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Any student from a university or college seeking placement in Hartford public schools for coursework credit or certification needs to follow the following process:

Step 1- Point of contact
All requests for placements need to come from a university point person.  That can be a professor or an advisor.  When individual students reach out, please have their advisor contact me.  I will work to get the information to the proper content area director in order to maximize the effectiveness of the placement.  

Step 2- Online Application and Mandated Reporter Training Completion 
All individuals seeking placement in Hartford Public Schools as a part of coursework leading to certification or credit must complete an online application prior to being placed with a cooperating educator. The application will gather the candidate’s information, placement requirements, certification areas and will be used for clearance, placement, and recruitment purposes. 

· Here is the link to the online application https://www.applitrack.com/hartfordschools/onlineapp/default.aspx?Category=Student+Teacher .  The Posting Number is NST-1819: HPS Educator Preparation Program Candidate Placement Process. 
 
· Additionally, as a part of the application, candidates are expected to complete the online mandated reporter training and upload the certificate of completion to their application: https://www.proprofs.com/training/course/?title=july2018ctmrtschoolemployee%20
 
Step 3- Background Clearance
The information from the online application will filter to our Risk Management team, who will clear the candidates.   

Step 4- School Communication 
The content directors and myself, along with school administration, will engage in an ongoing conversation to place the educator preparation program student.  

Step 5- Communication of Placement and Beginning of Placement
Once a match has been made, I will communicate to all the placement; cc-ing the administration, the cooperating teacher, and the university/ college student, as well as other stakeholders in this process.  This communication signifies that the university/ college student and the cooperating teacher can now communicate directly to begin the placement and commence their partnership and collaboration directly.  
Please contact Anastasia DiFedele-Dutton, Assistant Director of Professional Learning, at difea001@hartfordschools.org with any questions.  
“Every student and every school thrives”
960 Main Street Hartford CT 06103 ∞ www.hartfordschools.org
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