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Course Syllabus

Course Information:
Instructor:  Brian Collins, Associate Professor                                        

email: brian.collins@unt.edu                                               

Hours: Thursday and Friday: 1-3pm and by appointment via Zoom

Class Meeting Details                                                                    

Time: Select Saturdays and by Zoom / Online                                                              

Dates: See course calendar

Locations: BLB 060

Course Description
This course helps students learn, build, and strengthen professional skills necessary to succeed in professional public service
organizations. Enrollment in PADM 5035 is required before MPA internships can be approved. The course emphasizes practical learning
and personal reflection to get students started on their career path. The course prepares pre-career MPA students for an internship with
information and research on public administration careers, resume preparation, interview skills, and discussions of professional conduct
and ethics. The experience also helps students gain a clearer sense of what they still need to learn and provides an opportunity to build
professional networks.

Students are expected to be active participants in the learning process by reviewing the assigned material, completing assignments on
time, and offering feedback where appropriate. While the specific content of the course continues to evolve with experience, the topics are
selected based on input from the MPA faculty, alumni, and other public managers. 

Sample topics include:

1)   Administrative values such as ethics, codes of conduct, professional norms.
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2)   Communication skills such as presentations and media relations.

3)   Managing your career: tips on developing a career plan and managing the internship process. 

Required Texts:  Strengthfinders 2.0 with code for assessment survey.

 

Course Policies
Start Here
Please review the module section for other course policies.

Absences
Many activities of the course are online only, but several important components require your face to face participation and this course is
face to face. These sessions and the interaction they contain cannot be replicated and are designed as experiential learning so they
cannot be made-up or substituted. Therefore absences will affect your grade because of the importance of interaction in the experiential
content. Each absence is a deduction of 25 points from the total points in the semester. Please do not attend class if you have COVID. 
Please submit your report of COVID to UNT for documentation. COVID related absences will be excused. Synchronous video options are
not available in this course.  

Anti-Bias and Cultural Awareness
The Department of Public Administration believes in the fundamental principles of life, liberty, equality, equity, and in doing good to all
people as we serve our students and the public interest.

We believe in the importance of diversity and inclusion

We believe in fairness and equity for all faculty and students in and out of class

We believe in mutual respect and civility for all students and faculty
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We believe that faculty and students have a right to a redress of grievances

We believe that students and faculty should be actively engaged in good works

Classroom Conduct
Thoughtful engagement and participation are essential in this class. Therefore, we will engage in dialogue in a safe learning
environment that is open-minded, professional, and courteous. Students are expected to assist in maintaining a classroom
environment that is conducive to learning. In order to assure that all students have the opportunity to gain from time spent in class, unless
otherwise approved by the instructor, students are prohibited from engaging in any other form of distraction. Inappropriate behavior in the
classroom shall result minimally, in a request to leave the class or online session. Expectations include:

Remote Delivery, Participation and ZOOM Protocols
The UNT course delivery plan requires some sessions of this course to have fully remote instruction. Students will need access to a
webcam and microphone to participate in the class. Additional required classroom materials for remote learning include a computer that
has the ability to run Zoom video and an internet connection that enables video and audio. Learn more about how to be successful in a
remote learning environment.  (https://online.unt.edu/learn)   Students are expected to participate via Zoom with professionalism that
includes keeping the camera on and maintaining an environment similar to what you would experience as a remote employee. No one
expects perfection, but we do expect a sincere effort with attention and participation.

Changes in Syllabus
It is LIKELY that changes in the syllabus will need to be made to accommodate guest speakers, activity scheduling, and other shifts.
Should the need for changes occur, we will inform the class as soon as possible of any changes to schedule, readings and assignments. 

Withdrawals
Students have the right to withdraw from courses. We urge you to maintain your commitment to this course, however, if you decide to
withdraw, please see one of the instructors or your faculty advisor. Remember this is a required core course for pre-career MPA students
and it must be completed in order to graduate.

Assignments and Requirements
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Grades in this course will be awarded based on your work on the assignments and your active involvement in class. There are assigned
readings and/or activities nearly every week, so there are plenty of opportunities to earn a solid grade and immerse yourself in the course
material.  This is a blended class therefore face-to-face and online work is required under normal circumstances.

Assignments
Assignments will be available on Canvas and are to be completed and submitted no later than the due date. Specific instructions on
requirements, deadlines, format, etc. will be included in each assignment description. The assignments are typically tied to the readings
on Canvas and some are drawn from other sources. Course activities will also include presentations, discussions, group problem solving,
hands-on experiences, and other exercises.

