Request for Student Teachers/Interns
Beyond Subject Allocations
The Office of Human Resources and Development recognizes that changes may occur throughout the school year that may warrant a change in the number of student teacher/intern placements requested.  However, it is critically important that these possible changes be communicated to and approved by the Office of Human Resources and Development before they are made. Any requests for student teachers/interns beyond the allocations provided by the Office of Human Resources and Development must be made to the Office of Human Resources and Development at least 30 days prior to the proposed assignment date.  The request will be reviewed and the Office of Human Resources and Development will notify the college/university placement coordinator of its decision.  College/university placement coordinators are asked not to proceed with any placements beyond the allocations until a decision has been made.
The procedures are as follows:

Step 1:
Contact the Office of Human Resources and Development (OHRD) to request a student teacher/intern placement(s) beyond the number allocated. If approved, the college/university placement coordinator may contact the appropriate MCPS school or office/program director to discuss the placement requests and the college/university placement coordinator will be asked to complete and submit a Guarantee to Pay Agreement.

Step 2: 
Complete the Student Teacher/Intern Assignment Verification form (440-   12). Be certain all requested information is completed prior to submission.

Step 3: 
Submit the Student Teacher/Intern Assignment Verification form at 



least 30 days prior to the proposed assignment date.  

Step 4: 
Inform the student teacher/intern of his/her placement after you receive approval from OHRD.  

Step 5:
The college/university will be invoiced by the MCPS Division of the Controller.  For their records, the college/university may also provide an invoice or purchase order with the name of the student(s), along with a purchase order number, for the service. This information will then accompany the invoicing request that is forwarded to the MCPS Controller.
Step 6:
The invoice or purchase order must be faxed (301-279-3813) or sent to Ms. Kim Austin-Martin, MCPS Office of Human Resources and Development (OHRD), 7361 Calhoun Place, Suite 401, Rockville, Maryland 20855.  
Step 7:
The completed Student Teacher/Intern Assignment Verification form(s) must be submitted with the university invoice or purchase order.  Billing is “Net 30” unless otherwise specified.  

Additional questions should be referred to Ms. Kim Austin-Martin, 301-315-7382, OHRD. 
