WHY INTERN WITH STAFFORD COUNTY
PUBLIC SCHOOLS?

Welcome to Stafford County Public Schools’ Classroom field/practicum/student teaching and Student
Services’ practicum/internships website! Our goal is to provide each future classroom teacher and Student
Services provider the opportunity to work and learn from highly qualified teachers, staff members, and
administrators. Below are some frequently asked questions and answers regarding required paper work and
the on-boarding process with SCPS Human Resources Department.

Question: “Can I call a school or staff member and set up my own placement?”

Answer: No, SCPS only places students at the request of their college/university. Please contact your field
placement office or your professor and have them submit a request form(s) via the online forms found on
this webpage for your correct placement type.

Question: "What should I know about turning in my required on-boarding paper work?"”

Answer: You must turn in ALL forms in person and at one time to the SCPS Human Resources
Department (HR). If you are missing one or more of the forms, which you will receive in the online
orientation presentation, SCPS HR department will not accept any of the paper work you do have
completed. SCPS HR department is located at 31 Stafford Ave., Stafford, VA 22554. You do not need to
make an appointment to turn in your on-boarding paper work and to be fingerprinted. The office is open
8:00 AM - 4:30 PM Monday - Friday. Summer hours and days may vary, please check our web site for
additional information regarding hours of operation from the third week in June to third week in

August. Please allow at least 30 minutes to complete the fingerprint process.

Question: I have already filled out the VA Department of Social Services Central Registry
Release of Information Form for my college/university. Do I need to fill this form out again for
SCPS?”

Answer: Yes

Question: I have already had a TB test/screening done at my school. Do I need to have another
TB test/screening done for SCPS?”

Answer: If you have a current TB test/screening less than one (1) year old, then you do not have to have
the test/screening done again. However, SCPS requires that you supply a copy of the current TB
test/screening and submit it to the Human Resources Department at the time you are fingerprinted.

Question: “Will I be notified that my background checks have been returned and when can I
contact my cooperating administrator/staff member?"”

Answer: SCPS will notify your college/university, via email, that a cleared background check has been
received.

Question: “I am a returning college/university student from the previous year. Do I need to
complete the required paper work and be finger printed again?”

Answer: If you are a returning student from the previous school year, you do not need to complete the
paper work or be fingerprinted again. However, you will need to contact Human Resources at the number
and/or e-mail above to make sure that your paper work is updated for the new school year.

Question: "I was not able to finish my hours by the date that was given by my college/university
on the request form. Can I continue my placement with my cooperating teacher or staff
member?”



Answer: You may continue your placement only after you have received permission from your
college/university. Your college/university must then contact SCPS and request a continuation of your
placement.

Question: “If I have already been assigned to a cooperating teacher or staff member during a
semester, and I need another placement during the same semester or for the following semester
do I need to have my college/university submit another request form?”

Answer: Yes, your college/university needs to submit a request form for each placement you need.

Question: “I am a current employee (i.e. classroom teacher, substitute teacher, coach,
paraprofessional, nurse, counselor, etc.), do I have to complete the required paper work and be
fingerprinted again?”

Answer: No, please contact Human Resources at the number and/or e-mail above to confirm that your
information is up-to-date.

If you have any questions that have not been covered above, please feel free to contact Human Resources
or Students Services at the number(s) and/or e-mail addresses above.

We look forward to meeting you!



