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General Information

History of College

Today, Mid-America College of Funeral Service proudly continues to provide a timely learning
experience for its students, with a foundation firmly rooted in a century of tradition established
by its predecessors-The Kentucky School of Mortuary Science, founded in Louisville, Kentucky
in 1895, and the Indiana College of Mortuary Science, founded in Indianapolis, Indiana in 1905.

In 1979, at its former location in Indianapolis, the Board of Trustees of the Indiana College of
Mortuary Science authorized a change of institutional name to better reflect the geographical
area or region served by the College. In addition, with the expansion of the basic mortuary
science curriculum to include greater emphasis in the social sciences and business management,
"funeral service", rather than mortuary science, more accurately portrayed the contemporary
curriculum offered to all students through the educational programs of the College. In 1980, the
"new" Mid-America College of Funeral Service moved to modern facilities in Jeffersonville,
within the Louisville, Kentucky metropolitan area, and consolidated with students and faculty of
the Kentucky School of Mortuary Science, recently purchased by the College.

Mid-America College of Funeral Service is a member of Pierce Mortuary Colleges, Inc. Other
Pierce Mortuary Colleges include the Dallas Institute of Funeral Service, in Dallas, Texas, and
Gupton-Jones College of Funeral Service in Atlanta, Georgia. As a result of this joint association,
the combined students and faculty of all three colleges share in many advantages that a single
college alone could not provide.

The growth of Mid-America College of Funeral Service and its programs is evidenced by its
continued recognition and accreditation by the American Board of Funeral Service Education.
The Associate of Applied Science Degree in Funeral Service, authorized by the Indiana
Commission on Proprietary Education, provides evidence of positive direction and efforts by the
College to prepare its students to better meet the needs of a more sophisticated consumer public
as well as to address changes within a progressive and dynamic profession such as funeral
service.

The Board of Directors, along with faculty and staff, continues to serve the student and the
funeral service profession with the same focus of direction and dedication as had been the
practice and tradition of both the Kentucky School of Mortuary Science and the Indiana College
of Mortuary Science for one hundred years.

Welcome to Southern Indiana...and Louisville, Kentucky!!!

Mid-America College of Funeral Service is located at 3111 Hamburg Pike in Jeffersonville,
Indiana — the northeast sector of the greater Louisville, Kentucky metropolitan area including
Jefferson County, Kentucky and Clark and Floyd Counties of Southern Indiana. Within a few
minutes of the College are residential developments, numerous churches, shopping centers,
apartments, restaurants, golf courses and excellent water sports recreational facilities.
Numerous colleges and universities, including the University of Louisville and Indiana
University — Southeast provide many community-based educational programs as well as
additional opportunities for higher learning for the enterprising student.
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General Information

Southern Indiana and the Louisville, Kentucky
metropolitan area offer a unique living and
educational experience for all students who
attend Mid-America College of Funeral Service.
This region has come to be recognized as the
largest industrial hub of the region and a center
for culture, recreation, and sports activities.
Well known for the Kentucky Derby and Derby
Festival Week, Southern Indiana and Louisville
are also recognized for: the Louisville
Orchestra, Kentucky Center for the Fine Arts,
the Old Louisville historical district, Actor’s
Theater, the Zoological Gardens, and the
Planetarium located on the campus of the
University of Louisville. A modern skyline,
accompanied by new construction and
renovation of the downtown business and
historical district provides even the casual
observer evidence of progressive and innovative
growth.

When combined with the area’s excellent
recreational facilities and opportunities, such as
boating on the Ohio River, fishing in many area
lakes, enjoying the waterfront parks, golf
courses, picnic areas and tennis courts, as well
as snow skiing during the winter months at nearby Paoli, Indiana, the student of Mid-America
College of Funeral Service will find a learning atmosphere and living environment that will
greatly enrich his or her formal funeral service educational experience.

Mission Statement

Mid-America College of Funeral Service is dedicated to providing quality education through
transformative experiences and applied training to prepare leaders in the funeral service
profession.

Program Learning Outcomes

The central objective of the College is to educate our students in every phase of funeral service to
prepare them for their journey in the funeral service industry:

1. Explain the importance of funeral service professionals in developing relationships
with the families and communities they serve.

2. Identify standards of ethical conduct in funeral service practice.

3. Interpret how federal, state, and local laws apply to funeral service in order to ensure
compliance.
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4. Apply the principles of public health and safety in the handling and preparation of
human remains.

5. Demonstrate technical skills in embalming and restorative art that are necessary for
the preparation and handling of human remains.

6. Demonstrate skills required for conducting arrangement conferences, visitations,
services, and ceremonies.

7. Describe the requirements and procedures for burial, cremation, and other accepted
forms of final disposition of human remains.

8. Describe methods to address the grief-related needs of the bereaved.

9. Explain management skills associated with operating a funeral establishment.

10. Demonstrate verbal and written communication skills and research skills needed for
funeral service practice.

National Board Exam (NBE) Statistics

Mid-America College of Funeral Service’s National Board Examinations (NBE) scores for the
last three (3) years are as follows:

Single School National Single Year School Pass National Pass
Pass Rate Pass Rate 8
2024 Arts 73% 78% 2024 Arts 64% 73%
2023 Arts 84% 78% 2023 Sciences 59% 69%
2022 Arts 92% 69% 2022 Sciences 71% 64%

Contact the program directly for information regarding the success of Distance Education
graduates.
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Sexual Misconduct & Discrimination

Student Conduct

Mid-America College of Funeral Service is a learner-centered institution, whereas building
intellectual inquiry and discovery into funeral service programs in a way that fosters knowledge
and innovation and transforms wisdom into action. Mid-America College provides leadership in
teaching, learning, service, and is committed to enhancing the future of our students. To fulfill
this purpose, a Code of Student Conduct (the Code) is necessary. The Code reflects the values of
our community. It also defines clear behavioral expectations that help to ensure an orderly
educational environment and encourage free inquiry and expression. The College encourages all
students to embrace a commitment to ethical behavior that is positive, open-ended, and
reflective of our mission as a funeral service College.

Because of these values, all individuals within the College community are expected to conduct
themselves in a professional and civil manner in the College setting as well as in the community.
Responsibility for fulfilling the obligations of the Code of honor is shared by the students,
faculty, and every other member of the College community. These values include:

e Academic honesty

e Ethical conduct

e Fairness

e Integrity

e Personal responsibility
e Respect for others

e Trustworthiness

Purpose

Mid-America College expects students to maintain standards of personal and social behavior
that uphold the mission and values of the institution. College students are expected to
contribute to the development and sustenance of a community characterized by respect, care,
and honesty.

The Student Code of Conduct encourages students to take responsibility for positively
contributing to our living and learning community. The College affords certain rights to students
and expects in return that students will conduct themselves in a mature and responsible manner
that best represents the College, funeral service, and themselves. If, however, the behavior or
conduct of a student infringes on other members of the College community or negatively affects
the institution, the College reserves the right to address the behavior through the conduct
process prescribed. The conduct process is not a formal grievance; see Formal Grievance Policy.

Students are responsible for being fully acquainted with all rules and regulations pertaining to
students, and for complying with them accordingly.
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By enrolling in Mid-America College, students agree to assume the obligation to conduct
themselves in a manner that is civil and compatible with the College’s mission and function as
an educational institution. Students agree that their rights can only be honored when they agree
to honor the rights of other members of the campus community. Students who find their
personal values incompatible with those of the College, and who are unable to respect the
College’s values, may wish to pursue their education at an institution, which is more in line with
their own personal values.

