Political Science Internships

POLS 478/669/679
Spring 2026
Online Edition

Sean Hildebrand, Ph.D.

Office: 269 North Quad

Office Hours: Monday’s Before/After Class at IN General Assembly or Thursday’s 5:00-
6:30 PM at Ball State or By Appointment/Zoom

Office Phone: 765-285-8789

E-mail (Best Way to Reach Me): shildebrand@bsu.edu

Course Description & Goals/Objectives

Congrats on obtaining an internship! This is one of the courses designed to supplement
your experiences while serving as an intern. Successful completion of this class fulfills
capstone credit for undergraduate Political Science majors or the MPA graduate
program’s internship requirement.

The activities for this class will all take place via Canvas and are designed to supplement
your work experiences in the internship, as well as relate them back to the experiences
you’ve had in the classroom. There are no required textbooks for this class, though some
minor readings are placed on Canvas as part of assignments.

By the end of the course, you will achieve the following goals:

1. To apply classroom knowledge in a work setting related to American government
by working in the office of a public official in national, state, or local government;
a candidate for public office; a political party; or a private/non-profit
firm/organization. The specific tasks will depend upon the interest of the student
and the convenience of the internship sponsor.

2. To demonstrate an ability to integrate classroom theory and practical experience
in written analysis of legislative issues and problems.

3. To demonstrate an ability to identify ethical dilemmas in the workplace and
formulate plans for their resolution.

Class Canvas Site

We will be using Canvas for this course. All assignments will be submitted via Canvas,
and should be submitted in .doc, .docx, or .pdf format only. Each assignment has a


mailto:shildebrand@bsu.edu

module for submission which also includes the instructions for the assignment. All paper
assignments are due on the dates that follow while journals are due every Monday.

As Sean grades assignments, he will make comments, and you can review them as he
completes the grading process on Canvas. Please review any comments/feedback prior to
inquiries about the basis of your grade. When grading on Canvas there is a feature for
you to reply to those comments, but Canvas does not always tell me those comments are
there. So, it is best to e-mail me any questions you have about grading. All grading will
be done using the provided rubrics to follow.

Course Requirements

(1) Internship Weekly Journals 160 Points
(2) Internship Paper
a. Pre-Assignment 25 Points
b. Final Paper 200 Points
(3) Ethics Paper
a. Pre-Assignment 25 Points
b. Final Paper 100 Points
Total 510 Points Available
Grade Scale

All grades will be inputted into Canvas so you can keep track. Once points are earned,
they cannot be lost, and you are trying to accrue as many points as possible for a term
grade. Semester letter grading will be on the following scale:

Letter Grade Aggregate Point Total to Minimum Percentage of
Earn Letter Grade Total Points Needed for
Letter Grade
A 460 and Above 90.2%
A- 450-459 88.2%
B+ 435-449 85.3%
B 415-434 81.4%
B- 400-414 78.4%
C+ 385-399 75.5%
C 365-384 71.6%
C- 350-364 68.6%
D+ 335-349 65.7%
D 300-334 58.8%
D- 285-299 55.9%
F 284 and Below 0%

Note that my grade scale is unique and not applicable to classes you may have taken
elsewhere or with other professors. There is no extra credit, and Sean does not round up.



Course Credit Hours

In addition to the assignments and accrual of points, students MUST complete at least the
minimum number of required hours for the internship. For graduate students enrolled in
POLS 669/679 you will receive 3 credit hours, and it is a minimum 350 hours worked in
the internship location.

For undergraduate students enrolled in POLS 478, you must declare prior to entering the
course how many hours you intend to work in total at the internship location during the
semester, as well as the corresponding credit hours. You are bound to this total and
cannot change this once enrolled for any reason. The following graph shows the
minimum total for the corresponding credit hours. Note your internship ends at the end of
the semester, not when you hit the minimum number of hours, and if you work enough
hours to reach the next credit level nothing will change, you still only earn what you
signed up for at the start of the semester.

Minimum Number of Hours Worked in Course Credit Hours Declared Before the
the Semester (POLS 478 Only) Start of the Semester (POLS 478 Only)
150+ 3
300+ 6
450+ 9
600+ 12

If you do not complete these hours by the end of the semester you will fail the course
unless other arrangements are made with Dr. Hildebrand and your internship sponsor
prior to the end of the semester.

Late Assignments

Assignments will be penalized if turned in late without prior approval. The penalty for
late paper assignments is 25 points for each calendar day they are late. The penalty for
late weekly journal submissions are 5 points for each calendar day they are late.

