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AMS CODE OF ETHICS   
(MACTE 3.6.1) 

 
AMS requires that all member schools and affiliated teacher education programs agree to comply with the 
AMS Code of Ethics. AMS relies on self-compliance of this Code. 
In pledging to accept the Code of Ethics, heads of schools and program directors agree that the educators 
in their institutions will strive to conduct themselves professionally and personally in ways that reflect 
their respect for one another and for the children they serve; and that they will do whatever is within their 
talents and capacity to protect the right of each child to have the freedom and opportunity to develop his 
or her full potential. 
 
Principle I - Commitment to the Student 
In fulfillment of the obligation to the children, the educator— 
1. shall encourage independent action in the pursuit of learning; 
2. shall protect the opportunity to provide for participation in educational programs without regard to 
race, sex, color, creed, or national origin; 
3. shall protect the health and safety of students; 
4. shall honor professional commitments and maintain obligations and contracts while never soliciting nor 
involving students or their parents in schemes for commercial gain; 
5. shall keep in confidence information that has been secured in the course of professional service, unless 
disclosure serves professional purposes or is required by law. 
 
Principle II - Commitment to the Public 
The Montessori educator shares in the responsibility for developing policy relating to the extension of 
educational opportunity for all and for interpreting educational programs and policies to the public. 
In fulfilling these goals, the educator— 
1. shall support the American Montessori Society and not misrepresent its policies in public discussion. 
Whenever speaking or writing about policies, the educator should take the precaution of distinguishing 
private views from the official position of the Society. 
2. shall not interfere with nor exploit the rights and responsibilities of colleagues within the teaching 
profession. 
 
Principle III - Commitment to the Profession 
The Montessori educator makes efforts to raise professional standards and conditions to attract persons 
worthy of trust to careers in Montessori education. 
In fulfilling these goals, the educator— 
1. shall extend just and equitable treatment to all members of the Montessori education profession; 
2. shall represent his or her own professional qualification with clarity and true intent; 
3. shall apply for, accept, offer, recommend, and assign professional positions and responsibilities on the 
basis of professional preparation and legal qualifications; 
4. shall use honest and effective methods of administering duties, use of time, and conducting business. 
 
Adopted 1969, AMS Board of Directors. Expanded 1975. Updated 2008 and 2010. 
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INTRODUCTION   
(MACTE 3.13.1) 
 
This student handbook provides information about the preparatory program requirements in choosing a new focus 
for a teaching career. The following pages acquaint you with the purpose and brief history of the Cincinnati 
Montessori Secondary Teacher Education Program (CMStep) and the staff. 
 
The various courses and progression of the secondary teacher education program are outlined along with the specific 
requirements and the rights and responsibilities of the student (hereafter referred to as the adult learner). 
 
Dates and time schedules, tuition and fees, and other information are included to provide a preview of what lies 
ahead in the preparation for becoming a fully credentialed Montessori secondary teacher. 
 
CMStep is affiliated by the American Montessori Society (AMS) and accredited by the Montessori Accreditation 
Council for Teacher Education (MACTE). 
 
The American Montessori Society (AMS) was established in the United States in 1960 and is a national, nonprofit 
educational organization with both individual and institutional members.  The national office of the American 
Montessori Society is located at 281 Park Avenue South, 6th Floor, New York, New York 10010 – 212-358-1250.  
Students enrolled in CMStep are automatic members of AMS for two years. Continued membership in the 
organization requires membership registration and a fee. To be eligible for the AMS membership in the category of 
a Teacher Education Program affiliate, CMStep also holds accreditations from MACTE, and upholds all the AMS 
and MACTE requirements and standards. 
 
MACTE is an international nonprofit agency that accredits a variety of Montessori teacher education programs for 
the preparation of teachers in the Montessori method of education. MACTE is recognized by the United States 
Department of Education as a programmatic accreditor. 

History of CMStep   
(MACTE 3.13.1) 
 
The Cincinnati Montessori Secondary Teacher Education Program is the outgrowth of a need for Montessori trained 
teachers at the secondary level in the Cincinnati area due to the success of Clark Montessori School Junior & Senior 
High School. Clark Montessori was the first public secondary Montessori School in the nation, founded in 1994 as a 
Cincinnati Public School. All of the original team of teachers were trained and credentialed for Secondary I with 
Houston Montessori Center.   
 
In 2003, Marta Donahoe, program coordinator and a founder of Clark Montessori, developed the foundation for a 
teacher education program. She worked with a women’s leadership academy to develop a course, called the 
Montessori Colloquium for Teacher Trainers. This colloquium was held in the summer of 2004 with seven 
participants. Four of those teachers, with Marta, became the teacher education core group for the following summer.   
 
In order to formalize plans for a secondary Montessori teacher education program in Cincinnati, Marta worked with 
the Mayerson Academy, the teacher-training institute of Cincinnati Public Schools. In the summer of 2004 the first 
secondary courses were held with eight full-time participants, 10 part-time participants and preparation of a self-
study for the Secondary I-II course was begun. In 2008 CMStep courses were approved by Xavier University for 
graduate credit leading to a masters degree. 
 
In 2015, Katie Keller Wood and Marta Donahoe became co-directors of CMStep, and the CMStep office location 
moved to Richmond, Virginia. Coursework, however, remains in Cincinnati. Most courses are held at Clark 
Montessori Jr./Sr. High School. In 2017, Katie assumed the role of executive director. 
 

CMStep received accreditation for its Secondary I-II courses from the Montessori Accreditation Council for Teacher 
Education (MACTE) Commission, and became an affiliate of the American Montessori Society in March 2007. 
Since then, CMStep has maintained continual MACTE accreditation and AMS affiliation.  
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The Montessori Method 
 
The basic principle in the Montessori philosophy of education is that every child carries within her the qualities of 
the person she can or will become. In order to develop the physical, intellectual, and spiritual powers to the fullest, 
the child must have freedom- a freedom that is achieved through order and self-discipline. 
 
