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 Procedures for Individuals Wishing to Intern in Marion County School District
Marion County School District works with colleges and universities to make student internship placements in classrooms which most benefit students, teachers, principals, and interns.  Potential interns are required to first contact Terry Wiggins at the MCS District Office – 843-423-1811 or tewiggins@marion.k12.sc.us.   Under no circumstances are individuals to contact school teachers or principals directly in order to seek internship placement.  Once they have contacted Terry Wiggins, candidates need to follow these procedures:  

If the intern candidate is already an employee of Marion County School District, he/she needs to submit the following documents to Terry Wiggins in Human Resources:
· Proof of passing scores on the Praxis I PPST and Praxis II content exams according to South Carolina requirements (for candidates pursuing teacher certification)
· Proof that candidate’s college/university has an accredited teacher education or school administrator certification program

· Letter of intent to request internship placement in Marion County Schools, including candidate’s full name, current MCS position/location, college/university name, area of certification (grade level(s)/subject), and preferred internship location
· Letter from the university or college in which candidate is enrolled recommending candidate for internship
· Recommendation for internship by candidate’s current MCS supervisor (Can be recommendation letter or FORM).  Candidate must waive right to view recommendation (FORM)
· Letter requesting leave of absence for period of internship signed by supervisor/principal. Dr. Warren will submit the letter to the Superintendent for approval.

· Official college transcripts reflecting most recent education coursework
· Copy of internship requirements including contact hour minimums, grade level/subject, benefits to cooperating teacher or supervising administrator, etc.
If the intern candidate is NOT an employee of Marion County School District, he/she needs to submit the following documents to Terry Wiggins in Human Resources:
· Proof of passing scores on the Praxis I PPST and Praxis II content exams according to South Carolina requirements (for candidates pursuing teacher certification)
· Proof that candidate’s college/university has an accredited teacher education or school administrator certification program

· Letter of intent to request internship placement in Marion County Schools, including candidate’s full name, college/university name, area of certification (grade level(s)/subject), and preferred internship location

· Application for Internship, including Disclosure Form (FORMS)
· Three letters of recommendation (Can be recommendation letters or FORMS) :

· One from candidate’s university/college, recommending him/her for the internship
· Two from individuals who can speak to candidate’s professional experience and ability
· Candidate must waive right to view recommendation (FORM)
· Official college transcripts reflecting most recent education coursework
· Copy of internship requirements including contact hour minimums, grade level/subject, benefits to cooperating teacher or supervising administrator, etc.

· Criminal background check, fingerprint check, and tuberculosis test once candidate’s recommendations and credentials are in order

After these steps have been completed successfully, a committee will review the candidate’s application packet.  If the candidate has been approved for an internship, MCSD will work to find the most appropriate classroom placement for the intern based on school principal recommendations and district administrator approval.

Please be aware that it is the intern candidate’s responsibility to find out South Carolina’s requirements for certification.  A successful internship does not guarantee that a candidate will achieve teaching certification or employment in MCSD.

If you have questions, please contact Terry Wiggins, Human Resources Specialist: 843-423-1811 or fax: 843-423-8327, email: tewiggins@marion.k12.sc.us or send documents to:
Terry Wiggins, Human Resources Specialist

Marion County School District

719 N. Main Street
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