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PART 1: PROGRAM INFORMATION

Purpose of the Handbook

This three part Teacher Education Handbook is intended as a general guide for candidates regarding the
teacher education programs offered at Midway College.

e The first part is a summary of the guidelines that need to be followed to successfully complete
each program in teacher education.

e The second part describes more specifically the field experiences required.
e The third part is a guidebook for student teaching.

This handbook has been prepared to be self-explanatory. Before asking faculty questions about
the program, candidates should be sure that the questions are not answered in this handbook.

The handbook will be updated regularly to reflect changes in college requirements and changes in state
regulations that govern the program. Candidates must check each semester with their advisors or
program faculty to be sure that they are aware of the most recent revisions.

This document does not replace the college catalog. It contains the elements of the catalog that have
special relevance for education majors.



The Teacher Education Program at Midway College

Midway College offers teacher education degrees in the following areas:

e Elementary (Primary-Grade 5)
o Middle (Grades 5-9 including areas of emphasis)
Social Studies, Science, Math, and/or English/Communication
o Middle (5-9) as a dual certificate program with Elementary (P-5)

e Learning and Behavior Disorders Primary-Grade 12 (“LBD”), only as a dual certificate program with

@)

either Elementary (P-5) or Middle School (5-9)

e Secondary Biology (Grades 8-12)
e Secondary English (Grades 8-12)
e Secondary Math (Grades 8-12)

Current sites and certification programs offered by location (Day, SCD, and Online)

2011-2012
Secondary | Secondary | Secondary
Site Location P-5 | 59 | LBD Biology English Math
Day Program Midway Campus X X X X X X
Campus SCD Midway Campus X X X
Maysville Community College-
Cynthiana SCD Licking Valley Campus X X X
Louisville SCD Jefferson Community College X X X
Maysville SCD Maysville Community College X X X
Somerset SCD Somerset Community College X X X
Whitesburg SCD | Southeast Community College X X X
Online Online X X X X X

*1t is the responsibility of out-of-state students to contact their state Department of Education for
certification requirements

**Elementary/LBD dual certification will require two additional semesters of coursework prior to
student teaching.




Delivery System

The Midway Teacher Education Program is delivered through a traditional day program offered on the
Midway campus, an evening-weekend program for non-traditional students through the Midway
School for Career Development, and a blended online program. The evening/weekend program may be
offered at various sites across Kentucky.

Women’s College: Teacher education courses are offered in a traditional 16-week semester format on
the Midway campus to women enrolled in the Women’s College program as residential or commuter
students.

Evening/Weekend Program: Teacher education courses are offered on evenings and weekends in an
accelerated format to women and men enrolled in Midway’s School for Career Development (SCD).
Candidates enroll in a cohort that begins at the same time and complete the teacher education classes
together. Candidates have already taken or are concurrently taking the general education courses
primarily through the community college; candidates enroll in Midway for the professional
coursework.

In the SCD program, the teacher education coursework is taught over 5 semesters (2 % years) including
student teaching. SCD students are admitted to teacher education through the Teacher Education
Department checkpoint system. Teacher education courses are typically taught in 8-week sessions on
Friday nights, Saturday mornings, with occasional mid-week course offerings. Two 8-week sessions
are offered each semester, resulting in four courses (12 credits) completed each semester for full-time
student standing.

Online: Midway College’s Teacher Education Online program is presented in a blended format.
Methods courses are held on the Midway College campus the semester prior to student teaching.
In preparation for student teaching, this semester consists of hands on learning that is completed in-
seat. Housing accommaodations are available if needed.



A. INTRODUCTION
Conceptual Framework and Philosophy

All education programs at Midway College are grounded in the Teacher Education department’s
conceptual framework. The Midway College Teacher Education Program uses constructivist and
multicultural educational theories to support the way future teachers are educated and the way they in
turn will educate their students. These theories closely interconnect and shape the content, planning,
and conduction of our classes. Central to our philosophy is the belief that the learner is as important as
what is being learned. The program realizes that each person brings to the classroom not only the
ability to learn but also a unique combination of culture, experience, beliefs, and prior knowledge.
These elements shape the way the learner interprets and uses the knowledge presented in the class. The
focus on the learner also means that educational decisions are based on the knowledge of how much
self-awareness and self-concept influence the ways people learn. The four strands of knowledge are
delivered through a process of teacher training based on the four guiding principles: pedagogy,
leadership, dispositions, and professional knowledge.

The Teacher Education program’s goal is that Midway College teachers become leaders who make a
positive difference in both their profession and the lives of their students. They do so through their
perception that students come to the classroom with knowledge to share as well as to learn, through
their ability to adapt classroom practices to unique cultures, beliefs, and experiences of their students,
and through their attention to self-awareness and self-esteem as essential components of learning.

With a conceptual framework based on constructivism, multiculturalism, and centered on the theme:
Teachers: Professional Leaders Making a Difference.
Midway prepares graduates as professional leaders who can:
e demonstrate mastery of a body of knowledge consisting of conceptual and pedagogical
constructs;
e demonstrate leadership and critical thinking;
e demonstrate positive dispositions towards self and others, towards purpose and towards their
frame of reference; and
e show a mastery of professional knowledge through incorporating action research, problem
solving, and decision making.

The Teacher Education Program’s schematic, a visual depiction of our program, illustrates the equal
balance of a body of knowledge with the diversity, individuality, and unique learning styles of the
students who encounter that knowledge. Teachers are prepared to be leaders who know their students
as individuals and who plan their classrooms accordingly. Finally, our teachers are prepared to be
constant learners as they work alongside their students to alter, expand, and contribute to the ever-
changing body of knowledge.

The schematic from the conceptual framework is found on the next page of this handbook. It is also
posted in education faculty offices and in the classrooms where education classes are taught. Each
education major should be familiar with the framework.
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Learning Outcomes

Midway candidates are prepared to meet criteria on the state standards for new teachers set by the
Kentucky Education Professional Standards Board. The Kentucky Teacher Standards (KTS) are found
at http://www.kyepsb.net/documents/EduPrep/Kentuckyteacherstandards.doc, and all candidates
in Kentucky must meet these to be recommended for certification. In addition, Midway has a standard
specific to the teacher leadership dispositions in the conceptual framework.

Kentucky Teacher Standards:

KTS I. Demonstrates applied content knowledge;
KTS 1. Designs and plans instruction;
KTS Ill.  Creates a learning climate and maintains learning climate;

KTS IV. Implements and manages instruction;

KTS V. Assesses and communicates learning results;

KTS VI. Demonstrates the implementation of technology;

KTS VII. Reflects on and evaluates teaching and learning;

KTS VIII. Collaborates with colleagues/parents/others;

KTS IX. Evaluates teaching and implements professional development;
KTS X.  Provides Leadership within school/community/profession.

