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PLACEMENT PROCESS OUTLINE  
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Rodney Bowler 
Superintendent  

 Upon receipt of a satisfactory CBC, 
Human Resource Services will 
request candidate placements with 
principals.   

GENERAL POLICIES  

 Human Resource Services will 
notify the university or college 
placement advisors of approvals 
and school assignments.   

 The university or college 
placement advisor will submit 
Candidate Field Experience (SCFE) 
and Criminal Background Check 
(CBC) forms to Human Resource 
Services via email, fax, or US mail. 

 The university or college 
placement advisor will notify 
the teacher candidates of 
decisions and/or placements.  

 Teacher candidates should not 
contact principals or teachers 
of the assigned school until 
they have been notified by the 
university or college placement 
advisor of their approval.  

 Human Resource Services will 
review candidate requests, 
submit CBC forms, and verify 
that university agreements are 
current. 

Students assigned to Henry County Schools 
for pre-service teaching field experiences 
are expected to adhere to all standards of 
professional and ethical conduct and 
instructional procedures.  

The school system reserves the right to 
withdraw any student placement from a 
school if for any reason the school system or 
university reasonably believe it not in the 
best interest of the school system or 
university for the student to continue.  

Neither the school system nor the university 
will discriminate against any person 
because of race, color, religion, sexual 
orientation, gender, or national origin, nor 
discriminate against any student applicant 
with a disability as defined by the American 
with Disabilities Act.  



           GENERAL 
        INFORMATION 

 
 

The Henry County School System 
partners with area colleges and 
universities in the preparation of pre-
teacher experiences. Our goal is to 
partner the right student with the right 
teacher to ensure a positive field 
experience. Our teachers are among 
the leading teachers and researchers 
in their fields. It is our goal that all 
individuals have equal access to 
meaningful learning opportunities 
throughout their experiences in Henry 
County Schools.  Pre-Service field 
experience preparation include 
observations, practicums, internships, 
and student teaching placements.  
These experiences provide the 
opportunity to be mentored by 
veteran teachers to assist in 
developing the knowledge, skills and 
dispositions deemed essential to 
become effective professional 
educators.  
 
All colleges/universities must have a 
current, signed contractual 
agreement with Henry County Schools 
before placement requests are 
considered. The Teacher Candidate 
Field Experience Agreement must be 
signed by both the College Dean and 
the Superintendent of Henry County 
Schools before it is deemed valid.  

REQUIRED 
DOCUMENTATION 

 
 
 
 
 

 

SUBMISSION TIMELINE  
Placement      Application Submission    
  Begins  Window  
 
Fall, 2015 May 1, 2015 –  
  June 30, 2015 
 
Spring, 2016 September 15, 2015 – 
  October 30, 2015 
To minimize classroom distractions, the 

last date to begin a field experience 
will be March 1st  for Spring and 
September 1st for Fall.   

 
 

FREQUENTLY ASKED 
QUESTIONS  

 

Q: Should I contact the local school to 
initiate the placement process?  

A: No. All requests are submitted to and 
approved through the Human Resource 
Services Department.  

  Q: Are there deadlines for submitting                  
required documentation for consideration 
of placement?  

A: Yes. Please see the Submission Timeline. 
Interested applicants must submit the 
required forms and information during the 
window for consideration to allow 
adequate time for processing.   

Q: Are placement requests guaranteed?   

A: No. While we work to place students in 
preferred settings, there is no guarantee of 
assignments.  

Q: Are the requirements the same for 
students only needing to observe 
classrooms?   

  A: Yes. To ensure the safety of all parties, 
background checks are required for all 
candidates.   

Q: How long are criminal background 
check reports valid?  

A: Criminal background check reports are 
valid for one school calendar year.  

Q: Can I submit a copy of my background 
check completed from an agency other 
than Henry County Schools?  

A: No. Candidates must submit the CBC 
form to Henry County Schools for 
processing.    


