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Practicum Learning Agreement 

Student information 
First name: Last name: 
Carleton email: Phone: 

Supervisor information
First name: Last name: 
Job title: Email: 

Workplace information 
Organization: 
Street address: 

City: Province/Territory: Postal Code: 

Phone: 

Practicum information
Planned start date: Planned end date: 

Is this a paid position? 

Yes No 
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Note: Both paid and unpaid positions are eligible 
for the practicum.

 

 

 

 
 
 

 

 

 

 

 

In the case of paid placements ...

1. The  workplace supervisor  agrees, on behalf of the 
employer, to provide coverage under a provincial or 
territorial public insurance plan (such as Workplace Safety
and Insurance Board coverage in Ontario) as well as 
liability insurance for the student while engaged in 
employment-related activity.

2.  Employers  are required to sign a declaration with 
respect to health and safety compliance.  Students  are 
responsible for providing this completed form to MPM.
The form is available at:
https://carleton.ca/riskmanagement/wp-
content/uploads/sites/10/Paid-or-Miscellaneous-Work-
Placement-Form.pdf

In the case of unpaid placements ...

1. Employers are required to sign a declaration with 
respect to health and safety compliance. Students are 
responsible for providing this completed form to MPM. 
The form is available at: 
https://carleton.ca/riskmanagement/student-
placements/students-registered-in-a-course-with-an-
unpaid-work-placement-as-a-requirement/ (click on 
Unpaid Placements — Letter to Placement Employers)

2. Students are also required to sign a declaration of 
understanding and agreement. This document is 
available at: https://carleton.ca/riskmanagement/wp-
content/uploads/sites/10/Student-Declaration-of-
Understanding-and-Agreement.pdf

mailto:mpm@carleton.ca
http://www.carleton.ca/politicalmanagement
http://carleton.ca/ehs/wp-content/uploads/CU-Letter-to-placement-employersM-TCU-reviewed-March-14_Form.pdf
http://carleton.ca/financialservices/wp-content/uploads/Unpaid-Placements-StudentD-eclaration-of-Understanding-and-Agreement.pdf
https://carleton.ca/riskmanagement/wp-content/uploads/sites/10/Paid-or-Miscellaneous-WorkP-lacement-Form.pdf
https://carleton.ca/riskmanagement/student-placements/students-registered-in-a-course-with-anu-npaid-work-placement-as-a-requirement/
https://carleton.ca/riskmanagement/wp-content/uploads/sites/10/Student-Declaration-ofU-nderstanding-and-Agreement.pdf


  

Practicum Expectations and Responsibilities

This document, which sets out the expectations and responsibilities for conduct of the practicum 
placement is an agreement between: 
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• the student,  , a student registered in the Riddell Graduate 
Program in Political Management (MPM) at Carleton University;

• the workplace supervisor,  , who agrees to serve as a 
workplace supervisor; and

• the  practicum  coordinator, Prof. Jeni Armstrong, a  representative  of the  MPM  program  at 
Carleton  University.

The student  commits:

— to undertake tasks and projects as set out in the learning agreement or as otherwise assigned by
     the workplace supervisor;
— to work diligently throughout the practicum in a professional manner, respecting all policies and
     procedures within the practicum workplace including confidentiality with respect to materials and
     information obtained at work;
— to meet regularly with the workplace supervisor or their delegate for orientation, instruction and 
     feedback;
— to inform the practicum coordinator should a  problem arise that the student could not address 
     satisfactorily with the workplace supervisor directly, and to cooperate in attempts at resolution;
— to work the required number of hours, and to submit a detailed record of hours worked to the 
     workplace supervisor; and
— to submit all required documents to the practicum coordinator by the due dates.

Further, the student:

— recognizes  that violation of workplace policies and established expectations with respect to 
     behaviour and performance, including confidentiality, are grounds for termination  of the 
     placement;
— authorizes the workplace supervisor and/or delegate  to release to the representatives of 
     Carleton University any personal information necessary for the purpose of assessing and
     evaluating their work and experience during the practicum, and also agrees that the university 
     may consult or share information with the workplace supervisor and/or delegate for the purposes
     of the practicum, including assessment of the integrative analytical work; and
— acknowledges that they are  responsible for their transportation to and from the practicum 
     placement.
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The practicum coordinator commits:

— to be available to the student and workplace supervisor throughout the course of the practicum
     placement; and
— to attempt to resolve concerns expressed by either the student or the workplace supervisor.

The workplace supervisor recognizes that the purpose of the practicum is to provide to the 
student a substantive learning experience focused on political management, and to this end 
commits:

— to provide the student with activities and work assignments as set out in the learning agreement 
     (below);
— to provide high level supervision of the student during the placement, and to provide  —  or
     arrange for  —  day-to-day supervision;
— to provide the student with an appropriate workspace, resources and training, including 
     orientation to the people, culture and physical situation of the office;
— to ensure that the student is informed of and familiar with office protocols, policies  and 
     expectations relevant to the student, including with respect to behaviour, dress, building 
     security, handling of documents and information, etc.;
— to meet regularly with the student, and provide feedback on performance on a periodic basis
     throughout the placement;
— to  inform the practicum coordinator should a problem arise that could not be addressed 
     satisfactorily with the student directly, and to cooperate in attempts at resolution;
— to provide to the student a final performance evaluation at the end of the practicum, and to 
     provide a written evaluation to the practicum coordinator; and
— to approve the student's record of hours worked.

Discrimination and Harassment:

Students have the right to complete their practicum placements free from discrimination,
misconduct or harassment in the workplace. Students with concerns related to discrimination or 
harassment should should speak with the practicum coordinator (or another core faculty member)
as soon as possible. They are also encouraged to consult the practicum handbook (p. 14) which 
includes contact information for Carleton University's Department of Equity and Inclusive 
Communities (EIC). EIC is an office on campus that provides confidential, impartial advance and 
support and a process for handling complaints of harassment and discrimination.



 

Statement of 3eaYnPnN Objectives 

Please use the space EeloZ to state the student
s learning oEMectives related to 
political management. 7he ZorNplace supervisor agrees to support these oEMectives 
during the placement.

Statement of 7SanneK >oYRWSaJe ;aZRZ!

Please use the space EeloZ to descriEe the tasNs that Zill enaEle to student to meet their 
learning oEMectives. 7he student and the ZorNplace supervisor are agreed that these Zill 
form the Easis of their assigned ZorN during the placement. 
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Promotional Use  (to be completed by the workplace supervisor) 

The Political Management program maintains a list of previous practicum placements and 
uses this list for occasional communications and promotional activities of the program or 
Carleton University. In those activities, only the names of placement workplaces are used 
and no information on the nature of the work or the details of the learning agreement are 
revealed.  

Do you consent for the program and Carleton University to mention the participation of your 
workplace in communications and promotional activities? 

Yes, I agree. 

No, I decline. 

Signatures 

Student 

Date 

Workplace supervisor 

Date 

Practicum coordinator 

Date* 

*This date indicates the date from which hours may be counted towards the minimum 375 required for
credit in the practicum placement.
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