Midway College Dispositions:
MCD 1 The teacher leader initiates and supports positive educational change.

MCD 2 The teacher leader demonstrates skills of a reflective educational leader who
perceives both self and others as empowered.

MCD 3 The teacher leader commits to a deepening understanding of human diversity.

MCD 4 The teacher leader seeks and continually refines teaching practices that
communicate high expectations and generate enriched learning for all students.

MCD 5 The teacher leader promotes student learning through active knowledge construction.

MCD 6 The teacher leader collaborates in critical thinking for the purpose of
instructional improvement.

Candidate Performance on the Teaching Standards

Midway College tracks each individual candidate’s progress to ensure that the candidate is prepared to
be recommended for certification. Progress is monitored by the Teacher Education Department at:
e Major checkpoints
o Checkpoint I: Formal application/entry into the teacher education program,
o Checkpoint Il: Entry to student teaching,
o Checkpoint I11: Program completion after student teaching;

e Course work
e Field work


http://www.kyepsb.net/documents/EduPrep/Kentuckyteacherstandards.doc

Advising

When a candidate meets the required admissions criteria for Teacher Education, the candidate is
provided a transcript evaluation/ curriculum guide sheet and an advisor. The advisors role is to aid
candidates in making course selections and selecting appropriate goals. Candidates experiencing
difficulty have a plan developed with the advisor/instructors to address problems identified. Candidates
should also be advised to apply for graduation after passing the Praxis Il and before student-teaching.
All candidates hold final responsibility for their academic record.

The candidate and advisor meet to review progress and plan for the following semester. Student
reports from the Teacher Education database are available to each advisor to check on grades, field
placement hours, test results, and readiness for checkpoints to ensure that candidates are progressing
successfully through the program. Candidates experiencing difficulty work with their advisors to
develop a remediation plan.

Candidates have the responsibility of making sure all transcripts for courses taken at other
institutions are sent to Midway College once in the program.

Documentation and Materials

LiveText

Candidates currently use LiveText as a way to construct their portfolio for each of the three checkpoints
through the Teacher Education program. LiveText is an electronic portfolio that is introduced to the
candidates in EDU 201. EDU 201 requires an additional fee for LiveText.

The LiveText portfolio is an online professional portfolio which reflects the individual’s ability to meet
the Kentucky Teacher Standards. Each candidate will create an initial online LiveText portfolio for
admission to the program. As the candidate completes the program, the LiveText portfolio will
become a compilation of materials that reflect both the process and the products of the candidate’s
experiences during the preparation program for a baccalaureate degree. Items will be added, changed,
or removed as the individual gains more experience and improves his or her skill level. In preparing a
portfolio, the candidate should always keep in mind that the portfolio is a statement about the candidate
as an individual in relation to working with children across varying age groups. By graduation,
candidates will have a collection of materials that demonstrate their mastery of the Kentucky Teacher
Standards via course work and evidence of participation in valuable learning experiences, on campus
as well as in the community. Preparation of materials is described under “Program Guidelines”.

Candidates are responsible for keeping copies of all materials they submit.



Teacher Leadership Project

The Teacher Leadership Project is a requirement for all teacher education students at Midway College.
Through this project, the student will research an educational topic related to their area of emphasis,
implement a strategy from the research findings in their student teaching experience, and present their
findings.

All work is to be done in APA format (please see the current APA Handbook or visit:
http://owl.english.purdue.edu/owl/resource/560/01/ for more details on APA formatting). All work
should be double-spaced, completed in Arial or Times New Roman, 12-point font.

The timetable for the Teacher Leadership Project is as follows:

Step 1: The Proposal

The candidate will propose a topic to their advisor prior to Checkpoint I. This topic should be given
considerable thought, as it will be the basis for a long-term project. The topic must relate to the
student’s area of emphasis (English/Communication, Mathematics, Social Science, Science, or Arts
and Humanities). The candidate’s advisor should be consulted on the topic. The candidate will present
a 250 word proposal for their Checkpoint | interview. Candidates will receive feedback on their
proposals.

Step |I: Review of Literature/Research

After Checkpoint I, the candidate should begin collecting researched based/peer reviewed books and
journal articles on the proposed topic. The review of literature/research section should be a minimum
of five pages with 10 resources. This section is not a position paper, and should be written in third
person. Include the References section in this submission (see below). No less than one month prior to
Checkpoint Il, the advisor should be given a copy of this section to read and make suggestions for
improvement. The candidate will present the review of literature at Checkpoint II.

Step 11l: Implementation and Final Submission

A strategy or idea found in the review of literature is to be applied in the student teaching experience.
The candidate should discuss this strategy or idea with the supervising teacher and college observer
prior to implementation. After considerable thought and reflection on the results of the strategy or idea,
the candidate should write a reflection based on the format listed below. (see Reflection) The final
Teacher Leadership Project will be presented at Checkpoint IlI.

The layout of the Teacher Leadership Project should be as follows:

Title Page

Table of Contents

Introduction

Review of Literature (to be completed at Checkpoint II)
Implementation

Reflection

References


http://owl.english.purdue.edu/owl/resource/560/01/

The Title Page is one page and should be written as APA requires.

The Table of Contents should list all of the sections of the Teacher Leadership Project as APA
requires.

The Introduction should be 1 to 2 pages in length, giving the reader an overview of the entire project. It
should be written last.

The Review of Literature section should be no less than five pages in length. This section is not a
position paper, and should be written in third person. There should be no “I” in this section. It is an
overview of the current research on the topic chosen.

The Implementation section is an explanation of how the student teacher implemented the strategy or
idea from the research in the classroom. In addition, any data collected should be included in this
section. This section should be 1-2 pages in length, not including charts or graphs. .

The Reflection section should be 2 to 3 pages in length, in which the candidate reflects upon the
implementation of the strategy or idea. The candidate could consider what went well, what she/he
would do differently next time, and how the students reacted and performed.

The References section should include all cited sources from the Teacher Leadership Project, written in
APA format. Only sources that have been cited in the paper should be included in this section. There
should be at least two sources for each page in the Review of Literature section.

Student Education Organization

Midway College has a chapter of Kentucky Education Association - Student Program (KEA-SP)
affiliated with the Kentucky Education Association and the National Education Association.
Candidates are encouraged to participate since early membership in this professional association offers
many benefits. These include

e liability insurance
community service
leadership opportunities
professional development and collaboration
an on-line database to assist in job placement, scholarships, and publications.

Candidates should watch for announcements of KEA-SP organizational meetings throughout the
school year. KEA-SP membership runs from September 1 through August 31. Each September,
students must renew to retain membership. There is a fee associated with this membership.

Candidates may participate as officers of KEA-SP at the college or state level if they have been
officially accepted into the Midway College Teacher Education Program and are current members of
KEA-SP. KEA-SP by-laws are available at Midway College Teacher Education web site
(http://eagles.midway.edu/ted).



