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Ottawa University
The Friends of Sudan - uOttawa Chapter

Internship Supervisor’s Guiding Notes 
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GENERAL INFORMATION FOR INTERNSHIP SUPERVIORS

The Friends of Sudan-uOttawa Chapter:

1 Definitions

1.1 The Friends Of Sudan-uOttawa Chapter – (FSUOC) - The Friends of Sudan-uOttawa 
Chapter is a not-for-profit organization based in the National Capital. The FSUOC is a 
member of the Students Federation University of Ottawa (SFUO), and is registered as 
Community Partner with University of Ottawa’s Experiential Learning Service (ELS) 

1.2 FSUOC Internship Program: A program organized by FSUOC and partners to provide 
internship opportunities to students of African descent.   

1.3 Minister and Member of Parliament Offices, Leadership Ottawa, and others Leadership 
Ottawa, African Diaspora Association of Canada – Organizations that accept internship 
placements through the FSUO internship program (not to be confused with ‘Community 
Partner with ELS’). 

1.4 Internship – 16 or more hours per week of volunteer work at an organization for a 
specified period. Work must be relevant to student’s academic and career path.   

1.5 FSUOC Internship Program Director – An executive member of FSUOC that coordinates 
all aspects of the internship program and provides the bridge between student, placement 
partner organization and internship supervisor 

1.6 Internship supervisor (Professor. I. Kiringa) – the employee or director of partner 
organization who supervises the placement student 

1.7 Learning Agreement – an agreement between the internship supervisor and student that 
ensures expectations of both parties are met. 
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Internships are neither financially remunerated by FSUOC nor by the partner. Instead, 
internships provide students with the opportunity to earn valuable first-hand experience.  While 
the FSUOC not provide financial remuneration, there may be instances where a supervisor may 
want to offer paid work to the student. In this circumstance, the FSUOC suggests that paid 
employment arrangements be made directly with the individual student 

2 FSOUC Internship Program Description 

Coordinated by African descendent professors of Ottawa University, Carleton University, and 
key community leaders, the FSUOC Internship Program offers students of African descent the 
opportunity for experiential learning through a comprehensive set of new experiences in a 
practical work setting. 

As an intern, the student will be involved in a unique three way partnership that includes the 
student, the approved internship supervisor and the program’s director. While FSUOC students 
will be ambassadors as well as leaders for the FSUOC, and the African descent community, they 
will not be representatives of the University in any official capacity.  

Placement Partners: 

The FSUOC will expect interns to volunteer for a negotiated period at: 

The FSUOC,

Leadership Ottawa 

Nexus Africa 

The African Diaspora Association of Canada-ADAC 

Black History Ottawa

Black Students’ Union of Carleton 

Or similar opportunities to be negotiated. 

3 Program Guidelines 

The FSOUC internship program is based on volunteer internships providing practical work 
experience that is meaningful in terms of student’s academic and career progress. 

3.1 Volunteer Work 

Olalere Law Office
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3.2 Appropriate Assignments: 

It is expected that internship tasks will be of a substantive and academically relevant nature. 
While the specific nature of tasks and final product may differ between offices, work assigned 
should engage students with learning opportunities that challenge the student intern. While some 
administrative and clerical tasks are a part of every job, it is expected that such tasks will be a 
part of well-rounded learning experience. 

3.3 FSUOC internship learning Agreement: 

The Learning Agreement is fundamental to the internship experience since it sets out what the 
student can expect from the internship supervisor, and what the supervisor can expect from the 
student.  It permits the program director to understand the direction of the internship. 

3.4 Regarding academic credit. 

Internships generally do not involve academic credit.  However, FSUOC is a registered 
Community Partner with the Experiential Learning Service (ELS) 
http://www.sass.uottawa.ca/els/index-e.php at University of Ottawa’s Student Academic Success 
Service (SASS).  ELS have two components: 

� If a student is in a course that includes Community Service Learning (CSL), with 
professor and supervisor approval, volunteer work with any registered Community 
Partner can qualify for CSL components of those courses (academic credit within CLS 
courses).

� Students can register for the Co-Curricular Record.  When they do more than twenty 
hours of volunteer work for any community partner registered with ELS (now including 
FSUOC), this will contribute to an official university record of a student's volunteer 
activities undertaken both on and off-campus, and the skills acquired (non-academic 
credit, but official document of uOttawa).  

Students registered in these programs may have specific requirements to include in the learning 
agreement. 

