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Dear Future Educator: 

  

Congratulations on enrolling in the secondary or elementary teacher education 

program at Montgomery College. The Associate of Arts in Teaching (AAT)  degree is  

designed to provide you with the education and credentials you need to transfer to a  

four-year institution or advance in your career in the teacher education field. As part of the 

requirements for this program, you must complete two field experience courses: ED 102: 

Field Experience in Education and ED 141: Field Experience in Special Education. The 

Field Experience courses are designed to provide education students an opportunity to be in 

a public school setting and observe and participate in a typical classroom with teachers and 

students. Note that students complete classroom observation hours in specific and  

pre-selected Montgomery County Public Schools (MCPS). These courses are an extension of 

the learning experience that takes place in other education courses such as ED 101, ED 140 

and ED 126.   

 

This handbook is intended to provide guidelines and procedures pertaining to the 

Field Experience courses. While this handbook will provide you with important information, 

please do not hesitate to ask your Field Experience Supervisor if you have any questions or 

concerns about your role as an intern in the school to which you are assigned. Please retain 

this handbook for both semesters of your field experience. 

 

Your dedication to the field of education is appreciated. Please accept a warm 

welcome on behalf of the entire Education faculty and staff at Montgomery College.  

I look forward to working with you during your time in this program.  

Sincerely,  

 

 Debra Poese 

Director, School of Education  
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Contact Information and Directory 
 

Prof. Debra Poese 
Director, School of Education 

Rockville Campus, CS 118 
(240) 567-7269 

debra.poese@montgomerycollege.edu 

 

 

 

Germantown Campus 

Dr. Denise Dewhurst 
Chair of Mental Health/Psychology/Education 
HS 179, (240) 567-7721 
denise.dewhurst@montgomerycollege.edu 

Prof. Hazel Strahorn 
Adjunct Professor & Campus FE Coordinator 
HS 138, (240)  567-7746 
hazel.strahorn@montgomerycollege.edu 

Rockville Campus 

Prof. Diane Switlick 
Campus Department Chair, Education 
CS 123, (240) 567-4062 

Prof. Zeporia N. Smith 
Associate Professor & Campus FE Coordinator 
CS 121, (240) 567-7192 
zeporia.smith@montgomerycollege.edu 

Takoma Park/Silver Spring Campus 

Dr. Charles Marcantonio 
Chair of Mental Health/Psychology/Education 
Suite 205-Room 206, Resource Ctr. 
(240)  567-1394 
charles.marcantonio@montgomerycollege.edu 

Dr. Glenda Y. Hernandez 
Assistant Professor & Campus FE Coordinator 
SS 329, (240) 567-1317 
glenda.hernandez@montgomerycollege.edu 

Staff 

Van T. Tong 
Administrative Aide 
CS 120, (240) 567-1757 
van.tong@montgomerycollege.edu 

Homa Arabshahi (Temporary) 
Staff Assistant 
CS 120, (240) 567-4061 
sadia.loya@montgomerycollege.edu 
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Field Experience Supervisors 
  
 

Germantown Campus 

Prof. Sonja Fisher 
Mailbox Location: HS 138 

Sonja.fisher@montgomerycollege.edu 

Rockville Campus 

 
Prof. Carole Blackwell 

Carole.blackwell@montgomerycollege.edu 
Department number: (240) 567-1757 

Mailbox Location: HU 016 
 

 
Prof. Roberta Cohen 

Roberta.cohen@montgomerycollege.edu  
Department number: (240) 567-1757 

Mailbox Location: HU 016 
  

Prof. JoAnn Quinn 
JoAnn.quinn@montgomerycollege.edu 

Department number: 240-567-1757 
Mailbox Location: HU 016 

Takoma Park/Silver Spring Campus 

Prof. Mary Beth Johnson 
Marybeth.johnson@montgomerycollege.edu 

Telephone: 410-730-6231 
Mailbox Location: NP 232 
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Before the Field Experience Begins  

Orientation Seminar  
 

Before the semester begins, you are required to attend an orientation seminar. At this 
seminar, you will likely meet your Field Experience Supervisor, who will be the person 
assigned to work with you throughout the semester. You will receive information on course 
assignments, expectations and other policies and procedures. Additionally, you will be asked 
to a Placement Form, which is included in the back of this handbook. 
 