Program Announcements

Periodically the Teacher Education Program will prepare a listing of notices for majors. These notices
will be provided in the following ways:

e In EDU classes

e By email (student Midway College account only)

e On the Midway Teacher Education web page (http://eagles.midway.edu/ted/)

e Posted on the Education Bulletin Board on LRC Second Floor on Midway campus.
It is the responsibility of candidates to check their Midway email account regularly and to read

notices carefully for due dates, program changes, and opportunities.

B. PROGRAM GUIDELINES

Initial Enrollment in Education Courses

All candidates begin with EDU 100, Introduction to the Teaching Profession, which is a two credit
hour course that provides an orientation to teacher education, the teaching standards, teacher leadership
dispositions, and other basics of teaching in Kentucky. To work toward a degree in teacher education, a
candidate must be admitted into the program. This is a separate step from admission to the college and
is considered the first checkpoint in the program.

Note: Off-campus cohorts must take the equivalent of EDU 103 and 105 at the local community
college.

General Checkpoint Process

The completed LiveText portfolio must be submitted online for review by the deadline set by the
Teacher Education Division. An email will notify candidates as to this deadline each semester. The
Teacher Education Review Committee members will review the portfolio and the candidate will be
scheduled for an interview.

When applying for admission to Teacher Education Division (or for any of the later checkpoints), the
following steps occur:

1. Data is verified by the Teacher Education Office.

2. A Review Committee is assigned. The role of the committee members is to:
a. Review, critique, and score portfolio;
b. Conduct and score an interview with the candidate;

c. Assess candidate performance on each standard holistically, based on the multiple data
sources; and

d. Recommend whether candidate is ready to progress or needs remediation.
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3. The portfolio entries required for the particular checkpoint are reviewed and scored by standard
to identify strengths and areas of concern.

4. The Teacher Education Review committee interviews the candidates. Questions covering
Kentucky Teacher Standards (KTS), and those pertinent to the candidate’s portfolio are asked.

5. The candidate’s overall progress is rated by the review committee. Each candidate is either
passed or deferred. If the candidate is deferred, a remediation plan will be developed with
specific goals and the candidate will have seven days to make corrections.

Notice of Results

Successful candidates are admitted into the Teacher Education Division. Remediation
recommendations are provided as needed for possible courses of action. The interview committee will
devise a remediation plan to be completed within seven days. The remediation records will be
maintained in the Teacher Education Division.

Checkpoint I: Admission to the Program.

To be formally admitted to the program a candidate must meet entry-level criteria on two of the ten
Teacher Standards (Standards | & X) and Midway College Dispositions (MCD). To demonstrate this
level of performance, the student will:

Have a 2.5 overall grade point average,

Pass Checkpoint | Quiz

Submit LiveText portfolio which meets Teacher Standards | & X, MCD
Successfully complete an interview.

ACT 21 or equivalent SAT/Praxis |

11



Figure 1 Midway Checkpoint I Criteria For Admission To Teacher Education Program

Standard

Demonstrates applied
content knowledge

Designs and plans
instruction

Creating a learning climate
for all students

Implements and manages
instructions

learning results

Assesses and communicates

o g M W N

Demonstrates the

implementation of technology

Reflects on and evaluates
teaching and learning

Collaborates with
colleagues, parents, others

9 Evaluates teaching and
implements professional
development

Candidate
Holistic
Rating (4-1)
Minimum score of 3

Required Portfolio Items

ACT/SAT/PPST scores
GPA score

EDU 100/103/201
Checkpoint 1 Quiz

10 Provides Leadership within Teacher Leadership Project Minimum score of 3
school/community/profession (Proposal)
e 2 Recommendations (an educator, a
personal reference)
o Signed KY Code of Ethics
MCD | Midway College Dispositions e Letter to Reader Minimum score of 3

Data Measures/Criteria
LETTER to the READER

MC (Midway College)

GPA

ACT/SAT/PPST

EDU 100/103

EDU 201

Portfolio

Interview

R=required item for a 3

Cover letter (interest, philosophy, leadership capacity)
Signed Kentucky Code of Ethics (Standard 10)

2.5 minimum grade point average, demonstrating communication and general content
knowledge and skills (Standard 1)

Score of 21 on ACT or SAT equivalent of 21; OR scores of PPST Math 173, Reading
173, and Writing 172 (Standard 1)

Successful completion of EDU 100 Introduction to the Teaching Profession and EDU
103 Introduction to Education (Standards 1,10)

Successful completion of or current enrollment in EDU 201, Technology in the
Classroom (Standards 1)

An acceptable portfolio demonstrating benchmark performance for entry to the
program on Standards 1,10

Satisfactory performance on an interview by a Teacher Education
Review Committee on Standards 1,10

12



Progress Checkpoints Il and 111

Once a candidate has been accepted into the Teacher Education Division, the candidate needs to plan to
meet the requirements for Checkpoint 1l and Checkpoint Il

e Required coursework

e Field experiences prior to student teaching (described in Part 2)

Attend three professional developments or trainings including the required Midway College
Diversity Workshop in Louisville, Kentucky

A semester of student teaching (described in Part 3)

Required state testing on teaching pedagogy and content (Praxis II)

A portfolio demonstrating performance on the standards

Checkpoint Interviews

Performance Criteria

Figures 2 and 3 (pages 24-25) summarize the criteria for Checkpoint 11- Entry to Student Teaching and
Checkpoint I11- Program Completion (exit from student teaching). The candidate completes the
requirements for the checkpoint, submits a portfolio using the templates provided with LiveText and is
interviewed by the assigned Teacher Review Committee.

e Candidates must demonstrate satisfactory benchmark progress on all 10 standards in order to be
accepted into student teaching (Checkpoint I1). This includes state testing requirements.

e Candidates must demonstrate mastery of all 10 standards after student teaching in order to be
recommended for program completion and certification (Checkpoint IlI).

Process

The process for these checkpoints is the same as for Checkpoint I-Admission to Teacher Education.
The Teacher Review Committee assesses the candidate’s progress on the standards holistically, using
the portfolio, interview and other data noted in Figures 2-3. After the checkpoint, a faculty member
meets with the student to review the results and, if needed, to discuss possible remediation, such as
additional coursework, other preparation for the Praxis, etc.

At both Checkpoint Il (Admission to Student Teaching) and Checkpoint Il (Program Completion)
P-5/LBD dual majors will submit one portfolio, containing both P-5 and LBD items included. P-5/LBD
majors will also participate in one interview, with a review team of a regular and a special educator. In
addition to the P-5 interview questions, there will be additional questions on each standard related to special
education.

