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School of Planning 
Faculty of Environmental Studies 

University of Waterloo 
 

PLAN 452 
Policy Analysis and Program Evaluation for Planners 

 
YOU ARE EXPECTED TO READ THIS DOCUMENT IN ITS ENTIRETY DURING THE FIRST WEEK OF 

CLASS AS A NON-GRADED COURSE REQUIREMENT 
_____________________________________________________________________________ 
 
Part 1. Reference Information 
 
Term & year of offering: Winter 2020 
Instructor:   Michael Drescher 
Email address:   LEARN required for all communication 
Phone:    519-888-4567 x38795 
Office:    EV3-3213 
Office hours:   Monday, 2.30pm-3.30pm, or by appointment 
Lecture time & location: Tuesday, 2:30pm-5:20pm, PAS-2086 
    Students may meet for group work at a place & time of their choosing 
 
LEARN will be the main communication system for this course. I will attempt to answer emails within 24 
hours, but will have limited availability between 5pm and 9am and during weekends. Questions regarding the 
course and material can best be asked during class or during office hours. Emails from non-University of 
Waterloo email accounts will not be answered. Emailed questions that are clearly explained in the 
course outline will not be answered. 
_____________________________________________________________________________ 
 
Part 2. Course Content and Learning Outcomes 
 
Calendar Description 
This course considers Policy Analysis and Program Evaluation as step-by-step processes of prescriptive 
activities used to aid decision-making. For heuristic purposes, simplified models of the policy and program 
processes are presented so that basic analytical methods for each step in these processes can be explored. 
The course highlights quick, yet theoretically defensible, methods useful for smaller-scale analyses or for 
taking a preliminary approach to larger-scale analyses. The instructor will present case materials from 
planning to illustrate the analytical methods. 
 
Prerequisite 
PLAN 350 
 
Introduction 
The work of planners and other professionals in the public realm makes it necessary for them to learn and 
understand how to solve public policy problems and how to base their choices on a reasonable decision 
process. Planners in their professional careers are confronted with these kinds of situations every day and 
they are expected to provide qualified advice to politicians and other decision-makers. In situations when a 
new public policy or program has to be introduced or an existing one evaluated, a rigorous and objective 
approach should be used to analyze the policy or program in question. 

In this course, public policy analysis is prospective and examples of public policy problems could be: 
What kind of parking policy should a local government apply in the city center? Which measures should a 
local authority use to increase the rate of solid waste recycling? On the other hand, program evaluation in 
this course is retrospective and examples of questions aimed at programs could be: Does a re-training 
program for unemployed steel workers lead to subsequent employment? How efficient are hospitals’ 
emergency departments? 
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Policy analysis and program evaluation are processes that are primarily aimed at advising politicians and 
other decision-makers how to solve public policy problems and improve public programs. However, other 
stakeholders can also be informed by this approach. A good understanding of political and organizational 
processes is fundamental for conducting these assessments. 
  This course will introduce students to policy analysis and program evaluation as processes that are 
part art and part science, following step-by-step approaches. It will provide the basic foundation for an 
understanding of the process of improving public policy and programs and will support the initial 
development of practical skills used in public planning and decision-making. 

The course will draw on a mix of traditional lecture, seminar-style and practical work. Active 
participation of students in the classroom is required and instrumental to students achieving the learning 
objectives. Example case material presented by the instructor will often draw on environmental policy and 
environmental planning, but the practical work of students can cover any area of public policy and planning. 
 
This is a one-term course with credit weight 0.5.   
 
Course Objectives 
- To develop a basic understanding of policy analysis and program evaluation processes; 
- To learn and apply essential methods of the policy analysis and program evaluation processes; 
- To learn and apply the language of policy analysis and program evaluation; 
- To undertake a policy analysis project and a program evaluation project; 
- To articulate policy and program advice in written and oral form. 
 