Principles of Code of Conduct

Respect for Others — One value of learning lies in understanding what knowledge can
contribute to the community. It is expected that students will be open to learning, including
learning about and respecting persons and cultures different from their own. Members of the
campus community must act out of mutual respect to establish an atmosphere of trust, without
which there is no community. Therefore, the College expects its members to treat one another
with sensitivity, consideration, understanding, tolerance, and active concern for the welfare of
others. The College is particularly concerned that its members show respect for others
regardless of race, color, age, veteran status, gender, national origin, religion, marital status,
sexual orientation, gender identity, or presence of a disability.

Respect for Property — The mission we share depends upon the responsible use of all
property, including such tangible goods as the building, library materials, equipment, and green
space. Respect for property also involves helping to foster a well-maintained environment, a
sense of security, tranquility, and accomplishment. This principle requires students to respect
both personal and institutional property, both inside and outside the College community.

Respect for Authority — Authority derives legitimacy from the commitment to act on behalf
of the common good. At Mid-America College, that authority primarily resides in the
administration, faculty, and staff — each of whom has been charged with responsibilities
essential to the orderly operation of the College. They help to define the atmosphere that
supports and fosters the College’s shared mission. Additionally, these individuals provide
structure to preserve the well-being and freedom of community members and an orderly
environment in which all can develop.

Honesty — The College’s educational mission reflects a commitment to the development of the
whole person. While at the College, students are expected to demonstrate the personal
characteristic of honesty and integrity in all aspects of their campus life, both inside and outside
the classroom.

Student Bill of Rights and Responsibility

Mid-America College students are both citizens and members of the academic community. As
citizens, students enjoy the freedom of speech, and peaceful assembly. As a member of the
academic community, they are subject to the obligations that are theirs by virtue of this
membership. When students attend the College, they become subject to its jurisdiction.
Students are expected to conduct themselves in a responsible manner in all areas of campus life.
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By enrolling, they pledge to obey the rules and regulations of the College and are responsible for
observing all College Policies and Procedures. Students enrolling in the College assume an
obligation to conduct themselves in a manner that is civil and compatible with the College’s
mission and function as an educational institution. In a community of learning, willful
disruption of educational processes, destruction of property, and interference with the overall
orderly processes of the College, or with the rights of other members of the College, cannot be
tolerated. The College has the authority and responsibility to exclude those who find their
personal values incompatible with those of the College, and who are unable to respect the
College’s values.

Promulgation

Mid-America College will provide all new members of the community with a link to and/or a
copy of this document as a part of the Student Handbook. Students and employees can obtain a
copy on the website.

College Jurisdiction

Students are subject to all local, state, and federal laws. Conduct, whether on or off-campus
which adversely affects the College’s mission and purpose and/or potentially violates the
Student Conduct Code will be subject to action through the College Student Discipline Process
and, if warranted, careful consideration will be given to College disciplinary action in addition to
whatever action civil authorities might pursue. The College may institute proceedings against
students whose conduct is prohibited by the state, federal, or local laws and which occurs on or
off-campus, when such conduct is also a violation of the Student Conduct Code, or College
policies and regulations.

The Code of Student Conduct and the associated procedures cover all students (whether off-
campus or on-campus). When alleged violations of the College regulations or local, state, or
federal laws or statutes take place off-campus and come to the College’s attention, the College
reserves the right to take appropriate action. The Student Code of Conduct and the procedures
through which it is implemented will also apply to distant learners and employees.

Locations

Student Codes shall apply to conduct that occurs on College premises, at College-sponsored
activities, in online social spaces, and to off-campus conduct that adversely affects the College
Community and/or pursuit of its objectives.

1. College Premises: Student Codes apply to all lands, buildings, facilities, and other
property in possession of, owned, leased, used, or controlled by the College, including all
adjacent streets, sidewalks, and parking lots, as well as to any location where a student is
engaged in a College activity. Examples of such coverage include, but are not limited to,
College teams traveling to events off-campus, student organizations engaging in an event
or activity off-campus, off-campus internships, locations where students are involved in
College-sponsored community service projects, clinical locations, funeral homes, and all
practicum requirements off campus, etc.
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2. Off-Campus Behavior: Off-campus behavior that is detrimental to the College or its
students, faculty, or staff in their roles as members of the College community is governed
by the Student Codes. Mid-America College reserves the right to take actions that
address the violations through educational intervention or sanctions. The College
President shall decide whether the Student Codes shall be applied to conduct occurring
off-campus, on a case-by-case basis, in his/her sole discretion.

3. Online Behavior: Students are responsible for behavior consistent with the lawful
purposes of the College, both on and off-campus, which includes use and behaviors while
using social media, especially, but not limited to College affiliated pages, blogs, forums,
etc. All students who interact and engage through social media are expected to comply
with the Social Media Policy and Student Code of Conduct. Inappropriate content that is
in violation of Student Codes will be referred to College President for conduct action.
Students are responsible for knowing the policies of the College and academic programs
in which they hold membership. Individuals and/or student organizations may be held
accountable and will be asked to remove the content or shut down their social media
account(s).

Procedures in Reporting Violations of the Code of Conduct

Any individual from inside or outside the College community may file a report against a student
suspected of violating College Regulations. A Code of Conduct report may be made in writing to
the President of the College. We encourage any Code of Conduct violation to be submitted as
soon as possible after the event takes place.

Student Disciplinary Procedure

The conduct process is an educational tool that assists the College in determining responsibility
for misconduct and provides a method to redirect behaviors toward patterns more acceptable to
the College community. The conduct process and conduct conferences are not a formal
grievance. See, Grievance Policy.

Upon receipt of reports or other information that alleges a potential violation of the Code of
Conduct or other rules and regulations pertaining to students, the Dean/College President will
conduct a preliminary review of the matter. Students will be referred to a conduct conference
with the Dean and or/College President. During periods when timely conduct conferences
cannot be conducted, alternative procedures may be adopted to efficiently and fairly resolve
cases. Students should be advised that conduct violations which disrupt the academic endeavors
of the institution, such as those occurring during final exam week, may result in the forfeiture of
certain procedural protections in order to resolve the matter in a timely manner.

Refusal or Failure to Participate/Appear

Students scheduled to be present at a conduct conference are expected to appear as scheduled.
Students who fail to appear will be considered in violation of the Code of Conduct (Refusal or
failure to respond to a request to report to a College Administrative Office or a conduct
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conference). A conference will be held in the student’s absence, and the student will be notified
in writing of the sanction(s) imposed.

Closed Proceedings

All preliminary meetings, conduct conferences, are closed processes open only to the Dean
and/or President or other assigned College member, the accused student(s), and relevant called
witnesses. The disciplinary process serves an educational rather than legal purpose; therefore,
students are not allowed legal representation during a conduct conference, relatives, or other
parties.

Concurrent Civil or Criminal Action

Disciplinary action may be initiated against a student charged with a violation of local, state, or
federal law, which is also a violation of the Code of Conduct and/or other rules and regulations
pertaining to students when both violations result from the same factual situation, without
regard to pending civil litigation, criminal arrest, and/or prosecution. Conduct proceedings as
set forth in this Code may be carried out prior to, simultaneously with, or following external civil
or criminal proceedings.

