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Foreword 
 

Peter Wagner called it “the new wineskin” in theological education. He was referring to the phenomenal 
emergence of Bible Institutes and Schools of Ministry throughout the body of Christ as a significant 
alternative to traditional theological education. His own career mirrors this remarkable trend. Leaving 
his prestigious chair at Fuller Seminary after decades of successful work as the church growth expert, he 
is now pioneering Schools of Ministry in Colorado Springs. Utilizing what he calls the “impartation 
model,” he is making a new and somewhat controversial mark in theological training through 
empowering his students with a more practical and spiritually vital experience than traditional education 
affords. 

 

Almost ten years ago, I was asked to write an article for Ministries Today Magazine about this new trend 
in theological education. For over two decades I had been working with various phases of developing 
Bible Institutes as professor and ministry consultant with Regent University, Oral Roberts University, 
and my own organization the International Christian Accrediting Association (Post Secondary Division), 
through which I eventually became involved in the accreditation of institutes becoming full-fledged 
colleges. 

 

The article, “The New Charismatic Bible Schools” caused a response from pastors and institute leaders 
that was overwhelming.  It was apparent that churches throughout the body of Christ are doing serious 
work in developing new approaches to leadership training and are asking for help. As the growth and 
multiplication momentum builds in our own denomination, we must fulfill the great mandate for quality 
leaders to serve God in the ever-expanding harvest.  The practical answer entails recognizing every 
healthy church as a potential training center and taking intentional steps to adequately empower those 
churches to succeed in the training mission. 

 

As the Foursquare movement looks toward the future with vision and goals for church planting, it is 
clear that a key factor of this expansion is the training of pastors for the harvest.  Licensed Foursquare 
pastors will be training in a variety of venues, including distance learning programs, traditional Bible 
Colleges and Seminaries, and several emerging models of church-based ministry training including 
Schools of Ministry, Bible Institutes, Church-Based Bible Colleges, immersion discipleship programs, 
and intentional mentoring.  Over the last ten years, there has been an explosion of new church-based 
ministry training sites across our Foursquare movement, from just a handful of Bible Institutes and 
Schools of Ministry in 1998 to over 130 church-based ministry training sites in 2008.   The success of 
these sites in training healthy ministers has shown this new trend to be a viable leadership development 
model. 
  

Early on, the leaders of the Foursquare movement recognized this trend as a move of God that would 
significantly increase our ability to train workers for the harvest.  They chose to embrace this move and 
try to provide support, guidance, and structure for these emerging church-based ministry training sites. 
Every Foursquare church uses the Handbook for the Operation of Foursquare Churches for the 
ministries under its covering. In addition to the Handbook of Operation, churches that operate an 
Institute, School of Ministry, or a Bible College must also consider educational and legal standards set 
by the academic world and their state government.  These factors were the impetus behind the 
publication of the first Foursquare Bible Institute Manual in 2000 under the leadership of Rick 
Wulfestieg and Johnell Loop.  Revisions were made in 2001 by Johnell Loop and in 2003 by Rod Light, 
when it was renamed the Foursquare Ministry Training Manual.   
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Impressed with the quality of training being provided by the institutes, and even more so by the quality 
of the graduates coming out of our institutes, in 2002 our Foursquare leaders passed a pivotal resolution 
that stated that graduates of ICFG certified institutes and two-year schools of ministry will be eligible 
for international ministerial licenses affording them the same recognition as graduates of our Foursquare 
Bible Colleges. This resolution raised the status of our institutes by recognizing their newly found place 
of preparing ministry leaders anointed to serve at the highest level. 
 
Since that time, the variety of church-based training models has multiplied. Several Formal Bible 
Institutes have matured into two-year and four-year church-based Bible colleges, and the Emerging 
Leader Network has paired church-based immersion discipleship with schools of ministry.  Clearly the 
Foursquare Ministry Training Manual has been in need of revision and updating to address the new 
developments that have been occurring at our church-based ministry training sites. 
 
Rather than merely updating and revising the FMT Manual, it has been thoroughly reworked, drawing 
upon the expertise gained over the last ten years by those who have led our most successful Bible 
Institutes, Schools of Ministry, Church-Based Bible Colleges, immersion discipleship programs, and 
intentional mentoring programs.  The result is a comprehensive operational handbook, The Foursquare 
Ministry Training Institutes, Schools of Ministry and Church-Based Bible Colleges Handbook of 
Operations.   It will soon be accompanied by a Foursquare Ministry Training Resource CD and an 
abbreviated Start-Up Manual for New Foursquare Ministry Training Institutes and Schools of Ministry. 
 
Grateful appreciation is extended to the following leaders for their contribution to the development and 
updating of this Handbook:   

Dr. Gil Albelo, Dr. John Amstutz, Dr. Randall Bell of ABHE, April Brangenberg, Dr. John 
Brangenberg, Rev. Rob Buzza, Dr. Paul Chappell, Rev. Sue Detweiler, Rev. Dennis Easter, Rev. 
Juan Galloway, Dr. Jack Hayford, Dr. Dan Hedges, Rev. Harold Helms, Jim Kahler, Rev. Rod 
Koop, Rev. Mike Larkin, Rev. Rod Light, Rev. Johnell Loop, Rev. Ginnie Lunt, Rev. Frank 
Markow, Dr. Larry McKinney of ABHE, Rev. Rob McWilliams, Rev. Debbie Meyer, Rev. Tim 
Mossholder, Dr. Doretha O’Quinn, Rev. Jim Scott, Rev. Steve Smith, Rev. Larry Spousta, Rev. Dan 
Stewart, Brian Tomhave, Dan Ussery, Gloria Ward, Rev. Rick Wulfestieg and The Chronicle of 
Higher Education. 

 

 
 
Dr. Daniel Hedges, National Director,  
Foursquare Ministry Training 
dhedges@foursquare.org 
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Thoughts for the Senior Pastor 
 
 
 
 
 

 
 

Dr. Jack Hayford, President 
jackhayford@foursquare.org 

 
 
 
 
 
 

 
 

Rev. Glenn Burris, General Supervisor 
gburris@foursquare.org 

 
 
 
 

The handbook you are about to review has been designed as a practical 
resource to assist you in the development of a Foursquare Bible Institute, 
School of Ministry or Church-Based Bible College.  Our vision is to release 
you to meaningful service. We trust this handbook is the perfect tool for the 
job. Today’s church will benefit from well-organized and clearly defined 
church-based ministry training. These church-training centers, within the 
context of the local church, will result in healthy church leaders through 
practical modeling and instruction. 
 

There is an inexpressible delight that stirs my spirit every time newly 
equipped leaders step into service. Foursquare Bible Institutes, Schools of 
Ministry, and Church-Based Bible Colleges are readying leaders with a 
full-hearted commitment to God and His Word, as well as with a fully 
ensconced dependence upon the Holy Spirit. Leaders emerging from our 
church-based training sites exude a spiritual vitality and motivation that is 
reflective of the brightly burning fire within our Foursquare churches. 
May these fires blaze and refine empowered and called pastors for 
churches and new plants! I anticipate Foursquare Bible Institutes, Schools 
of Ministry and Church-Based Bible Colleges continuing on the keen edge 
of developing trained leaders. 
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Introduction to the 2000-2003 editions of the  
Foursquare Ministry Training Manual 

 

As the Foursquare movement looks toward the future with vision and goals for church planting, it is 
clear that a key factor of this expansion is the training of pastors for the harvest. Licensed Foursquare 
pastors will be trained in a variety of venues, including Bible Colleges, Schools of Ministry, Bible 
Institutes, and mentoring and distance learning programs. The increased interest in Foursquare Bible 
institutes, as a viable leadership development model, is the reason for the release of this manual. 
 

Every Foursquare church uses the Handbook of Operation of Foursquare Churches for the ministries 
under its covering. In addition to the Handbook of Operation, churches that operate an Institute, School 
of Ministry, or a Christian day school must also consider educational standards set by the academic 
world. A new set of legal, educational, and financial concerns must be addressed. The Foursquare 
Ministry Training Manual will address these concerns, as they relate to higher education and preparation 
for ministry. 
 

This manual creates a foundational structure upon which any institute can be built. The minimum 
standard, outlined below, allows each institute the freedom to take on the mission, schedule, and training 
philosophy that best fit the vision of the local pastor. 
 

• All certified Bible Institutes must incorporate a minimum of 750 hours of training. This is 
equivalent to a two-year program in most colleges. 

• All certified Schools of Ministry must incorporate a minimum of 375 hours of training. This is 
equivalent to a one-year program in most colleges. 

• All certified Foursquare Bible Institutes/Schools of Ministry must teach basic doctrine, including 
Theology, Christology, Anthropology, Harmartiology, Pneumatology, Angelology, Soteriology, 
Ecclesiology, Divine Healing, and Eschatology. 

 

Though Foursquare Bible institutes across the country will vary, they will all have the same foundational 
structure. This will make it easy for institute graduates to move from one location/district to another. For 
example, an east coast supervisor will know that a graduate of a certified Foursquare Bible Institute in 
another area, desiring to pastor in his district, has received at least 750 hours of balanced training which 
includes Foursquare doctrine. 
 

Grateful appreciation is extended to the following leaders for their contribution to the development and updating of this 
manual from 2000-2003:  Dr. Jim Adams, Dr. Gil Albelo, Dr. John Amstutz, Rev. Mario Barahona, Rev. Roanna Bennie, Dr. 
Sterling Brackett, Rev. Wanda Brackett, Dr. John Brangenberg, Rev. El Clark, Mrs. Marty Lindberg, Rev. Johnell Loop, 
Rev. Debbie Meyer, Mr. Dick Schmidt, Rev. Herb Schneidau, Rev. Naomi Shivers, Rev. John Wolfe, Rev. Rick Wulfestieg, 
and Mrs. Patti Wulfestieg. 
 

Contact Information 
For general institute information, news and events check our web site, http://institutes.foursquare.org. 
You will also be able to view and print current and future editions of the Foursquare Ministry Training 
Manual, and additional valuable resources and forms for beginning and operating Foursquare Ministry 
Training Institutes on this site.  For additional information you may contact the following individuals: 

Legal concerns – El Clark, 213.989.4211 or eclark@foursquare.org 
Foursquare polity courses – contact your district office 
Education and administrative issues – Dr. Daniel Hedges, 213.989.4500 or dhedges@foursquare.org 
Administrative support – Beth Mead Voice 213.989.4258  or bmead@foursquare.org 
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Purpose of this Handbook 
 

It is our hope that this handbook will provide you, our pastors and ministry training leaders, with the 
necessary information, standards, and resources to investigate and organize your school for effective and 
fruitful ministry training. This handbook is designed to help you in the following ways: 
 

1.  To help you begin well and avoid having to backtrack and make corrections later. The forward, 
introduction, and overview of Foursquare Ministry Training sections will help you clarify the focus 
and vision of your institute so you can follow the proper operational standards from the beginning. 

 

2.  To provide parameters that will help you function legally.  Pastors and educational leaders must 
be increasingly aware of legal and financial concerns. The section on legal regulations will help your 
school to operate within the laws that govern higher education in each state and according to federal 
standards. 

 

3.  To encourage you to utilize high quality educational and operational standards. The sections on 
academic standards as well as academic and administrative operations will help your school function 
within the academic and administrative standards expected of higher education in the USA. 

 

4.  To make excellent resources readily available to you so you don’t have to “re-invent the wheel” 
at your school.  The sample forms and other information included in the records and record-keeping 
section, the sections on libraries and student life and student services, and the section on faculty 
resources, may be utilized, copied and adapted to meet the needs of your new or existing school. 

 

5.  To clarify transfer requirements and ease transferability of credit from your church-based 
ministry training site to established Foursquare Bible Colleges.  This handbook outlines the basic 
standards of transferability employed by Foursquare colleges as well as other Bible colleges, and 
will guide you to set academic standards that will provide for transfer of credit and guide you in the 
process as you pursue articulation agreements for transferability of coursework for your students.  
 

6. To encourage you to make strategic alliances and partnerships with Emerging Leader 
Network, Ignite, Foursquare Missions International, Foursquare Church Multiplication, 
Urban and Multicultural Ministries, and the Association for Biblical Higher Education. 

 

7.  To help you network with other directors and provide you with contacts for further 
information.  Beyond the information contained in this Handbook, the staff of the Foursquare 
National Church Office, the Foursquare Ministry Training Office, and the Center for Global 
Leadership Training, is available to you for consultation. Also, the directors of several established 
institutes and schools of ministry have made themselves available to serve as mentors to you, if you 
are a director of a newly established institute or school of ministry. If you desire mentoring, you can 
contact the Foursquare Ministry Training office to be assigned an appropriate mentor. 

 
 The annual Foursquare Ministry Training Symposium has been established as a forum to help you 

network with other ministry training leaders, exchange ideas, methods and best practices, and to 
keep you, our Foursquare Ministry Training leaders, up-to-date on developments in Foursquare life 
and ministry training initiatives. 

 

Agreeing with you for the harvest! 
Dr. Daniel Hedges, National Director, Foursquare Ministry Training  
Dr. John Brangenberg, Handbook Editor  
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How To Use This Handbook 
 

This Handbook was designed to be utilitarian.  It is intended to be an easy access toolkit for every 
aspect of running a Foursquare Ministry Training Institute, School of Ministry or Church-Based Bible 
College. This Handbook is designed to encourage you to utilize high quality educational and operational 
standards and to maximize operational efficiency by encouraging you to make use of excellent readily 
available resources rather than having to start from scratch at your new or existing school. 
 

It is designed in such a way that you will be able to drag-and-drop forms from the Handbook into MS 
Word, easily place the name of your school on each document and add information such as your school 
address, phone number and e-mail address, and be ready to print them out and use the forms for school 
administration.  
 

Likewise, by adding your name as school director, the school name and address and your contact phone 
numbers to the Emergency Preparedness Plan, and then selecting the emergency situations that apply 
to your geographic location, you will have an Emergency Preparedness plan ready to distribute to 
faculty and staff.  Other sections, like the Faculty Resources Section are meant to be able to be printed 
out in their entirety and given out to all faculty members as an Institute Faculty Manual, with just the 
addition of a brief letter of introduction from you, as Institute Director, to your institute faculty. The 
section on the Library can be printed out and given to the person overseeing the school library and any 
library volunteers or student workers as a Library Operations Manual.  

 

Section One is designed to provide you with an introduction to Foursquare Ministry Training, its 
history, structure, basic formats and models for training, basic standards for operation, guiding 
principles for church-based ministry training, Foursquare distinctives, and preparation for Foursquare 
Ministry Licensing.  Much of this is in chart form for simplicity and clarity.  The remainder of section 
one is intended to provide you with an overview of additional models of training and ministry 
partnerships that will enhance the training offered at your school.  These include enhancing the training 
with intentional mentoring or immersion discipleship.  Partnerships that may enhance specialized 
training at your school include Foursquare Missions International, Foursquare Urban and Multicultural 
Ministries, and Foursquare Church Multiplication (Church Planting).  Key academic partnerships for 
your school include the degree completion program in Ministry and Leadership at Life Pacific College, 
and partnering with Pacific Life College in Canada for transfer of credit into their degree programs. 
Foursquare ForeRunners, an association of retired Foursquare ministers, provides a valuable pool of 
potential mentors and instructors for your school.  
 

Section Two is designed to teach you the basic legal and academic standards that any school must 
operate under.  Included in this section are standards that will help you develop a clear and concise 
mission statement, choose an educational format and term format, and choose basic curriculum 
appropriate to your local church needs and adapt it for your specific ministry context.  Most of the 
policy statements as well as the standards of conduct are written in such a way that they can be dragged 
and dropped into an MS Word document, together with sections 3.25-3.56, and customized by adding 
the name of your institute and relevant contact information, as the beginnings of the school’s first 
Academic Catalog.   
 

The second half of section two is primarily for leaders of more mature schools seeking to develop 
articulation agreements with local and Foursquare Bible colleges for transfer of credit.  Standards for 
pursuing affiliation or accreditation with ABHE, including institutional assessment and strategic 
planning are also discussed.  Section two concludes with a discussion of the standards for pursuing 
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approval from the Veteran’s Administration for students using GI Bill benefits for educational expenses 
and US Immigration and Customs Enforcement in order to enroll international students. 
 
The first half of Section Three is designed to take you systematically through the process of running an 
institute from start-up to graduation.  The corresponding forms for the admissions and registration  
processes are located in section four (4.6-4.48) in drag-and-drop format for ease of use.  Instructions for 
important start-up events, like informational meetings, the first faculty meeting and new student 
orientation, are designed to get your first term off to a great start.  There is guidance on budgeting, 
ordering books and recruiting students, and basic academic policies regarding attendance, grading, and 
academic standing.  There is especially detailed guidance regarding the graduation process from 
application for graduation to the graduation ceremony and words of conferral. 
 