Learning Modes 
This course uses a combination of lectures, seminars and practical work to develop students’ understanding 
of key issues of the policy analysis and program evaluation processes; and to develop critical skills that 
underpin these processes. The instructor’s presentations will provide the basic theoretical framework for the 
course topics. Active student participation is essential to achieve the course objectives. Seminar components 
will be carried out in a discussion and presentation format. Students are required to complete all the 
readings, must be prepared to discuss them in class and must utilize their content for the writing of the 
course products. Further, students are expected to participate fully in discussions and exercises. These 
activities are important to develop the requisite skills. 
 
Electronic device use policy 
In-class, you are only allowed to use electronic devices (e.g., labtop or cell phone) for work purposes for 
PLAN 452. Use of any electronic devices for purposes other than work for PLAN 452 interferes with the 
course. Students found using their electronic devices for other purposes (e.g., emailing, texting, chatting, 
watching videos, listening to music, playing games etc.) may be asked to leave the class. 
 
Required texts 
Since this course covers two topics, we will use two textbooks: 
1) “A Practical Guide for Policy Analysis – The Eightfold Path to More Effective Problem Solving”, 6th edition, 
by Eugene Bardach (2012). (Amazon eTextbook: $33.16) This book covers the basic steps of the policy 
analysis process and expands on issues such as collection of evidence, policy tools and policy 
implementation. 
2) “Evaluation Fundamentals – Insights into Program Effectiveness, Quality, and Value”, 3rd edition, by 
Arlene Fink (2015). (Amazon eTextbook: $32.26) This book is a practical guide to the concepts and 
language of program evaluation and covers issues such as evaluation questions, evaluation design and 
ethical conduct. 
It is easiest and cheapest to get copies of these volumes as eTextbooks from Amazon.  
 
You can access other required material, primarily journal articles, through the University of Waterloo library 
or via the Internet. The list of required readings is included in this syllabus. You are responsible to retrieve 
and access readings yourself; it is your responsibility to ensure you are reading the correct texts. 
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Evaluation and Assessment 
The instructor determines the content and establishes the grading rules for all graded components.  
 

Component Weighting 
Participation (individual & group) 20 
Memo (individual) 5 
Policy Analysis (group) 35 
Program Evaluation (group) 35 
Individual Reflection (individual) 5 
Total 100 

 
Developing a policy analysis and a program evaluation plan is a laborious process and in this course both 
are group projects. While group work usually involves allocation of particular tasks to individual group 
members, all students in a group are expected to show initiative and produce quality work in a timely fashion. 
If there are issues arising during group work, do not wait to resolve them until the end. Try to resolve them 
right from the start or talk to the instructor about it. 

It is mandatory that all students in a group read the entire policy analysis and program evaluation 
reports and agree to them. If somebody does not agree with a part of a report, it needs to be changed before 
submission. Also, all students should indicate which part of a report is their main contribution; no part of a 
report can be without at least one person being responsible. If all students in a group contribute to all parts of 
a report, everybody will be responsible for the whole report. This is of particular importance should a case of 
plagiarism be detected. Please note that in the case of plagiarism the whole group will be penalized, but the 
person most responsible may be penalized more severely. 

To assess individual students’ contributions to the reports, peer evaluation forms will be made 
available at the end of the course. Filling the peer evaluation form is mandatory and contributes to your 
participation mark. These evaluations will be considered by the instructor for possible adjustments of 
individual marks for the policy analysis and program evaluation plan. Peer evaluation takes place after all 
assignments are handed in, i.e., after the last week of classes. For this purpose, students will be asked to fill 
in an electronic form. Contributions to peer evaluation will be part of the course participation component and 
not filling in the form will result in a point reduction in the participation mark. 

When determining a student's final grade in the course, the instructor will examine the record of each 
individual student's achievement; the final grade may be adjusted to take into account the component 
passing requirement, extenuating and compassionate circumstances, and the student's general pattern of 
achievement in the course. There is no midterm exam or final exam (but there is an individual reflection to 
be written and handed in, a week after the last day of class). 
 All assignments have to be submitted through LEARN. They are due in the drop box at 2:30pm by 
the date scheduled. Late assignments are penalized 1 point per 24 hours. An assignment more than 5 x 24-
hours late will receive a grade of zero. You can be exempted from these penalties if you have a medical 
certificate or other documentation validated by your undergraduate advisor or by counseling services. 
 