Conduct Conferences

Students accused of alleged violations will typically be referred to a conduct conference with the
Dean and/or College President or other designee. Students will be provided with reasonable
notice of a scheduled conduct conference. At such a conference, students will be provided with
notice of the alleged violation and an account of the alleged misconduct upon which the
violation is based. Students will be afforded the opportunity to offer a relevant response to the
alleged violation and alleged misconduct. Accused students will be required to answer fully any
questions asked of them by the Dean and/College President or other designee. During the
course of the Conference, students are expected to uphold the Code of Conduct and be honest at
all times. For a student to be found responsible for a violation of the Code of Conduct and/or
any other rules and regulations pertaining to students, it should be determined that it is more
likely than not that an alleged violation occurred. If the Dean and/or College President or
designee does not believe additional investigation is warranted, a determination as to
responsibility will be made, and if applicable, a sanction determined. The Dean and/ or College
President or designee will provide the student with written notification of the outcome of the
conduct conference.

Below are the procedural steps:

1. Notice of any scheduled conduct conferences

2. At such Conference, students will be provided with notice of the alleged violation and the
account of the alleged misconduct upon which the violation is based

Opportunity to offer a relevant response to the alleged violation and alleged misconduct
4. To receive written notification of the outcome of the conduct conference

w
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Maintenance of Records

When a student is accused of violating the Student Code of Conduct, the file contains all the
information pertinent to the situation in which a student has been involved. Each subsequent
time a student is accused of violating the Student Code of Conduct, his/her prior record may be
used within the Conduct Conference in determining sanctions. Such records shall be maintained
until the graduation of the student or as deemed necessary.

Sanction Information

The purpose of disciplinary sanctions is to redirect students’ behaviors toward patterns more
acceptable to the College community, if such redirection is feasible; and/or to protect the
College community from possible harm or injury. This information is outlined to assure that
students are aware of the potential consequences of their misconduct. Sanctions will be
determined on a case to case basis, utilizing three main criteria:

1. The nature of the offense

2. The precedent, if any, established at the College for similar offenses, and

3. The previous disciplinary history of the student, if any, and the student’s attitude and
behavior throughout the disciplinary process

Students should be aware that if a student fails to comply with College directives and/or conduct
sanctions or formal disciplinary, may have holds placed on the release of their grades, record
and/or transcripts. More importantly, continuation or repetition of non-compliance will result
in more serious penalties.

Formal Disciplinary Sanctions

The College may impose any of the following sanctions on a student or group of students. A list
of disciplinary sanctions that may be imposed in cases of violation of the Student Code of
Conduct follows:

1. Informal Action. It means educating students about the behavioral standards expected of
them as members of the College community and holds them accountable for inappropriate
conduct. The issuance of an oral or written warning, educational sanction and/or use of
disciplinary procedures may result if it is alleged that a student has engaged in inappropriate
behavior.

2. Educational or Developmental: Educational or Developmental sanctions are required
activities intended to engage the student in a positive learning experience related to the
student’s inappropriate behavior. Positive actions should allow students to reflect upon their
inappropriate behavior, to learn about the behavior in which they engaged, and to gain an
understanding of why it is inappropriate or unacceptable. Such actions may include
attending, presenting a program related to the implications, or writing a report related to the
implications of the student’s conduct, or engaging in a campus or community service project.

3. Warning. Verbal or written notice that specific inappropriate conduct is unacceptable. A
warning serves as a notice to a student, either written or verbal, that a failure to meet the
College’s expectations for student conduct has occurred. The warning serves to the student
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as a caution that the continuation or repetition of such behaviors will result in more serious
penalties. The Dean may authorize a Warning to a student after approval of the President.

4. Reprimand. An official written censure is required. A reprimand for inappropriate
behavior, notice that the conduct associated with the violation must stop immediately and
permanently, and notice that additional violations shall result in more severe sanctions.

5. Temporary Suspension. The Dean may temporarily suspend any student when: (1) the
student is ordered by an administrator or faculty member to cease or desist any activity
which disrupts the orderly operation of the College and (2) the student persists in activity
which is disruptive after receiving the warning and order. The Dean will present
recommendations for a temporary suspension to the President. Only the President may
approve a temporary suspension. The Dean may authorize a suspension only in the absence
of the President.

6. Expulsion. Mandatory immediate separation from the College with no promise of future
re-admission. A student who has been received an expulsion is barred from enrolling at or
visiting any of the campuses of Pierce Mortuary Colleges. In addition to forfeiting all tuition,
the student suffers all the other losses and restrictions imposed upon the dismissed student.
Expulsion students forfeit all academic credit for all courses carried for the quarter in which
the violation occurred. Only the President may authorize an expulsion.

7. Suspension. Mandatory separation from the College for a period of time as specified in the
order of suspension. A student who has been suspended is barred from enrolling at or
visiting any of the campuses of Pierce Mortuary Colleges during the suspension. The student
may re-enroll at the College when the suspension order has elapsed. In addition to forfeiting
all tuition, the student suffers all the other losses and restrictions imposed upon the
dismissed student. Suspension students forfeit all academic credit for all courses carried for
the quarter in which the violation occurred. The Dean will present recommendations for a
suspension to the President. Students who are arrested and/or jailed by a law enforcement
agency for a serious crime are subject to immediate interim suspension from the College,
pending a review of the case. Only the President may authorize a suspension.

8. Dismissal. Dismissal is permanent expulsion from the College; it may be ordered as a
result of very serious violations and/or repeated offenses. In addition to forfeiting all tuition,
the student suffers all the other losses and restrictions imposed upon the dismissed student.
Dismissed students forfeit all academic credit for all courses carried for the quarter in which
the violation occurred; and are never again eligible to apply for readmission to the College at
any time. A student who has been received a Dismissal is barred from enrolling at or visiting
any of the campuses of Pierce Mortuary Colleges. The Dean will present recommendations
for a Dismissal to the President. Only the President may authorize a Dismissal.

9. Restitution. Compensation for loss, damage, or injury. This may take the form of
appropriate service and/or monetary or material replacement. A student whose actions
deprive the owner of possession of, damage, deface, or destroy any College or personal
property, or create a financial expense to address impacts of said behavior shall be required
to restore said property by replacement or by monetary reimbursement, in addition to any
other sanctions which may be imposed. Restitution charges will be placed on the student’s
accounts and must be paid in full immediately.
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Departure from Campus Following Expulsion, Suspension, or Dismissal

Any student who has sanctions of expulsion, suspension, or dismissal from the College for
conduct or other reasons, must leave the premises immediately after being notified of such
action.

Postponement of Activity, Participation, and Conferring of Honors and Degrees

The College reserves the right to delay or postpone the involvement of a student in any College-
related activity, or delay or postpone the conferring of any honor or degree while any student
conduct investigations or procedures are pending.

Appeal Process

When a student is formally notified of the findings from a conduct conference, the student has
the right to appeal the finding or results of the hearing. All appeals should be directed at the
College President. Such appeal request must be filed in writing no later than three (3) College
business days after the date of the written results of the conduct conference. Appeals from
students found responsibly will be granted on the following grounds:

1. The student was not afforded their procedural steps outlined in the Conduct Conference
section within the Student Code of Conduct policies, and this significantly affected the
student’s ability to receive a fair conference

2. New and substantive information has become available since the initial Conference,
which would have significantly altered its results

The College President will only review a written appeal request, the case file, and written
findings from a Conduct Conference. A new conduct conference will be held. All sanctions
assessed from a conduct conference will remain in effect during the appeal period and process,
until such time as they are reversed or modified. The Appeals Conduct Conference results may
be to void the decision, uphold the decision, or alter the sanctions. The decision in all appeals
reviews will be reviewed by Corporate and are final.

