Wake County Public School System Student Teaching Program
Proceduresfor Pre-Service Sudents, Sudent Teachersand
Sudent Interns
Date of Implementation: June 2010

Beginning June 2010, all students who wish to cetepgbre-service and/or student
teaching experiences within the Wake County Pubdicool System will be required to
clear a comprehensive Criminal Records Check (QRIOJ to their first visit to any
WCPSS campus. The CRC will be performed at theesiilglexpense and is a
prerequisite to the start of any work at a WCP3fgksite.Thisisa change- CRCs
arenow required for both pre-servicefield experience students as well as student
teachers.

PRE-SERVICE SEMESTER(S):

» At the start of each semester per the scheduleefotlowing page, the
University Contact submits the following documetat8/CPSS Human
Resources:

= Comprehensive roster of all prospective field eigrare students,
alphabetized by last name

= WCPSS General Waiver and Release Form for eackrstud

= Consent for Release of Information Form for eacident

* The university should provide each pre-serviceestigvith a copy of the
Summary of Rights Notice. This docum@&@HOULD NOT be returned to
WCPSS HR.

» Student submits the online Criminal Records Ch&R({) request through
www.usinfogroup.com

*  WCPSS receives an electronic copy of the stud€&®R€ through the
usinfogroup.com database.

« WCPSS Human Resources reviews the student’s Ganaigkr and Release
Form, Consent for Release of Information, and ed@mit CRC to determine
his/her eligibility to observe in WCPSS classrooms.

* WCPSS HR notifies principals of all students cledi@ pre-service experiences
each semester according to the schedule on tlesvialy page.

*  WCPSS HR communicates student clearances to uityveositacts who may
then contact schools directly to request placements

 WCPSS HR maintains a database of all CRC cleardndesill not track the
school assignments for pre-service students.



Students with clear CRCs are obligated to self+egoy subsequent criminal
charges or convictions, with the exception of mitnaffic tickets, to WCPSS
Human Resources within 24-hours.

Students who fail to self-report or disclose criatioharges and/or convictions
within 24-hours will be subject to the immediatemeation of their assignments.
This expectation applies to both pre-service sttgdand student teachers.

Deadlines for the submission of paperwork and enGiRCs foipr e-service
students are as follows:

Pre-Service Semester Paperwor k and Online CRC Dueto
WCPSSHR
Fall September 1
Spring February 1
Summer May 1

Please submit all WCPSS General Waiver and Release For ms and Consent
for Release of Information Formsfor pre-service students at the same time.
Students will be cleared as their individual onl®RCs are received. A
comprehensive list will be distributed to principah accordance with the
timeline above.

THE STUDENT TEACHING SEMESTER:

University contacts may contact schools directlyatguest student teaching
assignments. Principals may agree to host studanhérs, pending students’
successful Health and CRC clearances.

Prior to the student teaching semester each uitiyermmntact should submit the
following to WCPSS Human Resources, per the scleegluthe following page:
= Comprehensive roster of all prospective studerthess, alphabetized by
last name
= Triangle Alliance Form (TAF) for each student
» Health Form for each student — all sections coreflet
= WCPSS General Waiver and Release Form, Fair CRegibrting Act
Consent for the Release of informatiand online CRC for each student
OR-
= WCPSS Criminal Activity Disclosure Forn€ADF)
> Inlieu of a second CRC, any student who subméitedicleared the
comprehensive WCPSS CRC during his/her pre-sesaneesters,
will submit a signed writtel€riminal Activity Disclosure Form prior
to the student teaching semester
» The CADF confirms that the student has incurred no
additional criminal charges or convictions since thiginal
CRC was completed.



* Please note that clearance through the WCPSS \éalunt
Registrydoes not satisfy the comprehensive CRC
Requirement.

Please submit altudent teacher paperwork and placement requests according
to the following timelines:

Student Teaching Paperwor k and Placement Request Due
Semester to WCPSSHR
Fall June 1
Spring December 1
Summer April 15

Students should submit online CRCs or CADBsater than 30 daysprior to
the start of student teaching amalear lier than:

Student Teaching Paperwor k and Placement Request Due
Semester to WCPSSHR
Fall July 1
Spring January 1
Summer April 1

The university should provide each prospectiveesttiteacher with a copy of the
Summary of Rights Notification. This docum&HOULD NOT be returned to
WCPSS HR.

Hard copies of each student teacher’s paperwotkeifiled in the WCPSS
Human Resources office.

WCPSS HR maintains a database of all student tesaené will notify principals
on a school-by-school basis of the approved stugechers who are assigned to
their schools each semester.

Students are approved as WCPSS Student Teachgraftarlall completed
paperwork is received and the health form and CRGQlatermined to be clear.

During the student teaching semester, studentsidigated self-report any
subsequent criminal charges or convictions, withdkception of minor traffic
tickets, to WCPSS Human Resources within 24-hours.

Students who fail to self-report or disclose criatioharges and/or convictions
within 24 hours will be subject to the immediatentmation of their WCPSS
assignments. This expectation applies to pre-sestiedents and student teachers.