Graded course components 
Participation: 
Each class (except for the first and last day of the course) will start with a discussion of current public policy 
issues. Each of these discussions will be led by 1-2 students who will research the issue prior to class and 
provide their peers with sufficient information to enter into a well-reasoned discussion. Each current policy 
issue discussion contributes up to 5 points to your participation mark. 
 Success in this course depends on active participation of all students. I am planning to give 
lectures/hold seminars that are interactive and include active learning experiences. Well-argued in-class 
contributions are a fundamental part of the course and therefore I expect all students to make meaningful 
contributions, which count towards your participation mark. In-class presence without talking does not count 
as participation. If you are not willing to actively participate in this course, then this course is not for 
you. Participation as a whole (policy issue discussion & in-class contributions) is worth 20 points. 
 
Memo: 
Each student will write a 2-page policy memo (ca. 800 words) on a public policy issue selected from the list 
provided on the LEARN website. The memo will summarize the policy issue/problem, distil policy goals, 
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evaluate possible policy strategies (arguments for and against) and then recommend policy strategies. Brief 
advice for memo writing can be found on the web such as at the following URLs: 
Duke Writing Studio: https://twp.duke.edu/sites/twp.duke.edu/files/file-attachments/policy-memo.original.pdf 
Woodrow Wilson School: http://wws.princeton.edu/admissions/wws-blog/item/policy-memo-writing-tips 

Insights gained from the memo writing will be included later in discussions of the policy analysis and 
program evaluation processes and for the Individual reflection at the end of the course. It is therefore 
suggested that you keep any notes you are making while working on the policy memo. The memo is worth 5 
points. 
 
Policy analysis report: 
Groups of 4-5 students will develop a policy analysis that will deal with a real public policy problem; if 
desired, the instructor may make suggestions for feasible public policy problems. The policy problem chosen 
by students must be discussed with the instructor and approved by him. A full policy analysis is a difficult 
task and for many students this may be the first time they are required to perform such an analysis. This fact 
is acknowledged and will be considered when the reports are graded, but a high-quality analysis report is 
expected nevertheless. Your policy analysis will report on the problem definition, the policy alternatives, 
criteria selection, outcome projection, and assessment of trade-offs. The report will be about 20 pages long. 
We will discuss the general components of a policy analysis report during class and may examine example 
reports; you must follow the general guidelines set out by the instructor. More direction regarding the policy 
analysis report (e.g., grading rubrics) will be provided in class. The policy analysis report is worth 35 points. 
 
Program evaluation plan: 
Groups of 4-5 students will design a program evaluation plan that will be aimed at a program in the public 
sphere; if the students request it, the instructor may make suggestions for feasible program evaluation 
topics. The program to be evaluated must be discussed with the instructor and approved by him. A full 
program evaluation is a difficult task that requires extensive fieldwork and this may be the first time for most 
students to be confronted with a program evaluation. These facts are understood and will be considered 
when the evaluation plans are graded. Nevertheless, a well though-out and convincingly delivered plan will 
be expected. Your program evaluation plan will describe the program to be evaluated, specify the evaluation 
questions, describe the evaluation design, detail the data collection plan and present required analysis 
techniques. The evaluation plan will be about 20 pages long. We will discuss the general components of a 
program evaluation plan during class and may examine example plans; you must follow the general 
guidelines set out by the instructor. More direction regarding the program evaluation plan (e.g., grading 
rubrics) will be provided in class. The program evaluation plan is worth 35 points. 
 
Individual reflection: 
Each student will write a short essay (3-pager, ca. 1,200 words) about their learning process and outcomes 
throughout this course. This personal reflection will be based on a comparison of the skills and knowledge 
present at the start of the course to the skills and knowledge present at the end of the course. This essay is 
not about what I might have expected you to learn, but what you actually have really learned. In this 
document, you can also make suggestions for future improvements of the course. The individual reflection is 
worth 5 points. 
 