THE STUDENT MAY NOT BEGIN STUDENT TEACHING; COMPLETE THE PROGRAM
UNTIL ANY REMEDIATION IDENTIFIED FOR THE CHECKPOINT HAS BEEN
COMPLETED.

13



Checkpoint Il Criteria

Figure 2: Midway Checkpoint I1: Criteria For Admission To Student Teaching
Standard \ Required Portfolio Items Holistic Rating (4-1)

Demonstrates e Passing Praxis Il scores Minimum score of 3
applied content e Transcripts (GPA minimum of 2.5 in all education major
knowledge requirements)
e Curriculum guide sheet or updated transcript evaluation form
(signed by advisor)
2 Designs and plans e Unit Plan (Task G) (at least five day unit plan) Minimum score of 3
instruction e 4 KTIP lesson plans (reading, math, science, social studies).
Within these show integration between arts-humanities in one,
and practical living/vocational studies in one.
3 Creating a learning e Classroom management plan Minimum score of 3
climate for all « Reflection on effective motivational strategy
students
4 Implements and e Based on classroom observation and / or instruction, write a Minimum score of 3
manages description (at |l east 250 word
instructions of the following:
Variety of instructional strategies based on diverse student
needs;
Instructional strategies that facilitate higher order/
critical thinking skills;
Classroom time, space and materials.
o Field experience certificate
5 Assesses and o Example of a pre-assessment, formative assessment and a Minimum score of 3
communicates summative assessment with matching rubrics for each
learning results assessment (must include at least three different types of
assessments such as a writing piece, open response, culminating
project, quiz, test, exit slip, etc.).
o Example of a student (K-12) self-assessment
6 Demonstrates the e One KTIP lesson plan demonstrating an effective use of Minimum score of 3
implementation of technology
technology o Description (at least 250 words) of three effective uses of
technology observed in educational settings
7 Reflects upon and ¢ Reflection on a lesson from your ethnically diverse Field Minimum score of 3
evaluates teaching experience placement (at least 250 words) (Reflection focuses on
and learning student outcomes, what could have been done differently in the
lesson, and what the next steps should be).
o Field Experience evaluation from a supervising teacher
8 Collaborates with « Evidence of collaboration with peers, colleagues, or supervising Minimum score of 3
colleagues, parents, teacher that enhanced student learning
others e Example of parent communication
9 Evaluates teaching e Rationale, summaries, and reflections of at least 3 Minimum score of 3
and implements training/professional developments attended (at least 250 words
Professional each and all students must attend the Midway College Diversity
Development Workshop in Louisville, KY)
o KEA-SP or proof of liability
10 Provides Leadership e Teacher Leadership Project (Review of Literature) Minimum score of 3
within schools, e Letter to reader (addressing interest, philosophy, leadership
community, capacity)
profession e Resume
¢ Awards, Certificates, Honors
o Valid/current TB certificate
e Signed Code of Ethics
MCD Midway College e Assessment of student dispositions Minimum score of 3
Dispositions

Data Measures/Criteria

MC (Midway College)
State Required Tests
Field Experience
Portfolio

Interview

GPA of 2.5, TB Test and Criminal Background Check, Proof of Liability, All Coursework completed before ST
Score of 161 on Principles of Learning and Teaching, PRAXIS passing scores for the certification area

80 documented hours of approved field experience (see Handbook Part II)
Acceptable supervising teacher assessment on Standards 1, 2, 3, 4, 7, 10, MCD
Acceptable portfolio demonstrating benchmark performance on Standards 1-10 and MCD

Satisfactory performance on an interview by a TE Review Committee on Standards 1-10

14




Standard

Figure 3:

Checkpoint 111 Criteria
Midway Checkpoint I11: Criteria for Program Completion (Exit)

Required Portfolio Items Holistic Rating (4-1)

Demonstrates applied e 2 KTIP lesson plans demonstrating proficient content Minimum score of 3
content knowledge knowledge with an integration of arts and humanities in one
and practical living in one taught during ST
e Transcripts (100% of academic emphasis hours completed;
100% of education major hours; GPA minimum of 2.5 in all
education major requirements)
e Curriculum guide sheet or updated transcript evaluation form
2 Designs and plans e KTIP lesson plan from ST Minimum score of 3
instruction
3 Creating a learning o Reflection on effective motivation strategy during ST Minimum score of 3
climate for all students o Reflection on ST experiences relating to classroom
management
4 Implements and e Instructional Unit with all components taught during ST Minimum score of 3
manages instructions
5 Assesses and ¢ 3 Authentic assessments (one open response, one Minimum score of 3
communicates learning culminating project, one on-demand) during ST
results * With matching rubrics for each authentic asst
e Student work from ST with analysis
e Sample of student self-assessment from ST
6 Demonstrates the e A description and reflection of the use of technology in both Minimum score of 3
implementation of ST placements
technology
7 Reflects upon and e Evaluation from a supervising teacher or college supervisor Minimum score of 3
evaluates teaching and | e Reflection on an evaluation from a supervising teacher or
learning college supervisor
8 Collaborates with e Example of parent communication during ST Minimum score of 3
colleagues, parents, o Evidence of 2 activities collaborating during ST
others
9 Evaluates Teaching * Reflection on two professional developments during ST Minimum score of 3
and implements ¢ An individual growth plan based on the ST experience with a
Professional self assessment included on all 10 teaching standards
Development
10 Provides Leadership e Teacher Leadership Project Minimum score of 3
within school, e Letter to reader (addressing interest, philosophy, leadership
community, profession capacity)
o Recommendations (field experience, MC faculty, personal)
e Resume
* Signed Code of Ethics
* Awards, Certificates, Honors
MCD Midway College ¢ Dispositions Assignment Minimum Score of 3
Dispositions

MC (Midway College)

ST (Student Teaching)

Portfolio
Interview

Data Measures/Criteria

Successful completion of Checkpoint II: Entry to Student Teaching and continued GPA
Successful completion of all required baccalaureate coursework (curriculum guide sheet)
2.5 minimum GPA in professional coursework and academic area(s) of emphasis

Grade of C or better in student teaching (EDU 498/EDU 497 LBD) based on successful
student teaching evaluation on Standards 1-10 from

e supervising teachers and

e Midway College student teaching coordinator

Completion of a portfolio that meets mastery criteria of Standards 1-10
Satisfactory performance on an exit interview that meets mastery on Standards 1-10
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Coursework Requirements

Curriculum guide sheets for each program (P-5, 5-9, dual P-5/5-9 certification, dual P-5/LBD, dual 5-
9/LBD, and Secondary programs) are posted on the Teacher Education web page
(http://eagles.midway.edu/ted). These guide sheets identify the graduation requirements for each
program. All programs include

General Education Requirements
Education Major Requirements
Program Requirements

Electives

General Education and Midway College Requirements.

