordinator                              Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



MEMORANDUM OF AGREEMENT 
MASTER OF PUBLIC ADMINISTRATION PROGRAM INTERNSHIP 

GEORGIA COLLEGE AND STATE UNIVERSITY 
 

Georgia College and State University’s Master of Public Administration (MPA) Program and 
___________________ are entering into the following agreement for the purpose of defining 
the roles and responsibilities involved in the MPA Student Internship Program. 
 
GC MPA Program agrees to: 

1. Make available to the host organization the academic resources of Georgia College and 
State University, including but not limited to technical assistance as contracted with the 
organization, consultation with faculty and attendance at educational programs. 

2. To the extent permitted by law, protect the host organization and client information 
obtained through the internship. 

3. Bear responsibility for academic administrative elements of the internship. 
4. Designate and assign an appropriate representative to serve as representative to the 

host organization and to visit the organization upon request and at least one time 
during the internship and upon the request of the organization. 

5. Limit the activities of its staff at the host organization to those functions required to 
fulfill the terms of this agreement, unless otherwise agreed upon between the host 
organization and the individual staff member. 

6. Provide liability insurance for student interns who are enrolled at Georgia College during 
the term of the internship through the universities insurance plan. 

7. Select the students or student who shall be placed at the host organization, subject to 
the approval of the host organization. 

8. Provide information to the host organization, prior to placement of students, regarding 
the background, experience and educational needs of each student. 

9. Assist the students in their recognition and understanding of the mission of the host 
organization, as well as in dealing with organization clientele, staff and administrators, 
regardless of race, ethnic origin, gender, sexual preference, age, religion or political 
beliefs. 

10. Remove, upon written request of the host organization and as established in the 
internship handbook, any student whose performance is unsatisfactory or whose 
conduct is unacceptable to the host organization. 

 
The _________________________________ agrees to: 
 

1. Meet the criteria described in GC MPA internship handbook. 
2. Provide students with information regarding organization’s policies and procedures and 

orientation experiences in order to educate students about the requirements. 
3. Allow the use of host organization materials in classroom discussions and assignments, 

as cleared by the internship supervisor in such form as to protect client identity and 
confidentiality and to recognize as privileged information relative to specific 
administrative or personnel problems of the host organization. 

4. Provide suitable office space, equipment, materials, supplies and clerical assistance 
necessary for accomplishment of the teaching/learning tasks, as well as, when required, 
privacy for interviewing purposes. 

5. Provide appropriate instruction and supervision by a qualified host organization 
representative.  This supervisor is subject to approval by GC&SU.  The responsibility of 
the supervisor will be to provide coordination of internship instruction and work 



supervision of the student within the organization, unless a different plan has been 
agreed upon by GC&SU and the host organization. 

6. Provide appropriate and ample time for the supervisor to attend workshops, trainings 
and seminars to prepare for and conduct conferences with students and to consult with 
the representative of GC. 

7. Accept students for the internship with the provision that said student may participate 
in overall organization programs and activities, as appropriate to their educational 
objectives. 

8. Accept any qualified students without regard to race, ethnic origin, gender, sexual 
preference, religion, age or political beliefs and provide an atmosphere for learning that 
is supportive and free of discrimination. 

9. Provide opportunities for the student to reinforce learning in accordance with the 
behavioral objectives relating the internship with the academic requirements identified 
by GC. 

10. Provide reimbursement, where possible, for student travel and other expenditures on 
behalf of clients and the organization’s business. 

11. Facilitate withdrawal of the student by GC when the placement fails to be in the best 
interest of the student, host organization and/or GC.  Withdrawal must follow the 
procedures established in the internship handbook. 

 
 
_______________________________   
AGENCY NAME           
         
 
By:________________________________________  
    Signature       
 
____________________________________________ 
 Title                                   Date      
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
MPA Internship  

Final Intern Evaluation 
 

Intern Name_______________________________________ Date_____________________  

Site Supervisor_________________________________  

Agency__________________________________ 

Total # of hours Completed______________________ 

Instructions: Please use this form to evaluate the performance of the student intern you 
supervised over the last semester. The questions ask you to assess the student in the 
competency areas that are core to the MPA program: professional conduct, communication, 
integration of public administration theory into practice, and application of analytical skills to 
solve problems. This evaluation is used to conduct the student’s overall course assessment and 
must be submitted in order for the student to receive a grade. Please share your assessment 
with the student during the final performance evaluation session. 