Style of written assignments 
For all papers submitted the required format is the APA (American Psychological Association) style. The 
complete style outline can be found in the Publication Manual of the American Psychological 
Association, located in the Dana Porter Library or on sale in the Book Store. On the web you can find quick 
references, for example at the following URLs: 
Purdue Online Writing Lab: http://owl.english.purdue.edu/owl/resource/560/01/ 
Concordia University Library: http://library.concordia.ca/help/howto/apa.php 

Please ensure that you are adhering to APA style in its latest version. Not adhering to current APA 
style will result in a grade reduction. Logical inconsistencies, overall poor style, frequent spelling and 
grammar mistakes, poor quality tables and figures can all negatively affect a paper’s grade. Also please note 
that at least half of all references have to be primary literature (here: text books and journal articles); using 
less primary sources will result in a grade reduction. More detailed instructions will be provided in class.  

https://twp.duke.edu/sites/twp.duke.edu/files/file-attachments/policy-memo.original.pdf
http://wws.princeton.edu/admissions/wws-blog/item/policy-memo-writing-tips
http://owl.english.purdue.edu/owl/resource/560/01/
http://library.concordia.ca/help/howto/apa.php
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Schedule of course topics and activities 
There may be adjustments, e.g. in sequence and date. Guest lectures may be planned during the course 
and will be announced. 
 

Lecture 
date 

Lecture theme Learning content & required readings Activities & assignments 
deadlines 

Jan. 9 
Class 1 

Professional 
writing 

Lecture 1: Introduction to policy analysis & program 
evaluation 

- Course Administration 
- Individual reflection 

Required reading: One of the topics in the memo 
policy issues list; Musso et al. (2000) 

Jan. 16 
Class 2 

Problem definition, 
evidence & 
alternatives 

Lecture 2: Identifying public policy problems, data 
collection & designing policy alternatives 

- Memo due 

Required reading: Bardach (2019) Part I, Steps 1-
3 

Jan. 23 
Class 3 

Evaluation criteria 
& projecting policy 
outcomes 

Lecture 3: Choosing and weighting criteria for the 
evaluation of policy outcomes, projecting outcomes 
of policy alternatives & assessment of uncertainty 

 

Required reading: Bardach (2019) Part I, Steps 4 
& 5 

Jan. 30 
Class 4 

Policy trade-offs, 
alternatives 
selection & 
dissemination 

Lecture 4: Quantifying trade-offs, comparing policy 
alternatives, dissemination of policy analysis & 
convincing policy audience 

 

Required reading: Bardach (2019) Part I, Step 6-8 
Feb. 6 
Class 5 

No lecture No lecture: students working on policy analysis - Work on policy 
analysis Required reading: None 

Feb. 13 
Class 6 

Conservation 
policy 

Lecture 5: Research on private land conservation & 
natural resource conservation policy 

 

Required reading: Paloniemi & Tikka (2008); 
Gordon et al. (2011) 

Feb. 20 Reading week: no class; no assigned readings 
Feb. 27 
Class 7 

Program context & 
stakeholder 
engagement 

Lecture 6: Program evaluation process, terms of 
reference; socio-economic/political environment & 
engaging stakeholders 

- Policy analysis due 

Required reading: Preskill & Jones (2009) 

Mar. 5 
Class 8 

Program 
description 

Lecture 7: Understanding programs & logic models  
Required reading: Fink (2014) Ch 1 

Mar. 12 
Class 9 

Evaluation design 
& data collection 

Lecture 8: Planning a program evaluation & data 
collection & measuring 

 

Required reading: Fink (2015) Ch 2-6 
Mar. 19 
Class 10 

Analysis & 
reporting 

Lecture 9: Analyzing data, interpreting results, 
evaluation reporting & ethics 

 

Required reading: Fink (2015) Ch 7-9 
Mar. 26 
Class 11 

No lecture No lecture: students working program evaluation - Work on program 
evaluation Required reading: None 