Completing Appropriate Forms 
 

At the orientation seminar, you must fill out the Field Experience Placement 
Information Form. In this form, you are required to identify your òavailability.ó  Your 
availability will be the time when you will be available to complete your hours at your MCPS 
site. You can find more information on the hour requirements for the course below.  You 
will also be required to completeé  
 
School Assignments  
 

Unless you are already a MCPS employee, you will be assigned the school where you 
will complete your field experience hours. We understand some of you may have friends, 
teachers or relatives who have invited you to complete the course hours in their schools but 
please note that the MCPS schools have already been pre-selected.  
  

You will be placed close to the campus where you are registered for the course. For 
example, if you are registered at the Rockville campus, your school assignment will be close 
to that specific campus.  

 
 
 Field Experience Supervisor 
 
 You will be assigned a Field Experience Supervisor when taking the field experience 
courses. He/She will work with you throughout the semester and provide you details about 
your school placement, final schedule, midterm and final seminar and any other relevant 
information. Your Field Experience Supervisor will be in touch with you typically via 
Montgomery College email but will also visit your school site a couple of times during the 
semester. You will need to submit all assignments and evaluations to your Field Experience 
Supervisor as he/she will be the one grading your work and submitting your final course 
grade.  
 

Once you have been assigned a Field Experience Supervisor, you should contact 
him/her directly with any questions and/or concerns. A phone and contact directory is 
included in this handbook. 
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Beginning the Field Experience  

In -School MCPS Orientation  
 

 Once you have been assigned a school (your Field Experience Supervisor will provide 
you with this information within the first two weeks of class), you will be notified of the 
mandatory òIn-School MCPS Orientation.ó This orientation is held at the school in which 
you have been assigned. The school coordinator (this is sometimes a school administrator) 
will give you a tour of the school and go through the school procedures and expectations 
such as where you should sign-in, what to do in emergencies, etc. Please make sure to report 
to the school on the day of the orientation ON TIME and PROFESSIONALLY 
DRESSED. At this time, you will also be assigned your òhost teacher.ó The host teacher is 
the classroom teacher with whom you will work for the semester.  
 
Starting Your Field Experience Hours 
 
 By the time you report to your first day of ED102/ED141, you should be familiar 
with the expectations of the course. On the first day (and every time thereafter), you will 
sign-in and out of the building in the designated area identified during your in-school 
orientation. You are then to report directly to your host teacherõs classroom.  
 
 On your first day, allow your teacher to introduce you to the students (they will be 
excited to have you in their class!!). Make sure to smile and greet students, too. Initially, you 
are encouraged to observe your host teacher and the students so you can begin to learn 
about the classroom rules, procedures and routines. This will help you understand the 
dynamics of the class as well as your host teacherõs teaching style. If you have questions 
about the class, feel free to ask your host teacher but consider the time in which you do it. 
Make sure it will be when he/she will be able to have a discussion with you without 
interrupting his/her classroom lesson or plans. Also, make sure to ask your host teacher for 
his/her contact information so you are able to contact him/her as necessary.  
 
My Role as an Intern in the Classroom  
 
 At the beginning, it is important that you take the time to observe your classroom to 
become familiar with your host teacher, the students and the school faculty and staff.  You 
are encouraged to become more active in the classroom and work with small groups of 
students and assist the teacher as he/she and you feel comfortable. While you can assist the 
host teacher with administrative duties such as copying and filing, this is not your primary 
job or responsibility. You are to be observing and engaged in the typical day-to-day activities.  
 
Important Note: UNDER NO CIRCUMSTANCES are you to be left alone in the class with 
students. Please note that this is a major liability issue so even if the teacher asks you to 
watch the class for him/her, politely remind him/her that due to school procedures and 
guidelines, you are unable to do so.  
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Professionalism 
 
 Please remember that during this experience, you are not only representing yourself 
but you are also representing Montgomery College. You are expected to be professional at 
all times and to follow the following guidelines: 
 

 Be on time- Once you set your schedule, you are expected to follow it and arrive on 
time on the days you are scheduled to be there.  
 

