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	Ethics and Public Affairs



[Date]
[bookmark: _GoBack][Contact name]
[Organization]
[Address]
Dear [name]
Thank you for your support of the Practicum in Ethics and Public Affairs (EPAF 5500). You will be providing an important opportunity for a student to learn in an applied setting and will be making an important contribution to their degree program. 
In order to clarify the nature of the work that the student will be doing for you, could you please fill in the short Practicum Agreement form on the next two pages and return a signed copy to the student as soon as possible?
In addition, sponsoring organizations are also required to complete two additional forms pertaining to insurance coverage and basic health and safety awareness. It is the responsibility of the student to provide you with these forms and to ensure that we receive a copy of all completed documents in a timely manner. 
Finally, we will need an assessment of the student’s performance by [date tbd], using the Evaluation Form that follows the Agreement pages.
In case you have any questions, please contact me at vida.panitch@carleton.ca.
Thanks again for your support.
Sincerely,

Dr. Vida Panitch
Program Director, Ethics & Public Affairs
Paterson Hall, Carleton University
1125 Colonel By Dr, Ottawa, Canada K1S5B6


Ethics & Public Affairs Program – Practicum (EPAF 5500) – Carleton University
Practicum Agreement
1. Scope
This Agreement specifies the work to be done for a sponsoring organization by a student while registered in EPAF 5500 Practicum, for the Ethics & Public Affairs (EPAF) program at Carleton University. The term of registration for this placement is [term] [range of term dates]. This Agreement does not apply to work done before or after this term; however, this Agreement may be renewed and extended by agreement of the parties. Between 100 and 150 hours of work may be required of the student during this term or terms of the Agreement, including time for weekly entries in a journal to be evaluated by the EPAF Program Director. 
2. Names and contact information
Student:

Sponsoring organization:


Supervisor (with title) to whom this student will report:


3. Description of placement project and duties
Brief description of the project(s) on which the student will work in this placement (adding or attaching supplementary links or documents if necessary):







Brief description of the student’s role, duties, and deliverables in this placement:









4. Evaluation
An evaluation of the student’s performance (using the attached Evaluation Form) should be sent by the Supervisor (or a designate) by [date tbd], to: Prof. Vida Panitch, Program Director, Ethics & Public Affairs Programs, as an attachment to vida.panitch@carleton.ca, or by mail c/o Department of Philosophy, Carleton University, 1125 Colonel By Drive, Ottawa K1S 5B6.
5. Statement of conduct
I, [student name], a student in the EPAF 5500 Practicum at Carleton University, agree to abide by the standards and regulations of [sponsoring organization] as well as those of Carleton University. I also agree to ensure the confidentiality of the information to which I will have access during my placement, in compliance with the instructions of my Placement Supervisor. 
6. Signatures
The undersigned have agreed on the scope, description, evaluation, statement of conduct, and other elements of this placement as outlined in sections 1-5 above. 

PLACEMENT SUPERVISOR (ORGANIZATION)								DATE	

STUDENT												DATE	

EPAF PROGRAM DIRECTOR (CARLETON)								DATE	




Ethics & Public Affairs Program – Practicum (EPAF 5500) – Carleton University
Evaluation Form
Student:

Supervisor, title, and organization:



Term of Practicum: [term]


1. Did the student maintain confidentiality and uphold norms of the organization?



2. Please describe and assess the student’s work habits.



3. Please describe and assess the student’s interpersonal interactions with yourself, co-workers, clients, or other members of the organization.



4. Please describe and assess the nature and quality of the student’s contribution to the placement project. 



5. All things considered, would you assess the student’s performance as satisfactory? 



Thank you!


Please send your evaluation by [date], to: Prof. Vida Panitch, Program Director, Ethics & Public Affairs Programs, as an attachment to vida.panitch@carleton.ca, or by mail c/o Department of Philosophy, Carleton University, 1125 Colonel By Drive, Ottawa K1S 5B6.
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