The world of children is full of sights and sounds which at first appear chaotic. It is from this chaos that children 
must gradually create order, and learn to distinguish between the impressions that assail their senses; slowly but 
surely they will gain mastery of themselves and of their environment. 
 
Montessori education dates back to 1907, when Maria Montessori opened the Casa dei Bambini, or Children’s 
House, in a low-income district of Rome. Her unique philosophy sparked the interest of educators worldwide, and in 
the following decades Montessori schools opened throughout Europe, in North and South America, and, finally, on 
every continent but Antartica. 
 
Maria Montessori developed what she called the “prepared environment” which already possesses a certain order 
and encourages children to develop at their own pace according to their own capabilities in a non-competitive 
atmosphere in their first school years. “Never let a child risk failure until he has a reasonable chance of success,” 
said Dr. Montessori, understanding the necessity for the acquisition of a basic skill before its use in a competitive 
learning situation. 
 
The years between three and six are the years that children most easily learn the ground rules of human behavior.  
These years can be constructively devoted to “civilizing” children, freeing them through the acquisition of good 
manners and habits to take their place in the culture in which they live. Children who have had the benefit of a 
Montessori environment are more likely at a later age to devote themselves exclusively to the development of their 
intellectual faculties. 
 
Dr. Montessori has recognized that the only valid impulse to learning is the self-motivation of the child. Children 
move themselves toward learning. The teacher prepares the environment, directs the activity, functions as the 
authority, offers the work according to the readiness of each child. 
 
Montessori wrote about the education for the adolescent in From Childhood to Adolescence, and more specifically 
in an appendix, which she called “Erdkinder.” It is from that essay and on the basis of many conversations and 
observations that modern-day secondary Montessori educational programs are based. 
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CMStep’s PURPOSE, MISSION, and GOAL  
(MACTE 1.3) 
 
CMStep exists to prepare Montessori teachers, following AMS and MACTE guidelines, for careers in Montessori 
education at the Secondary I-II level for public and private Montessori school programs. 
 
CMStep’s mission is to prepare Montessori teachers by emphasizing an understanding of the rationale behind the 
Montessori method, the spirit of the Erdkinder curriculum, and to function in the Montessori prepared environment.   
 
CMStep’s goal is to prepare a Montessori professional who:  

● demonstrates developmentally appropriate, rigorous curricula 
● provides a prepared environment in which the adolescent can learn and grow 
● supports the adolescent to find her place in society by developing an understanding of the Montessori 

philosophy 
● fosters a sense of stewardship and community 
● honors the principles of peace and understanding 

 
 

PROGRAM DESCRIPTION  
(MACTE 1.2) 
 
Adult learners, upon successful completion of all requirements, will receive an AMS Secondary I-II Montessori 
Credential.  Adult learners have the option of applying to and completing a M.Ed. in Montessori Education through 
Xavier University, Cincinnati, Ohio. (Note that there are additional costs and courses required for the M.Ed. Please 
contact Xavier University for details.) 
  
The AMS Montessori teacher credential is issued for life. However, credentialed teachers need to document 50 
hours of professional development every 5 years. The first 5-year period begins at the date of credential. Failure to 
complete the required number of hours in the prescribed 5-year period will result in a credential with inactive status. 
The process repeats every 5 years.   
 
Examples of acceptable professional development opportunities can be found on the AMS website 
(www.amshq.org).  
 

REQUIREMENTS FOR SECONDARY I-II CREDENTIAL  
(MACTE 6.1.2) 
 
The Secondary I-II course consists of an Academic Phase and a Practicum Phase. The minimum amount of time to 
complete the full program is 18 months. The maximum amount of time to complete the program is three (3) 
summers and two (2) school years. 
 

Prerequisite Work 
 
All adult learners must have complete applications, including official transcripts, two letters of recommendation, and 
a personal statement. The adult learner and the administrator must read, sign, and submit the Adult Learner 
Agreement form and the Administrator/Practicum Site Agreement form as part of a completed application.  
 
All adult learners must complete the online “Intro to Secondary Montessori” course. This fully self-paced 30-hour 
course must be completed before the online training (Minimester I) begins. 
 
Adult learners without previous Montessori training (and credential) are required to complete an online “Overview” 
course before the AMS Secondary I & II credential is granted. This course is all fully self-paced.  (Note: It is 



 
 

7 
CMStep Handbook: 2020   
Revised February 2020 

recommended, but not required, that this course be completed before the adult learner begins his/her first summer of 
coursework. However, this course must be completed by the Labor Day following the first summer of coursework.) 
 
 

Academic Phase   
 
MINIMESTERS I-III: Adult learners must complete the first three minimester courses before the in-residency 
summer courses in Cincinnati. 
 
Minimester I – Introduction to Montessori Philosophy: 20-hour course. The writings of Maria Montessori as well as 
prominent adolescent experts are examined. This course is a prerequisite for all other courses.  

 
Minimester II – Bridge to Curriculum:  20-hourse course. Key concepts in Lower and Upper Elementary 
classrooms, materials, and methodologies are presented, in preparation for curriculum development at the 
secondary level. Prerequisite: Minimester I. 
 
Minimester III – Curriculum Development Overview: 20-hour course. The basic structures of a Montessori 
secondary curriculum are presented; adult learners develop unique curriculum for their individual school 
setting. Prerequisites: Philosophy & Bridge to Curriculum 
 

SUMMER 1 COURSEWORK: Adult learners will continue the learning from Minimesters I-III with 14 days in-
residence in Cincinnati.  
 