Students seeking approval for late submission of an assignment should provide a written
explanation of the unavoidable circumstances that will prevent them from completing
the assignment when due and make an appointment with me to discuss an extension of
the deadline. These steps should be taken as soon as possible after the student becomes
aware of the circumstances leading to the request. The decision about whether or not to
grant an extension will depend on the nature of the circumstances.

Internship Weekly Journal/Timesheet

Each student will maintain a daily journal of internship activities. Journal entries will be
submitted weekly on Canvas, prior to 11:59 PM each and every Monday. The journals



should cover the activities from the previous week ending on Saturday. The purpose of
the journal is not just to inform me about your day-to-day functions, but to also serve as a
resource when writing your internship paper. Therefore, in addition to an account of your
activities, you should also note anything new or surprising that you learned, or any
thoughts you have about how your activities relate to topics that have been covered in
your Political Science and/or MPA classes. You must also include a log of your hours
worked each day and include this “timecard” as part of your weekly submission. Each
journal entry is worth 10 points, and 16 are due during the semester, making 160 points
available for this assignment.

You are provided for a template for the time sheet and the journal on Canvas. These
should be submitted weekly and in great detail describing your activities. Sean will be
tracking your hours throughout the semester and will check in with your internship
superior to verify the information within the journal, including the reported hours
worked. Any fabrication of time worked, or activities performed will be considered a
form of academic dishonesty and a violation of the university’s honor code with the
associated penalties involved. Your journal must include your signature and your
supervisor’s signature each week or you will not get credit for it.

Y our weekly journal should also be completed/submitted AFTER you complete the work
hours for that week, and not before. You will not get credit for journals submitted early,
or hours that are reported to be completed before they actually occur. Please note that
journals are still due on any holidays that fall on Mondays (such as MLK Day and
Spring Break).

Your first internship journal is due January 12 at 11:59 PM on via Canvas, and it should
cover all activities through the previous Saturday. If for some reason you do not do any
work during a particular week, a journal stating that needs to be submitted for credit.

Note: Should your internship continue beyond the end of the semester to complete the
required hours, additional weekly journals will be required, and they will be submitted
via e-mail to Sean. Those will not receive a score, but they remain mandatory towards
successful completion of the course.

Internship Paper

Pre-Assignment

Each student must read the handout available on Canvas entitled “Tips for Writing Your
Internship Paper” and submit a one-page single-spaced paper (12 point times new roman
font, default margins) providing a preliminary description of the problem/problems in
public administration, public policy, or politics that the internship organization is trying
to solve, as well as a description of the organization’s role in solving the problem(s). No
sources are required for the pre-assignment but if you cite any please use a parenthetical
citation method of your choice and include a cover page that states which method you
used. No footnote citations, please. The internship paper pre-assignment is due
January 23 at 11:59 PM on Canvas.



Final Paper

Each student will write a long paper that recounts their activities in the internship and
relates them to your experiences in the classroom, and your expectations of government
and the position. While it should summarize what you did in the internship, the paper
should not be a mere day-to-day recount of what you did each day. The paper should also
demonstrate that the student understands major Public Administration and/or Political
Science concepts and theories, and can relate them to the internship projects/activities.
The paper should be 10 pages minimum for undergraduate students and 18 pages
minimum for graduate students enrolled in POLS 669 or 679. Note: a cover page should
be included that identifies the method of parenthetical citation used in the paper (no
footnotes). The cover page and reference page do not count towards the minimum page
total. This paper should be double spaced in 12-point times new roman font with default
margins, and include page numbers at the bottom in the footer. The final internship
paper is due April 27 at 11:59 PM on Canvas.

Grading Rubric — Internship Paper

Sean will use the following rubric when grading the final internship paper (UCC-21
Compliant — see end of syllabus for more detail):

has Upon Self, Co-
Workers, and
Those Served

understanding of
how work impacts
the workplace and

understanding of
how work impacts
the workplace and

understanding of
how work impacts
the workplace and

Exemplary Good Acceptable Unacceptable
Overall 105-120 Points 90-104 Points 75-89 Points 0-74 Points
Content
(120 Points) Thoughtful and Basic Minor Paper is vague, off
insightful commentary. commentary. topic, or does not
commentary. Reader gains Reader gains follow instructions
Reader gains sufficient insight. slight insight.
good insight.
Recognizes How 9-10 Points 7-8 Points 6 Points 0-5 Points
the Responsibilities
of the Internship Clearly Mostly Somewhat Little-to-no
Position/Workplace demonstrates demonstrates demonstrates semblance of

