
STUDENT PAPERWORK 
REQUIREMENTS
Everything you Need to Know

Last Update: 07/31/2024



REQUIRED 
COMPONENTS 

FOR FIELD 
EXPERIENCES:

1.Background Checks

2. Child Abuse and Neglect 
(CAN) Check

3. JCPS Account Registration

4. Field Experience Logs (to be 
completed after observations)



BACKGROUND CHECKS



BACKGROUND CHECKS
• Please note: having done any of these once does not necessarily mean 

you have done all of them.
• You need to be on top of your own paperwork. There are hundreds of 

students and we will not repeatedly remind you of the next steps. There 
are students who have had to retake classes in the past because they 
weren’t checking their paperwork and assumed we would reach out to 
them. 



THREE DIFFERENT TYPES OF 
“BACKGROUND” CHECKS

• 1. Paid JCPS Check
2. Volunteer JCPS Records 
Check 3. Child Abuse and Neglect 

(CAN) Check
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JCPS VOLUNTEER RECORDS CHECK
6. Navigate back to https://apps.jefferson.kyschools.us/StudentTeachers
and click “Field Experience”



JCPS VOLUNTEER RECORDS 
CHECK

7. Click “JCPS School 
Volunteer Records 
Check”



NOTE: Use 
home address, 
NOT dorm 
address

8. Fill out information 
and click  “next”

If you think you have done 
this already, click this link to 
check. 



9. Make appropriate 
selections and 
click“next”



• 10. Finish and you’re all set! You do not need to save anything for this 
step. 



MYSCHOOLBUCKS BACKGROUND 
CHECK 

1. Navigate to https://apps.jefferson.kyschools.us/StudentTeachers and 
click “Field Experience”



MYSCHOOLBUCKS BACKGROUND 
CHECK 

2. Click “Volunteer 
Background check”



3. Click “Purchase” 
after entering in your 
details



4. Click “Checkout 
as Guest”



• 5. Enter all 
information 
and click 
“continue”



• 6. Save a 
copy of your 
receipt and 
email to GA 
Ashley Smith 
for processing. 

• A copy of the 
charge on a 
bank/card 
statement will 
work as well. 



CHILD ABUSE AND NEGLECT 
(CAN)



CHILD ABUSE AND 
NEGLECT (CAN) CHECK
YOU WILL NEED:
- credit/debit card
- Picture of driver’s license OR

passport OR birth certificate 
OR social security card



TWO STEPS:
•1. Completing the CAN Check online
•2. Uploading your results to your JCPS 
profile

****JCPS does NOT automatically receive a copy of 
the results; YOU are responsible for sending them in.*** 

**This must be renewed EVERY YEAR.**



GO TO THIS LINK AND 
CLICK ‘CREATE ACCOUNT’ 

https://sso.kog.ky.gov



Fill 
everything 

out; use 
home 

address and 
not dorm 
address



If Organ 
Donor 

registration 
pops up, you 

can hit 
“Remind me 

later”



Go check your email



Click link to activate 
your account



*note: if it asks you to 
verify a cell phone 

number, you can click 
skip and do it later (if at 

all)









Click 
this box

Type “University of Louisville” here



Input all your 
info; again, 

make sure you 
use permanent 

addresses

Use today’s date

Type “n/a” if not applicable



University of Louisville

2301 S. 3rd Street

Louisville KY 40292
Leave this box UNCHECKED. You alone are responsible for your results. 



Your picture MUST be clear and easy to read. 
If taking with a phone, I recommend holding the phone farther 
away, taking a picture, and then cropping it. Holding it close to the 
paper/license actually results in a blurrier picture. 

If your image is too large, use https://imagecompressor.com/ or try taking the photo on an app like snapchat. 

** if you don’t do this correctly, you will have to do it again and they will NOT refund your  money

“Driver’s license” , “Birth 
certificate”, or whatever 

document you are uploading

Make sure you click “upload” for 
each document to attach it. 



ARE YOU UNDER 18? You will need to have the “Parental Consent 
Form” filled out and signed by a parent/guardian to run the CAN. 

Upload the form AND A COPY OF THE ID OF THE PARENT WHO 
SIGNED IT at this step as an additional document to your proof of 
identity. You are uploading the form, your id, and their id. 

Download consent form here



Have to pay, sorry 



Sign (type) your name



Input payment 
information

** AGAIN,  if you did 
ANYTHING 

incorrectly, you will 
have to do it again 
and they will NOT 

refund your  money**



Click 
“Complete 

Payment and 
return to CAN” 

to finish the 
request. 



You are NOT done. 



A few hours/days/weeks 
later, you will get an 

email that your results 
are ready. Click the 

link. 



This should take you to 
your dashboard. Hit 
“Print” next to your 

most recent CAN check. 



You MUST print as pdf; you can’t save as a file.



Note that the CAN check file must be in a PDF format to upload. Also note that the CAN check 
may look like it “disappears” after you upload it, but it will STILL be attached as long as the page 
doesn’t give you an error message. 