Student Publications

Publications of any kind regarding or referencing any material or persons of conduct relating to
matters within the Student Code of Conduct Standards and Policies is prohibited. A student
shall neither publish, nor cause or permit to be published, the terms and conditions of this
Agreement/process, Conduct Conferences, Appeals Conference, decision results, Witnesses,
College employees name(s), student name(s), the College name, or the like, in any press release,
newsletter, newspaper, flyer, circular, social media site, like Facebook, Twitter, or Instagram, or
other publication, online or offline. These actions will result in dismissal. This will result in more
serious penalties.

Student Code of Conduct Standards

This Student Code of Conduct outlines the standards of behavior expected of every student
within the College and relates to all actions disruptive to the educational process. Violation of
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the standard of conduct herein stated will be considered as a disciplinary matter and treated in
accordance with procedures of due process and with respect of the right and welfare of all
members of the college community. Standards of conduct for which students are subject to
disciplinary action, such as suspension or expulsion from the College, include, but are not
limited to, those described below:

1.

10.

Academic Dishonesty — A violation may include cheating, plagiarism, any other
misrepresentation of work, or other forms of academic dishonesty. All assignments
submitted by a student must represent his/her own concepts, ideas, or must cite the
original source. Students who are found to be in violation of this standard may receive
severe sanctions, including a failing grade in their respective course and, depending on
the circumstances, possible expulsion from the College.
Alcoholic Beverages — The manufacture, distribution, sale, possession, use, or
consumption of alcohol is prohibited on the campus of the College and at any college-
sponsored activity.
Animals — Animals are not permitted in or on the College property (including a car)
unless they are service dogs or animals that are part of an approved course.
Arrest or Conviction of a Crime — A felony offense conviction will lead to expulsion
from the College.
Arson — No student shall commit or aid in the intentional commission of an act which
results in fire being ignited that causes damage or is intended to cause damage, to the
property of the College or to the property of any other person.
Assault and/or Battery — No student shall threaten or inflict bodily harm or
discomfort on another. Fighting with another student (all parties involved — ZERO
TOLERANCE), assault and/or battery upon a faculty member or employee of the
College, or terroristic threatening of any member of the student body, administration, or
faculty will lead to immediate expulsion from the College.
Breach of Peace — Conduct or expression on college property, which disrupts the
orderly functioning of the College or the delivery/reception of instruction, that is lewd,
indecent conduct or obscene, or procuring another person to breach the peace is
prohibited. Use of cellular telephones (beeping, vibrating, etc.) is prohibited in the
classroom, labs, and library. All devices are prohibited during classes, labs, and
examinations.
Children on Campus — Because of potential disruptiveness to the learning
environment, children are not permitted to visit a class in session or a lab. Children will
not be permitted to remain in the common areas of the College building without adult
supervision. No individual, adult, or children are allowed to sit in a class for which they
are not a registered student. Supervised children who are taking part in an organized,
scheduled activity/event are welcomed.
College-sponsored Activities and Events — Use of College facilities must have prior
approval by the President of the College.
Conduct System Abuse — including but not limited to:

a. Failure to attend an appointment when directed to do so by a College official

b. Falsification, distortion, or misrepresentation of information before/during the

conduct body
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11.

12.

13.

14.

c. Disruption or interference with the orderly conduct of a conduct proceeding.

d. Initiation of a conduct proceeding when one knows or reasonably should have
known that the proceeding was without cause

e. Attempting to discourage an individual’s proper participation in, or use of, the
conduct system

f. Attempting to influence the impartiality of a member of a conduct body prior to,
and/or during the course of, the conduct proceeding

g. Harassment (verbal or physical) and/or intimidation of a member of a conduct
body, complainant, or witness, prior to, during, and/or after a conduct
proceeding.

h. Failure to comply with the sanction(s) imposed under the Student Code. A
student who fails to complete any sanctions imposed upon her/him by the
deadline imposed by the conduct body, is not eligible to register for classes,
receive financial aid, receive a diploma, or obtain any transcripts, (official or
unofficial) until she/he complies with the terms of the original sanctions and any
additional sanctions imposed due to the failure to complete the original sanctions
in a timely manner.

i. Influencing or attempting to influence another person to commit an abuse of the
conduct system

Contracting or Representation in the Name of the College — Students are
prohibited from contracting in the name of the College and may not claim to be official
representatives of the College. Students will not endorse a product in a manner that
implies an official endorsement, logo, or brand by the College.

Damage or Destruction of Property — No student shall take, possess, deface, or
damage any property belonging to the College or any property, not her/his own.
Accidental damage, vandalism or malicious damage to property belonging to the College
or others may require restitution from the person responsible for such damage and/or
disciplinary action.

Disorderly, Indecent Conduct — Conduct that is deemed disorderly, lewd, or
indecent; breach of peace; or aiding, abetting, or procuring another person to breach the
peace on College premises or at functions sponsored by, or participated in by, the
College.

Disruptive Behavior — Behavior by any student, in class or out of class, which for any
reason materially disrupts the classwork of others, involves a substantial disorder,
invades the rights of others, or otherwise disrupts the regular and essential operation of
the College. This includes, but is not limited to, the following:

a. Disruption, or interference which impedes, impairs, or obstructs teaching,
administration, conduct proceedings, other College missions, processes, or
functions including public-service functions, off-site College program
requirements, or other authorized College or non-College activities when the
conduct occurs on College premises

b. Participation in a campus demonstration which disrupts the normal operation of
the College and/or infringes on the rights of other members of the College
community; leading or inciting others to disrupt scheduled and/or normal
activities within any campus building or area; or intentional obstruction which
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unreasonably interferes with freedom of movement, either pedestrian or
vehicular, on campus

c. Obstruction of the free flow of pedestrian or vehicular traffic on College premises
or at College-sponsored or supervised functions

d. Conduct which is disorderly; breach of peace; or aiding, abetting, or procuring
another person to breach the peace on College premises or at functions
sponsored by, or participated in, by the College or members of the academic
community

e. Instances where a student engages or threatens to engage, in behavior which
poses an immediate danger of causing physical harm to others; or

f. Instances which cause significant property damage, or would directly and
substantially impede the lawful activities of others; or

g. Instances where a student’s behavior disturbs normal College operations,
consumes an inordinate amount of College staff time and/or resources, or may
interfere with the educational process and/or the orderly operation of the College

15. Distribution or Sale of Literature or Goods — Distribution or sale of literature or
goods on the campus must be approved by the President of the College.

16. Dress and Appearance — Students are expected to maintain standards of personal
appearance. See Dress Code.

17. Failure to Comply — Failure to comply with the direction of College officials or law
enforcement officers acting in the performance of their duties.

18. Failure to Pay Financial Obligations — The College may initiate disciplinary
proceedings against a student who has allegedly refused to pay or failed to pay a debt
he/she owes to the College. If a student fails to pay the College an amount due,
disciplinary action may be initiated. College transcripts will not be issued to any student
who has not satisfied all financial obligations to the College.

19. Falsification of Records — Falsification of College records, including, but not limited
to, admission, enrollment, disciplinary and health records, by forgery or other means of
deception, is prohibited.

20. Firearms, Weapons, Fireworks, Explosives, Ammunition, and Other
Weapons — While on college grounds or facilities or at college-sponsored activities and
events, students, staff, faculty, administration, employees, and invitees, are prohibited
from introducing, exhibiting, possessing, using, storing, buying or selling weapons,
firearms, destructive devices, or explosives. Use or possession of firearms, ammunition,
or other weapons, are prohibited in the College facility, on the property of the College, or
at any College event. These include, but are not limited to: guns, BB guns, bows, arrows,
knives, brass knuckles, or other devices used as a weapon or ammunition on or off
college property. This may lead to immediate expulsion.