understanding
how work impacts
the workplace and

while in
internship
position, and what
was done to
address them

while in
internship
position, and what
was done to
address them

while in
internship
position, and what
was done to
address them

(10 Points) those served by it | those served by it | those served by it | those served by it
Discusses 9-10 Points 7-8 Points 6 Points 0-5 Points
Problems Faced in
the Workplace and Clearly Mostly Somewhat Little-to-no
How They Were demonstrates demonstrates demonstrates demonstration of
Addressed examples of examples of examples of examples of
(10 Points) problems faced problems faced problems faced problems faced

while in internship

position, and what
was done to
address them




Demonstrates 9-10 Points 7-8 Points 6 Points 0-5 Points
Habits of
Continuous Inquiry Clearly Mostly Somewhat Little-to-no
(10 Points) demonstrates demonstrates demonstrates semblance of
curiosity curiosity curiosity curiosity
regarding work regarding work regarding work regarding work
done in the done in the done in the done in the
position, its position, its position, its position, its
meaning to those | meaning to those | meaning to those | meaning to those
served, and its served, and its served, and its served, and its
relation to BSU relation to BSU relation to BSU relation to BSU
class experiences | class experiences | class experiences | class experiences
Effective 9-10 Points 7-8 Points 6 Points 0-5 Points
Communication -
Organization Ideas arranged Ideas for the most Writing not Little semblance
(10 Points) logically, flow part are arranged logical and of understanding.
smoothly, and logically, reader | sometimes fails to Reader cannot
reader can easily can follow most make sense. follow it at all
follow throughout of explanation Reader has to
work out some of
the meaning
Effective 9-10 Points 7-8 Points 6 Points 0-5 Points
Communication -
Style Professional and Generally Occasionally Not professional
(10 Points) appropriate for professional and professional and | and inappropriate
audience mostly mostly for audience
appropriate for appropriate for
audience audience
Effective 9-10 Points 7-8 Points 6 Points 0-5 Points
Communication -
Mechanics Free or almost Mostly free of Numerous So obscure it
(10 Points) free of errors errors, but not distracting errors makes no sense
distracting
References 9-10 Points 7-8 Points 6 Points 0-5 Points
(10 Points)

Citations are Citations are Citations are Citations are
presented clearly | presented clearly incomplete and presented or
and consistently except for a few unclear mostly not

follow required entries. Usually occasionally. presented
format follow a required Usually follow
format format
Format 9-10 Points 7-8 Points 6 Points 0-5 Points
(10 Points)

Follows the Mostly follows Hardly follows Does not meet

instructions and the instructions the instructions assignment
prescribed and prescribed and prescribed expectations
formatting formatting formatting

Remember, all material must be cited properly both in-text and as a bibliography/works
cited list. Please note the citation method of your choice (APA/MLA/Chicago) on the
cover page with your name. If they are not used properly you will lose points in multiple
categories of the rubric, not just references. If major plagiarism is suspected or no
citations are provided when required then the paper is subject to the university’s honor
code violation process, bypassing the above rubric. DO NOT USE Al




Ethics Paper

Pre-Assignment

Each student will read the handout available on Canvas entitled “Tips for Writing Your
Ethics Paper” as well as the reading by Kidder (2009) and submit a one-page single-
spaced paper (12 point times new roman font, default margins) providing a preliminary
description of one or more ethical dilemmas faced by members of the internship
organization. The only required source for the pre-assignment is the Kidder (2009)
article, so please use a parenthetical citation method of your choice and include a cover
page that states which method you used. No footnote citations, please. The ethics paper
pre-assignment is due February 23 at 11:59 PM on Canvas.

Final Paper

Each student will interview their supervisor about an important ethical dilemma they face
in their work. Based on the interview, the student will write a brief paper of at least 4
pages (8 pages minimum for graduate students enrolled in POLS 669/679) analyzing this
ethical dilemma using Kidder’s (2009) framework. Note: a cover page should be included
that identifies the method of parenthetical citation used in the paper (no footnotes). The
cover page and reference page do not count towards the minimum page total. This paper

should be double spaced in 12-point times new roman font with default margins and
include page numbers at the bottom in the footer. The final ethics paper is due March
23 at 11:59 PM on Canvas.