Culmination of Minimesters I-III: The cohort will be guided in continuing and completing the Montessori 
Philosophy course, the Bridge to Curriculum course, and the Curriculum Development course through 
coursework, discussion, reflection, and activity. Participants will also participate in a four-day, three-night 
Erdkinder field study experience to further explores Montessori’s writings on adolescent characteristics and 
needs. Additional equipment/work clothing may be needed; a packing list will be sent prior to the start of 
classes.  Prerequisite: Minimesters I-III 
 

GUIDED CONTENT CREATION: Certain assignments from Summer I will require additional time, reflection, and 
activity to complete. The adult learner will choose one of the two following weeks that immediately follow Summer 
I, and during that week, complete the Guided Content Creation (20 hours). Prerequisite: Summer I Coursework 

 
MINIMESTERS IV-V: These online minimester courses are designed for the adult to have flexibility of when to do 
the work, while staying within a timeframe of work completion. Prerequisite: Minimesters I-III; Summer 1; Guided 
Coursework Completion 
 

Minimester IV – Prepared Teacher: 20-hourse course. Key concepts dealing with the beginning of the school 
year and the classroom management are presented. Prerequisite: Minimesters I-III; Summer 1; Guided 
Coursework Completion 
 
Minimester V – Shelfwork & the Second Cycle of Study: 20-hour course. Adult learners will work to create and 
add to their contents of shelfwork and second cycle of study by focusing on planning and workshops. 
Prerequisite: Minimester IV 

 
FALL INTENSIVE: This is a 4-night 5-day in-residence time of coursework, focusing on service learning, 
project-based learning, and in-person observations of Secondary I and II classrooms.   

 
Minimester VI – Mindfulness: 10-hour course. Adult learners will learn the fundamentals of developing their 
own mindfulness practice, as well as how to guide mindfulness in the classroom. Prerequisite: Minimester V 
 
Minimesters VII & VIII –Examination of Teaching Practices, parts I and II:  Each minimester is a 20-hour 
course. Adult learners collaborate with cohort members and guides to review secondary curricula and videos of 
various teaching practices. Prerequisite: Minimester VI 
 
Minimester IX – Introduction to Field Studies: 20-hour course. Adult learners will focus on brainstorming, 
creating, planning for, and implementing field studies. Prerequisite: Minimester VIII 
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Minimester X – Refining Structures: 20-hour course. Adult learners will focus on reviewing and refining 
various aspects of their classroom and teaching practices. Prerequisite: Minimester IX 
 

SUMMER 2 COURSEWORK: Adult learners will continue the learning from Minimesters IV – X with 8 days in-
residence in Cincinnati.  
 
GUIDED WRAP-UP: Certain assignments will require additional time, reflection, and activity to complete. The 
adult learner will choose one of the two following weeks that immediately follow Summer II, and during that week, 
complete the Guided Wrap-up (20 hours). Prerequisite: Summer II Coursework 
 

Practicum Phase   
(MACTE 6.1.1) 

 
The Practicum Phase provides a period during which the adult learner bridges the gap between theory and its 
implementation in a fully equipped Montessori environment with children in the specific age range for which the 
adult learner is being trained.   
 
Prerequisites:  Submit the completed Adult Learner and Administrator/Practicum Site Agreements and the first 
summer of in-person coursework. 
 
PRACTICUM: a full academic year (1,080 hours) of teaching is required in a Montessori school that complies with 
the standards of AMS and MACTE (the “Practicum Site”).  The entire list of requirements can be found in the 
‘Administrator & Practicum Site Agreement’ at www.cmstep.com. 
 

Teaching:  a minimum of six (6) hours a day, five (5) days a week, for nine consecutive months in a Montessori 
middle or high school program for adolescents (ages 12-15 or 15-18). (See practicum the 
Administrator/Practicum Site Agreement for further practicum site requirements.) Consultation related to a 
minimum of two site visits / observations, one videotaped visit with written reflections and support materials, 
and monthly communication with CMStep instructors/field consultants is required. 

 
Observations in Elementary Montessori Classrooms:  Three (3) are required, one each in an Early Childhood 
(ages 3-6), Lower Elementary (ages 6-9) and Upper Elementary (ages 9-12) classroom. Minimum of 2 hours 
each. The observations of secondary classroom are part of the fall (in-person) intensive work.  
 
Completion of Cycles of Study:  Based on the work of the Curriculum Development class, additional Cycles of 
Study are compiled to complete the school year. 
 
Year-long Project: The adult learner completes a project that will benefit his/her Montessori classroom. (M.Ed. 
candidates with Xavier University complete the thesis through XU in lieu of the CMStep Year-long Project.) 

 
Site Visits 
 
During the Practicum Phase, CMStep appoints a field consultant to each adult learner to make observations and 
provide consultation about the teaching of adolescents in the Montessori secondary classroom. These ‘site visits’ are 
intended to assess the progress of the adult learner and to give support and suggestions for increasing the 
effectiveness in the prepared environment. 
 
VISIT 1:  The first site visit will be scheduled in the fall of the Practicum Phase. It will be done on-site. The field 
consultant often meets with the Head of School, and always follows the observation day with a written report and 
discussion/consultation of the day. Goal setting is an important element of the meetings. 
 
VISIT 2:  The second site visit is usually a virtual visit to the classroom, with the adult learner making recordings, 
watching them, and preparing written reflections. These materials are then submitted to the field consultant for 
review and follow-up consultation with the adult learner. 
 
ADDITONAL CONSULTATIONS:  Field consultants are available by phone, email, or Skype throughout the 
Practicum Phase. In addition, adult learners will maintain regular, monthly contact with their field consultant. 
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VISIT 3:  The third visit is often the final visit. It is typically scheduled in the fall after second summer coursework 
is completed. 
 
ADDITIONAL VISITS:  Additional site visits, on-site or virtual, may be needed to document fulfillment of the 
required elements of a secondary Montessori classroom. Expenses related to any additional visits will be the 
responsibility of the intern. 
 
The Adult Learner’s Preparation for the Site Visits 
 
During the Practicum Phase, it is expected that the adult learner will make every effort to implement Montessori 
philosophy, practices, structures, curriculum, and instructional methodologies that have been presented during the 
Academic Phase.   
 
When a site visit is scheduled, the adult learner should plan to conduct classes as normally as possible. Copies of 
handouts, lesson plans, and work components that have not previously been reviewed by an instructor or field 
consultant should be prepared and provided for the field consultant.   
 
