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POLICY STATEMENT FOR INTERNS

Wellspring Learning Community offers interns an opportunity to apply their knowledge, challenge their thinking, and expand their skills by working with an experienced teacher mentor in our student centered learning environment. Practicum or internship field experience is a key component of a young educator’s training and the purpose of any internship program is not only to satisfy the necessary field hours, but to be able to work in a challenging yet safe environment where mentor and mentee can share successes and receive feedback.   Prospective intern candidates who are not ready to participate as a responsible and dedicated member of the community, sometimes going above and beyond the minimum requirements, should not consider applying to an internship at Wellspring.

 The following policies govern our practices with interns:

· Wellspring does accept on a semester basis, a limited amount of qualified interns who are enrolled in a university or technical school teaching program. 

· Interested student candidates are first required to make an appointment to meet with the Wellspring Head of School or Principal. During the first meeting, a candidate should present their current CV along with a letter of recommendation from their current professor or department chairperson, as well as any other documentation required by their certification program.  

· The initial meeting will discuss their individual program’s needs and the candidate’s suitability to the learning community.  If Wellspring can offer an appropriate learning environment to fit the candidate’s objectives and provide a willing mentor, the intern candidate will be offered the internship experience. 

· Once an intern has been accepted and registered into our learning environment, a Document of Confidentiality, and a Pledge of Hourly Commitment must be signed by the intern.   The intern will also be asked to fill out a contact/emergency contact information form provided by the School Principal’s office.  

· Interns will have immediate access to “Policies and Procedures Handbook for Faculty and Staff Handbook” for review.   This documents includes the expected dress code and other policies and procedures governing the work of all staff members in the school.

· Upon the initial meeting with the assigned mentor, the intern is required to present all university guidelines, evaluation forms or any other documents relevant to the intern’s field work.   

· Academic projects that involve the use of any student-related information or data including photos and video, or school-developed curriculum materials, must be discussed in advance with the School Principal and mentor so that any potential confidentiality issues can be addressed up front and that the school’s fair use of data policies are followed as per our agreements with parents.

· The intern will establish with the mentor a regular schedule of attendance that will be shared with the Front Office and the Principal’s Office.  The intern will have to sign in and sign out through the school’s official system.  

· When the intern is going to miss a scheduled session he/she should notify the mentor or the School Principal with a voice-to-voice telephone call as soon as possible.   Last minute e-mails or SMS messages are not appropriate and may not be seen by the mentor in a timely fashion.  Sessions can be made up according to the discretion of the mentor.  

· Interns at Wellspring are allowed to attend staff meetings and encouraged to attend any professional development sessions offered by the school during the academic year.

· Interns may attend parent meetings with permission of the mentor in consultation with the School Principal.

· Successful interns are always welcome to apply for open positions of employment at the school.
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