21. Food and Drinks — Are permitted only in the student center.

22. Funeral Service Profession — Any conduct which, in the opinion of the College, is
unbecoming a student of the Funeral Service profession may lead to immediate
expulsion. This includes any type of harassment or discrimination.

23. Gambling — Gambling is prohibited on the campus.
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24.

25.

26.

27.

28.

20.

30.

31.

32.

Harassing, Bullying, Intimidation, or Stalking — Harassing, bullying,
intimidation, or stalking made either in person or through any electronic communication
is prohibited on or off the campus.

Hate Crime — Any conduct in which a member of the College intentionally selects a
person against whom the offense is committed or intended to be committed in whole or
in substantial part because of a belief of perception regarding race, color, national origin,
ancestry, gender, religion, religious practice, age, disability or sexual orientation of a
person, regardless of whether the belief of perception is correct is prohibited on or off-

campus.
Hazing — Hazing in any form on campus or at any College-sponsored activity is
prohibited.

Identification of Students — Students are required to present proper identification

when requested by College officials. Any misrepresentation, alteration, or misuse of
identification is prohibited.

Improper Use of Cell Phone Cameras — Misuse of mobile phone cameras,
electronic capture devices, or unauthorized audio or video recording, in an area where
the expectation of privacy exists, or to facilitate plagiarism, compromise academic work,
including but not limited to tests, or otherwise improperly compromise the intellectual
property rights of others. See Recording Policy

Infliction, Threat, or Inciting Bodily Harm- Infliction, threat, or inciting bodily
harm while on or off college property is highly prohibited. Infliction of bodily harm upon
any person or any act that contributes to the risk of bodily harm to a person, and which
includes but is not limited to physical or sexual assaults or threats thereof may lead to
immediate expulsion.

Illegal Drugs and Controlled Substances — The College cannot protect students
from state and federal drug abuse laws and will cooperate fully with law enforcement
agencies. Students are prohibited to possess, sell, purchase, deliver, use, manufacture,
distribute or be under the influence of illegal drugs, alcohol, or other controlled
substances while present on campus or in attendance at any college-sponsored event on
or off-campus. A student who is convicted for a drug-related offense that occurred on
campus or while in attendance at a college event will be sanctioned up to and including
suspension or expulsion.

Intellectual Property Rights — The College promotes an academic environment that
encourages and rewards the creative efforts and innovative spirit of its students. The
College, therefore, does not claim ownership rights to the intellectual property created by
students in the scope of their attendance except where the student has utilized
substantial resources of the College in the development of the work that goes beyond
resources commonly provided to students for the production of publications or class
projects. Work created by a student employee during the course and scope of
employment is an institutional work, and intellectual property rights to such creation
belong to the College.

Misuse of Emergency Equipment — Fire escapes, designated doors, fire hoses,
extinguishers, and alarm equipment are to be used only in emergencies. Tampering with
or misuse of these emergency devices, as well as blocking fire exits or impeding traffic in
any way, is prohibited.
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33. Nuisance With Noise — Creating a nuisance with noise through talking, yelling,
singing, playing a musical instrument, stereo, phone, or through other means in a way
that is sufficiently loud enough to disturb other members of the college community is
prohibited.

34. Obeying Reasonable Orders of College Officials — Students are required to
comply with reasonable requests or orders by College officials. This requirement
includes reasonable requests for students to meet appointments in administrative offices
and at disciplinary investigations and hearings.

35. Off-Campus Behavior — Off-campus behavior that is detrimental to the College or its
students, faculty, or staff in their roles as members of the campus community is
governed by this Code. Pierce Mortuary Colleges reserves the right to take actions that
address the violations through educational intervention or sanctions.

36. Outside Speakers — Speakers may be invited to address a campus audience by a
recognized student organization and the Student Government Association. These
invitations must be approved by the President of the College.

37. Public Laws — Any act by a student which constitutes a charge of a violation of public
law, occurring either on or off-campus, may establish a cause of legal and/or disciplinary
action by the College.

38. Profanity and Obscene Language — Persistent use of obscene or profane language
may lead to disciplinary action.

39. Providing False Information — No student shall knowingly give false, misleading, or
perjured information in any College investigation or proceeding. No student shall
knowingly give false information to a college official or show a reckless disregard for the
truth .

40.Recognition of Student Groups — In order to be classified as a student organization,
established, recognized procedures must be met and approved by the President of the
College.

41. Search and Seizure — College officials, reserve the right to search personal property
for a suspicious cause. If necessary, local law enforcement may be contacted for follow
up.

42. Sexual Harassment, Discrimination, or Assault — Sexual Harassment,
discrimination, or assault are considered to be a serious offense. Any act that contributes
to the sexual harassment, discrimination, or assault of another person on or off-campus
is prohibited. This includes an intimate partner or domestic/dating violence or
harassment. This may lead to immediate expulsion.

43. Smoking — Smoking is prohibited in all enclosed facilities of the College. Smoking is
ONLY allowed in designated/posted areas on any campus.

44. Social Media and Other Electronic Platforms — Behavior conducted through
social media and/or other electronic platforms that is detrimental or defamatory to the
College, its students, faculty, or staff in their roles as members of the campus community
is governed by this Code. Pierce Mortuary Colleges reserves the right to take actions that
address policy violations through educational intervention or sanctions.

45. Terroristic Threats — Terroristic threats are considered to be serious offense. Any
involvement in any act or statement that provides a terroristic threat made in person, on
paper, by phone or through other electronic means that contributes to or suggests
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endangerment toward a person(s) and/or to the physical property of others, including
but not limited to that of the College may lead to immediate expulsion.

46. Theft, Unauthorized Possession and/or Sale of Property — Students involved in
theft, unauthorized possession and/or sale of property not belonging to them are subject
to college disciplinary action as well as to arrest and prosecution by legal authorities.
Students are required to make full restitution. Students in possession of property owned
or controlled by the College (i.e., the bookstore, library, other) or by another person,
without authorization or payment for such property, will be subject to college
disciplinary action. It is recommended that students mark or label their belongings in
order to assist with their return if they are lost.

47. Threat to any College Guest — The active threat of violence against any member or
guest of the College is strictly forbidden.

48. Unauthorized Use of College Facilities — The unauthorized use of, or entry into,
any college facility (i.e., classrooms, lab, office areas, or other) is prohibited.

49. Use of College Email or Mail Services — Use of College email or mail services is
limited to official business of the College or College-sponsored or approved College-
related organizations.

50. Use of Vehicles — Motorized vehicles are prohibited in areas other than designated
parking areas.

51. Verbal Assault, Harassment, Intimidation, Bullying, Defamation, and
Threatening or Abusive Behavior, and Extortion — Verbal or written
communication that is considered threatening or defamatory that could lead to
extortion, expose an individual or group to hatred, or ridicule and thereby injures the
person, property, or reputation of another is prohibited. Prohibited behavior can take a
variety of forms and may include, but is not limited, to the following examples:

e Verbal abuse, such as the use of derogatory remarks, insults, and epithets;
slandering, ridiculing or maligning a person or his/her family; persistent name-
calling; using an individual or group as the butt of jokes

e Verbal or physical conduct of a threatening, intimidating, or humiliating nature

e Sabotaging or undermining an individual or group’s work performance or
educational experience

¢ Inappropriate physical contact, such as pushing; shoving, kicking, poking,
tripping, assault, or the threat of such conduct, or damage to a person’s work area
or property, and

e Inappropriate electronic communication, such as the use of electronic mail, text
messaging, voice mail, pagers, social media, website, and/or online chat rooms in
a threatening, intimidating, or humiliating manner

52. Violations of Law — Federal and state law, respective county and city ordinances, and
all college rules and regulations will be strictly enforced.