The second part of section three has to do with a variety of other important administrative operations:  
classroom facilities and student housing; campus safety and emergency preparedness; and growing and 
training the institute staff.  The section on housing policy and rules is designed for you to be able to pull 
it out, customized it with the appropriate contact personnel and your school name, address and phone 
numbers, and used as the Housing Manual for schools with student housing.  Likewise the Host 
Handbook for students living in family homes is designed so you can pull it out and customize it as a 
handout for families hosting your institute students in their homes. The Guidelines for Campus Safety 
and the Emergency Preparedness Plan may be dragged and dropped into MS Word and customized with 
your name as school director, your school name and address and contact phone numbers.  Then you can 
determine which emergency situations apply to your geographic location and eliminate those that are not 
relevant to your area to produce an Emergency Preparedness Manual for the faculty and staff of the 
school.  One of the most helpful portions of section three is the collection of sample job descriptions 
for various staff members that may be added as your school grows and matures.  There is also a helpful 
section on basic customer service for training your staff members. 
 

Section Four is a comprehensive collection of forms for use in school record keeping.  One of the most 
important, yet tedious, aspects of running a school is maintaining accurate records for students, faculty 
and staff, and for the institution.  This section tries to simplify this process by providing you with 
comprehensive lists of records that need to be kept, directions on how they are each supposed to be 
used and filed, and form templates for each of the records that can be easily adapted for use at your 
school.  The section is organized into three parts: student records, faculty and staff records, and 
institutional records (including documents for Foursquare Certification and for Articulation with Life 
Pacific College). 
 

Section Four is designed in such a way that you will be able to drag-and-drop forms from the 
Handbook into MS Word, easily place the name of your school on each document and add information 
such as your school address, phone number and e-mail address, and be ready to print them out and use 
the forms for school administration.  
 

Section Five is a Library Operations Manual that can be printed out and given to the person 
overseeing the development of the school library and any library volunteers or student workers.  
Sections 5.7-5.9 may be extracted and customized with the name and address of your school and names 
of any library personnel, and given to faculty and students as a Library Users Manual. 
 

Section Six is a collection of faculty resources designed to introduce instructors at your school to the 
basic principles of church-based ministry training and the Foursquare ministry licensing process.  It will 
help them to prepare their courses before the term, prepare effective lesson plans and evaluation  
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instruments (tests and term projects), keep accurate classroom records of attendance and coursework, 
and calculate grades at the end of the term.  Sections 6.4-6.81 may be extracted and customized with just 
the addition of a brief letter of introduction from you, as Institute Director, to your institute faculty and 
given to every faculty member as a Faculty Handbook. 
 

Section Seven provides guidance on how you can develop three areas of school life critical to student 
retention: Student Life, Student Services, and School Identity.  Each of these areas complements 
classroom instruction and adds to the overall learning experience provided by the school.  These areas 
also create a sense of community and belonging so essential for student success in college level 
programs.   
 

Section Eight is reserved for the Foursquare Ministry Training Viewbook that can be downloaded from 
the Institutes Website at http://www.foursquare.org/landing_pages/103,3.html. By helping you connect 
more readily with leaders of similar institutes, schools of ministry, and church-based Bible colleges 
across the country, the Viewbook will help you network with other ministry training leaders so you can 
exchange ideas, methods and best practices, and you can develop relationships with your peers that will 
provide you with encouragement and help you to grow as an institute leader.  
 

With some customizing, editing, and re-sequencing, you can easily transform Sections 2-5 into a basic 
Policies and Procedures Manual for your school.  For the purposes of a PPM, it would be best to insert 
the forms in section four into the corresponding sections on policy and procedure in sections two and 
three. 
 

The accompanying CD includes copies of the Handbook in single-sided and double-sided versions in 
pdf format for easy printout, and in MS Word format for adaptation and customization at your school.  
Front and back covers and 1 inch and 3 inch spine labels are included for use in a view binder. 
 

A Resource CD/DVD is being developed to accompany the Handbook, to provide you with additional 
examples, documents, and manuals that were too large or too numerous to include in the Handbook.  
Additional symposium notes and plenary addresses will also be included. 
 

Updates of Foursquare Ministry Training Forms and updates to the Handbook and Viewbook will 
be available for you to download on the Foursquare Ministry Training website. 
 

A streamlined version of this Handbook is now available for institutes that are just starting up or in their 
first year of operation called Start-Up Manual for Foursquare Ministry Training Institutes and 
Schools of Ministry.  It is available for download on the Institutes Resources page 
http://www.foursquare.org/articles/807,1.html. 
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Chapter 1 Introduction and Overview of Foursquare Ministry 
Training 

 
How To Use Section One 

 
Section One is designed to provide you with an introduction to Foursquare Ministry Training, its 
history, structure, basic formats and models for training, basic standards for operation, guiding 
principles for church-based ministry training, Foursquare distinctives, and preparation for Foursquare 
Ministry Licensing.  Much of this is in chart form for simplicity and clarity.  The remainder of section 
one is intended to provide you with an overview of additional models of training and ministry 
partnerships that will enhance the training offered at your school.  These include enhancing the training 
with intentional mentoring or immersion discipleship.  Partnerships that may enhance specialized 
training at your school include Foursquare Missions International, Foursquare Urban and Multicultural 
Ministries, and Foursquare Church Multiplication (Church Planting).  Key academic partnerships for 
your school include the degree completion program in Ministry and Leadership at Life Pacific College, 
and partnering with Pacific Life College in Canada for transfer of credit into their degree programs. 
Foursquare ForeRunners, an association of retired Foursquare ministers, provides a valuable pool of 
potential mentors and instructors for your school.  
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Introduction 
 

Then Jesus came to them and said, “All authority in heaven and on earth has been given to me. Therefore 
go and make disciples of all nations, baptizing them in the name of the Father and of the Son and of the 
Holy Spirit, and teaching them to obey everything I have commanded you. And surely I am with you 
always, to the very end of the age.”  Matthew 28:18-20 

 

And the things you have heard me say in the presence of many witnesses entrust to reliable men who will 

also be qualified to teach others.  2 Timothy 2:2 

 
You are about to embark upon a great adventure of obedience that will impact the health of the Church 
for generations to come.  It is a command.  It is a sacred trust.  It holds great promise!  It comes with a 
blessing. 
 

Each generation of Christian leaders has been entrusted with raising up and discipling the next 
generation of Christian leaders.  It has been that way for 2000 years.  It will be that way until Christ 
returns.  If our generation fails to fulfill this task, or does so poorly, the church of the next generation 
will suffer.   
 

For the first 1500 years after the resurrection, this discipling and training of the next generation of 
leaders took place in the context of the local church.  But for the past 500 years, churches have delegated 
the task of raising up the next generation of Christian leaders to Christian colleges, universities and 
seminaries removed from the context of the local church.  Unfortunately, this has often led to Christian 
leaders who are great theologians but cannot lead, who are great interpreters of Scripture but have poor 
ministry and people skills, who can argue all the hot topics of Christian ethics but have poorly developed 
Christian character and no spiritual fire. 
 

Beginning in the 1970s and gaining momentum in the late1990s, there has been a groundswell of local 
churches that have taken back the responsibility of training and discipling the next generation of 
Christian leaders.  Not wishing to abandon the academic foundations of ministry training, they have 
established Bible Institutes, Schools of Ministry and Church-Based Bible Colleges to provide college 
level ministry training in the context of the local church.  The result has been church-based ministry 

training that balances Head (Bible and Theology), Hands (Ministry and Leadership Skills), and Heart 
(Character and Spiritual Formation). 
 

By placing ministry training back in the context of the local church, students can move seamlessly back 
and forth between principle and praxis.  In most traditional Bible Colleges and Seminaries, students 
have to go searching for places where they can practice the ministry and leadership skills that they are 
learning in the classroom.  Since church-based ministry training takes place in a healthy active church 
setting, students can immediately go from the classroom to a ministry assignment.  They can shadow, 
intern, serve on staff, or volunteer right outside their classroom door.  This means that students are able 
to try out what they are learning between classes and can come back into class the next week with 
questions, challenges, frustrations and triumphs to share and discuss.  They also have the opportunity to 
take on increasing levels of leadership responsibility in the context of the local church under careful 
mentoring and supervision.  
 

In order to maximize the effectiveness of this church based ministry training, your church staff and 
volunteer ministry leaders must be fully committed to this process.  They need to go beyond seeing 
students as free slave labor for their ministries, to understanding that they have been entrusted to make 
an investment in the long-term health and growth of their church and churches throughout the region.  
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They need to see their work supervising and training students as kingdom work.  There needs to be a 
willingness to speak into the lives of the students, not just on the skill level, but also on the character and 
spiritual growth level––to make disciples.   
 
Faculty members in church-based ministry training must make sure they give adequate time in the 
classroom to discuss the application of the principles they are teaching and to process questions and 
feedback that students bring back with them from their praxis experience in ministry.  Institute and Bible 
college faculty must commit to go beyond the basics of Biblical background, content and meaning to 
ask, "So what?"  The teachers must challenge their students to apply what they are learning and 
encourage feedback.  They must discuss issues in class that move beyond biblical and theological 
principles to skill development and character development. To bear fruit in effective ministry, biblical 
and theological knowledge must encourage a deeper and growing relational knowledge of God that 
moves students to a lifestyle of worship and devotion, refines their character, and propels them forward 
into the world with the good news of Jesus Christ under the power and leadership of the Holy Spirit.   
 
To do this, faculty members need to provide opportunities for students to try out their spiritual gifts and 
ministry skills on each other in class even before sending them out into the church to exercise what they 
have learned, so they can work out some of the kinks in a safe controlled nurturing environment. 
Students must be encouraged to explore their emerging gifts and skills by ministering to each other.  If 
they make mistakes, there is loving understanding, gentle correction and guidance, and encouragement 
to try again until confidence and competence is developed.  Students will learn to draw from each other's 
strengths. They will learn mutual dependence on the whole body of Christ in their areas of weakness and 
need. And they will develop deep lasting relationships, the kind where they can call upon each other at 
any time, day or night, whenever they are in need of ministry, encouragement, or someone to talk things 
out.   
 

Long term success and vitality in ministry is often more dependent upon the condition of the minister's 
character and heart than upon the soundness of his or her theology and the strength of his or her ministry 
skills.  Many well-trained and gifted ministers lose their effectiveness or are forced to step down from 
ministry because of character issues that have gone unchecked.  Therefore, character formation needs to 
be an important part of church-based ministry training.  This is best accomplished through intentional 
mentoring by faculty members and ministry field supervisors.  Ministry situations have a way of 
exposing character flaws.  The alert mentor will seize the opportunity to provide loving correction and 
guidance at the teachable moment when the flaw is exposed.  Effective mentors will also find that group 
study of key Bible passages, such as the Sermon on the Mount and the Fruit of the Spirit, will provide 
ample opportunities to address key issues of spiritual and character formation.  
 

The fact that you are reading this introduction, means that you have chosen to answer God’s call to take 
up the challenge of church-based ministry training.  It will take hard work and lasting commitment, but 
the fruit of healthy well-prepared Christian leaders is worth the effort.  This Handbook will carefully 
guide you through the process from start to finish and provide you with the clarity of vision and the 
operational tools necessary to successfully complete the task of running a Bible Institute, School of 
Ministry, or Church-Based Bible College. By providing church-based ministry training that properly 
balances head, hands and heart, we will raise up generations of healthy well-prepared ministers that will 
plant, cultivate and lead healthy churches for years to come. 
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Foursquare Ministry Training:  Our History, Structure and 
Models for Training 

 
Bible Institutes: Our Heritage, Our Future 
by Harold Helms 
 

I think you will agree with me that the goal of the Bible institute it is twofold—to provide a systematic 
teaching of the Word of God to those who seek it for greater spiritual depth in their personal lives and to 
provide a means of training future leaders, i.e., pastors, evangelists, missionaries, etc.  Of course, among 
those who come simply for a greater knowledge of the Word of God, some are apt to be called into full-
time ministry.   

 

It seems to me that although the motivation for starting and maintaining church-based Bible institutes 
can be based on Scripture, it may also be substantiated and perhaps enlightened by our Foursquare 
history.  What is the Biblical basis for Bible Institutes?  There is a Biblical mandate for it.  The New 
Testament’s Great Commission, evangelism, discipling, and teaching, is not simply a suggestion; it is a 
command!  Becoming a disciple of Jesus means the unconditional offering of a person’s life.  A call to 
discipleship is a call to service—a call to do what Jesus did and to be exposed to the same opposition He 
faced.     
   

In the Old Testament we read of the Sons of the Prophets, or School of the Prophets, which in some 
ways serve as an example for our Schools of Ministry today. (1 Sam. 10:5-8; 2 Kings 6:1-6).  
The Hebrew prophets are said to have been “the most distinguished group of men who ever lived.”  
Their ministry was certainly more than simply “writing tomorrow’s newspapers today.”  All that they 
said or did seems to have been based on one of four things—the holiness of God, the love of God, the 
worth of the individual, and the responsibility of the individual.  To a great degree our democracy seems 
to be based on the teachings of these Hebrew prophets. 
 

Samuel, who was a Judge and a Priest as well as one of Israel’s greatest prophets, may have started these 
schools and Elijah and Elisha seem to have been closely associated with them.  These schools were 
located in various places such as Bethel, Gilgal, and Jericho (1 Kings 13:11; 2 Kings 2:1, 4, 5).  A study 
of these schools reveals truths that are meaningful for Bible institutes today.  
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Two instances come to mind concerning these schools.  The first has to do with Saul, Israel’s first king. 
1 Samuel 10:5-8 tells us that Samuel, who is sometimes referred to as a “king maker,” anointed Saul and 
told him that a series of events would occur to him that very day.  Among these events would be Saul’s 
meeting with the School of the Prophets.  These men would be coming down from a “high place” and 
they would be worshiping in music and prophesying.  Evidently the prophet found that music could 
create an environment in which he could more easily function.  In 2 Kings 3:15 we read of Elisha asking 
for a “minstrel” before he prophesied.  Since anointed music seems to create an atmosphere in which the 
Spirit of God can more easily move it should be no surprise that Marin Luther said, “Next to theology 
the devil hates music.”  These young prophets would be using stringed, percussion, and wind 
instruments. So these schools were obviously places of anointed worship.   

 

The prophet’s message was often given with enthusiasm and unction.  The word “prophesy” means to 
“speak on behalf of another,” to “bubble forth.”  This was often done ecstatically.  So these schools were 
also places of anointed instruction.  When Saul met the Sons of the Prophets the Spirit of the Lord came 
upon him and God gave him a new heart, i.e., he became a new man and began to prophesy along with 
the prophets.  So these Schools of the Prophets were also places of transformation as well as worship 
and instruction. 
 
The 2 Kings 6:1-7 passage tells us of another School of the Prophets that had grown to the extent that 
the place where they gathered was too small for them.  The students approached Elisha, who was 
evidently the head of this school, and asked if they could launch a building program.  Their plan was to 
provide material to enlarge their quarters.  To do this each student was to cut down a tree.  So this school 
was more than a place for meditation and study; there was a fellowship there that was tied to a common 
interest.  Elisha gave his permission for them to do the work, but they insisted that he go along by--
“Won’t you please come with your servants?”  It was out of their unified effort that we are given the 
account of the floating axe head. Obviously this school was also a place of service.  
 

There seems to be a suggestion here that teachers and students should work together.  It is not enough 
for teachers, in a detached way, to simply drop truths down on the heads of students.  Truth must not be 
simply offered; it should be presented with passion and with a sense of urgency.  A “prophetic” touch 
should be upon the teacher, for rather than simply speaking for himself, he is “speaking for another.”    
Elisha could have simply refused to respond positively to these young students.  He could have 
reminded them that it had been a long time since he had used an ax, that he had long ago ceased being a 
farmer, that his woodcutting and plowing days were history.  After all, when he was called into the 
ministry he had burned his plowing equipment and offered his oxen as an offering to the Lord (1 Kings 
19:21).  But he knew that these students not only needed his knowledge and wisdom, they especially 

needed the inspiration his presence and involvement would provide.  This suggests that these schools 
were not only places of worship, instruction, transformation, fellowship, and service, but mentoring as 
well.    
 

Do we see an obvious truth here?  When Saul associates with the worshiping School of the Prophets his 
heart is changed; he is made into a new man!  When teacher and students work together in the School of 
the Prophets the miraculous occurs and a young man’s capacity to be a productive servant is restored.     
It is imperative in our Bible institutes that we teachers do not see ourselves simply as dispensers of 
information.  I am not advocating that our classrooms should be as inspirational as a revival meeting, but 
I am sure that we can alienate students by our teaching if it is as dry as last year’s bird nest.  The 
teacher must see himself as a mentor, not only teaching, but also inspiring. God has not charged 
Bible institute teachers with simply producing an “ecclesiastical intelligentsia.”  
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Unfortunately, some teachers can alienate students quicker than they can be recruited.  Some instructors 
seem to feel that they are called to “cull them out,” and feel that God is pleased when they eliminate 
those who, in their opinion, are “unqualified” for service.  In almost 30 years of teaching I have found 
that some of those I personally felt would never be productive ministers have made an impact on the 
world for God.  We must all know that ministry is a calling, not a career, that it is a discipline for the 
obedient, not simply a task for the most intelligent. 
 