Each teacher education candidate must complete the general education component required for all
bachelor candidates at Midway College. This information is included in each guide sheet and the
transcript evaluation form. The general studies component addresses literacy, mathematics and
technology requirements for all Midway students.

e To graduate, every Midway student must earn a minimum grade of "C" in any required
composition or math course as well as a "C" (2.0) average overall.

e To meet the reading proficiency requirement, students must earn a "C" in two courses among
history, literature, philosophy, psychology, religion, sociology, or social sciences.

e ENG 101 and ENG 102 are used to meet the writing proficiency and cannot be used to meet the
reading proficiency.

e MA 140 or higher, candidates must earn a “C” or higher.

e Students must meet the computer competency requirement by achieving a “C” or better in
EDU 201 - Technology in the Classroom.

e A grade of “C” or better is required in Oral Communication to satisfy the Midway competency
requirement in oral communication.

e Cumulative GPA of 2.5 or higher is required within the candidate’s area of emphasis.
At Midway College, a minimum of 124 hours is required for graduation and an absolute
minimum of 36 hours must be at the upper division (300-400) level. The last page of the guide sheet

and transcript evaluation form contains other requirements for graduation. Candidates should use these
forms to plan their college programs.
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Education Requirements

Regardless of specific certification area, all teacher education candidates are required to take a core of
professional courses common to all programs. This core set of professional education courses
(outlined in each guide sheet) include introductory and foundations courses as well as a class in diverse
learning needs and disabilities and the culminating student teaching experience. Candidates are
required to maintain a 2.5 grade point average in all professional courses, with no course grade lower
than a C.

Requirements Specific to the Certification Area
The requirements for each program are listed on each curriculum guide sheet.
e Elementary School majors (P-5) must complete elementary methods classes and also have one
21-hour area of academic emphasis, chosen from the content areas in elementary schools:

English/Communications, Mathematics, Sciences, Fine Arts/Humanities, and Social/Behavioral
Studies.

e Middle School majors (5-9) must have at least one area of academic emphasis chosen from:
English/Communication (24hrs), Mathematics (26-27hrs), Social Studies (24hrs), Sciences
(26hrs).

e Students planning to become dual certified in both P-5 and 5-9 must meet requirements of both.

e For dual certification with LBD, elementary majors take the LBD courses as part of their
elective block; middle school majors include LBD as one of the two areas of academic
emphasis.

e Secondary majors should review the curriculum guide sheets to ensure they meet all
requirements for that particular certification.

An area of emphasis can be satisfied using courses that also meet general studies requirements.
Candidates are required to maintain a 2.5 grade point average in all education courses and in the
academic area(s) of emphasis, with no course grade lower than a C.
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Praxis Il Testing Requirements

IN ADDITION TO COURSE, PORTFOLIO, AND INTERVIEW REQUIREMENTS, ALL
TEACHER EDUCATION MAJORS MUST PASS THE PRAXIS Il TESTS PRIOR TO
STUDENT TEACHING. The Praxis Series is an Educational Testing Service (ETS) program that
provides tests and other services for states to use as part of their teacher certification process. Passing
scores are set by the Education and Professional Standards Board and are subject to change each
September.

Principles of Learning & Teaching K-6 (Test Code: 0522)
Principles of Learning & Teaching 5-9 (Test Code: 0523)
Principles of Learning & Teaching 7-12 (Test Code: 0524)
Elementary Education: Content Knowledge (Test Code: 0014)
Middle School English/Language Arts (Test Code: 0049)
Middle School Math (Test Code: 0069)
Middle School Science (Test Code: 0439)
Middle School Social Studies (Test Code: 0089)
Biology : Content Knowledge (Test Code: 0235)
English Language, Literature, and Composition:

Content Knowledge (Test Code: 0041)
English Language, Literature, and Composition: Essays (Test Code: 0042)
Mathematics: Content Knowledge (Test Code: 0061)
Mathematics: Proofs, Models, and Problems, Part 1 (Test Code: 0063)
Education of Exceptional Children:

Core Content Knowledge (Test Code: 0353)
Education of Exceptional Students:
Mild to Moderate Disabilities (Test Code: 0542)

The most current tests and passing scores can be found at
http://www.kyepsb.net/assessment/teachertests.asp.
For middle school and high school, these include subject matter tests.

Elementary Education (P-5) majors would take Principles of Learning and Teaching (K-6) and the
Elementary Education Content Knowledge test.

Middle School (5-9) majors would take the Principles of Learning and Teaching (5-9) and subject
assessments according to their two areas of specialization. The four areas are MS English/Language
Arts, MS Mathematics, MS Science, and MS Social Studies.

Secondary Biology (8-12) majors would take Principles of Learning and Teaching (7-12); and
Biology: Content Knowledge.

Secondary English (8-12) majors would take Principles of Learning and Teaching (7-12), English
Language, Literature, and Composition: Content Knowledge; and, English Language, Literature, and
Composition: Essays.
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Secondary Math (8-12) majors would take Principles of Learning and Teaching (7-12), Mathematics:
Content Knowledge, and Mathematics: Proofs, Models, and Problems, Part 1

Learning and Behavior Disorders (P-12) majors would take the tests required for elementary or
middle school certification, plus the tests required for LBD. There are two specialty tests required in
LBD, one common to all areas of disability and one specific to LBD certification. Candidates must
pass both content specialty tests. LBD candidates are to take; Education of Exceptional Students:
Core Content Knowledge (0353), passing score 157 and Mild to Moderate Disabilities (0542), passing
score 172.

Field Experience

Field experiences are described in detail in Part 11 of this handbook. To pass Checkpoint II,
students must complete no less than 80 hours of approved field experiences before they can be placed
as a student teacher. At least 70 of these hours must be clinical (actively engaged with students) rather
than observation (watching); a minimum of six (6) hours must be in an ethnically/racially diverse
educational setting.

Candidates will be placed in field experiences by the Director of Field Placement. At the end of the
semester, the supervising teacher provides an online assessment of the student’s participation and
performance. The information from all the supervising teachers becomes part of the data used in
Checkpoint II.

Student Teaching (EDU 498/or LBD: EDU 495 and EDU 497)

When candidates pass Checkpoint Il, they enter into student teaching, which occurs at the end of the
teacher education program. Student teaching is described in detail in Part 111 of this handbook.

Midway College offers student teaching in the fall and spring semesters. In addition to being in a school
setting for the regular teacher day, the student teacher must attend scheduled seminars. Student teaching is
a 12-hour class (including the seminar) and candidates need to consider their placement as equivalent to a
full-time job for the 16-week duration of the placement. Itis required that a candidate complete all the
coursework before student teaching.

The student teaching semester includes two eight week placements in different classroom settings. These
classrooms are at different grade levels in the candidate’s certification area. For dual majors (P-5/5-9, P-
5/LBD, 5-9/LBD), one placement is required in each of the certification areas.