Grading Rubric — Ethics Paper

Sean will use the following rubric when grading the final ethics paper (UCC-21
Compliant — see end of syllabus for more detail):

personal ethics
guides service at
internship location

personal ethics
guides service at
internship location

personal ethics
guides service at
internship location

Exemplary Good Acceptable Unacceptable
Overall 51-60 Points 41-50 Points 31-40 Points 0-30 Points
Content
(60 Points) Thoughtful and Basic Minor Paper is vague, off
insightful commentary. commentary. topic, or does not
commentary. Reader gains Reader gains follow instructions
Reader gains good | sufficient insight. slight insight.
insight.
Recognizes 5 Points 4 Points 3 Points 0-2 Points
Impact of Ethical
Dilemmas on Self, Clearly Mostly Somewhat Little semblance
Workplace, and demonstrates demonstrates demonstrates of understanding
Those Served understanding of | understanding of | understanding of how one’s
(5 Points) how one’s how one’s how one’s personal ethics

guides service at
internship location




Demonstrates 5 Points 4 Points 3 Points 0-2 Points
Ability to Act on
Ethical Principles Clearly Mostly Somewhat Little semblance
(5 Points) demonstrates demonstrates demonstrates of understanding
understanding of | understanding of | understanding of | ethical dilemmas
ethical dilemmas ethical dilemmas ethical dilemmas and how they
and how they and how they and how they impact the
impact the impact the impact the internship
internship internship internship workplace
workplace workplace workplace
Demonstrates 5 Points 4 Points 3 Points 0-2 Points
Habits of
Continuous Clearly Mostly Somewhat Little semblance
Inquiry demonstrates demonstrates demonstrates of curiosity
(5 Points) curiosity curiosity curiosity regarding ethical
regarding ethical regarding ethical regarding ethical dilemmas
dilemmas dilemmas dilemmas experienced by
experienced by experienced by experienced by self and
self and self and self and interviewee
interviewee interviewee interviewee
Effective 5 Points 4 Points 3 Points 0-2 Points
Communication -
Organization Ideas arranged Ideas for the most Writing not Little semblance
(5 Points) logically, flow part are arranged logical and of understanding.
smoothly, and logically, reader | sometimes fails to Reader cannot
reader can easily | can follow most of make sense. follow it at all
follow throughout explanation Reader has to
work out some of
the meaning
Effective 5 Points 4 Points 3 Points 0-2 Points
Communication -
Style Professional and Generally Occasionally Not professional
(5 Points) appropriate for professional and professional and and inappropriate
audience mostly appropriate | mostly appropriate for audience
for audience for audience
Effective 5 Points 4 Points 3 Points 2 Points
Communication -
Mechanics Free or almost Mostly free of Numerous So obscure it
(5 Points) free of errors errors, but not distracting errors makes no sense
distracting
References 5 Points 4 Points 3 Points 0-2 Points
(5 Points)
Citations are Citations are Citations are Citations are
presented clearly | presented clearly incomplete and presented or
and consistently except for a few unclear mostly not
follow required entries. Usually occasionally. presented
format follow a required Usually follow
format format
Format 5 Points 4 Points 3 Points 0-2 Points
(5 Points)
Follows the Mostly follows Hardly follows the Does not meet
instructions and the instructions instructions and assignment
prescribed and prescribed prescribed expectations
formatting formatting formatting




Remember, all material must be cited properly both in-text and as a bibliography/works
cited list. Please note the citation method of your choice (APA/MLA/Chicago) on the
cover page with your name. If they are not used properly you will lose points in multiple
categories of the rubric, not just references. If major plagiarism is suspected or no
citations are provided when required then the paper is subject to the university’s honor
code violation process, bypassing the above rubric. DO NOT USE Al

Class E-Mail List

The college has an official e-mail address on file for each of you via Canvas, and that is
the address Sean will send any correspondence with you. Be sure to check your Ball State
account regularly for any announcements. Also, if Sean needs to schedule any meetings
with you and/or your internship sponsor her will be reaching out via e-mail and expect
prompt response to these requests.

Academic Integrity Statement

Students are expected to complete their assignments with due regard to academic
integrity. In order to do so they should familiarize themselves with the relevant sections
of the student code of conduct. By submitting work on paper, or by identifying
themselves in work submitted electronically, students affirm that they neither gave nor
received unauthorized aid. Collaboration on assignments among students may only occur
when explicitly authorized by an instructor. Do not use Al.