It’s informative to look back at the purpose and history of our first Foursquare institutes in the United 
States. When Aimee Semple McPherson opened Angelus Temple in 1923, she had not intended to settle 
down in Los Angeles.  She expected the Temple “to be a great evangelistic center in which” she says, “I 
would hold campaigns when in Los Angeles, and which other speakers would use during my absence in 
other parts of the world.  I never dreamed that the Lord would want me to make this my place of abode, 
even though he had promised me a home where I could leave my two children to be cared for and to 
attend school while I should preach.” 
 

But the response to her ministry was so overwhelming that her plans were altered.  When thousands of 
letters came asking for meetings she writes that the Master spoke to her heart saying, “Why not help 
answer your own prayer?  Gather together those who have consecrated their lives to the service and give 
them the benefit of your fourteen years of practical training.  Then send them out to answer these calls.”  
Thus a local church Institute was opened on February 6, 1923, one month after Angelus Temple opened. 
Notice her reference to “practical training.”  The purpose of the institute was to equip students to 
preach the Foursquare Gospel, i.e., to do what Aimee McPherson had been doing.  We must 
remember that this school was born to serve a local church rather than a denomination for there was no 
Foursquare Organization at that time.    
 

In February 1926, the Bridal Call Magazine says, “Angelus Temple’s Training Institute included two 
schools of instruction and training: The Bible School and the School of Evangelism and Missions.”  The 
Bible School was designed for those who were “not expecting to enter the field, but desiring a 
knowledge of the Word of God,” while the School of Evangelism and Missions was for those who 
felt a call to go into full-time service.  McPherson wrote that there would be “a complete two-year 
course to a diploma of graduation from either the Bible School or the School of Evangelism and 
Missions.”   
 

Was the vision of the evangelist realized? Two years after Angelus Temple opened, the July issue of 
The Bridal Call states that the students of the Institute had given birth to 29 churches! These students 
were being not only taught in the classroom, but also trained in a dynamic church.  The Institute had 
opened with 50 students and by its fifth year the student body numbered 800. 
 

Why were these institute students so successful? I would suggest that these students were to a great 
extent productive because they were being taught and trained, not only in the classroom, but also in a 
dynamic church body led by a charismatic evangelistic pastor.  Their teaching was not simply 
theoretical; they witnessed it being played out before their very eyes.  They were encouraged to “put 
shoe leather” on what they learned in the classroom, and this they did. 
 

The history of this first Foursquare Institute is interesting.  Some may be surprised that it was 
started by an evangelist rather than a degreed educator. When one looks into the history of the Bible 
College movement in the U.S., he may be surprised to learn that generally these schools were started by 
pastors and evangelists.  Moody Bible Institute was not started by a great scholar, but by Evangelist 
Dwight L. Moody.  Neither was Bob Jones University, Oral Roberts University, nor Life Pacific College  
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started by educators.  Aimee Semple McPherson wrote in The Origin and Purpose of Angelus Temple 
Training Institute, “A faculty of efficient workers will be on hand, but this branch of the work will ever 
be under the direct supervision of the Evangelist.” Although Pastor Jack Hayford is certainly a scholar, I 
suspect that the vision for Kings College and Seminary in Van Nuys came more from his heart than his 
head. Though there seems to be little evidence of it today, most of the Ivy League colleges were started 
by ministers and one of their principle reasons for existence was to train students for the ministry. 
 

I was surprised when I learned that the building to accommodate this first institute was completed even 
before Angeles Temple itself was completed; but before they could move into it, the enrollment for the 
school was too large for the new building.  That building then became a parsonage and the school 
occupied the third floor of the Temple, the 500 Room, until finally a new five-story building raised up to 
serve the Angelus Temple Sunday School and the Bible Institute.   
 

Before the erection of the five-story building, Sister McPherson wrote, “We are meeting in the lobbies, 
under the trees in the park, on the steps and in every conceivable nook.”  On April 26, 1925 the four 
cornerstones of the new school building were laid.    
 
Her statement reinforces my conviction that the primary need of a Bible institute is a shade tree and a 
gifted teacher.    
 

The newly established school was referred to in various articles as “The Angelus Temple Training 
Institute,” “The Angelus Temple Evangelistic and Missionary Training Institute,” and “The Echo Park 
Evangelistic and Missionary Training Institute,” and at the dedication of the school building it was 
called “The International Institute of Foursquare Evangelism.”  In September 1927 the name of the 
school was officially changed to Lighthouse of International Foursquare Evangelism” or “LIFE Bible 
College.” 
 

Consider the contrast between our first school and the second U.S. Foursquare college.  About 25 
years after the Angeles Temple Institute was started the Foursquare Church started another school in 
Ohio.  Its purpose was to do what LIFE Bible College was doing on the west coast—train students for 
ministry, especially for churches in the eastern area of the nation. One of the complaints of the churches 
back east had been that when they sent students to California all too often they never saw them again.  
Now students east of the Mississippi would not have to travel all the way to the west coast and would 
not have to be exposed to the Los Angeles environment.  The new school seemed to be the answer to 
these objections.  
 

There had been spirited debate on the convention floor about opening this school.  One former church 
officer said that establishing this school “would split us right down the middle.”  If that had been true 
imagine, with the proliferation of institutes today, the number of splits we would have today!   
 

The history of this second school contrasts sharply with that of the first. The second school was started 
in an old four story building situated on 327 acres in the small rural community of Bangs, Ohio, five 
miles from the little city of Mount Vernon in central Ohio and would be known as Mount Vernon Bible 
College.  There was a small Foursquare Church five miles away in Mount Vernon, but no Foursquare 
Church over 150 in attendance within 40 miles.  
 

This school was not born out of a local church.  In the early years of the school the students attended the 
small Foursquare churches in the surrounding towns.  Thank God for churches, whether large or small, 
but consider what our Founder had written 34 years earlier: In the March 1923 Bridal Call, Aimee  
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McPherson wrote, “If one is going to become an evangelist one must be in the midst of a revival and 

serve one’s apprenticeship in a place where souls are really being saved…Book learning and theory 
taught in colleges, seminaries, Bible Schools, is indeed most splendid and almost indispensable when 
founded upon the Word of God, but the finest seminary, university or Bible School, when located miles 
from the nearest Holy Ghost revival, wherein hundreds are consistently being born into the Kingdom of 
God, must of necessity lack that one great essential—practical training.”  
 

After the school opened its own church on campus that the enrollment of MVBC experienced exciting 
growth.  From its beginning enrollment of about 40 students the enrollment grew to around 286 in 1975.  
I believe that one of the main reasons for this growth was the establishment of a campus church.  This 
church, I believe, became “the tail that wagged the dog.”   
 

The teachers, who had all been pastors before coming to the college, became the preachers in the chapel, 
thus exposing the students to various styles of ministry.  This responsibility also helped to keep the 
faculty fresh.  After a few years of teaching the same subjects a college teacher can become dry and 
dusty.  Aimee McPherson, along with all her other duties, taught Doctrine, Evangelism, Homiletics, 
Dispensational History, Typology, the Apocalypse, and Personal Work in the institute. 
 
MVBC was eventually moved to Virginia and after several years there it was closed.  In my opinion the 
closure of the college was not a wise decision, but perhaps there was one positive result--it may have 
encouraged the International Board to look more favorably on church institutes.  The Foursquare Church 
historically had not been open to institutes.  In 1986 when we started Angelus Bible Institute the Board 
had approved it, but their approval was based on the fact that we would predominantly be reaching 
Hispanics.  I don’t recall the Board considering the fact that we were going to have an English-speaking 
class also.   
 
What do we learn from our heritage that can enhance our future? We can learn much by looking at 
the historic relation between Angelus Temple and LIFE Bible College.  When I came to LIFE Bible 
College in 1945 the students were required to join, attend, and tithe to Angelus Temple. The Temple and 
the college seemed inseparable.  The Temple’s financial contributions to the school were significant and 
tuition costs were low.   
 
Over the years Los Angeles and Echo Park had changed significantly.  I read a letter written by Sister 
McPherson in the early years of Angelus Temple in which she said that she wanted to start missions 
stations out side of the Echo Park area because this area was so up-scale that some people did not feel 
comfortable coming into Echo Park!   
 
The relationship between LIFE Bible College and Angelus Temple also changed through the years.  The 
institute that had been started to serve the Temple had developed into LIFE Bible College and it now 
served as the Foursquare Organization’s college.  Its students came from all over the nation to an 
environment that was quite different from the ones they had left behind.     
 
Angelus Temple in the latter part of the 20th Century changed considerably. When we pastored (1981-
1999) the Temple had at least 42 different nationalities worshiping in its eight congregations.  Angelus 
Temple’s constituency would no longer be a White middle class congregation.  It was now situated in 
one of the most cosmopolitan cities in the world.  Although the area around the Temple and the Temple 
itself had changed demographically, LIFE Bible College, with its students coming from other parts of 
the nation, remained essentially the same. 
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In 1986, knowing that the Bible College would soon move, Angelus Bible Institute was opened.  When 
LIFE Bible College moved to San Dimas the building it had occupied then reverted to its original dual 
purpose—a Bible training center and a Sunday School building.  It also was the home of the Hispanic 
Congregation and Korean Congregation.   
 
I am rehearsing this history because I think it teaches us some things that can cause a Bible training 
center to be effective. 
 
First, it flourishes best when it identifies with its environment.  It also is productive when it is 
located in a church planting, evangelistic assembly where there is great emphasis on the Word and 
the Spirit.  In the Bridal Call, Sister McPherson wrote, “If one is going to become an evangelist one 
must be in the midst of a revival and serve one’s apprenticeship in a place where souls are being saved.”   
One might ask if through the years the Temple had ceased being that place where souls were “really 
being saved.”  I can testify to what I have observed for the 18 years we served here—Angelus Temple 
had about 4400 people per week in its services and baptized about 300 people per year.  A visitor to the 
English-speaking congregation would not realize that they were visiting a church that reached that many 
people.  They would not know that there were eight different congregations where the gospel was being 
preached every week in eight languages.  A large number of pastors in recent years have come from the 
Angelus Temple Hispanic Church pastored by Dr. Raymundo Diaz.  
 
One of the reasons Angelus Bible Institute has been blessed is because from its conception it has been 
made up of students from about 15-20 nations and its classes have been in both Spanish and English.      
So it seems to me that an institute must be a reflection of the local church. This is one reason why I 
am excited about the proliferation of institutes in the Foursquare Church today.  If a church is healthy, 
the training of ministers should be a normal expression of the life of that church.  A church-planting 
church is an ideal location for an institute. New Life Center in Bakersfield, where the School of 
Ministry that I serve is located, has planted four churches in the last 18 months.  I doubt that an institute 
located in a dynamic church will ever have to be subsidized. 
 
I am convinced that the future growth of the U.S. Foursquare Church rests in a great measure 
with strong evangelistic churches training its own people in its own institute and then sending 
them out to “preach the Word.”            
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Twenty-One Questions (and Answers)  
For Prospective Institute Leaders 

By Dr. Dan Hedges and Dr. John Brangenberg 
 
1. Why would my church want to start a Ministry Training Institute? 
 A Ministry Training Institute provides your church with the opportunity to invest in leadership the 

way Christ did, with careful instruction and intentional application as he engaged the community 
around him.  The Institute model equips rising leaders by fusing sound doctrine and practical 
application to develop the whole person as a servant for Christ.  Starting an Institutes means 
beginning to connect with Foursquare Leadership Activity around the country and the world to 
fulfill the Great Commission.    

 
2. Where can I find help with important information and guidelines? 
 An excellent resource that will help you in every area of Institute development and operation is 

available to you in the Handbook For the Operation of Foursquare Ministry Training Institutes, 
Schools of Ministry, and Church-Based Bible Colleges.  The Handbook supplies you with practical 
explanations, troubleshooting, example documents, and printable resources useful for all areas of 
the Institute: records, student life, faculty instruction and encouragement, staff involvement, and 
administration.   

 
3. Are there resources available for through Life Pacific College to help the local Institute? 
 From example documents to ready to use courses and instructional resources, Life Bible College 

wants to help your local institute.  You are not alone, there are resources available right now to 
support institutes just starting or continuing.  These resources can be found in the institutes course 
bank accessible at www.lifepacific.edu/institute. 

 
4. How do I organize a Ministry Training Institute? 
 First, relax. We have the resources and support staff to help you at each stage of this rewarding 

process.  In the third section of the Handbook and throughout the Institutes Start-Up Manual, you 
will find step-by-step instructions and practical guidelines on the start-up process for a new institute 
from how to communicate with your church and pastor to informing your community and 
establishing a successful budget. It is challenging, but the reward far outweighs the initial 
investments.   

 
5. What is the difference between the training a person receives in Bible College as compared to a 

training institute? 
 The primary advantage of institute training is the opportunity for hands-on practical application of 

ministry skills and close mentoring provided by training in a church setting rather than a 
freestanding Bible college. 

 
 All certified Foursquare Bible Institutes, Schools of Ministry, and Church-Based Bible Colleges 

have the same foundational elements of Foursquare Doctrine and balanced curriculum.  Certified 
Bible Institutes maintain an established number of hours so students may possibly transfer credit to 
a 2-Year or 4-Year Bible Colleges to earn an Associate’s or Bachelor’s degree, or they can qualify 
for the International Ministry License from Foursquare upon institute graduation and appointment 
to a ministry position. The primary difference between Bible colleges (either traditional or church- 
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 based) and formal Bible institutes is that Bible colleges have legally constituted as educational non-
profit corporations separate from the parent church and have been authorized by their state to 
award degrees.  Both formal institutes and Bible colleges have academically qualified faculty and 
teach at a collegiate level. 

 
 Bible College and Formal Institute training is predominately formal (classroom/institution based), 

whereas non-formal institutes balance classroom training with hands-on training approximately 
50/50.  Schools of Ministry vary in courses and hours offered, and they provide both informal 
(relationship/activity based) and formal (classroom/institution based) training. 

   
6. What is the difference between a School of Ministry and a Formal Institute in the Foursquare 

system? 
 A School of Ministry maintains a foundation of Foursquare doctrine and a balanced approach to 

curriculum.  A School of Ministry differs from an Institute with its liberty in the number of training 
hours and type of instruction offered.  Faculty must show competence in their areas of instruction 
and have related ministry experience as the minimum standard, though a Bachelor’s degree is 
recommended. Schools of Ministry are not normally able to establish credits that transfer or work 
towards degrees.   

 
 A Formal Institute also maintains a foundation of Foursquare doctrine and balanced curriculum.  

Institutes require a greater number of contact hours involving more formal and non-formal 
instruction than a School of Ministry and require the faculty to not only have related experience but 
a degree (Bachelor’s degree in the field of instruction is the minimum, though a Master’ is 
preferable) from an accredited college. Bible Institutes can connect with Bible colleges to establish 
relationships called articulation agreements that provide transfer of institute credits towards college 
degrees. 

 
7. What fees and expenses should I expect for certification with Foursquare Ministry Training? 

• $100 for initial application for certification. 

• $100 annually for annual certification renewal submitted with your annual institutes report. 

• $100 registration fee to attend the mandatory annual Foursquare Ministry Training Institutes 
Symposium, plus travel expenses. 

 
8. What do I need in order to gain certification for my Institute? 
 It is recommended that any new institute, school of ministry, or church-based Bible college that 

desires to be recognized as Certified by Foursquare Ministry Training apply for certification prior 
to offering its first classes.  However, the Application for Certification by Foursquare Ministry 
Training may be completed at any time. It should be completed and finalized by December 31, for 
recognition at the Annual Foursquare Ministry Training Symposium held each year in February. 
The Application for Certification form is available for download from the Foursquare Ministry 
Training Website under Forms and Application. A $100 Application Fee must accompany the 
application.  An important part of the process is a formal resolution to request permission to operate 
a Foursquare Ministry Training Institute signed and approved by the Senior Pastor and Church 
Council. 
 

9. What is the difference between certification and accreditation? 
 Certification is a form of formal recognition by Foursquare Ministry Training that certifies that an  
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 institute is operating according to the appropriate standards prescribed in the Handbook for the 
Operation of Foursquare Ministry Training Institutes, Schools of Ministry and Church-Based Bible 
Colleges.  Certification also signifies that the two-year institute program provides the appropriate 
academic foundation that qualifies institute graduates to apply for the International Ministry License 
from ICFG upon appointment to a ministry position in ICFG.  Certification also opens the door for 
transferability of credits to Life Pacific College for those institute graduates who desire to continue 
on to complete their four-year bachelor’s degree.  Certification is a relatively simple process that 
can usually be accomplished during the first year of institute operation or even before an institute 
begins offering classes. 