The adult learners may refer to the two documents “Observing in a Montessori Secondary Classroom” and “Chart of 
Essential Montessori Secondary Practices” to help guide them. (These forms are available at www.cmstep.com.) 
 
After each visit, the field consultant will prepare a written report. Copies are given to the adult learner and kept on 
file with CMStep. 
 
Successful completion of the Practicum Phase will be determined by the field consultant, in coordination with the 
Cohort Director and Executive Director. This decision is based upon observations and the attainment of goals set 
during the site visits. To help document the adequate completion and implementation of all secondary Montessori 
elements, two forms are used: (1) “Observing in a Montessori Secondary Classroom” and (2) “Chart of Essential 
Montessori Secondary Practices.” 
 

ACADEMIC WORK REQUIREMENTS 
 
High quality work is expected. 
 
The Cincinnati Montessori Secondary Teacher Education Program is an innovative multidisciplinary graduate 
program for adult learners interested in creating exciting, dynamic, and relevant curriculum and field studies for 12-
18 year-old students. Adult learners will be exposed to a variety of course experiences designed to serve as a hands-
on introduction to designing curriculum in their particular discipline(s) and methods for presenting lessons and 
designing work in ways that promote student accountability and responsibility. CMStep offers an opportunity for the 
adult learner to engage the adolescent by using field studies, community-building techniques, and a variety of other 
teaching methods.   
 
It is the expectation that all work contained in the syllabus for each course will be completed on time and in a high-
quality manner. Assignments, demonstrations, and projects are part of the curriculum. Each adult learner has the 
responsibility to accept the challenge of this rigorous program and produce their own work based on the knowledge 
learned and the insight gained. Taking the time to reflect on this new knowledge leads to quality work.   
 
Participation and contribution to the learning community is not to be taken lightly. Colleagues have much to share 
with their peers and through educational dialogue and discourse, much insight can be learned.    
 

HONESTY & PLAGIARISM    
 
Because CMStep values the professional growth of each adult learner, fabrication or plagiarism is not acceptable. 
Adult learners must paraphrase, quote, or give credit to the work of others when completing assignments. There are 
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many examples on the web of how to avoid plagiarism. If an adult learner is suspected of copying the work of 
others, disciplinary procedures will be invoked.   

ASSESSMENT, EVALUATION, AND GRADING   
(MACTE 3.9.2, 7.1.1) 
 
Adult learners in CMStep are responsible for managing their progress. Instructors will provide feedback on work 
quality and will be available to meet individually with adult learners to discuss progress.   
 
Grades and/or status at the end of each completed class will be shared with the adult learners, CMStep, and, if 
applicable, with Xavier University. 
 
 Evaluation during the Academic Phase 
 

1. Each instructor maintains records of progress for each adult learner in the class. 
 
2. Rubrics and/or lists of assessment criteria are provided for each class. 
 
3. Adult learners complete self-assessment documents during and after each class. These documents are used 

as a source for conversations between the instructor and learner. At the end of the class, the documents are 
retained by CMStep in the adult learner’s file. 

 
4. Adult learners who are working toward an M.Ed. with Xavier University are assigned a grade at the end of 

the class. The following scale is used: 
 A > 94.9% 
 A- 93.0-94.9% 
 B+ 90.0-92.9% 
 B 85.0-89.9% 
 B- 82.0-84.9% 
 C+ 80.0-81.9% 
 C 75.0-79.9% 
 C- 72.0-74.9% 
 F < 72.0% 

 
5. For adult learners who are not pursuing an M.Ed., the grading scale may be used to help them assess their 

progress during the class, but a Pass-Fail grade is assigned at the completion of a class.  
 

Under this system, any assignment receiving less than 82% shall be returned for revisions and resubmitted by an 
assigned due date. An incomplete grade must be completed within one week after the student’s last summer 
course unless other arrangements have been made.   

 
 Evaluation during the Practicum Phase:  (MACTE 6.3.1) 
 

1. Adult learners are required to successfully complete the teaching assignment for the school year according 
to the Head of School and the field consultant.  

 
2. Adult learners must satisfactorily complete all assignments. 
 
3. If an adult learner has an extended illness or if there are other reasons causing the adult learner to be absent 

from his/her Practicum site for an extended period of time, the Practicum will be extended to the next 
school year. 

ATTENDANCE   
(MACTE 3.7.1, 3.7.2) 
 
Attendances at classes, Zoom sessions, demonstrations, labs, and off-site experiences are considered part of the 
AMS course hour requirements for certification.  Attendance is taken at the beginning of each class, and any 
absence is shared with the Executive Director or Cohort Director. ATTENDANCE IS MANDATORY. 
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Adult learners in the Practicum Phase for Secondary I-II must work in their teaching assignment/site, a minimum of 
6 hours a day, 5 days a week for the year following their Summer I training.   
 
ABSENCES AND MISSED DEADLINES 
 
Online learning has the benefit of offering flexible hours during which the adult learner can choose to complete 
coursework. Within the context of online learning, missed deadlines have the same effect as in-residence absences 
would. Communication of expected missed deadlines is essential to successfully completing an online course. Any 
late work that has not been communicated about ahead of time will be considered unexcused. Any adult 
learner with unexcused late/missing work will receive notice and may be placed on probation. 
 
During times the adult learner is required to be on-site in Cincinnati (Summer 1, Fall Intensive, Summer 2), 
adult learners may only be excused in the case of severe illness or a death or birth in the immediate family.  
Any absence must be reported to the CMStep Directors, and any absence not reported will be considered as 
unexcused.  Any adult learner with one or more unexcused absences will receive notice and will be on probation. 
 
All aspects of the training are essential. Therefore, when one day of in-residence class is missed, it may be 
required that the entire course must be retaken. Students who miss two or more days within a course will be 
required to make up the entire course during the course’s next scheduled session, and so may need to pause 
training for up to one year. As soon as the make-up work has been completed, the course instructor will approve 
completion of make-up so the certification process can proceed.   
 