Apr. 2 
Class 12 

Policy learning, 
paradigms & 
cycles 

Lecture 10: Conditions & forms of policy learning, 
problem-solving, normal & paradigmatic policy 
changes 
 

 

Required reading: None 
Apr. 9 NA NA 

 
- Program evaluation 
due 

Apr. 16 NA NA - Course-end 
reflection due 
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Reading List of Journal Papers & Reports 
Bardach, E. 2019. A Practical Guide for Policy Analysis – The Eightfold Path to More Effective Problem 

Solving, 6th edition, SAGE Publications Inc., Thousand Oaks, CA USA. 
Fink, A. 2014. Evaluation Fundamentals – Insights into Program Effectiveness, Quality, and Value”, 3rd 

edition, SAGE Publications Inc., Thousand Oaks, CA USA.  
Gordon, A., Langford, W.T., White, M.D., Todd, J.A. and Bastin, L. 2011. Modelling trade offs between public 

and private conservation policies. Biological Conservation 144(1): 558-566. 
Musso, J., Biller, R. and Myrtle, R. 2000. Tradecraft: professional writing as problem solving. Journal of 

Policy Analysis and Management 19(4): 635-646. 
Paloniemi, R. and Tikka, P.M. 2008. Ecological and social aspects of biodiversity conservation on private 

lands. Environmental Science & Policy 11(4): 336-346. 
Preskill, H. and Jones, N. 2009. A Practical Guide for Engaging Stakeholders in Developing Evaluation 

Questions. Robert Wood Johnson Foundation, Princeton, NJ. 
 
Part 3. Academic Integrity, Requirements, and Considerations 
 
Avoidance of academic offences 
 
Students are expected to know what constitutes academic integrity, to avoid committing academic offenses, and 
to take responsibility for their actions.  Students who are unsure whether an action constitutes an offense, or 
who need help in learning how to avoid offenses (e.g., plagiarism, cheating) or about rules for group work / 
collaboration should seek guidance from the course professor, TA, academic advisor, or the Undergraduate 
Associate Dean.  For information on categories of offenses and types of penalties, students should refer to 
Policy #71, Student Academic Discipline, http://www.adm.uwaterloo.ca/infosec/Policies/policy71.htm  Students 
who believe that they have been wrongfully or unjustly penalized have the right to grieve; refer to Policy #70, 
Student Grievance, http://www.adm.uwaterloo.ca/infosec/Policies/policy70.htm 
 
Intellectual Property: Students should be aware that this course contains the intellectual property of their 
instructor, TA, and/or the University of Waterloo. Intellectual property includes items such as: 
-Lecture content, spoken and written (and any audio/video recording thereof); 
-Lecture handouts, presentations, and other materials prepared for the course (e.g., PowerPoint slides); -
Questions or solution sets from various types of assessments (e.g., assignments, quizzes, tests, final exams); 
and 
-Work protected by copyright (e.g., any work authored by the instructor or TA or used by the instructor or TA 
with permission of the copyright owner). 

Course materials and the intellectual property contained therein, are used to enhance a student’s 
educational experience. However, sharing this intellectual property without the intellectual property owner’s 
permission is a violation of intellectual property rights. For this reason, it is necessary to ask the instructor, TA 
and/or the University of Waterloo for permission before uploading and sharing the intellectual property of others 
online (e.g., to an online repository). 

Permission from an instructor, TA or the University is also necessary before sharing the intellectual 
property of others from completed courses with students taking the same/similar courses in subsequent 
terms/years. In many cases, instructors might be happy to allow distribution of certain materials. However, 
doing so without expressed permission is considered a violation of intellectual property rights. 