 
 Accreditation is a very lengthy process of approval by a federally recognized accreditation 

association, which usually takes 8-10 years to accomplish. There are only two accreditation 
agencies that have been approved by the US Council on Higher Education Accreditation (CHEA) 
to accredit Bible Colleges, the Association for Biblical Higher Education (ABHE) and the Trans-
National Association of Christian Colleges and Schools (TRACS).  Schools of Ministry and 
Institutes are not eligible for accreditation, since a school must incorporate separately as an 
educational non-profit corporation and be licensed by its state to award degrees in order to pursue 
the accreditation process.  Church-based Bible colleges, both two and four-year, may begin the 
process of accreditation with the ABHE or TRACS after five years of operation.  This may include 
years the school operated as an institute before incorporating as a college.  Detailed guidance on 
making the transition from institute to Bible College to ABHE accreditation is found at the end of 
section 2 of the Handbook.  

 
 Though Formal Bible Institutes are not eligible for accreditation, they are eligible for Affiliate 

membership with ABHE.  Though this is not accreditation, it does have meaningful benefits that 
greatly enhance the quality of operations at an institute. See page 4.123-127 for details on 
applying for Affiliate Status with ABHE. 

 
10. How long is my program of instruction required to be? 
 Both formal and non-formal Bible institutes and two-year church based Bible colleges must be a 

minimum of 750 contact hours (60 Semester hours) which takes two years of full-time coursework.  
Schools of ministry must be 350 contact hours of instruction (30 semester hours, which takes one 
year of full-time instruction.  Four-year church-based Bible colleges must be at least 1500 hours 
(120 semester hours), which takes four years of full-time instruction.  To full fulfill the academic 
requirements for the International Ministry License from ICFG, a program must be at least two 
years or 750 contact hours. 

 
11. How do I develop curriculum for my institute? 
 Section 2.21-30 of the Handbook gives detailed guidelines and recommendations on how to develop 

a curriculum for your new institute.  Though there are certain standard elements that will be found 
in every institute’s curriculum, such as Foursquare Doctrine, an institute should focus its curriculum 
to meet the unique needs of the local geographic area that it is serving. 
 

12. What qualifications do my Institute teachers need to have? 
 It is important that all faculty members hold a minimum of an earned bachelor’s degree, and 

preferably a master’s degree, acquired from accredited schools.  These degrees should be in the 
field they are teaching or in a field closely related to the course they are teaching, such as an  
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 applied field rather than the pure discipline.  (For instance:  In addition to faculty trained with a 
ministry degree, a lawyer can teach about leadership or ethics or community transformation, an 
MSW or a psychologist or psychiatric nurse practitioner can teach psychology or pastoral care, an 
MD can teach about science and faith, an MBA or CPA can teach about administration, especially if 
they have experience with church non-profit tax law and church record-keeping, etc.)  

 
 Additional non-degreed individuals may assist in certain areas if they carry extensive experience in 

a certain area of study within a course and are generally recognized as an authority on the subject 
matter at hand.  This is particularly true in skill-related areas of instruction. 

 
13. What does the director do and what are his or her qualifications? 
 The director is responsible for the oversight of the Institute program.  The director serves the 

Institute in areas of personnel, record keeping, and faculty/student contact.  It is recommended that 
the Institute director have a ministry related degree from an accredited institution or be working 
towards it.   

 
14. What is an administrative committee and how does it serve my Institute? 
 This important committee oversees the operation of the institute.  The administrative committee 

meets regularly to provide support and accountability to the students, faculty, staff, and programs of 
the Institute. This committee involves leadership from the sponsoring church to foster health and 
encouragement between the ministries. 

 
15. What is the role of the sponsoring church’s pastor? 
 The sponsoring church’s pastor needs to serve on the administrative committee and be in 

communication with the director of the institute.  For an institute to thrive, it must also have strong 
public support from the pastor in order to gain buy-in from the congregation.  Ideally, the pastor, if 
qualified, should also serve on the teaching staff of the institute whenever time permits. 

 
16. Do Institute students need a High School Diploma? 
 A High School Diploma or GED is necessary if the student attending the Institute wants to take the 

courses for credit, since institute courses are to be taught at college-level instructional standards. 
Students enrolled purely for personal enrichment, do not need to meet the High School graduation 
requirement to enroll. 

 
17. How can my institute students obtain college credit for courses offered at the institute? 
 If a student desires to transfer their institute work towards a Bible college degree, the institute can 

enter into a relationship with a Bible college in their area or one of the Foursquare Bible colleges to 
arrange for transfer of credit from the institute to the Bible college.  This formal arrangement is 
called an articulation agreement.  There are detailed instructions in the Handbook on how to go 
about entering into an articulation agreement.  If no articulation agreement exists, the student can 
still request for his or her institute work to be evaluated by the college for transfer credit.  Many 
Bible colleges are willing to evaluate institute credit for this purpose. 

 
18. What responsibility do I have to government agencies in operating an institute? 
 Each state has different requirements so that colleges can award recognized degrees in the state.  

However, in most states as a minimum all schools must be established as a higher educational non- 
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 profit corporation in their home state in order to have legal authority to award degrees, though 
some states allow a church to operate a school under a religious training exemption.  Your church 
can easily contact the State Department of (Higher or Post-Secondary) Education, or other relevant 
state agency such as the Department of Commerce and Consumer affairs, for specific information.  
The ICFG properties department has most of the needed documents readily available to help you, as 
well. 

 
19. What is the annual symposium and why is it important to my Institute? 
 The Foursquare Ministry Training Annual Symposium is an annual 3-day gathering of 

representatives from all certified institutes, prospective institute leaders, denominational education 
leaders and resource personnel.  All certified Foursquare Ministry Training Institutes, Schools of 
Ministry or Church-Based Bible Colleges are required to send at least one representative to the 
Foursquare Ministry Training Annual Symposium held each year.  This is a very valuable training 
and networking meeting for institute directors and college leaders that should not be missed.  It is 
also the main avenue for institute leaders to find out about new developments in Foursquare 
Ministry Training. Registration forms are usually e-mailed to Institute Directors/College Deans 
several months prior to the Symposium each year.  Travel Scholarships are sometimes available for 
institutes and schools of ministry with limited budgets.  

 
20. What is the annual report for Institutes and why is it important? 
 The annual report is a requirement for all Institutes to complete and send to the Institutes office by 

July 15 of every year of the Institute’s operation.  This report enables Institute Certification to be 
renewed each year.  In late spring, the report is mailed out to Institutes, but it also may be found on 
the Foursquare Ministry Training Website at any time.  See the Handbook pages 4.89-4.92 for 
further details and examples.   

 
21. What happens if my Institute decides to discontinue operating? 
 By law, schools are required to keep student records on file for fifty years after a student’s last 

enrollment or graduation.  This is so that students can have access to their transcripts for their 
reasonable life expectancy.  However, it is best to keep all student records permanently, since some 
students are now returning to college in their seventies and eighties. 

 

 Most states also require that a trustee of school records be appointed if the school ever chooses to 
close its doors.  This is usually another Bible College in the area or perhaps one of the Foursquare 
Bible Colleges.  Sometimes the State Post-secondary Board of Education will serve as trustee of all 
school records in that state.  If a school closes, all records are entrusted for permanent storage and 
access at the designated trustee institution.  When the school closes, the State Post-secondary Board 
of Education and all former students and alumni should be notified in writing by the school 
regarding the identity of the trustee, in case former students or alumni need access to their school 
records or transcripts for employment or further education. 

 
 Schools have a contractual obligation to provide for the completion of all remaining program 

coursework for all currently enrolled students at the time of the school decides to close.  It may 
decide to teach out the program until all current students have graduated or it may arrange to have 
them transfer to another school to complete their program.  It is unethical to close down a program 
abruptly without providing a means for current students to finish their programs. 
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Foursquare Ministry Training Structure 
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Ministry Leadership Training Models 
 

General Categories Aid Definition 
Sometimes it is helpful to use "umbrella categories" to clarify thinking. In actual practice,�training 
usually bridges across such categories and uses models that fall under more than one�category. 
Nevertheless, it is helpful to compare and contrast the nature and thrust of each of these�general 
categories in order to identify the strengths and weaknesses of each more clearly. 
 

Three General Educational Categories 
Formal education: organized institutional education recognized by society.� 
 
Non-formal education: semi-organized training that usually takes place outside the�jurisdiction of 

formal training institutions.� 
 
Informal education: training that takes place in the context of normal life activities. 
 
 
 FORMAL NON-FORMAL INFORMAL 
  
Centralized Distance   Process Event� 
 (resident/non-resident)   (high/low accountability)�  
Bible Institutes Open Universities  adult S.S. camps 
Bible Colleges Local Extensions  discipleship conferences 
Christian Colleges Media Extensions  mentoring  congresses 
Christian Universities On-line Courses  shadowing convocations 
Seminaries Correspondence Courses  apprenticeships  conventions 
 Internships   radio classes symposiums�
 Directed Studies   retreats 
 
 Intermittent� 
 (minimum or supplemental training) 
 Workshops� 
 Seminars� 
 Short-term Institutes� 
 Continuing Education  
 In-Service�Education� 
 Resource Centers 
 Research Centers� 
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COMPARISON OF FORMS OF THEOLOGICAL EDUCATION 
 

 FORMAL NON-FORMAL INFORMAL 

1. Purpose: long-term, general, short-term, specific, immediate, specific life, 
 degree based non-degree based task related 

2. Timing: long cycle preparatory, short cycle, recurrent, non-cyclic, intermittent, 
 full-time or part-time part-time or occasional occasional 

3. Content: sequence, continuity & sequence, continuity & non-sequential, 
 integration over integration over no continuity, 
 multiple units, single units, no integration, 
 input centered, output centered, context centered, 
 standardized, individualized, individualized, 
 academic practical practical/accidental 

4. Delivery institution based, environmental based, relationship based, 
System: isolated, community related, person related, 
 rigidly structured, flexibility structured, life experience, 
 teacher centered learner centered interpersonal related, 
 pedagogical methods andragogical methods somewhat structured, 
   pedagogical and 
   andragogical methods 

S. Control: external standards, self-governing, not controlled, 
 hierarchical democratic equality 

6. Selection: participants determined entry requirements entry based on 
 by academic entry determined by people relationships not 
 requirements to be served academic achievement 

7. Costs: resource expensive resource saving resource saving, often 
   resources not used 

8. Relevance relevant to generalized, relevant to immediate may or may not be 
 non-specific, future context, relevant, 
 situations, in-service oriented a-service oriented 
 pre-service oriented   

9. Advantages: generalized future specific present may focus on specific 
 preparation, preparation, and immediate needs, 
 develops institutions develops both individual develops relationships, 
 Involved, and communities, provides relational base 
 provides theoretical 

base 
provides experimental 
base 

 

10. Limitations: dislocative culturally, lacks theoretical base, difficult to assure true 
 economically, may not be relevant in learning of content, 
 educationally another situation, skill, attitudes, 
 expensive in money and longer learning time accountability difficult 
 personnel, than formal approach to include 
 may not be immediately   
 relevant   

 
Source: Eddie J. Elliston (FTS/SWM) “Designing Leadership Education.” 
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Why do we need guidelines? 
Why do we need to be careful? 

 
When a church operates a Bible Institute, Bible College, or a Christian School, it no longer operates 
solely as a Foursquare Church under denominational guidelines. It enters the education world and must 
comply with the Department of Education guidelines or in the case of Bible Institutes or Bible Colleges 
may need to apply for a religious exemption from the state Department of Education. 
 
 

 
 
 
The goal of the guidelines found in this handbook is to help churches operating these types of ministries 
in the following ways: 

1.  To begin correctly. 
2.  To operate as a high quality ministry of the local church. 
3.  To function legally. 
4.  To make the best use of available resources. 
5.  To clarify transfer requirements between institutes and Bible Colleges. 
6.  To provide networking information for institute leaders. 
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Some Important Principles for Church–Based Ministry Training  
 

Add a local touch to traditional curriculum courses 
One of the greatest strengths that an institute or church-based Bible college has to offer is the 
opportunity for students to train for ministry in the same geographic context that they intend to minister 
in upon graduation.  Thus, the school faculty and pastors of the sponsoring churches should give careful 
consideration to what core requirements will best meet the needs of the target population in their local 
geographic region.  In most cases the basic core of classes will not vary significantly from region to 
region, though there may be some special courses that may help to prepare students for ministry in an 
urban environment, or help them to address major social and societal issues in their region.   
 

However, in most cases, though the core curriculum may not vary significantly, the way that the courses 
are taught should vary considerably from region to region.  This is done by adding local flavor and 
focusing on how general concepts can be applied to address local issues and problems.  The history of 
Christianity in your local area should be taken into account.  Issues of injustice or chronic social 
problems endemic to your area should be addressed, particularly how the Gospel can offer hope and 
transformation to these circumstances.  If there are cultural values and strengths that impact what makes 
ministry effective in your area, they should be incorporated.  Even use of local dialect to explain 
difficult concepts may be helpful at times. 
 

Balance Tried and True with Innovation 
The contextual setting of learning in institutes or church-based Bible colleges offers opportunities to try 
out new approaches to ministry and cutting-edge methodology much faster than they are normally 
incorporated into curriculum at more established Bible Colleges and Seminaries.  It can be a great 
advantage for students that they get to study and practice the latest and most cutting-edge methods 
before their peers at more traditional schools.  But caution should be taken to not abandon teaching the 
basics of the discipline in the process.  There should be a healthy balance of the tried and tested and the 
cutting-edge.  Make sure that students have the foundation of the basic principles and practices of the 
discipline before exposing them to new methods and concepts, so they have a frame of reference to 
evaluate what will be the most effective in their ministry context, drawing from the best that traditional 
methods and concepts have to offer as well as the new and exciting cutting-edge methods and principles. 
 

For instance:  In most schools, students will only get to take one preaching class, and perhaps a 
preaching lab.  Narrative Preaching may be one of the most effective cutting-edge styles of preaching, 
but a ministry student needs to be taught the basic principles of homiletics, including how to write a  
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solid introduction, conclusion, develop a topic . . .before learning the specific practices associated with 
the narrative style of preaching, like effective storytelling.  They will also need to learn the basics of 
other styles, like topical, textual and expository preaching, even if the greatest amount of time is devoted 
to narrative preaching. 
 
Balance High Tech with High Touch 
We live in an era of rapid advances in technology, particularly in the communication arts.  This affords 
great opportunities for instructors to enliven their teaching with a wide range of multi-media that were 
not available or affordable a generation ago.  Younger students, in particular, have grown up in a very 
media savvy generation and tend to expect all communication to be entertaining.   Teachers should be 
encouraged to use video clips, PowerPoint, sound bites, etc., to enrich the learning experience and to 
increase student participation and engagement.  However, multimedia should seldom become the main 
event and substitute for teaching and classroom engagement.  Sometimes it is appropriate to show a 
longer video, especially if it gives the students exposure to the person who originated an idea or 
methodology, or if it serves as a springboard to a major class discussion.  But teachers should remember 
that ministry is a people intensive occupation and calling.  The best way to learn ministry is to interact 
and practice on and with real persons.  So be sure that the instructors strive to find a proper balance of 
high-tech and high-touch in their instruction. 
 
Maximize the Institute/Church Connection—Education that balances head, hands, and heart 
One of the other great strengths that an institute or church-based Bible college has to offer is the 
opportunity for students to train for ministry in a context where they can move seamlessly back and 
forth between principle and praxis.  In most traditional Bible Colleges and Seminaries, students have to 
go searching for places where they can practice the ministry and leadership skills that they are learning 
in the classroom.  Since learning takes place in an active church setting, students can immediately go 
from the classroom to a ministry assignment.  They can shadow, intern, serve on staff, or volunteer right 
outside their classroom door.  This means that students get a chance to try out what they are learning 
between classes and can come back into class the next time with questions, challenges, frustrations and 
triumphs to share and discuss.  This has enormous potential for a lively classroom environment.  But this 
does not happen automatically.   
 
To be effective in ministry, biblical and theological knowledge must quickly translate to a deeper and 
growing relational knowledge of God that moves them to a lifestyle of worship and devotion, refines 
their character, and propels them forward into the world with the good news of Jesus Christ under the 
power and leadership of the Holy Spirit.  Institute and Bible college faculty should therefore be 
compelled to go beyond the basics of content and meaning to ask, "So what?"  The teachers must 
challenge their students to try out what they are learning and encourage feedback.  They must discuss 
issues in class that go beyond principles to skill development and character development.  They need to 
afford opportunities to try out their gifts and skills on each other in class even before sending them out 
into the church to exercise what they learned, so they can work out some of the kinks in a safe controlled 
nurturing environment.   
 
The church must also be fully on board to maximize the effectiveness of field learning.  They need to go 
beyond seeing students as free slave labor to understanding that they are making an investment in the 
long-term health and growth of their church and churches throughout the region.  They need to see their 
work supervising and training students as kingdom work.  There needs to be a willingness to speak into 
the lives of the students, not just on the skill level, but also on the character and spiritual growth level–– 
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to make disciples.  Teachers will need to give adequate time in the classroom to discuss application of 
principles and to process feedback that the students are bringing back with them from their praxis 
experience in ministry.   
 

Long term success and vitality in ministry is often more dependent upon the condition of the minister's 
character and heart than upon the soundness of his or her theology and the depth of his or her training.  
Many well-trained and gifted ministers lose their effectiveness or are forced to step down from ministry 
because of character issues that have gone unchecked.  Therefore, character formation needs to be an 
important part of the training process at the institute or college. 
 

