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Purpose 
The purpose of this document is to provide guidelines for the City of Cincinnati’s Intern/Co-op 

Program.  The Intern/Co-op Program is to provide opportunities for students to become educated 

and engaged in public administration work in preparation for becoming the next generation of 

public administrators.  

 The City of Cincinnati’s Human Resources Department will provide oversight for the student Intern/Co-

op Program. 

Cincinnati’s Educational History 
Cincinnati has a rich history of educational excellence. As early as 1829 Cincinnati’s first public school 

district was started, this was called The Common Schools of Cincinnati. Cincinnati was the first public 

school system in the Northwest Territory. William Woodward donated land on Sycamore Street which 

started off as Woodward High school, the first successful school in Cincinnati. The most famous 

Woodward graduate was President William Howard Taft. Cincinnati has since grown to have 213 public 

schools, 135 private schools and 42 post secondary schools.  In 2011 Cincinnati public schools made 

history as the only school district in Ohio to reach an affective rating on its state report card. In one 

decade Cincinnati had went from an “F” to a “B” because their main focus is the educational and 

professional development of children from the elementary level all the way up the college level. 

Cincinnati’s school system has the potential to continue to grow if we invest more time in our future, 

the children. 

Cincinnati is also home to several major universities:  University of Cincinnati, Xavier University, and 

Cincinnati State.  These Universities are key part of Cincinnati’s rich history.      

 The University of Cincinnati, Ohio’s premier urban research university, traces its origins to 1819. 

In that year both Cincinnati College and the Medical College of Ohio were chartered. In 1870, 

the City of Cincinnati established the University of Cincinnati, which later absorbed the two 

predecessor institutions. In 1906, the University of Cincinnati created the first cooperative 

education program in the world. For many years, the University of Cincinnati was the second 

oldest and second largest municipal university in the country. In 1968, UC became a 

“municipally sponsored, state affiliated” institution, entering a transitional period culminating 

on July 1, 1977 when UC joined the university system of Ohio. Today, the University of Cincinnati 

is classified as a Research University (Very High Research Activity) by the Carnegie Commission, 

and is ranked as one of America’s top 25 public research universities by the National Science 

Foundation. 

 Xavier University was founded in 1831, Xavier University is a Jesuit Catholic university in 

Cincinnati, Ohio. Its three colleges offer 87 undergraduate majors, 55 minors and 19 graduate 
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programs to 6,945 total students, including 4,540 undergraduates. The University is the sixth-

oldest Catholic university in the nation and one of 28 Jesuit colleges and universities nationwide. 

 Cincinnati State can trace its origins to the Cincinnati Cooperative School of Technology (CCST), a 

two-year technical institute for high school graduates that was established by the Cincinnati 

Board of Education in 1966. The function of the school was to train technicians in a program 

combining college-level classroom instruction and cooperative work experience. This program 

operated in a portion of the facility at 3520 Central Parkway, which at the time was also the 

home to Courter Technical High School and former home to Central High School. In its first year, 

the college offered only four degree programs. 

Mission 
The mission of the Intern/Co-op Program is to create an exciting and meaning educational 

experience that attracts academic institutions and students all over the region to explore their 

interest in any aspect of local government.  

Core Values of Program 
The City values the opportunity: 

 to form local partnerships with the local educational institutions 

 to build effective relationships with the City’s student population 

 to support and promote life-long learning and the experience it creates 

  to continue to foster economic growth, neighborhood investment, public safety and 

excellent delivery of customer service and the role that internships play in that effort 

Scope of Program 
It is the City of Cincinnati’s goal to recruit students who are interested in a career in the operational 

areas of Public Administration. The organization will work to recruit interns/co-ops for customer-

departments by working directly with local universities on providing real time work experiences as 

they are completing their educational program.   

The program will cover high school, undergraduate, and graduate level students to include recent 

graduates.  Recent graduate is defined as those students that have graduated from a program 

within the last six (6) months.   

It is our goal to utilize the skills and interests of our interns/co-ops to participate in various levels 

of project work.  In addition, interns/co-ops will be utilized on a temporary basis to fill-in where 

departments are understaffed and need additional support; interns/co-ops shall not take the place 

of permanent union represented positions.   
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As the Intern/Co-op Program moves forward the City of Cincinnati will have an opportunity to 

showcase the dynamic organization that we have become! 

This manual will provide guidelines on the span of the City’s program, which include: 

 

Program Recruitment 
The City of Cincinnati’s Human Resources Department will assign an HR Intern Program Manager to 

develop partnership with the local educational institutions that include the University of Cincinnati, 

Xavier University, Cincinnati State, and Cincinnati Public School in establishing recruitment opportunities 

for students. 