Upload your CAN check .pdf  to the JCPS portal and
send a copy to the OEDCP GA for processing. 



JCPS ACCOUNT REGISTRATION 



JCPS ACCOUNT REGISTRATION 
1. Navigate to https://apps.jefferson.kyschools.us/StudentTeachers and 
click “Field Experience Students”



JCPS ACCOUNT REGISTRATION 
2. Click Login| Register



JCPS ACCOUNT REGISTRATION 
3. Click “Use another account”



JCPS ACCOUNT REGISTRATION 
4. Click “No account? Create one”



JCPS ACCOUNT REGISTRATION 
5. Enter your ALPHANUMERIC (e.g. AJLACE01@louisville.edu ) UNIVERSITY EMAIL 
ADDRESS. You will then be asked to enter your usual U of L password. 



JCPS ACCOUNT REGISTRATION 
Upon your first log-in, you may be directed to fill out your personal information. 



JCPS ACCOUNT REGISTRATION 
7. After logging in, you should be redirected to the registration page. Fill 
out all of your basic information at the top. Skip CAN upload if you don’t 
have it yet. 

NOTE: Set this box to “FIELD EXPERIENCE”. 
You will change this when you enter the student teaching phase. 



JCPS ACCOUNT REGISTRATION 8. Skip 
“Required 
for Student 
Teachers” 
section. 

9. Hit 
SUBMIT and 
you’re 
done!   

If you receive an error message 
you are unable to fix, contact 
JCPS directly for support at 
jcps.studentteacherit@jefferson.kyschools.us



JCPS ACCOUNT REGISTRATION 
NOTE: You can update information and upload documentation at any 
time by logging into the JCPS portal and clicking “Update Student 
Profile”



IF YOU HAVE ANY PROBLEMS 
CREATING AN ACCOUNT…

There are two different email accounts for JCPS Portal support, 
depending on what students need. 

For tech support, for issues such as receiving error messages while 
logging in, issues creating an account, or issues with passwords, the 
email address is: jcps.studentteacherit@jefferson.kyschools.us

For support with paperwork uploads, students should email: 
JCPS.Student-Teacher@jefferson.kyschools.us

Please remind students that the OEDCP cannot help with tech issues 
when it comes to account creation or document upload, as it is a JCPS-
run system. 



FIELD EXPERIENCE LOGS



FIELD LOG• Fill it out and have it 
signed for every
experience.

• Keep these safe until 
graduation!  You will 
need them. 

• https://louisville.edu/e
ducation/field-
placement/files/field-
logv4.pdf

• HOW TO: 
https://youtu.be/6mje
V9Ney1Y



FIELD LOG 
EXAMPLE



• Logs can be electronically signed using the 
signature feature in Adobe Acrobat DC

• This signature must look like a signature, and 
cannot be just a typed name 

• Link to instructional video: 
https://youtu.be/J_fu2hKvV4o

Make digital copies of all logs. You can use:

• An actual scanner
• CamScanner app
• iScanner app
• TapScanner App
• Notes App on iPhone
• …any app that saves a scan of your field 

log!

Remember: hours on lost logs must be made 
up, even if the hours are already in KFETS! 



FIELD EXPERIENCE 
FAQS/IMPORTANT LINKS
OEDCP Helpful Videos and Links:
Field Experience Paperwork How-To: https://www.youtube.com/watch?v=x8D9hFQI_Ds
Field Experience Frequently Asked Questions: https://bit.ly/3JCClku
Field Experience Log How-To: https://youtu.be/6mjeV9Ney1Y
Field Experience Log .pdf: https://louisville.edu/education/field-placement/files/field-logv4.pdf
Digital Signature How-To: https://youtu.be/J_fu2hKvV4o
OEDCP Website: https://louisville.edu/education/field-placement

For tech support, for issues such as receiving error messages while logging in, issues creating an account, or 
issues with passwords, the email address is: jcps.studentteacherit@jefferson.kyschools.us
For support with paperwork uploading, students should email: JCPS.Student-Teacher@jefferson.kyschools.us
Please remind students that the OEDCP cannot help with tech issues when it comes to account creation or 
document upload, as it is a JCPS-run system. 



QUESTIONS? 
CONCERNS? 

ISSUES? 
U of L Contact information (in order of who to contact first):
Ashley Smith – Graduate Assistant ak.rice@louisville.edu

Amanda Lacey- Placement Coordinator amanda.lacey@louisville.edu

Cody Windhorst- Director of OEDCP cody.windhorst@louisville.edu

JCPS Contact Information: 
Edris Humphrey- Recruitment Specialist edris.humphrey@jefferson.kyschools.us
For JCPS Portal tech errors: jcps.studentteacherit@jefferson.kyschools.us
For JCPS Portal paperwork uploads: JCPS.Student-Teacher@jefferson.kyschools.us


