MONTGOMERY COUNTY PUBLIC SCHOOLS

Student Teacher/Intern Placement Process for Colleges/Universities

Please use this checklist as a guide to requesting student teacher/intern placements in the Montgomery County Public Schools (MCPS). You may check off each step as you complete it. This checklist is for college/university use only to assist and guide college/university coordinators through the placement process. It does not need to be returned to MCPS.  The steps in this process are to be completed by the university coordinator unless otherwise noted. Student teachers/interns should not attempt to make arrangements directly with the school or contact a teacher until notified of the specific assignment.
Step 1: _____ Contact the principal of the school with which the college/university has 
an MCPS partnership and/or Professional Development School (PDS) relationship to discuss your placement requests.

_____
Contact the Office of Human Resources and Development to obtain approval to move forward in seeking a student teacher/intern placement if this placement does not involve a Higher Education Partnership or PDS. Once approved, the college/university placement coordinator may contact the appropriate MCPS school or office/program director to discuss your
placement requests.


Step 2: _____ 
Complete the Student Teacher/Intern Assignment Verification form (440-   
12). Be certain all requested information is completed prior to submission.

Step 3: _____ 
Submit the Student Teacher/Intern Assignment Verification form at 


least 30 days prior to the proposed assignment date.  
Step 4: _____
Inform the student teacher/intern of his/her placement after you receive approval from the Office of Human Resources and Development (OHRD).  

NOTE:
OHRD will consult with the appropriate MCPS offices prior to making the final approval of the placement. MCPS will use critical need areas as a guideline for determining approval of the placement.


OHRD will send approval of the placement to the college/university coordinator who submitted the request as well as the school principal or MCPS office/department.  
If you need further clarification regarding this process, please contact Ms. Kim Austin-Martin in the Office of Human Resources and Development (OHRD) at 301-315-7382.
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