An element that will help to produce a healthy balance of equipping head, hands and heart is an 
intentional mentoring program, where church staff and school faculty mentor groups of students on a 
weekly basis, focusing on character issues and spiritual growth and spiritual gift development and 
ministry and leadership skill development, practicing ministering to each other under careful and loving 
guidance. The mentor should also meet with each mentoree one hour each month on a one-to-one basis 
to assess and discuss issues related to character development and to develop a strategic action plan to 
grow in those character areas that are in need of improvement.  The mentoree should complete a 
monthly self- assessment (such as the Monthly Head, Hands, and Heart Self-Assessment found on page 
4.48-49) each month that serves as a foundation for their monthly one-on-one sessions with their 
mentors. 
 

The goal of the mentoring program should be to assist the students to reach their full potential in Christ 
by developing their spiritual lives, character, and ministry mindset under the guidance of godly mentors.  
During a successful mentoring program, students should: 

• develop their ministry mindset; 
• partner with more mature Christians to develop their character and ability to effectively minister; 
• grow in their commitment to regular spiritual disciplines; 
• develop their academic capabilities through deliberate and faithful application to their studies; 
• fulfill their call through regular and deliberate service within a church or para-church ministry; 
• seek assistance in areas of personal challenge or difficulty to break through growth barriers; and 
• establish personal accountability for aspects of their life and character. 

 

Ministry skills and character develop most effectively in a family-style environment. God, in his great 
wisdom created us to be in community.  The institute or Bible college, though not the church, should be 
a strong, loving, Christian community akin to a large extended family.  Each person there has come 
together to be equipped for ministry.  Part of that process involves exercising one’s spiritual gifts and 
practicing the ministry skills learned in class. This is best accomplished in the loving supportive and 
understanding context of Christian family. Nobody gets left behind or forgotten.  Everyone is 
encouraged to discover his or her full potential.   
 

Students should be encouraged to explore their emerging gifts and skills by ministering to each other.  If 
they make mistakes, there is loving understanding, gentle correction and guidance, and encouragement 
to try again until confidence and competence is developed.  Students will learn to draw from each other's 
strengths. They will learn mutual dependence on the whole body of Christ in their areas of weakness and 
need. And they will develop deep lifelong relationships that enable them to call upon each other at any 
time that they are in need of ministry, encouragement, or someone to talk things out.   

Gal. 6:9-10 Let us not become weary in doing good, for at the proper time we will reap a harvest if 
we do not give up. 10   Therefore, as we have opportunity, let us do good to all people, especially to 
those who belong to the family of believers.  
 

 



Introduction and Overview of Foursquare Ministry Training 
 

1.26 

Prepare students for ministry by developing a culture of ministry to each other 
 

Mark 10:43-5 (NIV) Not so with you. Instead, whoever wants to become great among you must be 

your servant, and whoever wants to be first must be slave of all. For even the Son of Man did not 

come to be served, but to serve, and to give his life as a ransom for many.”  
 

Galatians 5:13 (NIV) You, my brothers, were called to be free. But do not use your freedom to 
indulge the sinful nature; rather, serve one another in love. 

 

Effective ministry requires a readiness to be the servant of all.  Emerging Christian leaders need to 
develop a heart attitude that is always willing and available to minister.  In order to do this, we must 
nurture their ability to always have an attentive and humble submissiveness to God's gentle prompting to 
minister to anyone at any time or place, and to respond by ministering promptly.   The best way to do 
this is to create a culture at the school where students regularly minister to each other as each has a need.  
It should become automatic and natural when a person shares a struggle, illness, challenge, or life need, 
that staff and students will stop and take time to pray for that person on the spot and render whatever 
other help they can in the particular situation.   

 

James 1:22 (NIV) Do not merely listen to the word, and so deceive yourselves. Do what it says.  
 

James 2:14-19 (NIV) What good is it, my brothers, if a man claims to have faith but has no deeds? 
Can such faith save him? Suppose a brother or sister is without clothes and daily food.  If one of you 
says to him, “Go, I wish you well; keep warm and well fed,” but does nothing about his physical 
needs, what good is it? In the same way, faith by itself, if it is not accompanied by action, is dead. 
But someone will say, “You have faith; I have deeds.” Show me your faith without deeds, and I will 
show you my faith by what I do. You believe that there is one God. Good! Even the demons believe 
that —and shudder.  
 

A person who has become an excellent student of God’s word and has taken time to learn well the skills 
of ministry has great potential as a servant of God.  But that potential must be actualized.  God is 
looking for ministers who have their hearts and minds tuned to hear His voice, who are available to 
respond at a moment’s notice, and who have trained their hearts to quickly respond in obedience to the 
gentle promptings of God’s Spirit.  So much of ministry depends on split-second timing at the precise 
moment of need.  We must help our students to develop hearts trained to say “YES!” whenever and 
wherever God calls upon us to minister.  The ultimate effectiveness and impact of ministry is ultimately 
and act of grace from the hand of God, but He has chosen to work through Christians who are willing 
and obedient to answer his call at any time or place.  We must train our students to respond to a person’s 
need on the spot and not put it off to a more convenient time.  This starts on campus among the students 
and faculty.  If they learn it there, as part of the overall training of what it takes to be an effective 
minister, it will come fairly easily later on.  We must model this for our students by always seizing the 
opportunity to minister when God puts a person in front of us and not put it off for a more convenient 
time or place.  It is not enough just to promise to pray for a person when they ask us to pray.  We should 
train our students to pray with them on the spot and then continue to follow through in prayer and other 
ministry from that point forward.  
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Develop a student’s full potential versus producing brand-x ministers 
Ephesians 4:3-16 (NIV) 3   Make every effort to keep the unity of the Spirit through the bond of 

peace. 4   There is one body and one Spirit — just as you were called to one hope when you were 

called — 5   one Lord, one faith, one baptism; 6   one God and Father of all, who is over all and 

through all and in all. 7   But to each one of us grace has been given as Christ apportioned it.  . . . 
11   It was he who gave some to be apostles, some to be prophets, some to be evangelists, and some 
to be pastors and teachers, 12   to prepare God’s people for works of service, so that the body of 
Christ may be built up13   until we all reach unity in the faith and in the knowledge of the Son of 
God and become mature, attaining to the whole measure of the fullness of Christ. 14   Then we will 
no longer be infants, tossed back and forth by the waves, and blown here and there by every wind of 
teaching and by the cunning and craftiness of men in their deceitful scheming. 15   Instead, 

speaking the truth in love, we will in all things grow up into him who is the Head, that is, Christ. 

16   From him the whole body, joined and held together by every supporting ligament, grows and 

builds itself up in love, as each part does its work. 

 
Every Christian is a minister who has been given gifts to be discovered, developed, and deployed.  No 
two ministers will be the same.  Though they may all have a common core of character qualities that 
grow as the Fruit of the Spirit is perfected in them, each student has a unique blend of spiritual gifts, 
talents and passions that need to be discovered, nurtured and exercised.  There is a common tendency for 
students to come to a church-based Bible college or Bible institute and want to be just like the senior 
pastor of the sponsoring church, especially if it is a mega-church.  But students should be discouraged 
from trying to be just like their favorite Christian leader.   It is fine to emulate and learn from their best 
strengths and qualities, but trying to imitate or duplicate their persona is impossible. To do so would 
lead to a life of frustration and failure, since they are not the same person with the same gifts, talents, 
passions or life experiences.   Nor should a school take a one-size-fits-all approach to equipping students 
for ministry, with each graduate coming out looking all the same––Brand X.  Instead, each student 
should be encouraged and guided and mentored to become the best minister they can be with their own 
unique gifts, talents, passions and life experiences.  They should be guided into their own full potential, 
not someone else’s.   This will take more time and effort than a generic approach, or a master pastor 
model approach, but the end results will be more lasting and more fruitful over a lifetime of ministry.  
The primary role of the institute or Bible college faculty member, then, is to serve as a player-coach-
mentor who equips and encourages every student to utilize their gifts, talents, passions, and life 
experiences to their own unique full potential. 
 

1 Corinthians 12:14-20 (NIV) Now the body is not made up of one part but of many. 15   If the foot 
should say, “Because I am not a hand, I do not belong to the body,” it would not for that reason 
cease to be part of the body. 16   And if the ear should say, “Because I am not an eye, I do not 
belong to the body,” it would not for that reason cease to be part of the body. 17   If the whole body 
were an eye, where would the sense of hearing be? If the whole body were an ear, where would the 
sense of smell be? 18   But in fact God has arranged the parts in the body, every one of them, just 

as he wanted them to be. 19   If they were all one part, where would the body be? 20   As it is, 

there are many parts, but one body.  
 

 

 
 
 
 
 



Introduction and Overview of Foursquare Ministry Training 
 

1.28 

Create a family-like environment to maximize development of ministry skills, 
character and confidence  
God, in his great wisdom created us to be in community.  A Bible Institute or College, though not the 
church, needs to be a strong, loving, Christian community akin to a large extended family.  We have 
come together to be equipped for ministry.  Part of that process involves everyone getting a chance to 
exercise their spiritual gifts and practice the ministry skills they are learning in class.  This is best 
accomplished in the loving, supportive and understanding context of Christian family. Nobody gets left 
behind or forgotten.  Everyone is encouraged to discover his or her own full potential.  The institute or 
college needs to be a place where students are encouraged to explore their emerging gifts and skills by 
ministering to each other.  If they make mistakes, there is loving understanding, gentle correction and 
guidance, and encouragement to try again until confidence and competence is developed.  In this 
context, they learn to draw from each other's strengths. They learn mutual dependence on the whole 
body of Christ in their areas of weakness and need. And they develop deep lifelong relationships that 
enable them to call on each other at any time that they are in need of ministry, encouragement, or 
someone to talk things out. 
 

Train and equip emerging ministers in a family environment where they are:  

• loved and accepted for who they are,  

• discipled to growth in the Lord,  

• encouraged to try,  

• challenged to test and develop their spiritual gifts, ministry, and people skills, 

• trained for skill beyond competence, toward maturity and excellence in service, and 

• blessed and released to serve the Lord in the Harvest. 
 

Galatians 6:1-10 (NIV) Brothers, if someone is caught in a sin, you who are spiritual should restore him gently.2 But watch 
yourself, or you also may be tempted. 3 Carry each other’s burdens, and in this way you will fulfill the law of Christ. 4 If 
anyone thinks he is something when he is nothing, he deceives himself. 5 Each one should test his own actions. Then he can 
take pride in himself, without comparing himself to somebody else, for each one should carry his own load. 6   Anyone who 
receives instruction in the word must share all good things with his instructor. 7   Do not be deceived: God cannot be 
mocked. A man reaps what he sows. 8   The one who sows to please his sinful nature, from that nature will reap destruction; 
the one who sows to please the Spirit, from the Spirit will reap eternal life. 9   Let us not become weary in doing good, for at 
the proper time we will reap a harvest if we do not give up. 10   Therefore, as we have opportunity, let us do good to all 
people, especially to those who belong to the family of believers.  
 
Romans 12:1-16 (NIV)  Therefore, I urge you, brothers, in view of God’s mercy, to offer your bodies as living sacrifices, holy 
and pleasing to God —this is your spiritual act of worship. 2   Do not conform any longer to the pattern of this world, but be 
transformed by the renewing of your mind. Then you will be able to test and approve what God’s will is —his good, pleasing 
and perfect will. 3   For by the grace given me I say to every one of you: Do not think of yourself more highly than you ought, 
but rather think of yourself with sober judgment, in accordance with the measure of faith God has given you. 4   Just as each 
of us has one body with many members, and these members do not all have the same function, 5   so in Christ we who are 
many form one body, and each member belongs to all the others.6   We have different gifts, according to the grace given us. 
If a man’s gift is prophesying, let him use it in proportion to his faith. 7   If it is serving, let him serve; if it is teaching, let him 
teach; 8   if it is encouraging, let him encourage; if it is contributing to the needs of others, let him give generously; if it is 
leadership, let him govern diligently; if it is showing mercy, let him do it cheerfully. 9   Love must be sincere. Hate what is 
evil; cling to what is good. 10   Be devoted to one another in brotherly love. Honor one another above yourselves. 11   Never 
be lacking in zeal, but keep your spiritual fervor, serving the Lord. 12   Be joyful in hope, patient in affliction, faithful in 
prayer. 13   Share with God’s people who are in need. Practice hospitality. 14   Bless those who persecute you; bless and do 
not curse. 15   Rejoice with those who rejoice; mourn with those who mourn. 16   Live in harmony with one another. Do not 
be proud, but be willing to associate with people of low position. Do not be conceited.  
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Distinctives in Training Foursquare Leaders 
by Dan Stewart 

 
Cultural Distinctives 
1.  A culture of empowerment:  The Foursquare Pastor is empowered to raise up pastors and leaders. 

 

The Pharisees heard that Jesus was gaining and baptizing more disciples than John, although in fact 
it was not Jesus who baptized, but his disciples (John 4:1-2) 

 

• Training Institutes 

• Church Planting 
 
2.   A cross-cultural ministry focus:  The Foursquare Pastor is encouraged to support and participate in 

local and global missions. 
 

Now he had to go through Samaria.  So he came to a town in Samaria called Sychar, near the plot of 
ground Jacob had given to his son Joseph. (John 4:4-5) 

 
3.  A culture of gender equality:  both men and women can fill The Foursquare pastorate.  Women are 

encouraged and trained to fulfill the Great Commission. 
 

When a Samaritan woman came to draw water, Jesus said to her, “Will you give me a drink.” (John 
4:7) 
 
“…it must be noted that a great number of the early branches (churches) were pioneered by women 
preachers.”(The Vine and the Branches, by N.M. Van Cleave) 

 
4.  A culture of personal evangelism and church growth:  The Foursquare pastor is called to bring 

people to a saving knowledge of Jesus Christ. 
 

Many of the Samaritans from that town believed in him because of the woman’s testimony, “He told 
me everything I ever did.” (John 4:39) 

 
5.  A culture of accepting diversity and God’s grace to redeem them. 
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Personal Distinctives 
1.  Doctrinal emphasis:  The Foursquare pastor is unique in his or her focus on evangelism and the work 

of the Holy Spirit.  We are doctrinally balanced. 

• Savior (Love) 

• Healer (Mend):  Strong belief that Jesus brings healing physically, spiritually and 
emotionally. 

• Baptizer (Train) 

• Coming King (Send) 
 

2.   Commitment to Foursquare family and history 

• Aimee Semple McPherson 

• Angelus Temple 

• L.I.F.E. Bible College 

• Distinct Family 
 
3.  Trained in the “School of Hard Knocks” 

• Many pastors have dual responsibility of holding down a full or part-time job while 
shepherding his or her flock. 

• Some leaders lack exposure to experienced mentors in the areas of pastoral ministry and 
working in the supernatural. 

• Some pastors and leaders have no formal theological or ministry training. 

• Some lack the tools to mentor and train emerging leaders. 
 
4.  Diversity in ministry styles:   

• Pastors are given a great deal of autonomy in regards to personal style and focus of ministry.  
A freedom to have: 

• Diversity in worship styles 

• Diversity in preaching styles 

• Diversity in denominational background  
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Foursquare License Interview Questions 
 

Introduction 
The primary purpose of all Foursquare Ministry Training Institutes, Schools of Ministry, and Church-
Based Bible Colleges is to raise up and equip the next generation of Foursquare leaders in the context of 
the local church.  Therefore it is important for FMT school leaders to be familiar with the Foursquare 
ministry licensing process.  If the licensing process and the license interview questions are kept in mind 
when formulating the curriculum at each FMT school, then each school will be able to streamline the 
process for its graduates by minimizing the amount of study time required to prepare for the licensing 
interview.  Each instructor at every FMT school should be given a set of the interview questions and 
encouraged to read through them at least once each semester.  It may be helpful to provide each 
instructor with a copy of the Foursquare Licensing Process Guide (available through the regional 
Foursquare ARC office), since it not only includes information about the licensing process, but it also 
give detailed discussion of 35 of the interview topics, including bibliographic information and 
suggestions for further reading that may be helpful in lesson preparation on those topics. 
 
Though each course at an FMT school will address specific topics, course instructors should make sure 
to include as part of their instruction detail discussion of the interview topics that are directly related to 
their specific courses each term.  No course should be expected to cover all of the questions, or even 
most of the questions, though the multi-course sequence in Foursquare Doctrine should address all 23 of 
the questions covered in the doctrinal section.  All of the polity questions are addressed in the online 
course in Foursquare Polity, though schools may offer their own course on Foursquare polity that 
supplements the online course.   The practical questions can be addressed as part of the instruction in a 
variety of courses, Spiritual Disciplines, Work and Ministry of the Holy Spirit, People Skills and Time 
Management, Supervised Ministry or Pastoral Ministry, Preaching, Pastoral Care and Counseling Skills, 
Character Formation for Christian Leaders, Evangelism and Discipleship, Church Planting, and 
Missions.  Some schools may decide to have a finishing course for graduating students that helps them 
prepare for the licensing interview. 
 