Professional Conduct: Using the rating scale below, please indicate the degree of competence 
the student has demonstrated in each skill area during the internship experience.  

1 = No apparent competence 
2 = A small degree of competence 
3 = A moderate degree of competence  
4 = A significant degree of competence  
5 = Full competence 
NA = I have no basis on which to judge 
 

 
Personal 

 
Score: 
1-5 or 
NA 

 
Communication 
(cont’d) 

 
Score:
1-5, or 
NA 

 
Work effectiveness 
(Cont’d) 

 
Score: 
1-5 or 
NA 

 
Demonstrates a 
positive attitude 

 
 

 
Uses effective 
listening skills 

 
 

 
Ability to manage 
time 

 
 

 
Demonstrates 
initiative 

 
 

 
Demonstrates 
importance of cross-
cultural 
communication 

 
 

 
Ability to create 
short-term plans 

 
 

 
Demonstrates a 
commitment to the 
organization’s mission 

 
 

 
Develops positive 
working 
relationships with 
staff & volunteers 

 
 

 
Ability to create long-
term plans 
 

 
 

 
Exhibits responsible 
behavior 

 
 

 
Able to handle 
constituent requests 

 
 

 
Implementation of 
plans 

 
 

      



 

 
MPA Core Competencies: Using the rating scale below, please indicate the degree of 
competence the student has demonstrated for each of the skills. 
 

MPA Core Competencies Score: 1-5 
or NA 

Provide effective leadership and management skills.  
Evaluate the political, economic and legal dynamics of the policymaking 
environment and its impact on the work of public administrators. 

 

Evaluate the effectiveness of public programs and the outcomes of policy 
alternatives. 

 

Synthesize, analyze, and apply theories and principles of public management.  
Apply quantitative techniques of analysis in policy and program 
implementation and evaluation, as well as in decision-making and problem 
solving. 

 

Understands 
importance of ethical 
behavior 

 Demonstrates ability 
to resolve conflicts 

 Working with others  

 
Demonstrates 
honesty and integrity 

 
 

 
Demonstrates 
understanding of 
group dynamics 

 
 

 
Peers & co-workers 

 
 

 
Demonstrates a 
commitment to 
service 

 
 

 
Employability skills 

 
 

 
Supervisor(s) 

 
 

 
Understands the 
importance of 
confidentiality 

 
 

 
Exhibits appropriate 
personal 
appearance 

 
 

 
Clients/constituents 

 
 

 
Understands the 
importance of 
accountability 

 
 

 
Demonstrates basic 
computer literacy 
skills 

 
 

 
Volunteers 

 
 

 
Communication 

 
 

 
Work effectiveness 

 
 

 
Risk management 

 
 

 
Uses effective verbal 
and nonverbal 
communication 

 
 

 
Demonstrates 
problem-solving 
ability 

 
 

 
Understands 
importance of risk 
management 

 
 

 
Uses proper grammar 
& vocabulary 

 
 

 
Ability to work 
under pressure 

 
 

 
Explains effective 
risk- & crisis-
management 
procedures 

 
 

 
Demonstrates 
effective public 
speaking skills 

 
 

 
Meets performance 
objectives 

 
 

 
 

 
 



 
Compare and contrast the political, structural, and social environment of 
public and private management. 

 

Communicate and interact productively in an environment of changing 
demographics, evolving technology, and diverse perspectives. 

 

 
Were you adequately informed of your responsibilities regarding this internship? 
 ____yes ____no 
 
Were you satisfied with the communications with and responsiveness of the department 
staff/faculty? 
____yes ____no 
 
Additional Comments: 
 
 
 
 
________________________________ _________ ________________________________  
(Site Supervisor Signature)                         (Date)         (Internship Coord. Signature)   (Date) 
 
Submit this completed evaluation form by FAX to (478) 445-5273 OR by mail to: 
MPA Internship Coordinator  
Dept. of Government & Sociology 
Campus Box 18 
Milledgeville, GA 31061 
 
 

Thank you 
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