TARDINESS 
 
CMStep considers punctuality a signal of respect and consideration for fellow community members and instructors 
by honoring the preparation and presentations. Tardiness on two (2) occasions of scheduled classes, meetings, or 
intensives will be counted as an unexcused absence with all conditions for unexcused absences applying.   
 
If tardiness is attributed to an emergency situation, the adult learner should call the instructor at the earliest 
opportunity. The adult learner should also submit a written statement documenting the situation. If tardiness is in 
excess of one hour, the above absence policy applies.   

THREE YEAR COMPLETION REQUIREMENT 
 
The American Montessori Society grants adult learners three (3) years (three summers and two school years) 
to complete the credential process. If an unsatisfactory assessment or an extension of the Practicum Phase is 
recommended, the adult learner must write to CMStep requesting this extension stating the reasons for the request.  
If the request is granted, the adult learner must incur the expense for retaking the practicum course. 

DISMISSAL  
(MACTE 3.8.1) 
 
Academic Dismissal 
 
Adult learners will be dismissed from CMStep for failure to satisfy the requirements for the program for which they 
are enrolled.   

● Failure to complete or pass a course or other written or practicum requirement of CMStep within the 
appropriate timeline will constitute dismissal.   

● Unsatisfactory work or academic misconduct including cheating, fabrication, and plagiarism is grounds for 
dismissal. 

● There are no tuition refunds given once summer classes begin. 
 
Behavior Dismissal 
 
Behavior that is detrimental to the group and is brought to the attention of the Directors will constitute a reason for 
meeting with one or more of the Directors. If behavior is brought to the attention of the Directors a second time, it is 
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grounds for dismissal. Such behavior could consist of disrespectful disruption in class, sleeping through the sessions, 
inappropriate technology use, inappropriate attire, and/or issues of tardiness or absences from class.  More severe 
actions may warrant immediate dismissal.  
 
Dismissal Procedures 
 

1. A summary to explain an unsatisfactory assessment will be shared with the adult learner. The instructor 
meets with the adult learner to discuss the infraction.  

 
2. The offensive behavior is brought to the attention of the Directors. One or more of the Directors will meet 

with the adult learner regarding the behavior. The adult learner may be placed on probation. If the offense 
recurs, the adult learner will be dismissed from the course and possibly from the program. 

 
3. The adult learner could petition the CMStep arbitration committee by following the procedures as stated in 

the Grievance Procedures section of this Handbook. No petitions will be heard until appropriate procedures 
are followed. 

 
4. All decisions by the CMStep Directors are final.  

GRIEVANCE PROCEDURES 
 
The following grievance procedure may be followed in areas of fairness of treatment. CMStep maintains an 
Arbitration Committee for handling any problems relative to the program. 
 

The Complainant:  Any person who is directly involved with the program (staff, students, director) may register 
a complaint. 
 
The Complaint:  Extreme dissatisfaction with an aspect of the training that lies within the province of control or 
responsibility of the program may constitute the basis of complaint. 
 
The Respondent:  The person(s) or institution cited as the offending part in the Complainant’s written statement.   

 
Procedure: 
 

1. The Complainant will informally discuss the grievance with the concerned party, the Respondent. First, the 
concerned parties will meet privately, secondly, in the presence of a witness. A written record is 
required. 

2.  If satisfaction is not received, then the Complainant should send a written complaint to the training course 
Executive Director, who will serve as the Chairperson of the Arbitration Committee. A copy of the 
complaint should be sent to the Respondent. In the case that the Executive Director is also the Respondent, 
another CMStep Director will be appointed Chairperson.  

3. The Executive Director, upon receipt of the complaint, will contact both parties involved. A meeting of 
both parties may be set to discuss the situation and seek a solution. 

4. The Complainant may appeal to the Arbitration Committee. The grievance must be written and submitted 
to the Chairperson. The Committee will arrange a date within seven days of the request. Both parties will 
be required to be in attendance at this meeting. 

5. An additional stand-by member will replace any member of the Arbitration Committee against whom 
complaint has been submitted. 

6. If the grievance is not resolved within thirty days of the first meeting and all of the above avenues have 
been followed, the Complainant may contact the Arbitration procedures/Problem Solving Procedures of 
MACTE and AMS*. 

*A description of the procedures may be obtained from: 
 MACTE, 420 Park Street, Charlottesville, VA 22902, (434) 202-7793  
 American Montessori Society, 116 East 16th Street, NY, NY 10003, (212) 358-1250 
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ARBITRATION COMMITTEE 
 
The Arbitration Committee consists of five permanent members. Two additional members are chosen from the 
current adult learners. One additional stand-by member is chosen from the current faculty*   
 
CMStep’s Arbitration Committee is comprised of the following individuals: 

● Katie Keller Wood, Executive Director 
● Amy Ricketts, Cohort Director, Low Residency 
● Barb Scholtz, Cohort Director, High Residency  
● Erika Eicholz, Cohort Director, High Residency 
● Jonathan Wood, CMStep Business Consultant 
● Additional members (2), chosen from the adult learners 
● Stand-by member (1 or 2*), chosen from the faculty 

 
The members of the Arbitration Committee will deal only with those grievances following the correct procedures.  
ALL GRIEVANCES MUST BE IN WRITING. Individual committee members will not hear nor act upon 
complaints but will help resolve matters only at a committee meeting with all of the members present. 
 
*In the event a complaint is submitted against any member of the Arbitration Committee, an additional designated 
stand-by member will take his-her place.   

REINSTATEMENT OF FILE  
 
Adult learners who have not completed the credentialing process within the three-year time frame will have their file 
inactivated. However, the file may be reinstated within one year if the following conditions are met: 
 

1. The adult learner schedules a meeting with the CMStep Executive Director. 
 
2. The adult learner resubmits all application paperwork, including a personal statement to indicate both 

intentions and a proposal for completing the credential in a timely manner (usually one year) and 
administrator/practicum site agreement from the Head of School supporting the commitment to continue 
the process of credentialing. 