Licensing/Polity 
The following excerpt from the Foursquare Licensing Process Guide provides an introduction to the 
Foursquare licensing process. For more information, please contact the appropriate Foursquare District 
Office or Administrative Resource Center. 

Foursquare Ministerial License: First-Time Applicant Overview 
This is a guide that will walk you through the Foursquare license application procedure and introduce 
you to the licensing interview process. Please take time to read through this overview and the following 
instructions thoroughly. In the coming weeks, you will become increasingly familiar with the 
Foursquare family, and how we prepare and release ministers. Here are the steps that will take you 
toward being credentialed as a licensed Foursquare minister. Please understand that licensing and 
appointment are interdependent processes, as explained below. 

• Application�––The process begins when the applicant requests an application form (MP-1) 
from the Administrative Resource Center (ARC).�  
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a. The application form (MP-1) provides the personal information that will assist the district 
supervisor, candidate coach and district interview panel with the necessary information to 
evaluate each applicant’s qualifications for licensing and appointment to a Foursquare 
church. Completion of the application and interview process does not guarantee licensing or 
appointment but are necessary steps to determine the applicant’s readiness for Foursquare 
ministry. �(NOTE:  Graduates of two-year Certified Schools of Ministry, Certified 
Institutes and Certified Church-Based Bible Colleges are eligible to apply for the 
International Ministerial License upon graduation.) 

 

b. The application form (MP-1) is accompanied by an instruction sheet that has a checklist of all 
the documents that you will need to complete or supply in order to make application for a 
Foursquare license. The instruction sheet also contains the phone number and e-mail address 
of your Administrative Resource Center. Your application package will not be completed and 
ready for review by your district supervisor, until all of these items have been received by the 
ARC. Applicants have up to six months to submit all of the required documents. Applications 
and supporting documents will be returned to the applicant at the end of six months if the 
package is not completed by that time.� 
 

• Acceptance Decision––Upon receipt of a completed application, the district supervisor will 
decide whether or not to accept the applicant as a candidate.�� 
a. If the applicant is accepted as a candidate, the district licensing point person will assign a 

coach and notify the ARC accordingly. The ARC will notify the coach of this assignment and 
will send either a letter or an e-mail informing the candidate of the identity of the coach. The 
ARC will also send to the candidate the “Foursquare Licensing Process Guide,” which 
contains 35 discussion guides.�� 
 

b. If the applicant is not accepted as a candidate, the district supervisor will notify the 
applicant.� 
 

• Coaching––The coach will arrange a schedule of meetings to help the candidate prepare for the 
interview; this preparation will include using the discussion guides and interview questions 
contained in the Foursquare Licensing Process Guide. There are 35 discussion guides, 23 for 
doctrine and 12 for polity. The coach does not necessarily have to go through every discussion 
guide with every candidate; however, the coach must ensure that every candidate is adequately 
prepared for licensing. Throughout the series of meetings, the coach will ask all the interview 
questions contained in the doctrinal, practical and polity sections; help the candidate understand 
the questions; guide the candidate into further study where needed; and assess the suitability of 
the candidate’s answers. The time-span needed for coaching will vary, depending on the 
candidate’s level of advance preparation. Some candidates will adequately answer the questions 
in just a few meetings, while others may need to read further on particular subjects. � 
 

• Polity Self-Study––While the candidate is being coached in preparation for the licensing 
interview, the candidate should enroll in and pass an online polity course. If the candidate does 
not have online access, study materials will be sent to the candidate. A certificate of completion 
will be issued to the candidate upon passing the course, and the fulfillment of this requirement 
will be noted in the candidate’s file as a pre-requisite for scheduling an interview panel. The 12 
discussion guides included in the polity section of the manual will be part of the candidate’s 
coaching sessions, and those guides will provide potential questions for the interview. The  
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majority of the polity information will be learned through and certified by participation in the 
online course. � 
 

• Interview––When the coach is satisfied that the candidate is ready, the coach will notify the 
ARC, which will notify the district licensing point person to arrange the interview. The point 
person will form the interview panel and will inform the candidate, coach, interview panel and 
ARC of the location and time. The point person will also designate an interview host, usually the 
point person or a member of the interview panel. The point person will inform the ARC of the 
identities of the host and the members of the panel; the ARC will then provide the host with 
licensing interview worksheets. In some cases, the supervisor may allow the coach to invite 
ministers to serve on the panel; in other cases the supervisor may choose to appoint the panel. � 
 

• Approval––Upon completion of the interview, the host will direct the panel members to 
complete the licensing interview sheets, assessing the candidate’s suitability for licensing; the 
host will mail or e-mail these evaluations to the ARC, which will forward them to the district 
supervisor. It is important for all parties to remember that it is the supervisor, not the interview 
panel or coach, who will make the final decision to issue a district license or to make a 
recommendation to the board for a candidate to receive an international license. The host will 
also collect and shred all copies of the license application and recommendation forms from the 
interview panel.� 
 

• Notification––If the candidate is approved, the ARC will notify the candidate by letter or e-mail, 
and will send an invoice for the annual license fee. If the candidate is not approved, the district 
supervisor will notify the candidate. If the reason for not gaining approval is lack of maturity or 
weakness on a minor issue, the district supervisor should coach the candidate in areas of possible 
improvement and advise the candidate regarding pursuing licensing in the future. 
 

• Appointment––Before being issued a license, a person must first have an appointment to a 
ministry position. In Foursquare, licensing and appointment are concurrent. A Foursquare license 
requires a Foursquare appointment, and a Foursquare appointment requires a Foursquare license. 
In the case of a candidate who has successfully completed his or her application and interview, 
but still has not received an appointment, the issuing of a license will be postponed until an 
appointment has been made. 
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Foursquare License Interview Questions 
Doctrinal Questions 

 
1.  The Holy Scriptures  

What is your view of the inspiration and authority of the Bible? What role would the Scriptures play 
in your ministry? What are your beliefs about the biblical record of creation? What are your beliefs 
about the biblical record of the virgin birth of Jesus?  

 
2.  The Eternal Godhead  

How do you define the Eternal Godhead? What is your perspective on the functions of the Persons 
within the Holy Trinity? How do you explain the incarnation of the Son of God?  

 
3.  The Fall of Man  

What do you believe about the nature of mankind? What are the implications of "the fall" of Adam 
and Eve in the Garden of Eden? Do you believe there is a real and personal devil? What is your view 
of demon activity in the Bible and today?  

 
4.  The Plan of Redemption  

Discuss the event of the crucifixion: What is the significance of the shed blood of Jesus and of His 
death on the cross? Why was He uniquely suited to be our Savior? How does His work on the cross 
address each dimension of human need? Define your view of the resurrection of Jesus Christ, its 
meaning, and the implications for all who believe.  

 
5.  Salvation through Grace  

What does the New Testament mean by being "justified by faith"? What benefits does God give to 
people who are justified? What place should good works have in a believer's life?  

 
6.   Repentance and Acceptance  

What are the nature and significance of repentance? Is repentance essential for salvation?  
 
7.  The New Birth  

What are the nature and implications of the new birth? What must a person do or believe to be born 
again? What personal changes should we expect after a person is born again? Can a person 
backslide, apostatize, and be lost? If so, how?  

 
8.  Daily Christian Living  

How does the call to holiness (sanctification) relate to New Testament believers? What does 
"legalism" mean? How do the Ten Commandments relate to believers today? What counsel would 
you give someone who is trapped in an addiction?  
 

9.  Water Baptism and The Lord's Supper  
Water Baptism: Is it important to be baptized by immersion in water? Why or why not? What takes 
place when a person is baptized? How will you teach and practice water baptism? When a person 
who was baptized as an infant comes to personal faith, is it necessary for him or her to be baptized 
again? What is your understanding of the meaning of Jesus' baptism in water?  
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The Lord's Supper: Is it important for a Christian congregation to take Communion together? Why 
or why not? In your view, what separates this practice as a mere ritual from its observance as a 
ministry attended by God's presence and power? How will you teach, practice, and administrate the 
Lord's Supper among the people you lead? 

 
10. The Baptism in the Holy Spirit  

What do you believe the Bible teaches about Pentecost as the fulfillment of "the promise" referred to 
by Jesus (Luke 24:49; Acts 1:4, 5)? What terms does the Bible use to describe this experience? Does 
the Bible teach that this event continues to be available to every Christian today? How will you teach 
this subject and lead people into Spirit baptism?  

 
11. The Spirit-Filled Life  

What does it mean to be "filled with the Spirit" (Eph 5: 18)? How will you help people walk in Spirit 
fullness?  

 
12. The Gifts and Fruit of the Spirit  

What is your definition of the gifts and fruit of the Holy Spirit? What is your view of spiritual gifts? 
How will you teach and administrate the operation of the manifestations of the Spirit (1 Cor. 12:8-
10)? How will you encourage people to grow in the fruit of the Spirit?  

 
13. Moderation  

By moderation we mean walking a middle line between cold, powerless, unexpressive religion on 
the one hand, and wildness, hysteria, screaming, or other unseemly manifestations on the other. Is 
moderation an important value to you? In what ways do you express moderation in your ministry?  

 
14. Divine Healing  

Why did Jesus heal the sick and cast out demons? How do healing and deliverance relate to your 
understanding of the Kingdom of God? What is the scriptural basis for the healing ministry of the 
church today? How will you incorporate both healing and deliverance in your ministry?  

 
15. The Second Coming of Christ  

What is your understanding of the promise, timing, and manner of the second coming of Jesus 
Christ? Briefly describe your view of the end times. Do you believe in the literal resurrection of 
believers? What is the Millennium?  

 
16. Church Relationship  

Do you feel it is important for a believer to identify with and join himself or herself to a local 
church? Why or why not? What does it mean for the Foursquare Church to be "inter-denominational 
in spirit"? If you are a senior pastor, how will you participate in the district extension tithe, 
missionary giving, and ministers' gatherings?  

 
17. Civil Government  

What attitude should a Christian have toward civil government? If you are a senior pastor, how will 
you involve your congregation in civic community life? Is it appropriate for a congregation to take a 
formal public position on political questions? Why or why not?  
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18-20. Judgment, Heaven, and Hell  
What is your view of the final judgment? What is your view of heaven? What is your view of hell? 
What is your view of the eternity of these issues? What about those who have never heard the 
gospel? What happens to a believer's spirit when he or she dies?  
 

21. Evangelism  
What is your view of the Great Commission? What are your convictions about the need to spread the 
Gospel? What is your view of the spiritual condition of an individual without Jesus Christ? Describe 
how you might extend an evangelistic invitation in a public service.  

 
22. Tithing and Offerings  

What do you believe the Bible teaches about tithes and offerings? How do these principles apply 
today? What is your personal practice concerning tithes and offerings? Do you believe the principle 
of tithing can apply to a church as well as to an individual? Will the church you pastor tithe to our 
denomination?  

 
23. The Security of the Believer  

Can a person backslide, apostatize, and be lost? If so, how? 
 

 
Practical Questions 

 
1. Briefly describe the circumstances that led to your salvation. When did you receive Jesus as 

your personal savior and what was the most remarkable change that you experienced when He 
came into your life?  

This question will serve as an introduction and allow for discussion of the candidate's personal 
life, conversion, and significant personal issues.  
 

2. In candidly assessing your own life, what are the areas of weakness or temptation that will 
require care, personal discipline, or accountability?  

This question will give opportunity to discuss the candidate's personal vulnerabilities and ways 
in which he or she avoids stumbling.  
 

3. Please describe your call to vocational ministry. What has assured you that you are fulfilling 
the revealed will of God for your life?  

The candidate will have all opportunity to share why he or she feels called to vocational ministry 
as distinct from the ministry all believers share.  
 

4. What was your personal experience in receiving the baptism in the Holy Spirit? How might 
you lead someone in receiving this gift? What is your personal expectation regarding speaking 
in tongues when you pray for someone to receive the baptism in the Holy Spirit?  

This question will allow the candidate to share his or her personal experience with the Holy 
Spirit, while helping us to understand his or her theology, expectations, and ease in leading 
others in the baptism in the Holy Spirit.  
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a) What part does each of these have in your private devotional life with God? 
a. Praying in your "known" language  
b. Praying in your "spiritual" language  
c. Listening to music or playing an instrument  
d. Singing  
e. Vocally praising and worshiping  
f. Reading Scripture and devotional material  
g. Quietly meditating and reflecting  
h. Fasting  
i. Offering your finances, material possessions, and time  

The intent of these questions is to ensure that the candidate has a personal and balanced life of 
worship. He or she must understand that this is the well from which ministry flows.  

 
6. Tell us about your marriage and your family. In what roles, if any, will your  

spouse and family serve with you in vocational ministry?  
This question opens the door to discussion of the health, strength, and balance of the candidate's 
family as well as his or her expectation of the support and participation of family members.  

 
7. Tell us about your personal finances and your family budget. Do you have health insurance? 

What is your retirement strategy?  
This will allow for discussion of the wide range of issues related to personal finances and the 
way the candidate thinks about money, debt, savings, and financial planning.  
 

8. How do you balance the various demands that ministry places upon you while still caring for 
your family and your own personal needs?  

This will invite consideration of priorities, balance, and personal decision-making.  
 

9. Give us an example of someone you have led to Christ. If you met someone today who was 
open to receive Him, how would you explain the gospel to that person?  

The focus here is ensuring that the candidate is personally committed to winning the lost and that 
he or she can help others win the world to Jesus.  
 

10. Tell us about a time when you prayed for a sick person who was healed by the power of God. 
Tell us about a time when you prayed for a sick person and observed no apparent healing. 
What did you tell that person?  

This discussion will allow us to consider the candidate's theology related to healing and the 
difficulties that come when some are not healed as we expected.  
 

11. What education or specific training have you received that has prepared you to serve in 
vocational ministry? Define the term "life-long learning." How might you ensure that you will 
be a life-long learner?  

This question will invite discussion of the candidate's plan to grow in insight, learning, and 
competence throughout his or her ministry.  

 
12. What are your views concerning women in ministry? Have you read the document, "Women 

in Ordained Leadership Ministry" (a position statement for the International Church of the 
Foursquare Gospel)?  
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Once the candidate has read the position statement, the role of women in ministry should be 
discussed to see if he or she agrees with the principles found there.  

 
13. Describe a time when you had a significant conflict with someone in the church. What steps 

did you take to resolve it? How would you handle a situation in the church where resolution 
of a conflict is not possible?  

Conflict is a reality, and skills to address conflict and move people toward resolution are 
essential in a church context. Additionally, how a pastor deals with such situations may indicate 
his or her level of spiritual maturity or leadership gifting.  

 
14. What sorts of behaviors or attitudes should be disciplined by a church? Have you needed to 

discipline someone? What were the circumstances that led to the discipline? Who was 
involved in the decisions and process? What Scriptures informed your method of discipline? 
What steps were taken and how was it received by the one disciplined? 

This question invites discussion of church discipline in theological and practical terms. It will 
allow for consideration of how the candidate intends to ensure that the congregation is well cared 
for and protected from the "wolf" or the ungodly.   

 
15. Preaching seeks to declare God's Word in a way that helps people to understand (Romans 

10:14). What steps will you take to ensure that the messages you preach are relevant and 
effective?  
a.   What process would you follow in preparing a sermon or teaching?  
b.   What is the goal of preaching?  
c.   How do you prepare yourself to preach?  
d.   What causes preaching or teaching to become prophetic?  
e.   Describe your method for interpreting and applying Scripture in your ministry.  

The issue here is how to preach sermons that people can relate to and apply to their lives. Can the 
candidate assess the needs of a community and contextualize the message so people can hear and 
understand it?  
 

16. How would you counsel someone in the following situations?  
a. A person who asks for permission to divorce a spouse  
b. A person who wishes to be married again after previously being married and divorced  
c. A person who confesses to being involved in sexual immorality  
d. A person who received the Lord many years ago, then fell away and lived a life of bold sin, and 

now wants to be restored to the church  
e. A person who informs you that he or she has strong suspicions that a child in your church is 

being abused (Pay particular attention to legal issues.)  
This question will help us sense how the candidate will apply the Word of God to some of the 
recurrent and painful issues faced by pastors.  

 
17. Tell us about your present relationships that provide accountability, safety, and counsel. 

What are the qualities of your most trusted confidant?  
Ministry can be built, in part, on talent, but it is maintained over the years by character and 
accountable relationships with others. This question asks the candidate if he or she is presently in 
some accountable relationship.  
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18. What is your attitude toward submission to authority within the context of a denomination? 
How would you respond if disciplined?  

This question addresses a person's willingness to comply with Foursquare bylaws, declaration of 
faith, and polity.  
 

19. If you were guaranteed three years of relationship with a new believer, how would you equip 
and disciple him or her toward spiritual maturity?  

Discipleship is a single term for a multi-disciplined process. Is the candidate aware of this, and 
can he or she guide and oversee a discipleship process?  
 