Recommendation for Certification

Candidates who pass the third checkpoint are recommended for certification (Letter of Eligibility) at
the end of their student teaching and completion of baccalaureate requirements.
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Midway College Teacher Education Course Policies

Evaluation Methods: Methods may include, but not limited to, tests, lesson plans/papers, class
participation (problem solving/activities), demonstration lessons, peer critiques, field-related
experiences, and community activities.

Evaluation: Grading Scale will be 93-100-A; 86-92-B; 75-85-C; 69-74-D; Below 69-F

Policy on Class Attendance:

Women’s College: Each student is expected to attend class and to be on time. As required by Midway
College, attendance will be recorded and an accurate record of each student's class attendance will be
maintained. This record will be available to the student, her/his faculty advisor, and the officers of the
college. A student's class participation is part of the grade for the course; therefore, absences will have
a negative effect on the course grade. Course assignments, quizzes or tests that are missed by the
students may not be made up unless prior arrangements have been made with the instructor.

SCD: In an accelerated format, each class is a major portion of the course, not just one class session as
in reqular college programs. If a student misses two or more classes, a grade of “B” is the highest that
can be achieved. If a student misses three classes, a grade of “C” is the highest that can be achieved.
Students who do not attend the first night of class will be automatically dropped from the class.
A $50 late fee will be charged to re-register for the class. To avoid being dropped: the student must
contact the instructor.

Writing Policy

¢ Written assignments must be typed, double-spaced, with one-inch margins and 11 or 12-point font
(such as in this document).

¢ Students are required to use APA style (http://www.apastyle.org/) in all assigned written
coursework.

¢ Academic writing should be in edited standard written English. Colloquial language and dialect are
appropriate in other contexts, but edited standard written English is the norm for academic work.

¢ There is a craft to writing. Spelling, grammar, punctuation, and diction are all tools of that craft.
No assignment is complete without attention to these elements of craft. Therefore, any work that
contains more than four errors of these types on any one page will be considered a rough draft.

Policy on Classroom Conduct: In consideration of your peers, pagers, or cell phones must be turned
off during class. With regard to the maintenance and cleanliness of the college and its affiliates, food or
beverages are not allowed without prior approval of the instructor. Children should also not be brought
to class without prior approval of the instructor.

Academic Honesty Policy: Please review the policies in the Midway College Catalog. Academic
dishonesty, including cheating, fabrication, and plagiarism, is regarded as an act of fraud and
will be reported to the Vice President for Academic Affairs and the Chair of Teacher Education.
This pertains to all aspects of the program.
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1)

2)

3)

4)
5)

6)

7)

8)

Midway Portfolio Policies
General Considerations About Contents Of Each Portfolio
Materials in the portfolio must be the candidate’s original work, e.g., not intact commercial

worksheets, downloaded lessons, etc. If parts of sources are used, then they must be properly
cited by APA (American Psychological Association - http://www.apastyle.org/) standards.

Materials must respect the confidentiality of children and their families.

All personally identifying information should be removed from child reports, sample work,
performance data, parent and other materials. References to individual children, families and
others should be carefully expunged. Any child or family names appearing in reports or materials
must be fictional and clearly identified as such. All videotapes with children must be accompanied
by permission for videotaping form signed by the parent/guardian (sample form in Education
office).

Templates for all three checkpoints can be found in LiveText (www.livetext.com).

The portfolio should reflect Standard English written communication skills.

All professional materials are expected to demonstrate the candidate’s proficiency in basic writing
skills: correct grammar, spelling, punctuation and other writing mechanics. Any portfolio, which
does not show an acceptable level of written language, will be returned to the candidate without a

review of the professional contents.

Quiality, not quantity of portfolio items will be given primary consideration and emphasis in
evaluation.

LBD candidates will prepare additional portfolio items during their course work which will be
included in each Checkpoint Portfolio.
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Kentucky School Personnel Code Of Ethics

Educators in the Commonwealth strive toward excellence, recognize the importance of the pursuit of truth, nurture democratic
citizenship and safeguard the freedom to learn and to teach. Kentucky educators believe in the work and dignity of each human
being and in educational opportunities for all. Educators in the Commonwealth strive to uphold the responsibilities of the
education profession according to the highest ethical standards. The commitment of all Kentucky educators is symbolized by
this code of ethics of the education profession in the Commonwealth.

The Professional Educator.....

(in Relation to Students)

Shall provide students with professional education services in a non-discriminatory manner and in consonance with accepted
best practice known to the educator.

Shall respect the constitutional rights of all students.

Shall not deliberately suppress or distort subject matter for which the educator bears responsibility.

Shall take reasonable measures to protect the health, safety, and emotional well being of students.

Shall not use professional relationships or authority with students for personal advantage.

Shall keep in confidence information about students which has been obtained in the course of professional service, unless
disclosure serves professional purposes or is required by law.

Shall not knowingly make false or malicious statements about students or colleagues.

Shall refrain from subjecting students to embarrassment or disparagement.

Shall maintain a professional approach to personal relationships with students.

(in Relation to Parents)

Shall make a reasonable effort to communicate, to parents, information which should be revealed in the interest of the
student.

Shall endeavor to understand community cultures and diverse home environments of students.

Shall not knowingly distort or misrepresent facts concerning educational issues.

Shall distinguish between personal views and the views of the employing educational agency.

Shall not interfere in the exercise of political and citizenship rights and responsibilities of others.

Shall not use institutional privileges for private gain, or use promotion of political candidates, or for partisan political
activities.

Shall not accept gratuities, gifts, or favors that might impair or appear to impair professional judgment, nor offer any such to
obtain special advantage.

(in Relation to the Education Profession)

Shall exemplify behaviors which maintain the dignity and integrity of the profession.

Shall accord just and equitable treatment to all members of the profession in the exercise of their professional rights and
responsibilities.

Shall keep in confidence information acquired about colleagues in the course of employment, unless disclosure serves
professional purposes or is required by law.

Shall not use coercive means or give special treatment in order to influence professional decisions.

Shall apply for, accept, offer, or assign a position of responsibility only on the basis of professional preparation and legal
qualifications.

Shall not knowingly falsify or misrepresent records of facts relating to his/her own qualifications or those of other
professions.

Candidate Signature Date
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Personal Leave of Absence from Midway College Teacher Education Division

A candidate needing to leave the program prior to completion shall write a letter to the Teacher
Education Division Chair.

The letter will include:
¢ Name of candidate, student ID, and cohort
e A statement of the reason(s) for the personal leave
e A statement of intent to complete degree

If the candidate has completed course work and is ready for a checkpoint, the candidate should
complete the portfolio and the interview. In the case of Checkpoint Il, the PRAXIS Il tests should be taken
prior to the candidate’s personal leave.