Please alert the instructor if you become aware of intellectual property belonging to others (past or 
present) circulating, either through the student body or online. The intellectual property rights owner deserves 
to know (and may have already given their consent). 
Plagiarism: The work of others must not be plagiarized. According to Policy 71 plagiarism is:  “The act of 
presenting ideas, words or other intellectual property of another as one’s own. The use of other people’s work 
must be properly acknowledged in all written material such as…essays, laboratory reports, design projects, 
statistical data, computer programs and research results. The properly acknowledged use of sources is an 
accepted and important part of scholarship. Use of such material without complete and unambiguous 
acknowledgement, however, is an offence under this policy.” Students are expected to keep a copy of all 
materials used to prepare assignments in case of disputed work and should be able to provide working notes 
and original data for any assignment within 4 hours of this being requested. 

For this course, plagiarism includes (among other activities) submitting without appropriate 
acknowledgement any report (or part thereof, including software, designs, photos, computer images, models, 

http://www.adm.uwaterloo.ca/infosec/Policies/policy71.htm
http://www.adm.uwaterloo.ca/infosec/Policies/policy70.htm
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drawings, maps, statistics, samples, results of lab or field work etc.) which has been submitted previously to 
any course anywhere by any person, submitting a report in which the production has been shared by more 
than one student and each has submitted it as their own without acknowledgement of the other’s contributions, 
submitting any work created in whole or in part by another without the usual acknowledgement. Policy 71 
states that one should not submit “an essay, report or assignment when a major portion has been previously 
submitted or is being submitted for another course with the express permission of all the instructors involved”. 
If in doubt, ask the course instructor if your intended assignment submission is acceptable. 

Within ENV, those committing academic offences (e.g. cheating, plagiarism) will be placed on 
disciplinary probation and will be subject to penalties, which may include a grade of 0 on affected 
course elements, 0 on the course, suspension, and expulsion. 

All suspected academic infractions are investigated and formally reported to the Associate Dean, 
Undergraduate of Faculty of Environment. 
 
Academic Integrity: In order to maintain a culture of academic integrity, members of the University of 
Waterloo community are expected to promote honesty, trust, fairness, respect and responsibility. The 
University’s guiding principles on academic integrity can be found here: 
http://uwaterloo.ca/academicintegrity. ENV students are strongly encouraged to review the material 
provided by the university’s Academic Integrity office specifically for students: 
http://uwaterloo.ca/academicintegrity/Students/index.html 

Students are also expected to know what constitutes academic integrity, to avoid committing 
academic offenses, and to take responsibility for their actions. Students who are unsure whether an action 
constitutes an offense, or who need help in learning how to avoid offenses (e.g., plagiarism, cheating) or 
about “rules” for group work/collaboration should seek guidance from the course professor, academic 
advisor, or the Undergraduate Associate Dean. Students may also complete the following tutorial: 
https://uwaterloo.ca/library/get-assignment-and-research-help/academic-integrity/academic-integrity-tutorial 

When misconduct has been found to have occurred, disciplinary penalties will be imposed under 
Policy 71 – Student Discipline. For information on categories of offenses and types of penalties, students 
should refer to Policy 71 - Student Discipline, https://uwaterloo.ca/secretariat-general-counsel/policies-
procedures-guidelines/policy-71. Students who believe that they have been wrongfully or unjustly 
penalized have the right to grieve; refer to Policy #70, Student Grievance: https://uwaterloo.ca/secretariat-
general-counsel/policies-procedures-guidelines/policy-70. 
Note for students with disabilities: AccessAbility Services, located in Needles Hall, Room 1401, collaborates 
with all academic departments to arrange appropriate accommodations for students with disabilities 
without compromising the academic integrity of the curriculum. If you require academic accommodations 
to lessen the impact of your disability, please register with AccessAbility Services at the beginning of each 
academic term.  
Mental Health: The University of Waterloo, the Faculty of Environment and our Departments consider 
students' well-being to be extremely important. We recognize that throughout the term students may face 
health challenges - physical and / or emotional. Please note that help is available. Mental health is a 
serious issue for everyone and can affect your ability to do your best work. Counselling Services 
http://www.uwaterloo.ca/counselling-services is an inclusive, non-judgmental, and confidential space for 
anyone to seek support. They offer confidential counselling for a variety of areas including anxiety, stress 
management, depression, grief, substance use, sexuality, relationship issues, and much more.  
Religious Observances: Student needs to inform the instructor at the beginning of term if special 
accommodation needs to be made for religious observances that are not otherwise accounted for in the 
scheduling of classes and assignments.  
Grievance: A student who believes that a decision affecting some aspect of his/her university life has been 
unfair or unreasonable may have grounds for initiating a grievance. See Policy 70 - Student Petitions and 
Grievances, Section 4, www.adm.uwaterloo.ca/infosec/Policies/policy70.htm. When in doubt please 
contact your Undergraduate Advisor for details.  
Appeals: A decision made or penalty imposed under Policy 70 - Student Petitions and Grievances (other 
than a petition) or Policy 71 – (Student Discipline) may be appealed if there is a ground. A student who 