3.5 Hours of Work: 

Student interns require at least 16 hours or more per week beginning either in early May or early 
June.  The supervisor should take into account the student’s class load against internship 
expectations

3.6 Confidentiality:  
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Organizations typically require the confidentiality of employees in regards to aspects of their 
operation, particularly the sensitive dynamics of a Parliament Hill office environment. We 
emphasize to students that they must demonstrate professional discretion, and high regard for the 
office environment, and may sign a confidentiality agreement with their organization. As part of 
their overall academic evaluation, the FSUOC interns are expected to keep a private journal of 
their experiences. The journal provides a general sense of what they are working on, as well 
reflections on what they are learning in the work place.  The journal is shared only with the 
Program Director as a means to more accurately assess what the student has made of his or her 
learning experience. 

4 Establishing the Learning Agreement 

Generally, the student will discuss learning and career objectives with both program director and 
the internship supervisor. The student intern and internship supervisor will collaborate to 
determine the objective and job description. This could include internship responsibilities, tasks, 
projects to be completed, new assignments, acquisition of new knowledge or skills, and types of 
learning opportunities. The more specific and purposeful the Learning Agreement is, the more 
useful it is to the student. However, it is recognized that the direction of an internship can change 
significantly over the work period.  Therefore, the agreement is understood as an expression of 
intent and not an immutable contract. 

5 Supervisor Responsibilities: 

� Provide orientation for the student to the work site. Introduce the student to the 
organization, the employees, the physical layout and responsibilities. Instruct the student 
on the general philosophy and operational dynamics of the organization as a whole. 
Inform the student intern of rules and guidelines to be followed. 

� Establish the learning agreement with student. 

� Discuss and arrange regular supervision meetings with the student intern that will provide 
opportunities for the intern to ask questions and discuss progress. 

� Allow either a site visit or phone contact for the FSUOC Internship Program Director. 

� Provide a written evaluation of the student’s performance at the end of the internship 
period. A copy will be sent to you at the end of the internship. 

� Verify hours worked each month on the student’s time sheet. 

� Meet with the student intern to review your final evaluation of his/her work 



The Friends of Sudan-uOttawa Chapter Internship Program 2008  

  

Selection Process: 

  

Step One: 

  

• The Friends of Sudan-uOttawa Chapter invites applicants to submit their C.V.'s by e-mail to 
cfofsudan@gmail.com 

  

• Deadline is Feb 26, 2008 

  

• The most suitable candidates C.V's, are then submitted to Board members 

  

• Board members interview each intern and advise them of next steps 

  

Step Two: 

  

• Qualified interns are sent to Leadership Ottawa for further coaching and training 

  

  Step Three: 

  

• Interns' C.Vs are submitted to Members of Parliament offices as well as Ministers  

 

http://us.mc517.mail.yahoo.com/mc/compose?to=cfofsudan@gmail.com
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Questions or Comments:

The FSUOC wishes to maintain good communications between Members of Parliament and 
internship supervisor throughout the internship period.

Question, concerns, observations or suggestions about the program should be directed to 
Professor Iluju Claude Kiringa, coordinator of the FSUOC, by Telephone at 613-562-5800 ext 
2123 or by e-mail. kiringa@site.uottawa.ca

Founding Members: 

Justin Laku, Founder

Graduate Studies Candidate, uOttawa 
E-mail: cfofsudan@gmail.com 

Arif Jinha, Co-founder 
Graduate Studies Candidate, uOttawa 
E-mail: arif@uottawaglobe.ca
Wudu Lado, Co-founder 
Graduate Studies Candidate, uOttawa 
E-mail: ewudu@hotmail.com

Board Members: 

Prof. Iluju Claude Kiringa, Coordinator of Graduate studies- Computer Engineering, uOttawa  

Prof. Daniel Osabu-Kle, Faculty Political Sciences, uCarleton 

Dr. Matshela Molepo, Chemist, president of African Diaspora Association of Canada 

Mr. Rob Robin, Vice President of Cognos Company, Ottawa 

Mr. Bart Bakker, CEO, Leadership Ottawa 

Mr. Fred Sherman, Nexus Africa 

Sarah Onyango, Black History Ottawa

Denise Siele, Nexus Africa

Jocelyne Constant 

Prof. Pacifique Manirakiza, uOttawa

Prof. Pacifique Manirakiza, Faculty of Law, uOttawa

Mr. Rob McNeill, Vice President of Cognos Company, Ottawa
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THE FRIEND OF SUDAN-UOTTAWA CHAPTER

     INTERNSHIP LEARNING AGREEMENT 

A. Registration Information to be completed by Student Intern 

Student Intern: 
______________________________________________________________________________
Degree Major _________________________________________________________________ 

�Fourth Year �Third Year  � Other
______________________________________________________________________________

B. Internship Supervisor's Information-to be completed by Student Intern & Internship 
Supervisor

Name of Internship Supervisor: ________________________Title: _______________________ 

Name of Organization; ___________________________________________________________ 

Address; ________________________________________ Tel: __________________________ 

City: __________________________________ Postal Code: ____________________________ 

Internship Start Date: ______________________ End Date: ____________________________ 