Upon return, the candidate may be held to new requirements from the college and/or the Teacher
Education Division.
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Assessment of Student Professionalism

Please rate on the following aspects of professionalism. A score of
one indicates the lowest possible score, while a score of four indicates the highest possible score.

1. Positive attitude 1 2 3 4 NA
(pleasant, positive, eager to learn)

2. Work ethic 1 2 3 4 NA
(consistently puts forth best effort)

3. Punctuality 1 2 3 4 NA
(is on time for class, activities, other appointments)

4. Attendance 1 2 3 4 NA
(notifies instructor before or after rare absence)

5. Academic Performance 1 2 3 4 NA
(work is done to professor’s specifications, papers are well-written, student is
prepared for tests; if student teaching, lessons are well planned and executed)

6. Ability to work with others 1 2 3 4 NA
(assumes leadership roles when appropriate, maintains a cordial demeanor with
all members of school community)

7. Enthusiasm 1 2 3 4 NA
(energetic demeanor)

8. Professional appearance 1 2 3 4 NA
(neat, clean, well-groomed)

9. Communication skills 1 2 3 4 NA
(uses correct grammar in speaking and/or writing, speaks clearly)

10. Attentiveness 1 2 3 4 NA
(is focused and listens attentively to professor and fellow students; is receptive to suggestions
and constructive feedback)

11. Ethical behavior 1 2 3 4 NA
(honesty, integrity in all situations)

Additional comments may be added on the back of this form.

Reviewer, please sign and date:
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Midway College Policy Against Unlawful Discrimination, Harassment and Sexual Harassment

It is the policy of Midway College to maintain a work and academic environment that is free of sexual
harassment and discriminatory actions based on race, color, religion, national or ethnic origin, marital
status, sex, age, disability, or any other category protected by law. Unlawful discrimination and sexual
harassment by officers, managers, faculty, supervisors, employees, students, advisors, vendors, and
contractors will not be tolerated. This policy and procedures are applicable and available to faculty, staff,
students, and any third parties with a relationship, contractual or otherwise, to Midway College.

Further, any retaliation against an individual who has complained about sexual harassment or unlawful
discrimination, or retaliation against individual for cooperating with an investigation of a complaint of
sexual harassment or unlawful discrimination, is similarly unlawful and will not be tolerated.

Persons who violate this policy will be subject to disciplinary action up to and including termination of
employment, expulsions and/or termination of the contractual relationship.

I. DEFINITIONS OF UNLAWFUL DISCRIMINATION, HARASSMENT AND SEXUAL
HARASSMENT

A. UNLAWFUL DISCRIMINATION—Unlawful discrimination is strictly prohibited by the College
and will not be tolerated. Treating an employee or student differently in the terms or conditions of
his or her employment or education on the basis of the employee’s or student’s race, color, religion,
national or ethnic origin, marital status, sex, age, disability, or any other category protected by law
constitutes unlawful discrimination.

B. HARASSMENT—Harassment is any action, oral or written expression, repeated or persistent
series of actions, or expressions that are reasonably perceived as creating an intimidating, offensive,
hostile or demeaning educational, employment or College living environment for a student or
College employee. A hostile environment is one that interferes with an individual’s ability to
participate in all and any aspects of academic, professional or residential life.

C. SEXUAL HARASSMENT—Sexual harassment is a form of harassment and sex discrimination
that is illegal under both federal and state law and is strictly prohibited by the College. Unwelcome
sexual advances, requests for sexual favors and other physical or verbal conduct of a sexual nature
constitute sexual harassment when:

Submission to such advances, requests or conduct is made either explicitly or implicitly a term or
condition of an individual’s employment or academic advancement or participation in College
programs or activities, or is used as a basis for employment or academic decisions affecting the
individual; or

Rejection of such advances, requests or conduct affects a term or condition of an individual’s

employment or academic advancement or participation in College programs or activities, or is used
as a basis for employment or academic decisions affecting the individual; or
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Such conduct has the purpose or effect of unreasonably interfering with an individual’s work,
academic performance, education, or participation in College programs or activities, or of creating
an intimidating, hostile work or academic environment.

Sexual harassment refers to behavior that is not welcome and occurs in a variety of situation which
share acommon element: the inappropriate introduction of sexual activities or comments into the
work or academic environment. Harassing conduct need not be motivated by sexual desire in order
to constitute unlawful sexual harassment.

Depending upon the circumstances and how they impact the workplace or academic environment,
examples of sexual harassment include but are not limited to such conduct as the following: verbal
conduct such as verbal abuse, insults, jokes, sexual innuendoes, offensive remarks about another
person’s clothing or body; physical conduct such as leering or ogling, obscene gestures,
inappropriate touching, fondling or kissing, and coerced sexual contact; repeated unwanted social
invitations, sexual flirtations, advances, propositions or unwanted requests for sexual favors;
threatened, attempted, or completed physical sexual assault; indecent exposure; displaying or
distributing sexually explicit drawings, pictures, or written materials; romantic involvement (even
if consensual) between supervisors and subordinates that impacts the workplace and/or other
individuals in areas such as assignments, advancements and benefits; romantic involvement (even
if consensual) between supervisors and students they supervise that impacts the academic
environment and/or other students in areas such as assignments, grades and academic benefits; and
any of the above types of behavior carried out through any electronic medium, including but not
limited to emails, websites, chat rooms, and text messages.

Sexual harassment can be perpetrated upon members of the opposite gender or one’s own gender.
Occasional compliments of a socially acceptable nature do not normally constitute sexual
harassment. Similarly, depending upon the circumstances (including the nature of course materials
or the context of an action), not all verbal or physical conduct will be considered sexual in nature.
See IV. EDUCATIONAL SETTING.

RETALIATION

It is a violation of this policy to retaliate against a person who has complained about discrimination or
harassment, or for assisting, participating or cooperating in an investigation or grievance of a complaint
hereunder.

I1l. WRONGFUL ALLEGATIONS

It is a violation of this policy to bring a knowingly false complaint under this policy. However, failure
to prove a claim of sexual harassment does not alone constitute proof of a false and/or malicious
accusation.

.EDUCATIONAL SETTING
The academic setting is distinct in the workplace, and the College will maintain and encourage
academic freedom. Academic curriculum and pedagogical goals that serve legitimate and reasonable
educational purposes do not, in and of themselves, constitute sexual harassment or other unlawful
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discrimination. Those participating in the educational setting bear a responsibility to balance their
professional academic responsibilities and academic freedoms with a consideration of the reasonable
sensitivities of other participants. Nothing contained in this policy shall be construed to limit the
legitimate and reasonable academic responsibilities and academic freedoms of the College’s
professional educators.