In particular, the Department of Political Science takes plagiarism very seriously.
Plagiarism is “the representation of another's works or ideas as one's own; it includes the
unacknowledged word for word use and/or paraphrasing of another person's work, and/or
the inappropriate unacknowledged use of another person's ideas.” Students found guilty
of academic misconduct will at a minimum receive a 0 for the assignment and have their
conduct reported to the office of student affairs. Depending on the severity of the
infraction, it is possible that you will automatically fail the course. If you have any
additional questions, please ask me as soon as the concern arises. Again, do not use Al.

Non-Discrimination Policy Statement

Ball State University is an affirmative action, equal opportunity institution. It is the
policy of the BSU administration that there will be no discrimination or harassment on
the basis of age, disability, gender, marital status, national origin, race, religion, sexual
orientation, or veteran status in any educational program, activity, or employment. Any
questions or concerns about this can be directed to the Office of University Compliance
at 765-285-5162 or https://www.bsu.edu/about/administrativeoffices/employee-
relations/policies-and-legal-information/equal-opportunity-and-affirmative-action-policy.

Ball State University aspires to be a university that attracts and retains a diverse faculty,
staff, and student body. We are committed to ensuring that all members of the community
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are welcome, through valuing the various experiences and worldviews represented at Ball
State and among those we serve. We promote a culture of respect and civil discourse as
expressed in our Beneficence Pledge (https://www.bsu.edu/about/beneficence) and
through university resources found at https://www.bsu.edu/campuslife/multicultural-
center.

Statement on Students with Disabilities and Ethical Issues

Ball State University is committed to providing equal educational opportunities for
students with documented disabilities. Students who require disability services must
identify themselves as having a disability and provide current diagnostic documentation
to the College’s Center for Disability Services. Wherever possible “reasonable
accommodations” will be made in order to accommodate the needs of students with
disabilities. Any student with such a need is encouraged to make an appointment with
Sean in order to obtain the necessary assistance. In order to take advantage of available
accommodations, students must register with Center for Disability Services at 765-285-
5293.

In recent years, Student Affairs, through the bias incident response team, has provided an
informal support and referral service to students who report experiences of bias. Effective
summer 2024, to provide a more effective response to bias incidents, the Bias Incident
Response Process and Team will transition to the practice of direct referral. Students
reporting incidents will be directly connected with university policies and resources to
efficiently address their concerns. The university currently provides multiple formal
policies, procedures, reporting mechanisms, and dedicated staff to address discrimination
and harassment. Student Affairs will remain a resource for students who experience
negative incidents on campus and support students in identifying university policies and
campus resources that meet their needs.

The Title IX Policy, Code of Student Rights and Responsibilities, Indiana Code 21-39.5
2-4 Complaint Procedure, Equal Opportunity and Affirmative Action Policy,
Whistleblower Protection Policy, and Freedom of Expression Statement provide existing
formal policies for students to address complaints that are currently referred to the bias
incident response process. Students reporting incidents will be empowered to utilize
university policies, taking direct action to address their concerns. Students may continue
to report incidents of concern through Say Something and EthicsPoint.

Learning Center Information

The Learning Center offers free Tutoring and Academic Coaching for many courses at
Ball State. To make an appointment, visit my.bsu.edu and click on “TutorTrac.”

Testing accommodations for students with disabilities are available for students who have
received the appropriate documentation from Disability Services. Tests can be
administered in the Learning Center, NQ 350. Supplemental Instruction is available in
select courses. If you have an SI leader for your course, that person will provide students
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with information the first week of school regarding weekly study sessions. For more
information about all of their programming, visit www.bsu.edu/learningcenter or call
765-285-1006.

Undergraduate UCC Tier 3 Cognitive Skills

As part of the University Core Curriculum (UCC) for undergraduate students this class
(POLS 478) aligns with the following UCC-21 cognitive skills:

e Recognize the responsibilities of an educated person to self, family, community,
country, and the world

e Accept the responsibility to act on their principles

e Work with others to overcome obstacles to communication, building consensus
for action

e Communicate effectively—in oral, visual and written modes, and in more than
one language (natural and/or symbolic)

e Adopt habits of mind for continuous inquiry about themselves, others, and the
world

These skills are included as part of the assignments listed earlier in the syllabus. Please
visit https://www.bsu.edu/about/administrativeoffices/vice-provost/administrative-
services/university-core-curriculum for more information about the UCC. While used in
the rubrics for grading assignments submitted by all students (undergraduate and
graduate), the reporting of these assessment of these skills to the university is
anonymous, aggregated, and is only applicable to undergraduate students.
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