GRADING:

You will receive a letter grade on a standard scale: 90 – 100% = A; 80 – 89% = B; 70 – 79% = C; 60 – 69% = D; 59% and below = F.

STUDENT Evaluation/Perception OF INSTRUCTION
Student feedback is important and an essential part of participation in this course. The student evaluation of instruction (SPOT) is a
requirement for all organized classes at UNT. This short survey will be made available later in the semester to provide you with an
opportunity to evaluate how this course is taught.  Student feedback is very important to UNT, please complete your SPOT (Student
Perceptions of Teaching) survey during the open evaluation time.   Student Perceptions of Teaching (SPOT) survey opening dates
will be announced, Required: Please complete course evaluation by going to www.my.unt.edu  (http://www.my.unt.edu) .

 

University and Department Policies
Acceptable Student Behavior
Student behavior that interferes with an instructor’s ability to conduct a class or other students' opportunity to learn is unacceptable and
will be considered disruptive and will not be tolerated in any instructional forum at UNT. Students engaging in unacceptable behavior will
be directed to leave the classroom/course session and the instructor may refer the student to the Dean of Students to consider whether
the student's conduct violated the Code of Student Conduct. The university's expectations for student conduct apply to all instructional
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forums, including university and electronic classroom, labs, discussion groups, field trips, etc. The Code of Student Conduct 
(http://www.deanofstudents.unt.edu/) can be found at www.deanofstudents.unt.edu  (http://www.deanofstudents.unt.edu)

Sexual Discrimination, Harassment, & Assault
UNT is committed to providing an environment free of all forms of discrimination and sexual harassment, including sexual assault,
domestic violence, dating violence, and stalking. If you (or someone you know) has experienced or experiences any of these acts of
aggression, please know that you are not alone. The federal Title IX law makes it clear that violence and harassment based on sex and
gender are Civil Rights offenses. UNT has staff members trained to support you in navigating campus life, accessing health and
counseling services, providing academic and housing accommodations, helping with legal protective orders, and more.

UNT’s Dean of Students’ website offers a range of on-campus and off-campus resources to help support survivors, depending on their
unique needs: http://deanofstudents.unt.edu/resources_0  (http://deanofstudents.unt.edu/resources_0)

Renee LeClaire McNamara is UNT’s Student Advocate can be reached through e-mail (mailto:SurvivorAdvocate@unt.edu) at
SurvivorAdvocate@unt.edu (mailto:SurvivorAdvocate@unt.edu) or by calling the Dean of Students’ office at 940-565-2648. 

Disability Accommodations
The University of North Texas makes reasonable academic accommodation for students with disabilities. Students seeking reasonable
accommodation must first register with the Office of Disability Access (ODA) to verify their eligibility. If a disability is verified, the ODA will
provide you with a reasonable accommodation letter to be delivered to faculty to begin a private discussion regarding your specific needs
in a course. You may request reasonable accommodations at any time, however, ODA notices of reasonable accommodation should be
provided as early as possible in the semester to avoid any delay in implementation. Note that students must obtain a new letter of
reasonable accommodation for every semester and must meet with each faculty member prior to implementation in each class. Students
are strongly encouraged to deliver letters of reasonable accommodation during faculty office hours or by appointment. Faculty members
have the authority to ask students to discuss such letters during their designated office hours to protect the privacy of the student. For
additional information, refer to the Office of Disability Access website  (https://studentaffairs.unt.edu/office-disability-access)
at https://studentaffairs.unt.edu/office-disability-access  (https://studentaffairs.unt.edu/office-disability-access) . You may also contact
ODA by phone at (940) 565-4323.

Academic Honesty
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According to UNT Policy 06.003, Student Academic Integrity, academic dishonesty occurs when students engage in behaviors including,
but not limited to cheating, fabrication, facilitating academic dishonesty, forgery, plagiarism, and sabotage. Any of these violations will be
considered academic dishonesty and treated as such.  A finding of academic dishonesty may result in a range of academic penalties or
sanctions ranging from admonition to expulsion from the University. Normally, the minimum penalty for cheating or plagiarism is a grade of
“F” in the course. Determination of cheating or plagiarism shall be made by the instructor in the course, or by the departmental faculty in
the case of departmental exams. An act of academic dishonesty will result in a grade of zero on the assignment, a probable failing grade
in the course, and a recommendation of additional disciplinary action. In the event of suspected academic dishonesty, we may substitute a
quiz, examination or assignment for the work in question. These guidelines are in addition to any University-wide guidelines concerning
academic honesty or dishonesty that may be in effect.