 Behave professionally-  This includes being responsive, flexible, considerate and 
polite with your host teacher, students, parents, school faculty and staff, classmates 
and field experience supervisor. Further, you are expected to communicate and speak 
professionally when you are interacting with students, teachers, parents, staff, 
professors or classmates. Please respond to emails/calls and be considerate with 
othersõ time and efforts.  
 

 Dress professionally- You are expected to dress professionally when going to your 
assigned school. Remember, students are impressionable and see you as a teacher so 
act the part and look it, too. 
 

The following are not permitted:  
 

ü Shorts 

ü Flip-flops  

ü Tank tops or muscle shirts 

ü Jeans  

ü Hats  

ü Tennis shoes  

ü Any dress item you would not want your childõs teacher wearing to  
his/her class!  

  

We realize you may see other teachers dress casually but remember, THEY HAVE A 
JOB- you are still building bridges and relationships so the first impressions you make 
are important and can and will be influenced by the way you present yourself.  
 

 Call when there is a schedule change- If there is an emergency and you are 
running late or cannot make it to your school at the expected time, you are expected 
to call and let your host teacher and your Field Experience Supervisor know. Please 
note that it is important to alert your host teacher as soon as possible so that he/she 
can plan accordingly.  
 

 Maintain confidentiality- You are expected to keep all information about students 
confidential. You are not to share studentsõ names or their personal stories or other 
information with anyone else. When you write your journals, DO NOT IDENTIFY 
STUDENTS BY NAME. Please use òStudent A,ó òStudent Blueó or a pseudonym to 
protect their identity. You are expected to follow this guideline at all times during and 
after your internship.  
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 Maintain on-going communication- As with any professional environment, 
communication is essential.  Office gossip, openly complaining about students, 
teachers and other non-professional behaviors are strongly discouraged.  You are a 
representative of Montgomery College and therefore should conduct yourself in a 
professional manner at all times. 
 

 Conflicts with Host Teacher or Other School Personnel- If any conflicts with 
your host teacher should develop, you are encouraged to discuss your concerns with 
your host teacher directly.  If you are uncomfortable and feel you need more support, 
you may talk with your field experience supervisor about the matter.  Your supervisor 
will set up a meeting and act as mediator between you and your host teacher if the 
need should arise. 
 

 
Failure to follow the aforementioned guidelines and expectation may result in dismissal from 
the course or program.  
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Course Requirements and Assignments   

 
 
Required Field Experience Hours 
 
 You are required to complete 45 observation hours. This includes the in-school 
orientation, midterm and final seminar hours.  To complete 45 hours, students must 
complete approximately 4 to 6 hours per week. The hours must be completed during a 
minimum of a 10-week period. If you complete your hours in less than 10 weeks, you will 
have to continue into the 10th week to meet the courseõs guidelines. 
 
 If you have concerns or issues in completing your 45 hours, please be sure to contact 
your field experience supervisor. The earlier you do this, the faster he/she can help you 
come up with a plan to meet the required hours. 
 
 
Mandatory Face-to-face Meetings 
  
 There are a total of three on-campus face-to-face meetings. Each meeting counts for 
one hour of your observation time for a total of three hours.  The first one is the orientation 
seminar, which is generally held right before the semester begins. The second meeting, the 
midterm seminar, is held around midterm exams week. Lastly, the final seminar, is held 
around the week of final exams. You are strongly encouraged to attend the seminars on the 
campus in which you are registered and preferably at the session your field experience 
supervisor will attend. The specific dates and times of these meetings will be announced at 
the orientation seminar and posted on the department website. Your field experience 
supervisor will also be sending you the specific dates and times when he/she will be holding 
his/her seminars.  
 
 
Written Assignments  

 
 There are a total of four journal assignments for this course. Unless otherwise noted 
by your field experience supervisor, the first two journals are due on the day of your 
midterm seminar. The last two journals are due on the day of your final seminar (specifics 
about the journals are outlined on the course syllabus). In addition to your last two journals 
due at the final seminar, you are also to turn in the following: 

 Observation Timesheet 

 Final Teacher Evaluation  

 Attendance Verification Form  
  






