53. Violation of College policy — Violation of any College policy, rule, or regulation
published in hard copy or available electronically via the College website; and/or any
attempt to commit prohibited activities defined herein; and/or enticing or inciting others
to commit prohibited activities defined herein, and/or conspiring to perform any
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prohibited activities defined herein; and/or any other conduct which adversely affects
the student’s suitability as a member of the College community.

Disruptive Classroom Behavior Policy

Disruptive behavior is prohibited by the Student Code of Conduct. Disruptive behavior includes
but is not limited to conduct that interferes with or obstructs the teaching or learning process.
Civil expression or disagreement with the course instructor, during times when the instructor
permits discussion, is not itself disruptive behavior and is not prohibited.

1. Temporary Removal of Student from Class or Other Educational Experience
e When any student, acting individually or in concert with others, obstructs or
disrupts, or attempts to obstruct or disrupt any teaching, or any other activity
authorized to be discharged on behalf of the College or held on the College’s
premises, the student may be asked to stop the disruptive behavior by an
instructor or staff of the College. If the student continues, an instructor/staff
member is authorized to tell the student to leave the area or classroom and, if the
student will not leave, to immediately notify the Dean/President of the College,
without any request to the student.
2. Withdrawal of Student from Class or Other Educational Experience
e When a student disrupts a class or other educational experience, or if the
student’s behavior or lack of preparation is detrimental to the educational
experience of others, or if the student is compromising the learning environment,
the instructor may take action to withdraw the student from the class or
educational experience as a result of the significant and/or repeated behavior. To
do this, the instructor shall confer with the Dean and College President.
3. Referral of Student Conduct Issues to the College President
e Instructors, faculty members, Deans, and/or staff are to report student conduct
issues to the College President. This reporting ensures that any other student
code of conduct related behavior is appropriately addressed with the student.

Special Administrative Evaluation

Mid-America College reserves the right to deny admissions, continued enrollment, or re-
employment to any applicant or student as a result of the College receiving information, or the
applicant’s or student’s failure to disclose information, on the admission or employment
application, regarding a student or employee whose personal history and background indicate
that his or her presence at the College would endanger the health, safety, welfare or property of
him/herself or members of the academic community, or interfere with the orderly and effective
performance of the College’s functions.

A student may be subject to special requirements or sanctions, including but not limited to;
expulsion, suspension, or dismissal from the College, for actions not otherwise covered in the
Student Code of Conduct if it is determined from the student’s behavior that they:

1. Lack the capacity to understand the nature of the accusation against him/her, or to
respond and participate in the disciplinary process

22| Page



Sexual Misconduct & Discrimination

2. Poses a danger to him/herself or others, and/or
3. Has become gravely disabled (lacks the ability to care for himself/herself)

In such instances, the case will be referred to the President, or Dean, who may ask the student to
get an appropriate medical and/or mental health care professional to receive an evaluation,
prior to returning to school. Students must consent to evaluation as a condition of their
enrollment or continued matriculation. The student will seek an independent medical or
psychological evaluation (at their own expense), for purposes of this review. Any student who
refuses to participate in any such evaluation may be dismissed or suspended as determined by
the President of the College.

1. The College reserves the right to adjust the Conduct Process as it determines necessary
in order to assure fairness, order, efficiency, or the physical and emotional security of
individuals.

Behavioral Expectations

Your employer will expect you to arrive on time and be present to complete your
responsibilities, therefore as a student:

¢ You are responsible for arriving on time for class. Any late arrival or early departure
is a disruption
e Do not enter the classroom when one of your classmates is giving a presentation

e Ifyou must leave early, let your instructor know in advance and sit as close as you
can to the door that day

e Do not leave and reenter the classroom unless it is necessary

If you are in a meeting at work, you will be expected to give your full attention to the meeting
and your co-workers will not expect to be interrupted or distracted by your electronic devices:

e Turn off all electronic devices except computers, if appropriate, when entering a
classroom

e Do not use any electronic device for anything other than what is related to the class
you are attending at the time you are attending it

e Do not make/answer calls or text messages during class (if it is necessary for you to
take an emergency call, tell the instructor if there is a problem before class begins
and leave the room to take the call)

In order to work as an effective team member, you will need to respect the people with whom
you work, therefore as a student:

e Address instructors with the title “Dr.”, “Professor”, “Mr.” or “Ms.” as appropriate to
their qualifications. It is inappropriate to call an instructor by his/her first name

¢ Demonstrate the kind of behavior toward your classmates that you expect to
demonstrate to your co-workers

e Complete the portion of any team assignment you have agreed to accomplish.
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e Develop the skill of respectful disagreement and logical argument

The workplace will have nonnegotiable deadlines, therefore as a student:

e Assume that the due date and time for an assignment is as important as the due
date/time for a workplace report

e Assume that the date and time assigned for your presentation is as essential as a due
date/time for a presentation to a client

As an adult, you are responsible for the details that accompany your work products, therefore as
a student:

e Present homework assignments in the required format

¢ Do not assume the instructor will provide staples, paper, folders, printing services or
any other material required for your final work product

¢ On the day of an exam, bring pencils, calculators, and everything you will
appropriately need to complete the exam

In the workplace, you are expected to edit written documents for correct word choice, grammar,
sentence structure and spelling, therefore as a student:

e Do not expect to be able to prepare a written assignment without allowing ample
time for review and revision. You should put all written assignments through several
drafts, writing and rewriting over a period of time, before you consider them
prepared in a professional manner for submission to your instructor

E-mail is a means of professional communication and the official communication of the college:

e Write e-mails to instructors and students in a professional format. Do not write in
the same shorthand used in text messages. Language should be gracious and polite

e Address the recipient by name

e Use grammatically correct sentences

e Check your spelling

e Sign your complete name

e Include the title and section of the course, if appropriate

Improper dress is distracting in the workplace, therefore as a student:

e  When you are attending class and, most importantly, when you are giving a
presentation, your attire should be professional. Dress appropriately

The organizations for which you want to work will expect and promote ethical behavior,
therefore as a student:
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e Ensure that your work is indeed YOUR work. Do not plagiarize from written or
electronic sources. Do not use the work of others with the intent to present it as your
own

Even when you are in an entry-level position, colleagues and supervisors expect that your
previous experience and education will influence your ability and potential to perform on the
job. You will be responsible for your own learning;:

e Take ownership of concepts learned in previous courses and be prepared to apply
them to current coursework

e Acknowledge that your effort to acquire your previous academic skills (e.g., writing
and math skills) will affect your performance in many of your courses

Dress and Personal Appearance Policy

No dress code can cover all contingencies so students and/or staff must exert a certain amount
of judgment in their personal appearance choices. If you experience uncertainty about
acceptable attire, please ask the administration. The College reserves the right to decide what is
or is not appropriate regarding the dress code. The dress code is based on the theory that
learning to use socially acceptable manners and selecting attire appropriate to professional
dress, specific occasions, and college activities are critical factors in the total educational
process. It is important for all students, faculty, and staff to understand and employ these
behaviors, which contributes to optimum morale as well as embellishes the overall campus
image. The following dress code plays a major role in instilling a sense of integrity and an
appreciation for values and ethics.

