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DIDACTIC PROGRAM IN DIETETICS (DPD)  
Department of Human Nutrition, Foods and Exercise 
VIRGINIA TECH 
 
Policy #4:  Procedure for Selecting, Evaluating and Maintaining Agreements for Experiential Learning Sites 
 
Policy Statement 
The Didactic Program in Dietetics (DPD) requires students to complete experiential learning activities in HNFE 
4624 Community Nutrition.  Students are expected to complete 20-30 hours of service (experiential) learning 
to pass the 3-credit course.  Students may complete service learning at sites internal to Virginia Tech or outside 
the organization.  
 
This document provides the guidelines and procedures used to select and evaluate sites for service learning.  
Additionally, this policy details when written agreements with institutions, organizations and/or agencies are 
required for service learning activities. 
 
1. The HNFE 4624 Community Nutrition instructor of record, in consultation with HNFE administrators and 

the DPD Director as needed, is responsible for ensuring all service learning sites are able to meet the 
stated learning outcomes of the course service learning activities. 
 

• Site selection criteria includes:  
i. Participation in community nutrition efforts by the service learning site (e.g. community 

gardens, for profit or not for profit organizations providing meals to low income 
community members, Cooperative Extension employees, etc.). 

ii. Ability and willingness to provide the expected learning experience for students. 
iii. Ability and willingness to supervise students during the duration of site placement. 
iv. Adequate communication and responsiveness to instructor and student contact. 
v. Provision of a MOA if site is external to the university (see #2). 

• Evaluation Process: 
i. Sites are evaluated by the HNFE 4624 Community Nutrition instructor of record to 

determine if they meet selection criteria prior to student placement. 
ii. Sites are evaluated by the HNFE 4624 Community Nutrition instructor of record to 

determine if a Memorandum of Agreement is required (see #2) prior to student 
placement. 

iii. Following completion of the service learning experience and prior to the completion of the 
semester of placement, site supervisors complete an evaluation of student performance 
and their experience as an experiential learning site. (appendix A) 

iv. Following completion of the service learning experience and prior to the completion of the 
semester of placement, students complete an evaluation of the experiential learning site. 
(appendix B) 

v. The course instructor assesses the responsiveness of contacts at experiential learning sites 
to students and the instructor.   

• Timeline for evaluation of adequacy and appropriateness of service learning site: 
i. Annually by June 1st, the HNFE 4624 Community Nutrition instructor evaluates the ability 

and willingness of each site to provide the expected learning experience as described in 
the MOA. 

ii. Annually by June 1st, the HNFE 4624 Community Nutrition instructor evaluates the 
collective site and student evaluations. 
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iii. Any deficiencies noted in responses on the part of the site or students will be discussed 
with the experiential learning site contact. 

iv. If differences cannot be reconciled with the site to provide an adequate learning 
experience for students, sites will be removed from the available placement list. 
 

2. The HNFE DPD requires a Virginia Tech University Counsel approved Memorandum of Agreement (MOA) 
with any service learning site external to the university.  The MOA delineates the rights and 
responsibilities of Virginia Tech and the service learning site. (appendix C) 

• Virginia Tech entities are expected to perform the same obligations identified for host facilities. 
i. VT entities are provided with the list of host facility obligations before student 

placement. 
• External site: the specified MOA must be signed by the appropriate facility representative before 

any student may be placed at a site.  
i. If the site requests an agreement other than the standard MOA, University Counsel 

must review and approve.  It is recommended that University Counsel be given 2 
weeks to review a contract. It is appropriate to follow-up after 2 weeks.  For issues 
related to documentation of university liability coverage, contact Risk Management. 

 
Process to generate a Memorandum of Agreement with external sites: 

 
a) To generate a MOA, the HNFE 4624 Community Nutrition instructor provides the following 

information to the DPD Director: 
• Name of site 
• Name of approved signer 
• Name, address, and email of the person to send MOA  
• Memo to facility requesting MOA, if needed 

 
b) Once site information is received for the MOA, the DPD Director or HNFE Dietetics Education Specialist 

will: 
• Create the agreement using the program standard MOA and information provided. 
• Have 2 copies signed by Department Head of HNFE, 1 copy if email is being used. 

i. The HNFE Department Head is the only departmental representative that has signing 
privileges for legal documents.   

• Mail the memo and 2 copies of agreement with a return mailing label or email a scanned copy to 
the contact provided for the site. 

 
c) When the signed agreement is received, the HNFE Dietetics Education Specialist notifies the DPD 

Director and HNFE 4624 Community Nutrition instructor.  The specialist posts a scanned copy to the 
HNFE internal site designated, the original is filed in 338 Wallace Hall, and the agreement is listed on 
the HNFE MOA google spreadsheet.   
 

d) A review of existing MOA occurs annually by June 1st to determine agreements that will expire during 
the upcoming academic year.   
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Reviewed and approved by the Dietetics Committee:  October 26, 2017 
 
 
History of the Policy: 
Established in July 2017 by Department Head and DPD Director after approval of MOA by VT University Legal 
First review and approved by vote of Dietetics Committee on October 26, 2017 
 
Appendix A 
Evaluation of Student Performance 
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Appendix B 
Evaluation of Experiential Service Learning Site 
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Appendix C 
Memorandum of Agreement (MOA)- version August 9, 2017 
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