
PROCESS FOR HOSTING 
INTERN/PRACTICUM STUDENT/STUDENT TEACHERS 

 

This process applies to any Intern/Practicum Student/Student Teacher who will provide services under the 
supervision of a NWRESD staff member for greater than 40 hours 

 

 
       
 
 
 
 
 
 
          
         
         
               
  
         
         
 
 
 
 
 
 
 
 
 

Intern contacts 

NWRESD staff directly 

 

Intern contacts 

NWRESD Supervisor 

 

University Supervisor 

contacts NWRESD 

Supervisor or Staff 

Direct Intern/University Supervisor to 

NWRESD “point of contact” for that 

Discipline (agency wide) 

 

NWRESD Contact will speak directly with intern candidate and the university supervisor to determine 

placement interest (consider geography, age range, etc.). NWRESD Contact will work with coordinators/ 

principals 0-21 in all counties to determine interest in hosting an intern. 

Agency “Point of Contact”   
OT/PT = Janine Mobley 
SLP = AnaLia Oliva 
Mental Health Specialists = Margaret Brown 
EI/ECSE Student Teachers = Lori Kellogg 
Special Education Teacher (Behavior) = Kerri Smith 
Special Education Teacher (Regional) = Joan Steiner 
Administrative Intern = Robyn Bean 

If an appropriate mentor/intern situation is established, the on-site Coordinator/Principal for the location or 
discipline will be responsible for the following paperwork/duties:  
1. Affiliation Agreement on File (click here to determine existing status) 

 If yes, move to step 2 

 If no:  
o Request an Affiliation Agreement from the Intern’s clinical supervisor. Questions/Concerns – see 

Tammie Wing. Complete the agreement with NWRESD’s REGIONAL office name and address (not 
the specific site where the intern will be) 

o Submit the Affiliation Agreement and completed Contract Form 92 to HR 
2. Complete a “Scope of Work” for the intern 

 This is where the specifics of site, location, date range, student name etc. will be indicated 
3. Complete the Intern Form at this point  
4. Send candidate to HR to complete the following: 

 Criminal History Verification (CHV): Most interns will be required to complete the ODE CHV which 
requires fingerprinting ($15) and an ODE processing fee ($62) – these are the Intern’s responsibility. 
PLEASE INFORM THEM OF THIS so they are prepared for their visit to HR 

 Volunteer Activity Participant Application (you may provide this link in advance so they can complete 
prior to HR visit) 

 NWRESD photo for ID Badge 

 HR will provide the intern with a login to complete the following trainings: Bloodborne Pathogens, 
FERPA, Child Abuse Prevention, Sexual Conduct, Bullying Prevention, and Sexual Harassment. 

Upon completion of all HR tasks, Tammie Wing will inform supervising Coordinator/Principal, Agency contact (if different) 

and program Director that the Intern is ready for their NWRESD experience. Until you receive this, please be aware they 

are not “checked off” for work in our facilities. 

https://docs.google.com/a/nwresd.k12.or.us/spreadsheet/ccc?key=0Atzrp2oBLyk9dG91ZFU5U1lWM0dkemJsTEhWakpIaHc&hl=en_US
http://www.nwresd.k12.or.us/administration/fiscal/pdfs/FS-92.xls
http://www.nwresd.k12.or.us/administration/fiscal/pdfs/ScopeofWork.pdf
https://docs.google.com/a/nwresd.k12.or.us/spreadsheet/viewform?formkey=dHl1U2RIM1N2eG1CRWxEOGVoM0VRZlE6MQ
https://northwestreg.cloud.talentedk12.com/hire/ViewJob.aspx?JobID=33