Students will be denied admissions to class and various functions if their manner of dress
inappropriate.

Formal Dress Attire

In a formal business environment, the standard of dressing for men and women is a suit, a
jacket and pants or a skirt, or a dress.

In a formal business environment, clothing should be pressed and never wrinkled; clothing
should not be tight or cling to your body. Torn, dirty, or frayed clothing is unacceptable. All
seams must be finished. Any clothing that has words, terms, or pictures that may be offensive to
others is unacceptable. Visible body piercings and tattoos are also discouraged.

Professional Dress Attire

This is an overview of appropriate professional business attire. The lists tell you what is
generally acceptable as professional business attire and what is generally not acceptable as
professional business attire.
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1. Slacks, Pants, and Suit Pants

Slacks that are similar to Dockers and other makers of cotton or synthetic material pants,
wool pants, flannel pants, pants that match a suit jacket, and nice looking dress synthetic
pants are acceptable. Inappropriate slacks or pants include any that are too informal. This
includes jeans, any pants that are not ankle length, sweatpants, exercise pants, shorts, bib
overalls, leggings, and any spandex or other form-fitting pants such as people wear for
exercise or biking.

2. Skirts, Dresses, and Skirted Suits

Dresses, skirts, skirts with jackets, dressy two-piece knit suits or sets, and skirts that are split
at or below the knee are acceptable. Dress and skirt length should be at a length at which you
can sit comfortably in public. Short, tight skirts that ride halfway up the thigh are
inappropriate for work. Mini-skirts, skorts, sun dresses, beach dresses, and spaghetti-strap
dresses are inappropriate.

3. Shirts, Tops, Blouses, and Jackets

Shirts or dress shirts (with ties), sweaters, tops, and turtlenecks are acceptable attire if they
contribute to the appearance of professional dress. Most suit jackets or sport coats are also
desirable attire. Inappropriate attire includes tank tops; midriff tops; shirts with potentially
offensive words, terms, logos, pictures, cartoons, or slogans; halter-tops; tops with bare
shoulders or plunging necklines; golf-type shirts; collarless or banded collar shirts;
sweatshirts; and t-shirts.

4. Shoes and Footwear

Conservative walking shoes, dress shoes, oxfords, loafers, boots, flats, dress heels, and
backless shoes are acceptable. Athletic shoes, tennis shoes, flip-flops, slippers, sandals
without a heel and any casual shoes are not acceptable.

5. Accessories and Jewelry

Tasteful, professional ties, scarves, belts, and jewelry are encouraged. Jewelry should be
worn in good taste, with limited visible body piercings and/or tattoos.

6. Makeup, Perfume, and Cologne

A professional appearance is encouraged and excessive makeup is unprofessional.
Remember that some people are allergic to the chemicals in perfumes and makeup, so wear
these substances with restraint.

7. Hats and Head Covering

Hats are not appropriate in the building. Head covers that are required for religious
purposes are allowed.
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Business Casual Attire

At Mid-America College, business casual attire is similar to professional dress attire with the
exception being to shirts, tops and/or blouses. For business casual, collared shirts including
banded collars and polos are acceptable.

"Dress Down" Attire

Certain days can be declared dress down days, generally Fridays. On these days, ankle-length
jeans, t-shirts with sleeves and a school logo, athletic shoes or business casual attire is
acceptable.

Unacceptable Attire
The following is a description of appearance that is NEVER acceptable at Mid-America College:

1. Attire with anything derogatory, controversial, or vulgar thereon. Reference,
whether in the form of text or pictures to alcohol, drugs, or sex. Suggestive,
startling, unusual, or immodest attire of ANY sort

2. Any pants less than ankle-length (NO SHORTS or CAPRIS) jeans, sweatpants,
exercise pants, shorts, bib overalls, leggings, athletic clothing and any spandex or
other form-fitting pants such as people wear for exercise or biking

3. Body or muscle shirts, tank tops, halter tops, etc. Any shirt or blouse that allows
for bare midriff or is sleeveless

4. House shoes, house slippers, athletic shoes, tennis shoes, sandals without heels,

or flip flops

Clothing with tears, rips, or holes, including jeans

Sunglasses worn inside the building

Hairstyles and hair colors of a non-conservative nature

Mini-skirts, skorts, sun dresses, beach dresses, and spaghetti-strap dresses

Tank tops; midriff tops; shirts with potentially offensive words, terms, logos,

pictures, cartoons, or slogans; halter-tops; tops with bare shoulders or plunging

necklines; golf-type shirts; collarless or banded collar shirts; sweatshirts; and t-

shirts

© oY oo

Please note: Faculty and staff, as well as your fellow students, notice your appearance and
compliance with the dress code throughout the entire year. One’s ability to use the college as a
reference in the years to come may be hindered by appearance and personal hygiene which does
not comply with school policy.

Conclusion

If clothing fails to meet these standards, as determined by the administration, the person will be
asked not to wear the inappropriate item again. If the problem persists, the Mid-America
College disciplinary action procedure will begin and could lead to administrative withdrawal.
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Grievance Policy

This policy applies to all students, faculty, and staff. It also covers grievances involving
contractors or third parties associated with the College. It excludes complaints covered by other
internal procedures.

o Former employees may file grievances within two weeks of resignation. Employees
terminated for cause may file grievances within two weeks of separation but may not use
this process to contest termination.

Definition of Grievance

A grievance is a formal complaint alleging a violation, misapplication, or discriminatory
enforcement of college policy or procedure. It must contain a substantial issue and not merely
reflect personal dissatisfaction.

Grievable issues include:

e Academic freedom violations

o Unsafe work assignments or conditions

e Misapplication of College policies

o Discriminatory or harassing treatment based on protected categories (e.g., age, race,
disability)

Academic judgment itself is not subject to grievance.
Confidentiality & Non-Retaliation

All grievance proceedings are confidential and restricted to those with a legitimate need to
know. Retaliation against any participant is strictly prohibited and subject to disciplinary action.

Student Publications

Students may not publicize grievance matters—including names, decisions, or details—via any
medium. Violations may lead to dismissal.

Burden of Proof & False Grievances

e The complainant must prove their case by a preponderance of the evidence.
e Knowingly filing a false grievance may lead to disciplinary action.

Process for Grievance Resolution
1. Informal Resolution

Step 1: Direct Discussion
Grievant must attempt to resolve the matter directly with the other party within 14 days
of the incident.

28 |Page



Grievance Policy

Step 2: Appeal to College President

If unresolved, a written request should be submitted to the President or if the grievance
is against the President, a designee within 5 business days. The President or their
alternate may recommend resolution or declare the grievance lacks merit.

Step 3: Mediation

If still unresolved, the Grievant may request mediation within 5 business days.
Mediation will involve all parties and be coordinated by the President (or designee). This
suspends the process for up to 30 days.

2. Formal Resolution

Step 1: Filing a Formal Grievance
Must be submitted in writing within 5 business days of failed mediation. The
complaint should include:

e Grievant's and Respondent's names and contact info

e Description of the grievance and supporting documentation
e Summary of informal efforts and outcomes

e Desired resolution

o Names/contact of up to 5 witnesses

e Hand-signed document (not emailed)

Step 2: Grievance Hearing Panel Formation

Within 14 days, the President (or designee) appoints a five-member Hearing Panel and
notifies key personnel. To ensure fairness, the President may include employees from
Pierce Mortuary Colleges, Inc. or their institutions.