20. The finest leaders do not lead alone but build teams of people who work together to fulfill the 
mission. Please explain how you would perform each of the following tasks.  
a. How would you intentionally develop teams in your church?  
b. How would you select team members?  
c. How would you multiply leadership and ministry teams?  

This will help to assess the candidate's ability to intentionally build a ministry team.  
 
21. What are the qualities of a healthy pastor? What are the qualities of a healthy church? How 

would you assess yourself in light of Paul's qualifications defined in 1 Timothy 3:1-12 and 
Titus 1:5-9?  

This question invites discussion about a wide range of issues and possible answers. It will be 
significant to note what is said and not said with respect to this question.  

 
22. What steps will you take to intentionally plant new churches?  

This question will help determine if the candidate has a strategy that includes the planting of new 
Foursquare churches.  

 
23. As a senior pastor, how would you lead your congregation in fulfilling the mandate to "go into 

all the world"? List the activities that you think are essential components of this process.  
This will help determine if there is a strategy to involve the congregation in the task of 
worldwide evangelism.  

 
24. The New Testament depicts a church composed of men and women from diverse 

backgrounds. What steps would you take to bridge the cultural, generational, and socio-
economic divisions within a local church?  

Every church faces its own set of demographic challenges, so there is no "right" answer to this 
question. We hope that the candidate will demonstrate cultural sensitivity, express a heartfelt 
determination to welcome people from diverse cultural backgrounds, and be willing to develop 
special ministries or plant new congregations in order to reach across cultural barriers. 
(Language is part of culture, so I see no reason to mention it specifically.)  
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Polity Questions 
 
24. Life of Aimee Semple McPherson  

• What was the most influential factor in the life of Aimee Semple McPherson? How can that 
same factor affect your ministry today?  

• How did faith play a role in the life and ministry of Aimee Semple McPherson?  

• What different means of Christian education did Sister McPherson use? Can we do the same 
kinds of things today?  

 
25. History  

• What do you believe is meant by "inter-denominational and world wide evangelism" as stated on 
the cornerstone of Angelus Temple?  

• Briefly explain the role of The Echo Park Evangelistic and Missionary Training Institute/LIFE 
Bible College in the preparation and training of pastors in the first fifty years of the Foursquare 
Church and the leadership of the Foursquare organization. What changes have been made to 
make it possible for a wider group of people to be pastors and leaders? How does this part of our 
Foursquare history affect your ministry in the Foursquare Church today?  

• What "cutting edge" ministry models are you able to use in your place of ministry that make a 
difference in the church? Please explain.  

 
26. Foursquare Imagery  

• What do the colors of the stripes in the Foursquare flag represent?  

• What is significant about the order of the stripes in the Foursquare flag?  

• What do the cross, dove, cup, and crown represent?  

• What is the proper order of the symbols? Why is the order important?  
 
27. Foursquare Family  

• How are various local Foursquare churches in relationship?  

• What are the responsibilities of the district supervisor and how does that affect your ministry?  

• What are the requirements of every Foursquare church?  

• How do Foursquare churches work with the ARCs?  
 
28. Governance  

• What is the difference between Episcopal, Presbyterian, and congregational forms of 
government?  

• What are two ways that the Foursquare church has "modified" the Episcopal form of 
government?  

• In what three offices does the Foursquare church give authority to individuals?  

• What are the main governing functions of each of the following?  

• ICFG convention  

• Board of directors  

• Church council  

• Who selects a pastor for a local Foursquare church?  
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29. ICFG Structure  

• Why is ICFG a corporation?  

• What is the relationship between ICFG and a local church?  

• What are the roles of the convention body, the board of directors, and the executive staff?  

• What are the three major branches of ICFG that are arranged under the direct oversight of the 
president?  

• What are some distinctives about the structure of ICFG?  
 

30. Policies and Processes of a Foursquare Churches and Ministers  

• What are the financial responsibilities of a Foursquare church?  

• What is the first step involved in a property transaction?  

• What are the purposes, responsibilities, and benefits of being a licensed minister?  

• What is the relationship between licensing and appointment?  

• What are some areas in which a church may encounter legal issues, and what should a pastor do 
if such issues arise?  

 
31. Benefits of being Foursquare  

• What is unique about the Foursquare family? Please answer in your own words.  

• What is your understanding of the role of district supervisors in relation to pastors and churches?  

• What core value of the Foursquare movement does the church multiplication initiative address 
and how does it go about fulfilling that value?  

• How is Foursquare Missions International fulfilling the Foursquare mission of "world-wide 
evangelism"?  

• How does the corporate ownership of all church properties and equipment protect and benefit 
Foursquare congregations?  

• What is the highest body of responsibility in the International Church of the Foursquare Gospel? 
Why?  

 
32. Child Safety  

• Why should we have a child safety program in our church?  

• What is the best process to follow in developing a child safety program?  

• Who is responsible to report to the authorities when abuse has been reported to the children's 
workers at the church?  

 
33. Foursquare District Extension Tithe  

• How have the ministers and churches of the Foursquare movement chosen to fund the various 
ministries, services, and departments of ICFG?  

• Upon what is the amount of a Foursquare church's district extension tithe based?  

• What percentage of the annual district extension tithe given by Foursquare churches is used for 
district and field support? For church planting? For resources provided by the national church 
office to Foursquare churches and ministers?  

• Why do the Foursquare bylaws authorize the board of directors to establish special funds?  
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34. Fundable Church and Compliance Issues  

• What is a fundable church, and what are the practical consequences of fundability?  

• For what period of time is fundability measured?  

• Why does ICFG believe that compliance is important?  

• What resources are available to a church to assist with the practical steps of compliance?  
 
35. The Role of the Administrative Resource Center  

• Why does ICFG establish administrative resource centers?  

• What are the primary tasks performed by an administrative resource center?  

• What is the relationship between a district and an administrative resource center?  
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Partnering Mentoring or Immersion Discipleship 
with Church-Based Ministry Training 

 

Mentoring in an Institute or Church-Based Bible College Setting 
Mentoring and character formation is the prayerful development of spiritual life, character, and ministry 
mindset and ministry skills under godly faculty and mentors.  Specifically, mentoring provides a vehicle 
to assist students to reach their full potential in Christ.  Mentoring can be a freestanding form of ministry 
training that has been used effectively in the mission field since the time of Paul, and more recently by 
Ralph Moore and the Hope Chapel churches.  It can also be combined with any of the other training 
formats to enhance the overall effectiveness of training, especially in the areas of spiritual disciplines 
and gift development, character formation and ministry mindset.   
 

Mentoring is a partnership with a more mature Christian that assists students to: 

• Develop their character and their ability to effectively minister to and with people 

• Grow in their commitment to daily spiritual growth and discipleship through personal devotions 
and spiritual disciplines 

• Develop their academic skills and discipline through deliberate and faithful application to their 
studies and careful time management 

• Explore and develop their understanding of their calling through regular and deliberate service 
within a church or para-church ministry with supervision and feedback 

• Grow through facing and overcoming personal challenges under loving guidance 

• Establish personal accountability for all aspects of their life and character 
 

Mentoring: Why it's a top priority 
by Rob McWilliams, Hope Chapel Kaneohe Bay, Hawaii 
1. Mentoring was a priority for Jesus.  

a. Scripture commands us  
" . . . go and make disciples . . . “ 
Paul said "Follow me as I follow Christ."  

2.  Mentoring isn't a suggestion.  
a. It begins with you.  
b. You can't pass on what you don't possess.  
c. Where is mentoring on your priority list?  
d. Success vs. significance  
 A passion to change the world.  

One of the biggest obstacles or issues is how to confront in love.   
Hope Chapel only mentors those who have reproduced a mini-church at least 2 times––a 
proven leader, discipler, communicator; A person of integrity, who is fruitful and faithful. 



Introduction and Overview of Foursquare Ministry Training 
 

1.44 

3. Be willing to appreciate people's uniqueness.  
a. Understanding how God has shaped/gifted people. You need to know who a person is before you 

can mentor them.  They must have a passion for ministry. 
b. Spiritual gifts  

Heart  
Abilities  
Personalities  
Experiences  

4. The churches' future depends on it.  
a. Link people to their friends at salvation (that's their mentor).  
b. Connect them to the ministry center of the church.  
c. Develop easy entry points to leadership.  
d. Maturity = reproduction  

5. Mentoring that has stood the test of time––Hope Chapel's approach to mentoring  
a. Going from the patient to the doctor.  
b. On the Job Training with the coach.  
 Each person gets a performance review based upon their own set of ministry goals (purpose, 

objectives, standards).  Each Quarter they set three personal goals and three ministry goals.  They 
must complete at least 75% to continue in staff. 

c. The pastor factory.  
 TUESDAY NIGHTS WITH RALPH MOORE 
 Plus apprenticeship process of being on staff in ever-increasing roles of responsibility. 
d.  The book list of books all the staff is required to read for personal and ministry development. 
e.  Leaving a legacy.  
 Well done good and faithful servant.  
 
Additional Comments on Mentoring: 

• Sometimes you need to mentor someone who is very different from you. 
 

• It is easier to tame a lion than create one.  Look for the renegade and rebel with a passion and 
mentor them to direct their focus and passion on the right things. 
 

• Never do a funeral, wedding or hold a counseling session or go to a meeting without taking 
2-3 people with you. 
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Mentoring Emerging Ministry Leaders  
by Dr. Doretha O’Quinn 

 
“Without a strong reference point from the past activity under God, the new generation would make 
fatal mistakes.” Henry T. Blackaby 
 

Two years ago I observed women at my church expressing hunger for knowing what God’s will was for 
their lives and how they could identify specific areas to serve him in the church.  At that time I was 
Pastor of Women’s ministry and have served in leadership in some capacity for over 30 years both 
inside and outside of the church community for both women and men.  I had just recently received a 
note from a student who was in my Leadership Class on Mentoring informing me of the purchase of his 
Mentoring project required in class to be a Leadership Training manual for the organization he studied.  
This was exciting to me and what came to mind was if the structure of this project was marketable 
possibly I could implement it as a process for developing women in leadership through mentoring in our 
church.  The project became a launching pad for a ministry that became an effective means for preparing 
women in our church to know and use their gifts in our church.   
 
What is the Origin of mentoring? 
The word mentor originated from Greek mythology, “Homer’s Odyssey.  In ancient Greece when 
Odysseus went away to war, he entrusted the direction and teaching of his only son, Telemachus to the 
care of an older man.  Mentor was the name of this wise and faithful advisor to Odysseus. Engstrom 
(1989) explains “Mentor taught the boy “not only in book learning but also in the ways of the world.  To 
be sure, the original Mentor had an unfair advantage over his namesakes today.  Whenever his duties 
demanded more than he could handle, the goddess Athena mysterious appeared, took on his form and 
lent a hand.  The fabled Mentor must have done his job well because Telemachus grew up to be an 
enterprising lad who gallantly helped his father recover his kingdom.  According to mythology, through 
Mentor’s guidance, Telemachus became an effective and loved ruler.” (Ted W. Engstrom, 1989). 
 
Partnering young men in these times with older, experienced males was commonplace.  Often, the older 
men were relatives, and it was hoped that they would act like teachers and personal friends, instructing 
the young person in the ways of the world and guiding them in developing values.  It was also a form of 
socializing the vision, values and culture of the time to the younger generation.  Generals of the Roman 
Legion worked alongside mentors who advised them at battle.  Medieval Guild Masters instructing 
apprentices were responsible for the schooling of their craft, and also, importantly, for the development 
of their apprentices social, spiritual and personal beliefs and values.  During the early years of building 
the United States, mentors were used to train the apprentice (often children) in the workplace for 
farmers, silversmiths, scribers, factory workers, etc.  Mentoring was the chief learning method in the 
society of artisans where an apprentice spent years at the side of the craftsman, learning not only the 
mechanics of a function, but the “way of life” which surrounded it (Engstrom, 1989). Throughout 
biblical history mentoring is a common practice in society for developing leaders and women are 
included in the process.  Today mentoring occurs in many venues where opportunities for developing 
people are required and provided.   
 
The idiom “mentoring” became synonymous with wisdom, guardianship, teaching, and personal and 
social development.  Modern day mentors consist of Senior executives to Junior executives (both 
women and men), teacher to student, personal friend to another, etc.  There are passive mentors who 
don’t have the role of interacting personally through a human relationship but can be found in books,  
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media, role models, etc., that a mentoree can access for empowerment in areas of development.  
Historically, Mentor was the name of a human person with characteristics that now describe the process 
that this man demonstrated and lived in order to develop a leader.  Since there is no man to call mentor 
how do we understand it today?  This word is most often used to mean a friend and role model, an able 
advisor, a person who lends support in many different ways to one pursuing specific goals. (Shirley 
Peddy, The Art of Mentoring, Lead, Follow and Get out of the Way, 1998.) 

 

What is the Meaning of Mentoring? 
Mentoring is a relational process in which someone that knows something (mentor) transfers 

that something (resources), to someone else (mentoree) at a sensitive time so that it impacts 
development…(taken from J. Robert Clinton, & Richard Clinton, The Mentor Handbook, 1991)  

 
According to Clinton and Clinton (The Mentor Handbook) mentoring is not a single act but an on-going 
process.  It is a process in which a person with a serving, giving and encouraging attitude (the mentor) 
sees leadership potential in a still-to-be developed person (the mentoree, future protégé) and is able to 
promote or otherwise significantly influence the mentoree along the realization of potential.  
 
Fred Smith (You and Your Network, 1984) states that a mentor is not a person who does the work better 
than his followers; he is a person who can get his followers to do the work better than he can.   
 
Shirley Peddy (1998) characterizes mentoring in several different ways using various descriptions. 
“A person who lends support in many different ways to one pursuing specific goals:  

1. Mentoring is fostering a new cultural pattern for leadership development to succeed. 
2. Mentoring is one person sharing the wisdom of his experience with another.   
3. Mentoring is a powerful tool that can change the way people think about their work as well as 

the companies they work for.”   
 
Ted Engstrom defines mentoring as Mentoring is the demonstratively active involvement in the welfare 
of another in such a way that one not only contributes to the survival of the other, but does so in a 
creatively enlarging manner, in a manner calculated to stimulate the potentialities of the other so that 
they may develop their optimum capacity. (The Fine Art of Mentoring, Passing On to Others What God 
Has Given to You, 1989.) 
 
Engstrom (1989) says that “generally speaking, in the area of vocational development, a mentor is a 
person who has achieved superior rank on an organizational or profession ladder; is an authority in his 
or her field as the result of disciplined work, study and experience; has a certain measure of influence in 
his or her chosen field; is genuinely interested in a protégé’s growth and development and is willing to 
commit time and emotional energy to a relationship with an understudy.  This goes beyond mere interest 
and is a commitment that, more often than not, is intense. 
 
Peddy (1998) sums up the mentoring process in eight words “lead, follow and get out of the way.”  
Leading is described as showing the way by role modeling, experience or example; following, as 
advising and counseling (when asked), and getting out of the way as the art of withdrawing from a 
supportive relationship, while leaving the door open for a more collegial one.”  
 
Margo Murray in Beyond Myths and Magic of Mentoring, states that, one common error that is made in 
the mentoring process is the failure to understand what mentoring is not.  First, it is not a process by  
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which a mentor makes the mentoree a disciple of himself or herself.  It is easy to view the mentoring 
relationship as one affirming to the empty needs of the mentor.  Often mentors (especially among 
women), have the best intentions to empower and release their mentorees in leadership, but more often 
than not, the mentoree becomes dependent because the mentor does more to enable than to empower. 
Enabling is not a characteristic or quality of mentoring.   
 
Mentoring is not automatically a pal, buddy, or on-call counselor.  When mentoring takes this form the 
relationship has somehow developed an opportunity for abrupt dissolution and lost sight of meeting the 
goal.  Too much familiarity crosses boundaries that often result in building dividing walls and breaking 
down the trust in the relationship.    
 
How do I know I am a Mentor? 
You have a passion to see others grow in a way that they want to grow and develop.  You are willing to 
empower and release others to be what they are destined to be.  You are a good listener.  You are willing 
to provide tough love at the risk of losing a relationship.  YOU DON’T NEED A DISCIPLE, BUT 
DESIRE TO RELEASE INDEPENDENCE WITHOUT GETTING THE CREDIT.  Mentoring is one 
of the most personal means to develop people in any area of needed growth.  Often the assumption 
that people are born leaders has become the reality to many in leadership, so that the process of 
mentoring becomes threatening, as though it is a measurement or evaluation of personal limitation of 
ability.  In fact, if it is true mentoring, it is the total opposite. It is the empowerment and advancement of 
ability, as well as discovery of hidden or latent talent that has never been resourced.  The target of the 
mentoring process is empowerment.  That was what the women in our program were seeking.  Many 
knew they had talent, gifts and leadership ability but didn’t understand the process of putting them in 
action.   
 
According to Engstrom (1989), “mentoring would not have been necessary one hundred years ago, 
because mentoring was a way of life between the generations.  It was to human relationships what 
breathing is to the body.  Mentoring was assumed, expected, and therefore, almost unnoticed because of 
its commonness in human experience.” 
 