 
3. The adult learner submits a specific timeline of dates (within a year) indicating the plan for completing and 

submitting outstanding requirements. 
 
4. The adult learner submits payment of $800 to reactivate the file, plus $1000 for any remaining courses or 

intensives, or $300 (plus travel expenses) for any remaining site visits. 
 

5. CMStep will not schedule the final site visit until all documents above are submitted and reviewed, and 
until all outstanding coursework or other obligations have been received, reviewed and approved.  

 
6. CMStep will notify the adult learner of reinstatement approval. 
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RIGHTS AND RESPONSIBILITIES OF THE ADULT LEARNER  
 
CMStep maintains its rights as an institution of private post-secondary education. Adult learners have the following 
responsibilities: 
 
 

Admissions 
● To read all information published by CMStep 
● To be knowledgeable about other available programs, certification, and accrediting agencies, so that 

enrollment in CMStep is an informed choice. 
● To complete the application process promptly by submitting required materials and meeting pre-

training requirements. 
 
Financial Agreements 

● To read any and all information provided regarding fees, refund policies, and financial requirements, 
and to request further information or clarification when needed. 

● To read and understand all financial agreements made to and by CMStep, and to keep a copy of all 
agreements and receipts. 

● To meet financial obligations to CMStep promptly. 
 
Academic Programming 

● To read any and all information provided by CMStep and to request further information or clarification 
when necessary. 

● To be an active adult learner in the course of study offered by CMStep within the context of stated 
requirements and existing institutional resources.   

● To monitor his or her own personal and academic progress throughout the training period, during both 
the Academic and the Practicum Phases. 

● To attend all required classes and instructional activities, to come prepared, and to complete 
assignments on time. 

● To respect the principle of academic and professional integrity. 
● To respect the freedom of the staff to inquire, publish, and teach. 
● To respect the facilities and property of the program, including buildings, books, and equipment, and 

to observe stated requirements for their use. 
 
 
 

“The first step to take in order to become a Montessori teacher is to shed omnipotence and 
become a joyous observer.” 

          -Maria Montessori 
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APPLICATION PROCESS/ADMISSIONS CRITERIA  
(MACTE 3.3, 3.4.2, 3.4.3, 3.8.3, 3.10.1, 3.15.1) 
 
A current application is available on the CMStep website (www.cmstep.com). The application should be completed 
and submitted with all appropriate documentation and payment by May 1 to be considered for that summer’s 
coursework. 
 
Applicants must have a minimum of a Bachelor’s degree and must complete all parts of the application to be 
considered. CMStep will promptly notify the applicant if the cohort is full and not accepting additional applicants. 
 
After completing online application, submit the following to CMStep:  
PO box 17152; Richmond, VA 23226 or katie@cmstep.com 
 

● the non-refundable application fee:  $800.00 
● one (1) official (printed) transcript from the most recent educational institution from which you earned a degree 
● two (2) current professional letters of recommendation 
● signed Supplemental Packet including( the Adult Learner Agreement, Administrator/Practicum Site 

Agreement, the Photo Waiver, the Liability Waiver) 
● current resume  
● copy of previously earned Montessori Credential (if applicable)  

 
There is not a selection process for admission. Admission is based on the availability of openings.   
 
Transfers from other secondary training programs are not usually considered. However, individual situations may be 
discussed with the director, and an exception may be granted if agreed to in accordance with AMS policies. 
 
Questions should be addressed to the Director. 
   
CANCELLATION OF APPLICATION NOTICE:  The applicant may cancel this contract and receive a refund of 
tuition paid to date if the cancellation is made in writing to Katie Keller Wood within three (3) business days after 
the date of signature on this application.   
 
HOLDER IN DUE COURSE STATEMENT:  Any holder of this consumer credit contract is subject to all claims 
and defense which the debtor could assert against the seller of goods or services obtained pursuant hereto or with the 
proceeds hereof. Recovery hereunder the debtor shall not exceed amounts paid by the debtor. 
 
CREDENTIAL AWARD DISCLAIMER:  Every effort will be made to assist the adult learner in earning his/her 
Montessori secondary credential. Ultimately, the adult learner’s work quality and transformation in the classroom 
will determine whether the credential is awarded. 
 
JOB PLACEMENT DISCLAIMER:  This institution does not guarantee job placement to graduates upon 
program/course completion. 
 
TRUTH IN ADVERTISING:  CMStep adheres to a policy of truth in advertising. At no time does the program 
knowingly disseminate false information. Through the use of accurate information in publications and by making 
the information available to staff, students, and the professional community, the program attempts to educate both its 
clientele and the public as its purposes and procedures as well as to the nature and potential of Montessori education. 
 
NON-DISCRIMINATION:  CMStep accepts adult learners of any race, color, national or ethnic origin, religion, 
sex, gender identity (including gender expression) and sexual orientation to all the rights, privileges, and activities 
generally accorded or made available to its participants. It does not discriminate on the basis of race, color, national 
or ethnic origin, religion, sex, gender identity (including gender expression) or sexual orientation in the 
administration of its educational, admissions or personnel policies.   
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COURSE CANCELLATION:  Should CMStep cancel a course, adult learners will be notified and will have the 
following summer to return and complete the necessary coursework. Should CMStep permanently cancel the 
Secondary I-II course program, refunds will be provided as outlined in the Refund Policy Agreement (p. 14), and 
adult learners will have the opportunity to transfer to another Secondary I-II program.  
 

PROGRAM COSTS   
(MACTE 3.5.1, 3.5.2, 3.5.3) 
        
Current costs are as follows and take precedence over any previous statement of fees and costs. 
 