Title of Internship Position (if applicable) ____________________________________________ 

C. Academic Component Description - to be completed by Student Intern, the FSUOC 
Program Director and the Internship Supervisor 

Taking into consideration discussion with the student about his or her interests and objectives, 
please describe the internship job responsibilities, tasks, and learning opportunities for the 
Student intern (where possible, please include anticipated activities, projects, meetings, training, 
etc.). Attach printed sheet if desired. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
_____________________________________________________________________________
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The Friends of Sudan-uOttawa Chapter

D. Agreements and Signatures 

*Internship Supervisor: I have discussed this internship with the Student Intern and we have 
agreed upon the assigned work components appearing on this form. I agree to: provide 
assistance including any necessary training and consultation to the Student Intern in order to 
enable him/her to advance toward his/her learning goals and objectives, provide an orientation 
concerning our organizational policies and procedures, meet with the Student Intern regularly, 
and provide a written evaluation of the Student Intern to the FSUOC Program Director. 

________________________________________________
Name of Supervisor (please print) 

_________________________________________________ ________________________ 
Signature of Supervisor      Date 

Internship Program Director: I have discussed the academic component of this internship with 
the Student Intern, and I accept this as a work plan for the FSUOC Internship Program. I further 
agree to meet periodically with the Student Intern to discuss the internship experience and I will 
conduct an assessment/evaluation of the internship experience. 

______________________________________________  _______________________ 
Program Director's signature      Date 

Student Intern: I concur with and accept the academic and work assignments indicated above. I 
will complete all work and academic assignments to the best of my ability. I accept the 
obligation of confidentiality in my work and will familiarize myself with and adhere to the 
organization's relevant policies/procedures and appropriate standards of conduct. 

_____________________________________________  _______________________ 
Student Intern signature      Date 
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Evaluation of Student Performance 

Student’s Name: _______________________________________________________________ 

Position Title: ____________________________ Department: _________________________ 

Name of Organization: ___________________________________________________________ 

Address: ______________________________________________________________________ 

Semester: Fall �  Spring �  Summer �  Winter �

Work Period (Dates):______________ To_____________ Total Hours Worked_________ 

Note to Internship Supervisor: 

Please complete this form, and share your comments with the student at the conclusion of the 
internship. This is an important part of his or her learning experience. Feel free to add additional 
comments or observations on a separate sheet. 

The form should be returned to the FSUOC Program Director via the student. 

1. What specific assignments did the student complete during this work period and how much 
time was devoted to each? 

2. Was the student able to accomplish the duties/responsibilities stated in the position 
description? 

3. What new skills were developed? 

4. Would you recommend this student for another work period? Yes �  No �

5. What training and skills development would you recommend this student take in preparation           
for more advanced responsibilities? 

6. Have you discussed these recommendations with the student? Yes �  No �
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Superior Above 
Average 

Satisfactory Below 
Average 

Poor

HUMAN RELATIONS 
Cooperative, courteous, tactful, poised, mature and 
friendly with customers, associates, and supervisors. 

ATTITUDE
     Ambitious, enthusiastic, sincere. 

PERFORMANCE 
 Dependable, prompt, and has appropriate work habits. 
Uses common sense and good judgment.

PERSONAL APPEARANCE 
 Dresses appropriately and exhibits good grooming. 

CAP ABILITIES AND ABILITIES 
Is quick to understand new, involved or difficult 
problems. 
Is creative and logical in thought. 

Is able to organize/promote concerted action when needed.

Demonstrates competent oral and written communications 
skills.

Is thorough and accurate with regular improvement in 
work.

Overall work performance of the student: ( circle one) Low 1 2 3 4 5 7 8 9 10 High 
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Student's Strengths: 

Suggested Areas of Improvement Needed: 

_______________________
Supervisor's Signature 

_______________________
Supervisor's Title 

_______________________
Phone

_______________________
Date
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FSUOC Internship Monthly Time Sheet 

Name of Student: ___________________________________________ 

Internship Organization: ______________________________________ 

Name of Supervisor: _________________________________________ 

Hours for: Month: ________________ Year______________________

Date in Out Number of Hours 
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                                                                                  Monthly Total 

I certify that I have worked the hours indicated above ______________________________ 
        Signature of Student 

I accept that the student has worked the hours indicated ______________________________ 
        Signature of Supervisor 
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THE FRIENDS OF SUDAN-uOttawa Chapter
INTERNSHIP TERM TOTALS TIME SHEET 

Student Information:

Name:   ________________________________________________ 

Term and Date:  ________________________________________________ 

Internship Site:  ________________________________________________ 

Internship Supervisor: ________________________________________________

Time Card Information: (to be completed in ink)

Summary of Monthly Hours: 

Month Number of Hours

Term Total 

I certify that I have worked the hours indicated above. 

_________________________________
Signature of Student      Date  