Step 3: Initial Review by Panel
The Panel determines if the complaint qualifies under the policy. If not, a written
decision is issued. If so, a formal hearing is scheduled.

Step 4: Hearing Process

e Both parties may present up to 5 witnesses

e Cross-examination and panel questioning permitted

e A support person may attend but not participate

e A majority vote determines outcome

e Findings and recommendations sent to the President (or designee).

Step 5: Final Decision The President (or designee) reviews the recommendation and
issues a final decision within 14 days.

Appeals

1. Appeal of Grievability Decision
If the panel finds the issue non-grievable, the Grievant may appeal to the President or
designee within 5 business days. The President’s or designee’s decision is final.
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2. Appeal of Final Decision
If either party contests the hearing outcome, they may appeal to the President or
designee within 5 business days. The final written decision will be issued within 14
days.

Online and Distance Learners

Grievances involving off-campus or online individuals may be resolved through virtual means
(e.g., Microsoft Teams). Coordination rests with the President or a designee.

Timelines

All steps must follow the specified timelines. Extensions may be granted due to academic
calendars or exceptional circumstances, subject to Presidential approval.

Arbitration

If grievance is not resolved through the procedures outlined above, the matter shall be
submitted to binding arbitration. The resulting decision will be final, binding, and not subject to
appeal, except in cases involving good faith applications for injunctive relief, which may be
brought before a court.

All parties agree that any dispute related to this policy will be arbitrated in accordance with the
Rules of the American Arbitration Association. Each party will bear its own costs and attorneys’
fees.

A panel of three arbitrators will conduct the arbitration at a location mutually agreed upon by
the Grievant and the Institution, within 25 miles of the Institution’s physical location. The
Grievant and the Institution will each select one arbitrator. A third arbitrator will be jointly
agreed upon by legal counsel for both parties.

SARA Disputes. This arbitration requirement does not apply to complaints or disputes eligible
for review under the applicable State Authorization Reciprocity Agreement (SARA) student
complaint process. Such matters will be addressed in accordance with applicable SARA policies
and procedures.

Distance Education Grievances — SARA Compliance

This section applies to all students enrolled in distance education courses under the State
Authorization Reciprocity Agreement (SARA). These students are entitled to specific complaint
procedures outlined under SARA policies, in addition to the College’s standard grievance
process.

Stepwise Grievance Process for Distance Learners

1. Institutional Resolution Required First
All students enrolled in SARA-covered distance education must exhaust the College’s
internal grievance procedures outlined in this policy before elevating complaints to
external SARA bodies.
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2. Institutional Policy Access Points
To ensure accessibility and transparency, Pierce Mortuary Colleges, Inc. will publish its
full grievance procedures in the following locations:
o The College Catalog;
o A clearly marked and searchable Distance Education/SARA webpage on the
College’s website.
3. External SARA Complaint Resources
If a distance education student’s grievance is not resolved satisfactorily at the
institutional level, they may file a complaint with the SARA portal agency using the
following;:
o NC-SARA Student Complaint Policy and Procedures:
https://nc-sara.org/sara-student-complaints-o
o ICHE Online Student Complaint Form:
https://www.in.gov/che/files/161116 ICHE StudentComplaintForm.pdf
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Drug Free Campus

Drug Abuse Prevention

The College, in compliance with the Higher Education Act and its Amendments, offers drug
abuse information for the purpose of educating and providing help in dealing with the nation-
wide drug abuse problem. The program is provided to all students, faculty, and staff associated
with the College.

The College recognizes the seriousness of drug abuse on campuses and in workplaces today.
Drug abuse is defined not only as the use of controlled substances, but also as the abuse of
alcohol or any mind/attitude altering substance. The following are grounds for administrative
withdrawal from MACFS:

1. Being found in possession of a controlled substance or alcohol while on campus
Being found under the influence of a controlled substance or alcohol while on-campus

3. Being found in possession of a controlled substance or alcohol at any school sponsored
event

4. Trafficking of a controlled substance with the intent to sell will result in immediate
termination and the offender will be reported to proper authorities for legal sanctioning.

Disciplinary actions for being in violation of this policy, depending on the severity of the
situation, are as follows:

1. First Offense: For suspicion of being under the influence of a controlled substance or
alcohol at school or a school function, individual advising with the Dean or President will
be mandatory.

2. Second Offense: For suspicion of being under the influence of a controlled substance or
alcohol at school or a school function will result in referral to applicable advising,
treatment, and/or rehabilitation. It may also result in suspension from school or
employment.

3. Third Offense: For suspicion of being under the influence of a controlled substance or
alcohol at school or a school function will result in termination of the student or
employee.

Students or employees terminated after a third offense of this policy may be reinstated in school
or employment upon the successful completion of a rehabilitation program and/or, through
their individual merit, have illustrated they are well on their way to recovery.

Drug and Alcohol Abuse Education Programs and Support

If you feel that you may have a drug or alcohol problem, there are numerous organizations in the
Jeffersonville, IN and Louisville,KY area that can help. Mid-America College of Funeral Service
does not employ professional counselors.

Local Agencies are available to assist:

Mid-America College suggests contacting:
Behavioral Health Sciences
Clark Memorial Hospital
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(812) 283-2811

Alcoholics Anonymous

Jeffersonville, IN
(812) 282-1278

National Organizations are also available to be contacted for help:

American Addiction Centers 1-855-286-0802 or
https: //www.alcohol.org/treatment/hotline/

National Drug Abuse Helpline 1-844-289-0879
The National Institute on Drug Abuse Treatment Referral Hotline 1-800-

662-HELP (4357) or http://findtreatment.samhsa.gov/
Al-Anon for Families of Alcoholics 1-888-425-2666

The College cooperates with all law enforcement agencies in the prevention of drug abuse and
drug trafficking. Persons caught in the possession of a controlled substance will be turned over
to the appropriate legal authorities and may face severe consequences. Some of these, as
prescribed by local, state, and federal law, are costly fines and/or incarceration. Before a
problem becomes overwhelming, Mid-America College of Funeral Service encourages its
students and faculty to seek help from a qualified counselor with an appropriate agency.
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Campus Safety

Security Policy

At Mid-America College there is a need to balance the accessibility and use of facilities with the
need to provide a safe and secure environment. Convenience must sometimes be compromised
to maintain security. The Mid-America College community member must share in the
responsibility to assure security for all members and property.

Key and Building Security Guidelines

Mid-America College shall maintain a locking system for the protection of its community
members, facilities, college property, and information. All locks, keys, electronic access key-
fob/cards, and access codes are the sole property of Mid-America College and will be issued to
students and employees based on their need for access. The College reserves the right to change
locks, keys, and access codes as needed.

Keys and Electronic Access Fob/Cards

1. Mid-America College employees will be issued keys based upon their need for access
2. All keys and electronic access cards must be returned to the college upon termination of
employment or enrollment

Code (combination) Locking Devices

1. The security code is changed on a periodic basis. Eligible employees and students are
notified by college e-mail of the change. Each college, at minimal, must change the security
code after each graduating class for all interior and exterior code locking devices

2. Security codes are changed upon termination of employees that had access

3. Code changes must occur upon termination of an employee, employee permanently leaves
the college for any reason, or if the code has been lost or compromised

4. The college will maintain a record of code change dates and new code information

5. Office codes are given to employees only and must have be changed on a periodic basis

6. No students will be given a key to the building, classrooms, or offices

Loaning of Keys

1. College employees and students shall not transfer issued keys, access car