PLAN 452                
Course Outline Winter 2020, version December 2019 

8 

believes he/she has a ground for an appeal should refer to Policy 72 (Student Appeals) 
www.adm.uwaterloo.ca/infosec/Policies/policy72.htm  
Unclaimed assignments: Unclaimed assignments will be retained for 1 year. After that time, they will be 
destroyed in compliance with UW’s confidential shredding procedures 
Communications with Instructors and Teaching Assistants: All communication with students must be 
through either the student’s University of Waterloo email account or via Learn. If a student emails the 
instructor or TA from a personal account they will be requested to resend the email using their personal 
University of Waterloo email account. 
Recording lectures: Use of recording devices during lectures is only allowed with explicit permission of the 
instructor of the course. If allowed, video recordings may only include images of the instructor and not 
fellow classmates.  Posting of videos or links to the video to any website, including but not limited to social 
media sites such as: facebook, twitter, etc., is strictly prohibited.  
Co-op interviews and class attendance: Co-op students are encouraged to try and choose interview time 
slots that result in the least amount of disruption to class schedules. When this is challenging, or not 
possible, a student may miss a portion of a class meeting for an interview. Instructors are asked for leniency 
in these situations; but, a co-op interview does not relieve the student of any requirements associated with 
that class meeting. 
When a co-op interview conflicts with an in-class evaluation mechanism (e.g., test, quiz, presentation, 
critique), class attendance takes precedence and the onus is on the student to reschedule the interview. 
CECA provides an interview conflict procedure to manage these situations. 
Students will be required to provide copies of their interview schedules (they may be printed from 
WaterlooWorks) should there be a need to verify class absence due to co-op interviews. 
 
Caution 
Turnitin: Text matching software (Turnitin®) may be used to screen assignments in this course. Turnitin® is 
used to verify that all materials and sources in assignments are documented. Students’ submissions are 
stored on a U.S. server, and are subject to the USA PATRIOT ACT, 2001; therefore, students must be given an 
alternative (e.g., scaffolded assignment or annotated bibliography) if they are concerned about their privacy 
and/or security. Students will be given due notice, in the first week of the term and/or at the time 
assignment details are provided, about arrangements and alternatives for the use of Turnitin® in this course. 
 

CAUTION 
• In-class presence without talking does not count as participation and does not earn you participation marks. If you are 

not willing to actively participate in this course, then this course is not for you. 

 
Requirements, Grade Penalties and Special Considerations: 

• Readability and Clarity: Students are expected to present well organized, and properly written work. 
Significant penalties may be applied in cases where readability and/or clarity are inadequate. 

• Lateness penalty: All assignments are due on the date and time set by the professor. The first 
started 24-hour period an assignment is late, brings about a 1-point penalty. An additional 1-point 
penalty is applied for each additional started 24-hour period. A student's assignment more than 5 24-
hour periods late will not be accepted and a grade of zero will be recorded for that assignment. 

• Presentations: Students are expected to be present at the time presentations are scheduled. Unless 
in exceptional circumstances, no “make up” dates for presentations are provided.  

• Requests for exemptions or compassionate considerations: Exemptions or compassionate 
considerations are to be discussed with the professor in advance or as soon as possible. 
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