Registration Fee:  $800.00 – due at time of application 
Program Fee:  $8,250.00 – due by the 1st day of training, unless alternative arrangements are approved by the 
Executive Director 
 

Program Fee includes:  Tuition for all in-person and online CMStep courses, reasonable expenses for adult 
learner site visits and consultation (2 in-person visits and 1 extensive video consultation during the practicum 
phase), books and materials (books and supplies are provided by CMStep with the exception of any books 
assigned to be read before the first summer of in-person coursework), room and board for the fall Intensive and 
the Erdkinder experience. 

 
Not included in Program Fee:   

● Costs for room & board for summer in-person coursework, with the exception of the Erdkinder experience  
● Costs for graduate credit from Xavier University 
● Costs associated with any extensions (see below) 

 
Extension Fees:  AMS allows an adult learner three years to complete the secondary education program and earn 
their credential. Additional fees may be assessed if adult learners require additional site visits beyond the included 
three (two in person, one virtual), an extension of the credentialing process, or other additional support. These fees 
are as follows:  

• $30/month for extended practicum support 
• $400 for any online minimester 
• $200/day for any in-person coursework 
• $300 (plus any travel expenses) for any site visits  

If the file has been deactivated, an $800 reactivation fee will also be assessed, due with reapplication paperwork. 
 
NOTE: CMStep does not offer financial aid. Students can get information on scholarship grants from the American 
Montessori Society at www.amshq.org. 
 

ACCOMMODATIONS 
 
Adult learners from outside the Greater Cincinnati area are responsible for making their own arrangements for 
summer accommodations. Adult learners usually live in dorms at Xavier University or University of Cincinnati at 
reasonable rates. Arrangements should be made by contacting these universities directly. As a courtesy, CMStep 
typically lists contact information also on cmstep.com. Of course, adult learners are welcome to make whatever 
lodging arrangements best suit their needs. 
 
Locations for the Fall and Winter Intensives will be announced as they are subject to change. Accommodations 
(room and board) for these events are covered by CMStep. 
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WITHDRAWAL AND REFUND POLICIES   
(MACTE 3.5.1, 3.8.2) 
 
If an adult learner withdraws from the program one month prior to the starting date, 100% of the paid tuition (less 
the processing fee) will be refunded within 30 days of written notification of withdrawal. The $800.00 registration 
fee is non-refundable.   
 
Registration fee:  The registration fee, which must accompany the application, is NOT refundable unless the adult 
learner is not admitted into the program.  
 
NO tuition refunds are given once summer courses begin, except as outlined in the Refund Policy Agreement, next 
page. 
 

Refund Policy Agreement: 

In the event that CMStep, LLC (hereinafter “CMStep”) for any reason is not able to fulfill its obligations for 
services provided in its Secondary Teacher Education Program pursuant to the agreement with the client as outlined 
in this handbook, CMStep hereby agrees to the refund schedule outlined in paragraph “B” of this refund policy 
agreement. CMStep further agrees to the aforementioned refund schedule in the event a program participant 
(hereinafter “Adult Learner”) suffers death or a total and permanent medical disability. 

A. Secondary Teacher Education Program Schedule. The CMStep program is divided into 10 online program 
segments, designated as numbered and sequential “Minimesters” and three in-person training sessions: “First 
Summer In-Person Coursework,” “Fall Intensive,” and “Second Summer In-Person Coursework.” All training is 
consecutive. Therefore, any part of the program not started would also indicate that all following sessions are also 
not started. To designate the sequential nature of this training in the chart below “et al.” is used to designate all 
coursework which follows the noted session.  

B. Refund Schedule. The following refund schedule amounts are based on each individual adult learner. For each 
program segment not started by each adult learner the client will be entitled to the corresponding refund on the chart 
below. For example: If an adult learner has completed everything except the second summer of in-person 
coursework, the refund would be $1,000.00.  

Program Segment Not Started   
Amount to be Refunded  

Minimester II et al. $6,500.00 
Minimester III et al $6,250.00  
First Summer In-Person Coursework et al. $5,750.00  
Minimester IV et al. $3,750.00  
Minimester V et al. $3,500.00  
Fall Intensive et al. $3,250.00 
Minimester VI et al. $2,250.00  
Minimester VII et al. $2,000.00 
Minimester VIII et al. $1,750.00 
Minimester IX et al. $1,500.00 
Minimester X et al. $1,250.00 
Second Summer In-Person Coursework  $1,000.00  
 
For purposes of this refund policy agreement, to prove a total and permanent medical disability an Adult Learner 
must submit a certification from a physician that he/she is totally and permanently disabled. The physician must 
certify that the Adult Learner is unable to engage in any substantial gainful activity by reason of a medically 
determinable physical or mental impairment that:  
• Can be expected to result in death,   
• Has lasted for a continuous period of not less than 60 months, or   
• Can be expected to last for a continuous period of not less than 60 months.  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CMStep ORGANIZATIONAL CHART 
 

ADVISORY BOARD  
 

Katie Keller Wood 
Rosemary Quaranta 

Barb Scholtz 
Susanne Gregory 
Marta Donahoe 

 
EXECUTIVE DIRECTOR 

 
Katie Keller Wood 

 
Reporting to Executive Director 

 
Cohort Directors 

Amy Ricketts 
Barb Scholtz 
Erika Eicholz 

 
Director of Professional 

Development 
Marta Donahoe 

 
Director of Leadership 

Programming 
Susanne Gregory 

INSTRUCTORS 
Reporting to Executive Director 

 
Katie Keller Wood 

Marta Donahoe 
Barb Scholtz 

Rosemary Quaranta 
Drew Ramsay 
Brandt Smith 

Savannah Rabal 
Tori Pinciotti 
Krista Taylor 
Garry Sumski 
Mindy Mahar 

Danchi Nguyen 
Amy Ricketts 
Erika Eicholz 
Joshua Vogt 

Kristin Simonson 
Steph Bijoch 

Katie Dulaney 
 

FIELD CONSULTANTS 
Reporting to Executive Director 

 
Katie	Keller	Wood	
Marta	Donahoe	
Barb	Scholtz	

Adrienne	Barth	Parrott	
Brandt	Smith	
Savannah	Rabal	
Tori	Pinciotti	
Krista	Taylor	
Mindy	Mahar	
Danchi	Nguyen	
Amy	Ricketts	
Erika Eicholz 
Joshua Vogt 

Kristin Simonson 
Steph Bijoch 

 

SERVICES for ADULT LEARNERS  
 (MACTE 3.2.1) 

 
CMStep Directors Katie Keller Wood, Amy Ricketts, Barb Scholtz, and Erika Eicholz are available for academic 
and general program counseling throughout the academic and practicum phases of the training program. At least one 
Director is in residence during all in-person training sessions.  
 
