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Steps to Set Up a 

CBE Project
This is a checklist of the preliminary steps students undertake from the moment they become interested in doing a project with the Community-Based Education Program.  Students may undertake projects as an independent credit (see Trent’s Course Calendar) or as an assignment within an existing course (see your professor).  Required documents can be found on our website www.trentcentre.ca.  Be patient, these steps may take you a couple of weeks to complete.
· Ensure you meet the academic requirements; have completed a minimum of 10 credits and you have a 75%+ average.  If you do not meet the requirements, it is possible to apply for an exemption (see our exemption policy).
· Read through project descriptions and the corresponding Promotional Copy (PC) of available projects on the website.  The PC will provide you further details on the project(s).
· Complete the Student Interest Form and indicate your project interests.
· The CBE staff will contact you to follow up.
· Once you have selected the project you are interested in, secure a Faculty Supervisor.
· With the CBE staff, arrange an initial meeting with the host organization. This is your chance to discuss the project with the people who requested the project.
· Attend the initial meeting with the Host Supervisor and if possible, the CBE staff.
· If you and the host agree to work together, please advise CBE staff.
· Develop your Project Agreement (PA), using the template available on our website or in your orientation package.
· Complete your Workplace Education Placement Agreement (WEPA) form; this is the insurance form from the Ministry of Training Colleges and Universities. The form is available on our website or in your orientation package.
· Read the information on health and safety awareness, “Are you in Danger?” produced by Youth Canada on their website www.youth.gc.ca/eng/publication/danger.shtml
· Submit your Project Agreement and WEPA form to CBE Staff. Keep copies for your records.
· Now the research work can begin!
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