. PROCEDURES FOR ADDRESSING COMPLAINTS OF UNLAWFUL DISCRIMINATION,
HARASSMENT AND SEXUAL HARASSMENT

Anyone who believes he/she has been subjected to discrimination or harassment in violation of this
policy should immediately report those concerns to the Director of Human Resources, the Director of
Student Affairs, instructor, chair, dean or any other member of the administration with whom you feel
comfortable in making such a report. No one is required to make a complaint to the person who is the
subject of the complaint. The report must be in writing. If the initial report is oral, the person to whom
the report was made shall inform the complainant of the right to file a written complaint through these
procedures. There is no established time frame for filing a complaint; however individuals are urged to
file a complaint as soon as possible after the alleged event or offending act or behavior.

It is the responsibility of all students and employees to bring to the College’s attention any indication of
sexual harassment and to report promptly any act or event that is believed to be a violation of this
policy so that the matter can be investigated promptly and appropriate corrective action taken, if
warranted. Complaints or reports shall be directed to the Director of Human Resources, 11 Pinkerton
Hall, 512 E. Stephens St., Midway, KY 40347, 859.846.5408.

If a College employee (faculty, staff or student employee) believes that she or he has been sexually
harassed within the scope of his or her employment activities by an individual who is not a College
employee or student, the College employee should report the alleged sexual harassment to her or his
supervisor or to the Director of Human Resources.

If a College student believes that she or he has been sexually harassed on campus by an individual who
is not a College employee or student, the student should report the alleged sexual harassment to the
Director of Human Resources, an instructor, chair, dean or any other member of the administration
with whom the student feels comfortable.

The Director of Human Resources or her/his designee is responsible for accepting and processing
discrimination and harassment complaints under the College’s Policy Against Unlawful
Discrimination, Harassment and Sexual Harassment. Instructors, chairs, deans, supervisors and other
members of the administration should notify the Director of Human Resources when they receive or
otherwise become aware of complaints. To the extent permissible all complaints shall be treated
confidentially and will be investigated by the College in an impartial, prompt, and responsible manner.

Each complaint of discrimination or harassment must be evaluated on a case-by-case basis impartially
with reference to the pertinent circumstances. If appropriate, a complaint may be resolved informally.
Informal resolutions may be reached by direct communication between the individuals involved or with
the help of mediation of a third party. However, such a strategy may be inappropriate when the
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conduct is severe or when the person responsible for the alleged behavior holds a position of authority.
At either Complainant’s or Respondent’s request any complaint will be removed from an informal
resolution process to a formal investigation.

Other complaints will be conducted as formal investigations, including but not necessarily limited to
interviews of the Complainant, the Respondent, and witnesses, and review of documents. The rights of
both parties are considered in conducting the investigation. Both parties have the right to present
witnesses and other evidence on his/her behalf. Both the complainant and the respondent will be
notified of the outcome of the investigation and the basis for the decision either orally or in writing.
Absent extraordinary circumstances, the investigation will be completed and the parties notified of the
results within 15 working days from the date the written complaint is received by the Director of
Human Resources. In the event of extraordinary circumstances (to be defined by the Director of
Human Resources but to include but not limited to situations with a large number of witnesses or
evidence to review, non-cooperation from one or more parties or witnesses), the Complainant and
Respondent shall be informed in writing of the need for an extension of time to complete the
investigation not to exceed an additional 15 working days, the reasons for an extension of time, and the
amount of time needed. In determining whether conduct constitutes a violation of the College’s Policy
Against Unlawful Discrimination, Harassment and Sexual Harassment, College officials will look at
the record as a whole and at all of the circumstances of the situation. The Director of Human
Resources or her/his designee, shall conduct the impartial formal investigation and make
recommendations for appropriate corrective action and discipline as necessary to the Director of
Student Affairs where the Respondent is a student and to the Provost where the Respondent is an
employee or a third party who is not an employee or student of the College. Either the Director of
Student Affairs or the Provost shall decide appropriate corrective action and discipline as necessary. If
a violation of this policy is found, Midway will take steps to prevent further harassment and/or
discrimination.

If the College determines that a third party has sexually harassed a student on campus or a College
employee within the scope of her or his employment, the College will take corrective action. However,
individuals who are not students or employees of the College are not subject to discipline under the
College’s internal processes.

Members of the College community are also advised that behavior that does not rise to the level of
harassment or discrimination may nonetheless be unprofessional, inappropriate or disruptive in the
workplace, classroom, or residence halls and could warrant appropriate corrective action and discipline.

Members of the College community are expected to cooperate in investigations by designated College
officials of alleged discrimination or harassment.

Student complaints of harassment by other students may also be covered by certain provisions of Code
of Student Conduct contained in the Midway College Student Handbook, and may be referred to the
Director of Student Affairs or the Student Judiciary Board for final resolution and disciplinary action, if
warranted. More complete information concerning the student judicial process, rights of the student
who is the subject of the complaint, rights of the student bringing forward the complaint, and possible
sanctions can be found in the Code of Student Conduct section of the Midway College Student
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VI.

VII.

Handbook.

CONFIDENTIALITY

The College will make reasonable efforts to keep all information relating to complaints under this
policy confidential on a need-to-know basis, to the extent consistent with the College’s legal
obligations, its need to investigate allegations, and its need to take corrective and/or disciplinary
actions. All participants in the grievance process or any investigation of any allegation hereunder shall
respect the confidentiality of the process and violation of confidentiality on a need-to-know basis is a
violation of this policy.

CORRECTIVE AND/OR DISCIPLINARY ACTION

In the event that the investigation reveals that unlawful discrimination, harassment, sexual harassment,
or other inappropriate or unprofessional conduct (even if not unlawful) has occurred, further action will
be taken, including corrective and/or disciplinary action, up to and including termination or expulsion
in accordance with appropriate College procedures (for students see Midway College Student
Handbook; for staff see Midway College Policies and Procedures, Section B15; for faculty see Midway
College Policies and Procedures, Section F7 and Faculty Handbook). If a violation of this policy is
found, Midway will take steps to prevent further harassment and/or discrimination.

VIIl. STATE AND FEDERAL AGENCIES

In addition to the above, employees or students who believe they may have been subjected to unlawful
discrimination, harassment, or sexual harassment, may file a formal complaint with government
agencies. Using the College’s complaint process does not prohibit an employee or student from filing a
complaint with these agencies.

U. S. Department of Education Kentucky Commission on Human Rights
Office for Civil Rights 332 W. Broadway, 7th Floor
Philadelphia Office Louisville, KY 40202

100 Penn Square East, Suite 515 Phone: (502) 595-4024

The Wanamaker Building Toll-free: (800) 292-5566

Philadelphia, PA 19104-3326 TDD: (502) 595-4084

(215) 596-6787
TDD: (215) 596-6794

U.S. Equal Employment Opportunity Commission
1801 L. Street, N.W.

Washington, D.C. 20507

(800) 669-4000
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