CMStep instructors are available for counseling and consultation regarding their area of instruction during their 
courses.  
 

HEALTH CARE SERVICES in Cincinnati   
(MACTE 3.2.1) 

 
Good Samaritan Hospital 
375 Dixmyth Ave 
513-872-1400 
Emergency 513-872-2536 
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University Hospital 
234 Goodman Ave 
513-584-1000 
Emergency Care 513-584-5700 
 
 
 

ACADEMIC SCHEDULE   
(MACTE 3.1.1, 3.9.1) 

 
515 clock hours over 18 months, including two in-person summer sessions and one fall in-person session. 
1080 practicum hours. 
All courses are to be completed in full. CMStep only offers Secondary I-II certification.   
 
 

Course Date Time Instructors Hours 

Intro to Montessori 
Secondary Online Course 

Spring 2020 7 online modules Katie Keller Wood 30 hours 

Minimester I: Online 
Introduction to Montessori 
Philosophy  

March 1 – March 29, 2020 4 weeks x  
5 hours/week 

Katie Keller Wood 
and Amy Ricketts 

20 hours 

Minimester II: Online 
Bridge to Curriculum 

April 5 – May 3, 2020 4 weeks x  
5 hours/week 

Erika Eicholz and 
Tori Pinciotti 

20 hours 

Minimester III: Online 
Curriculum Development 
Overview 

May 10 – June 7, 2020 4 weeks x  
5 hours/week 

Amy Ricketts and 
Krista Taylor 

20 hours 

Orientation Sunday, July 5, 2020  2:00 pm - 6:00 pm Katie Keller Wood 
and Amy Ricketts 

4  hours 

Summer #1 In-Person 
Coursework: Culmination 
of Minimesters I through 
III and Erdkinder 
Experience  

Monday, July 6 – Saturday, July 18, 
2020 
 
N.B. Sunday, July 12 – Wednesday July 
15, 2020 will be the Erdkinder 
experience- overnight stay is required 
for this experience. 

8:00 am - 6:00 pm  
 
(except for 
Erdkinder 
experience, which 
requires 3 
overnight stays)  

Katie Keller Wood, 
Amy Ricketts, 
Gideon Smith, 
Kristin Simonson, 
Brandt Smith 

128  hours  
 

Guided Content Creation Monday July 20 – Saturday August 1, 
2020 

1 week during this 
date range 

Amy Ricketts, 
Gideon Smith, 
Kristin Simonson, 
Brandt Smith 

20 hours 

Minimester IV: The 
Prepared Teacher 

September 6 – October 4, 2020 4 weeks x  
5 hours/week 

Steph Bijoch and 
Danchi Nguyen 

20 hours 

Minimester V: Shelfwork 
& Cycle of Study 2 

October 11 – November 8, 2020 4 weeks x  
5 hours/week 

Kristin Simonson 
and Kate Kendall 

20 hours 

Fall Intensive 2020  
 

November 19-23 
 

overnight stays 
required 

Katie Keller Wood 
Amy Ricketts 

54  hours 
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Minimester VI: 
Mindfulness 

December 6-20, 2020 2 weeks x  
5 hours/week 

Brandt Smith and 
Mindy Mahar 

10 hours 

Minimester VII: 
Examination of Teaching 
Practices, Part I 

January 3-31, 2021 4 weeks x  
5 hours/week 

Barb Scholtz, Amy 
Ricketts, Katie 
Keller Wood 

20 hours 

Minimester VIII: 
Examination of Teaching 
Practices, Part II 

February 7-March 7, 2021 4 weeks x  
5 hours/week 

Barb Scholtz, Amy 
Ricketts, Katie 
Keller Wood 

20 hours 

Minimester IX: 
Introduction to Field 
Studies 

March 14 – April 11, 2021;  
 

4 weeks x  
5 hours/week 

Steph Bijoch, 
Gideon Smith 

20 hours 

Minimester X: Refining 
Structures 

April 18 – May 16, 2021 4 weeks x  
5 hours/week 

Josh Vogt, 
Savannah Rabal 

20 hours 

Summer #2 In-Person 
Coursework: Culmination 
of Minimesters IV-X 

Tentatively: Sunday, June 27-Sunday, 
July 4, 2021 

8:00 am - 6:00 pm 
 
8:00 am - 2:00 pm 

Amy Ricketts 
Kristin Simonson 
Steph Bijoch 
Gideon Smith 

69  hours 

Guided Wrap-up Tentatively: Monday, July 5-Saturday, 
July 17 

1 week during this 
date range 

Amy Ricketts 
Kristin Simonson 
Steph Bijoch 
Gideon Smith 

20 hours 

 
Also Required 

Course Date Time Instructors Hours 

Overview 
(Required only for Adult 
Learners who do not 
already have a Montessori 
Teaching Credential) 

Self-paced, enrolled at the time of 
application, completed by September 6, 
2020 

20 online modules Marta Donahoe 40 

Year-Long Project July 13, 2020 – July 18, 2021 Online Amy Ricketts Included in other 
courses 

Practicum Teaching    minimum of 
1080 hours 

Final Examination Paper Due September 1, 2021 with all final 
paperwork 

 Katie Keller Wood 
Amy Ricketts 

 

 
 
 
 
 
 
 
 
 
 