Academic Integrity Definitions: The UNT Code of Student Conduct and Discipline defines cheating and plagiarism “as
the use of unauthorized books, notes, or otherwise securing help in a test; copying other’s tests, assignments, reports, or
term papers; representing the work of another as one’s own; collaborating without authority with another student during an
examination or in preparing academic work; or otherwise practicing scholastic dishonesty.”

Cheating. The giving or receiving of any unauthorized assistance on any academic work.  [Instructor note: collaboration is
a key skill for public administrators and it will be encouraged, but as you can imagine there are assignments in academic
courses where collaboration crosses a line into academic dishonesty.  The instructor will attempt to communicate clear
expectations about this in each assignment, but please contact the instructor if you have questions or need clarification]

Plagiarism. Presenting the language, structure or ideas of another person or persons as one's own original work. Please
note that plagiarism will not be tolerated! Failure to reference is plagiarism. Referencing the ideas of others over and over
again without adequate analysis or discussion of the material also constitutes plagiarism. Massive amounts of quoting and
referencing without adding to the discussion is plagiarism. You are expected to bring something to the table in your
assignments. An analysis or review requires you to understand the work of others and evaluate their contributions, not
simply to doggedly restate what they said. [See instructor note about collaboration in "cheating" section above.]

Falsification. Any untrue statement, either oral or written concerning one’s own academic work or the academic work of
another student or the unauthorized alteration of any academic record.

Original work. Unless specifically authorized by the instructor, all academic work undertaken in a course must be original,
i.e., it must not have been submitted in a prior course, “borrowed” from the workplace or the Internet, or be submitted in a
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Course Summary:
Date Details Due

Sat Aug 28, 2021   Internships Targets
(https://unt.instructure.com/courses/56569/assignments/1175851) due by 9am

Wed Sep 8, 2021   Submit Your Resume
(https://unt.instructure.com/courses/56569/assignments/1125616) due by 10pm

Sat Sep 11, 2021   LinkedIn
(https://unt.instructure.com/courses/56569/assignments/1175919) due by 9am

Sat Sep 18, 2021   Internship Presentations Feedback
(https://unt.instructure.com/courses/56569/assignments/1125592) due by 11:59pm

Sat Sep 25, 2021   Discussion: GRIT, GrowthMindset,
Strengths - what's your lesson?
(https://unt.instructure.com/courses/56569/assignments/1125590)

due by 9am

  Reflection on self-reflection!
(https://unt.instructure.com/courses/56569/assignments/1125610) due by 9am

  StrengthFinders Review
(https://unt.instructure.com/courses/56569/assignments/1125613) due by 9am

course being taken concurrently.

Other policies.  Please see the first module for COVID-related policies.
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Date Details Due

  Take the GRIT Gauge and keep your score
report
(https://unt.instructure.com/courses/56569/assignments/1125618)

due by 9am

  Professional Self-Awareness to do: 9am

Sat Oct 2, 2021
  3 minute presentation: public service and
me!
(https://unt.instructure.com/courses/56569/assignments/1125593)

due by 9am

Sat Oct 9, 2021

  Ethics Essay
(https://unt.instructure.com/courses/56569/assignments/1125595) due by 11:50am

  TCMA Ethics 101
(https://unt.instructure.com/courses/56569/assignments/1125619) due by 11:50am

  Media Release - Bonus Points
(https://unt.instructure.com/courses/56569/assignments/1125603) due by 11:59pm

Sat Oct 16, 2021   Open Public Meeting Assignment
(https://unt.instructure.com/courses/56569/assignments/1125607) due by 11:50am

Sat Oct 30, 2021   Media Relations Presentation
(https://unt.instructure.com/courses/56569/assignments/1125602) due by 11:50am

Sat Nov 13, 2021   Mock Interview
(https://unt.instructure.com/courses/56569/assignments/1125604) due by 1:59pm

Tue Nov 30, 2021   Pivot Table Exercise
(https://unt.instructure.com/courses/56569/assignments/1184531) due by 10pm
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Date Details Due

  Pivot Table Exercise - Upload Excel Sheet
Here
(https://unt.instructure.com/courses/56569/assignments/1190819)

due by 10pm

  Roll Call Attendance
(https://unt.instructure.com/courses/56569/assignments/1190884)  


You are currently logged into
Student View

Resetting the test student will clear all history for
this student, allowing you to view the course as a
brand new student.

Reset Student

Leave Student View

https://unt.instructure.com/courses/56569/assignments/1190819
https://unt.instructure.com/courses/56569/assignments/1190884
https://unt.instructure.com/courses/56569/test_student
https://unt.instructure.com/courses/56569/student_view

