
STUDENT TEACHING APPLICATION PROCESS 
Effective Fall 2011 

 
 All teacher candidates must first submit and/or update their Teacher Prep application in MyLongwood to ensure 

tracking in the new database for the Longwood University education unit.  Instructions are provided in the “Teacher 
Prep” information section of the OPS website and Blackboard course to assist you with this process. 
 

 All teacher candidates need to submit their Student Teaching application in MyLongwood.  The Inquisite Survey 
application on the OPS website has been deactivated and will no longer be accepted as an official application.  As a 
reminder, student teaching applications are due one year in advance (February 1 for spring or September 1 for fall). 

 
 Log-in to MyLongwood with your user name and password. 

 
 Locate the MyLongwood Services channel. 

 
 Open the Banner Self-Service folder. 

 
 Open the Office of Professional Services folder. 

 
 Click the link for the Student Teaching Placement Application. 

 
 Scroll down to the bottom of the display page.   

 
 Your name and L# will automatically appear because you are a Longwood student. 

   
 To complete your application, you need to do the following: 

o Click on the bar saying “Update your Student Teaching Application” 
o Choose the appropriate student teaching term from the drop-down box (summer is NOT an option) 
o Choose the appropriate program area from the drop-down box 
o If you are middle school, choose your two endorsement areas from the drop-down boxes 
o If you are not middle school, choose “N/A” for the two drop-down boxes re: endorsements 
o Choose three different school divisions, keeping in mind the requirements for placement 

 List conflict schools in the comments section 

 Schools that you attended at the grade level you need for placement 

 Schools where an immediately family member currently attends or works 
 Indicate a split placement for diversity in the comments section (if needed) 

o Choose “YES” for the seven statements of understanding after reading each one 
o Click “Submit” and you will receive a confirmation screen 

 
 Attend all required meetings.  Dates are posted on the OPS website and in Blackboard. 

 
 Submit all requirements by the appropriate deadline.  This information will be covered at the Orientation.   

 
 Contact OPS if you have any questions. 

 

https://my.longwood.edu/cp/home/displaylogin


 
 



 
 



 
 
 
  



 
 
 
  



 
 
  



 
  



 