The HR Intern/Co-op Program Manager will partner with customer-departmental HR Liaisons to 

proactively identify needs for the program in preparation for the implementation of the City’s 

recruitment strategy.  It is the responsibility of the customer-department to identify the scope of project 

work for the student intern/co-op program.  Project work may include:  work as pre-determined in the 

general student intern classification specification; civic service; and field work. Customer-departments 

must determine whether or not the position will be paid or unpaid in accordance with the City’s 

budgetary framework and complete the following actions: 
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The HR Intern/Co-op Program Manager will work closely and continuously with the career service 

centers of the said institutions in marketing the City’s program via recruitment fairs, social media blast, 

flyers, brochures, and student association groups.  These events will occur twice a year during the fall 

and spring season in an effort to capture a broad applicant pool of talent. 

Once applicants have been identified, the HR Intern/Co-op Program Manager will cascade candidate 

information via an on-line resource folder across customer-departments that will include an array of 

educational interests of students for student selection. 

On-boarding 
The City of Cincinnati will work diligently to create a student intern experience that is welcoming, 

engaging, and educational.  Upon student selection, students will participate in a central HR and 

customer-department on-boarding process.  Key components of the process are as follows: 

Central HR On-boarding Experience will include: 

PAID STATUS 

UNPAID STATUS 
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 Participation in the New Hire Orientation Program 

o Policy Education 

o Charge for Change Initiative 

 Organizational Expectations 

 Core Values Introduction 

 

Customer Department On-boarding Experience will include: 

 Departmental Introductions/Tour 

o Meeting with the Department Director 

 Overview of Mission and Goals 

o Meeting with Direct Supervisor 

 Work Station  

 Review of Project Work 

 Expectations 

 Support Opportunities 

 Assessment Process 

 Participation in Departmental New Hire Orientation Program 

o Introduction to Departmental Work Rules  

o Completion of New Hire Paperwork 

 

In creating the experience for Student Interns/Co-ops, managers/supervisors play a major role in making 

the intern’s experience rewarding. Communicating with the employee prior to the first day begins to 

foster a relationship of trust. It is imperative to get the relationship off to a good start.  

 

Developing a good rapport between the manager and the intern/co-op will help create a more valued 

experience.  It is the responsibility of the manager/supervisor to ensure that the student/co-op feels a 

part of the bigger picture. In addition, it is just as critical for the student intern/co-op to understand 

his/her role and responsibilities within the organization and department.  Remember we are preparing 

our students for tomorrows workforce and the experience must rewarding and meaningful.    

Interns and co-ops may need a little more guidance than other new employees since many of these 

individuals will be new to the workforce and governmental services.  As such, managers/supervisors 

must have a clear plan for the intern/co-op’s time and set check-ins to ensure their tasks are going well. 



Department of Human 
Resources 2013 

CO-OP/STUDENT INTERN: Standard Operating 
Procedure Manual 

 

Page 7 
 

Forms can be accessed via the Human Resources Department internet site. 

Assessing the Experience 
This may be the most important aspect of creating a meaningful experience for interns/co-ops. It is our 

desire to ensure that the time spent with City is worthwhile and beneficial. A big part of that is 

supporting their growth as a future employee. We want them to understand the personal characteristics 

needed to be a great leader/representative in a local government environment. With that stated, we 

want to ensure that we are assessing their talents and skills from a developmental perspective by 

continuously providing feedback and including them in the process to include team conversations and 

meetings to challenge the skills sets of the individual.     

There are two (2) evaluation instruments to be utilized in the assessment process for student interns/co-

ops. One is for the intern supervisor to use for regular feedback sessions with the intern and the other is 

for the intern to use to evaluate the supervisor as well as the organization and even the intern program 

itself. These completed forms are to be turned into the customer-department HR Liaison to be filed in 

the appropriate employee files.  

The intern will also have the opportunity to provide formal feedback to the customer-department 

through an evaluation that covers their experience, their supervisor and the Intern/Co-op Program. 

Productive communication among interns/co-op and the department leadership aids in the 

development of the program.  HR Liaisons will put a copy of all feedback provided by and given to the 

intern by the end of their tenure in their employee file. A copy of the evaluation of the intern program 

and supervisor should be uploaded to the Intern Program Resource page. This information will be used 

to assess the impact of the Intern Program process.  

Forms can be accessed via the Human Resources Department internet site. 

Program Measures of Success 
Student Intern/Co-op departmental and individual feedback forms will be used in the analysis of 

program success.  The HR Program Manager will be responsible for collecting and analyzing data on 

annual basis in preparation of the annual report to be presented to the City Manager by July 1st of each 

year. 

Once data has been assessed and analyzed, the HR Program Manager will make the necessary 

adjustment to the program model, in addition to, providing on-going training to customers-department 

on any Program gaps that may exist.   

 