There are three distinctive ways mentoring occurs: 
1.  FORMAL (Active Intensive Mentoring):  Discipler, Spiritual Guide, Coach 

• DISCIPLER: enablement of the basics of being a follower…(in a spiritual relationship it is a 
follower of Christ) 

• SPIRITUAL GUIDE: accountability for spirituality and spiritual disciplines for growth and 
maturity 

• COACH: skills, motivation to use skills well. 
2.  INFORMAL (Occasional Periodic Mentoring):  Counselor, Teacher, Sponsor 

• COUNSELOR: one who gives timely advice, correct perspectives on viewing self, others and 
work 

• TEACHER: having knowledge and the ability to communicate it 

• SPONSOR: career guidance and protection as leader moves upward in an organization 
3.  NONFORMAL (Passive Loose Mentoring): Contemporary Model, Historical Model, And 

Divine Contact 

• CONTEMPORARY MODEL: a personal model without deliberate effort, indirect relationship 

• HISTORICAL MODEL: dynamic principles and values for life from the past (inspiration) 

• DIVINE CONTACT: timely guidance or discernment perceived as divine intervention 
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THE GOAL OF MENTORING IS EMPOWERMENT 

EMPOWERMENT: is the igniting of a fire within the mentoree that unleashes the latent talent, 
ingenuity and creativity to do whatever is necessary and consistent with the principles or mentoring 
plan agreed upon to accomplish the goal.  
 

EMPOWERMENT: refers to the fact of progress made in the mentoree’s life that is development of 
any kind, whether in leadership, character, skills or values that results from the mentoring 
relationship that is the transfer of resources from mentor to mentoree. 

 

Five Mentoring Dynamics 
 

Type of Dynamic Name of Dynamic Factor 

Initiation of Process Attraction 

Major means Relationship 

Crucial Details of the  Responsiveness 
Empowering Relationship Accountability 

End Result of Goal Empowerment 

 
The Ten Commandments of Mentoring 

1.  Relationship:  Establish the relationship. 
2.  Purpose:  Jointly agree on the purpose of the relationship. 
3.  Regularity:  Determine the regularity of interaction. 
4.  Accountability:  Determine the type of accountability. 
5.  Communication:  Set up communication mechanisms. 
6.  Confidentiality:  Clarify the level of confidentiality. 
7.  Life Cycle:  Set the life cycle of the relationship. 
8.  Feedback:  Evaluate the relationship from time-to-time. 
9.  Revise Expectations:  Modify expectations to fit the real-life mentoring situation. 
10.  Closure:  Bring closure to the mentoring relationship. 

 
Be        Attitudes of Mentoring 

1.  Be objective. 
2.  Be a person of honesty. 
3.  Be vulnerable. 
4.  Be a good role model. 
5.  Be a teacher. 
6.  Be a learner. 
7.  Be a good listener. 
8.  Be open and transparent. 
9.  Be deeply committed. 
10. Be available. 
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 Characteristics of Good Mentors 
1.  They have the ability to see potential in another. 
2.  They are able to demonstrate flexibility. 
3.  They show tolerance and forgiveness with mistakes. 
4.  They are never shocked. 
5.  They have vision to make a difference in the life of a young person. 
6.  They are not afraid to trust. 
7.  They take risks. 
8.  They can encourage, exhort and teach. 
9.  They are good followers. 
10.  They are willing to become all things to all youth. 
 
Recommended Readings and Resources on Mentoring: 
Ensher, Ellen and Murphy, Susan (2005), Power Mentoring: How Successful Mentors and Protégés Get 
the Most Out of Their Relationships. 
Maxwell, John C. (2005), The 360 Leader: Developing your Influence from Anywhere in the 
Organization. Thomas Nelson Publishers. 
Conger, Jay A. and Benjamin, Beth (1999) Building leaders: How successful companies develop the 
next generation. Jossey-Bass Publishers. 
Engstrom, Ted W. (1989) The Fine Art of Mentoring. Wolgemuth & Hyatt Publishers. 
Johnson, Brad W., Ridley, Charles R., The Elements of Mentoring, Palgrave Macmillan, New York, NY, 
2004. 
Lacey, Kathy, Making Mentoring Happen: A simple and effective guide to implementing a successful 
mentoring program. 
McCauley, Cynthia D., Russ S. Moxley and Ellen Van Velsor (eds.) (1998) Handbook of Leadership 
Development.  Center for Creative Leadership. 
Kelley, Robert. (1992) The power of followership. Doubleday Currency. 
Murray, Margo. (1991) Beyond the myths and magic or mentoring: How to facilitate an effective 
mentoring program. Jossey-Bass Publishers. 
A Social Change Model of Leadership development (Eisenhower Working Ensemble). 
The Flight of the Buffalo (Belasco/Stayer). 
21st Century Leadership: Dialogues with 100 Top Leaders (McFarland/Senn/Childress). 
Establishing Ministry training: A Manual for Programme Developers (Robert Ferris-Ed). 
Developing Leaders for Urban Ministries (Elliston and Kaufman). 
With an Eye to the Future: Development and Mission in the 21st Century  (Elmer/McKinney, Eds.). 
Approaches to Training and Development (Laird). 
Reinventing Leadership (Bennis/Townsend). 
“The University as a Mentoring Environment”  (Sharon Daloz Parks). 
“Empathic Attunement” (MacIsaac and Wolfe). 
The Mentoring Handbook (Clinton/Clinton). 
Connecting (Stanley/Clinton). 
The Joshua Portrait (Haubert/Clinton). 
Follow the Leader: Women’s Ways of Mentoring (Bordas). 
The Nursing Father (Wildavsky). 
Transforming Culture (Lingenfelter). 
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Immersion Discipleship in an Institute or Church-Based Bible College Setting  
by Tim Mossholder 
 
Mentoring Young Leaders    
How much time does the average youth pastor (or sr. pastor for that matter) get to spend with his or her 
average high school student? With students involved in school and homework, friends, family 
commitments, sports, employment, TV, hours on the internet, and other personal interests, it’s amazing 
that we even see our students once a week. The truth is, often we don’t. We hope that we can get our 
students to at least one camp or mission trip during the year, because we know that they’re trapped with 
us for at least that time—and that time is precious. 
 
But what if it were possible to create an environment where we could… 
 

• spend time with young leaders and develop meaningful, authentic relationships?  

• model for them what it means to be a healthy, loving spouse, parent, and follower of Christ? 

• teach them from the Word, beyond what can be typically shared in one hour each week? 

• train them to do ministry, then release them to serve in our church and community? 

• help them mature in ways that would benefit them for the rest of their lives? 
 
There is a way that this can be accomplished. 
 
Between the time that students graduate from high school and when they move on to whatever is next, 
there is a unique opportunity. In a student’s life-journey, this opportunity is like a wide spot in the road 
where they can pull over for a while.  This is the best time in life for immersion discipleship. Once this 
unique point is passed and people move on in life, nearly everyone finds it exceedingly difficult to stop 
to take part in an immersive discipleship ministry. 
 
While immersion discipleship programs will look different in various church settings, a few 
characteristics remain constant. 
 

• Students are immersed into three “pools of learning”: hands-on training, intensive study and 
personal discipleship. 

• They are full-time schools of ministry. Students do not “leave the program” for other work or 
study—it is all-inclusive. This is an important part of the immersive nature of the program. 

• They are local church based, providing a real-life environment for growth. Rather than 
sequestering students in an institutional environment, students in immersion discipleship program 
are interacting daily with the issues of life that will be there.  
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The blending of the three developmental components (hands-on training, intensive study, and personal 
discipleship) is what sets immersion discipleship apart from many other kinds of programs, internships, 
institutes and college-level learning environments. These three components focus on the student’s 
“thinking,” “doing” and “being,” creating a holistic setting that touches every arena of a student’s life. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
In addition, the 24-7 nature of this model (like Jesus used with His disciples, and Paul used with 
Timothy) creates an accelerated path of life transformation, and preparedness for effective ministry. 
 

Military boot camp is an example of an immersive training environment. It’s how the armed forces takes 
civilians and turns them into soldiers. In boot camp young women and men are completely engulfed in 
the world of war-craft and effective soldiering.  They are immersed in experiences that ingrain within 
them military protocol, skills necessary to operate specialized equipment, understanding of warfare 
tactics, and the discipline it will take to undergo the harshest of environments. Young people enter with 
nearly no knowledge of military practice and they leave combat ready. 
 

Think about how Jesus made disciples. He immersed them into His life and ministry. He spent time with 
them—countless hours in synagogues, in their homes, in boats and on the road—talking, praying, 
ministering, and living life. Jesus taught them, rebuked them, mentored them, and sent them out to do 
ministry. They entered their relationship with Jesus with nearly no spiritual maturity and they left their 
three-year journey ministry ready.  
 

Why not create similar immersive environments for young leaders to come alongside us as we live life 
and do ministry? Actually, there are a number of reasons why leaders end up going it alone. 
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• Hurts—I’ve been let down before. 
• Fear—what if I’m rejected / what if I’m surpassed / what if…? 
• Habit—I enjoy my routines and don’t want them interrupted. 
• Busyness—there’s already too much on my plate. 
• Laziness—there’s too much work involved. 
• Cost—financial / time / the work of shifting my priorities to embrace something new. 
• Misperception—I’m discipling my entire congregation / it would be unfair for me to make an 

unequal personal investment into certain individuals. 
 
So, in the face of these obstacles, why might you want to press through and begin an immersion 
discipleship program at your church for young leaders? 
 

• It fulfills the mandate of 2 Timothy 2:2. 

• Immersion discipleship prepares the “whole person” for success in life and ministry.   

• It is an effective means to raise up and release young leaders from your congregation to serve your 
congregation. 

• Creating an immersion discipleship program will enable young leaders to self-select themselves to 
come alongside of you and your team for intensive development. 

• It provides young leaders a safe environment in which to succeed and fail. 

• It can help to keep both you and your congregation relevant to emerging generations.  
 
Would young adults really take a year of their lives to complete an immersion discipleship program at 
your church? Experience has shown that they will—but why? 
 

• This generation is longing for spiritual fathers (1 Corinthians 4:15). Yet leaders find it difficult to 
be a spiritual father in a typical college group setting or even in a Christian college environment. 
This is not due to a lack of desire in anyone’s heart, but the real limitations of life-access 
experienced by leaders and students. When you create an immersive environment in which they 
can access your life, many will take you up on that opportunity. 

• Not every student has it all figured out by the time they graduate from high school! Not only is 
their spirituality still in formation, but also many are still not certain what God wants them to do 
with their lives. Many students would jump at the chance to be in a safe environment where they 
can develop their life-foundation. 

• They are looking for a challenge, coupled with a commitment (“You can do more than you think 
you can, and I’ll help you succeed”). 

• They are longing for authentic community—others with whom to share their journey. 
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James Craft
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Dan Hedges
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Network Affiliates

Schools of Ministry

Foursquare Emerging Leader Network  
A key component to the strength of any church or denomination is the quality of its “next generation” 
leaders—those who are being developed, trained and released in ministry. Throughout our movement’s 
history we have been blessed by a steady stream of quality leaders who have provided direction for our 
local churches and our church family worldwide.  Foursquare Bible institutes and colleges have had a 
tremendous impact on many of the leaders who have risen up in our movement—and the Emerging 
Leader Network (ELN) seeks to build on this legacy. 
 

The Emerging Leader Network is an alliance of Foursquare churches operating full-time, immersive 

schools of ministry designed to empower, train and release young leaders. 
 

ELN Partnership with Foursquare Ministry Training 
The Emerging Leader Network is part of the National Next Gen Office, working in conjunction with the 
Foursquare Ministry Training Institutes Office. 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 

ELN Mission 
The mission of the Emerging Leader Network is to engage a larger number of Foursquare young adults 
in discipleship and ministry training within the context of local church schools of ministry. 
 

ELN Unique Contributions 
1. Model: “Immersion Discipleship” is an approach that touches every area of a student’s life through 

instruction, hands-on ministry experience and personal mentoring.  Local church ministries utilizing 
this model will exist as a special set of Foursquare Schools of Ministry. 

2. Context: Local churches serving an emerging generation that will sow back into the local church, 
community and world. 

3.  Demographic: Young adults approximately 18-24 years of age.  
4. Desired Outcome: Spiritual and personal formation in the lives of young adults along with the 

development of ministry and life skills. Graduates will have a greater state of readiness for whatever 
God may have for them: further education, marriage, ministry, professional pursuits, and life-long 
commitment to the local church. 
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ELN Purposes 
1. Resource pastors to begin local church-based experiential schools of ministry for young 

emerging leaders. 
2. Resource pastors to equip students in ELN schools of ministry. 
3. Connect potential students with ELN schools of ministry. 
4. Set appropriate standards for ELN schools of ministry. 
5. Build a network of ELN schools of ministry for the sharing of best practices. 

 

Standards for the Emerging Leader Network 
Local church ministries participating with the ELN will be part of a special set of Foursquare Bible 
institutes.  We will “affiliate” certified institutes that desire affiliation with the ELN and are willing to 
maintain the established ELN criteria. 
 
The standards that follow serve two purposes. First, they are designed to help pastors determine if the 
ELN model is appropriate for their local churches. Second, these standards form the criteria for 
affiliation. 
 

1. Institute Certification 
 Certification through the Foursquare Institutes Office is required as part of ELN affiliation. 

Consideration will be given on a case-by-case basis to include programs as part of the ELN while 
they are in the certification process.  Churches that are already operating certified institutes can 
begin ELN programs under the covering of their current certification. 

 

2. Curriculum 
 While particular courses will be defined at the local church level, affiliate ELN programs must 

utilize instructional material that will engage students in at least three areas of study: 
 1) The Bible and Theology (including living in the fullness of the Holy Spirit) 
 2) Practical Discipleship (dealing with the attitude and actions of a maturing   

 believer) 
 3) Ministry (including evangelism and the discipling of others) 

 

3. Hands-on Training 
 Students in ELN affiliate programs must spend a minimum of 15 hours per week in hands-on 

ministry assignments. These hours may include participation in church services and other forms 
of ministry, church office work, and service in the community. Also, students must have at least 
one cross-cultural ministry experience and one evangelistic faith-sharing experience per year. 
The 15 hours of hands-on ministry assignments per week are in addition to classroom study, 
homework, personal devotions, household duties and other things that may occupy students 
during their week. 

 

4. Program Length 
 A minimum program length for ELN affiliates is six-months of full-time interaction and 

instruction. 
 

5. Full-time Program 
ELN affiliate programs must operate full-time immersive training environments for their 
students. Students participating in an ELN affiliate program will not be allowed to have regularly 
scheduled outside employment (except for the purpose of missional integration in a local 
community) or attend college (except for Bible and ministry related courses). Any employment  
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or college attendance does not count toward a student’s required 15 hours of hands-on ministry 
per week. 

 

6. Student Age 
 Students participating in an ELN affiliate program must have a minimum of a high school 

diploma or its equivalency. Specific age requirements will be decided at the local church level. 
 

7. Program Director 
 While an ELN affiliate program director’s role will look different in various local church 

environments, it is imperative that students have adequate oversight, accountability and personal 
mentorship. Since the students are in a full-time program, they will need a full-time leadership 
covering. A team of leaders, some of whom may be volunteers, might provide this covering in 
lieu of one full-time program director. 

 
8. ELN Affiliate Program Names 

 Each local ELN affiliate will choose a name for their program. On official documents (such as 
student handbooks, program websites, etc.) a byline will be required: “An affiliate of the 
Foursquare Emerging Leader Network.” 

 
9. ELN Affiliation Costs 

 We have indefinitely postponed the collection of any fees. The only current costs involved with 
participation in the ELN are the annual certification fees paid to the National Institutes Office, 
and costs involved with participating in the annual Institute Symposium. At some point in the 
future fees may become necessary for ELN affiliate programs in order to help with the national 
promotion of the ELN and affiliates. 

 
10. ELN Benefits 

1) Face-to-face consultation with a seasoned leader who can assist with program development 
and team training. This is best facilitated at the annual ELN Leadership Forum, but other 
arrangements may be made as necessary. 

2) Resources for beginning an ELN affiliate school of ministry, including fully customizable 
and reproducible materials: student handbook, applications, and many sample materials. 

3) Curricular resources. 
4) As-needed coaching to pastors and affiliated program leaders. 
5) Life Pacific College two-year tuition scholarship for all ELN students through their 

Department of Distance Learning. 
6) Students gain access to apply for the Foursquare Women “Emerging Leaders Award,” which 

is a scholarship for those pursuing vocational ministry and entering ELN-type programs. 
7) Participation in FMI’s Missions Encounters at cost. 
8) Advertisement that will connect potential students to ELN affiliated programs. 
9) Access to a special “ELN Affiliate Track” at the annual Institute Symposium. 
10) Free registration to the annual ELN Leadership Forum (the Forum is designed to benefit 

those churches investigating the possibility of beginning an ELN program; churches already 
operating ELN programs are welcome to return to the Forum if it would be helpful). 
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Resources for Emerging Leader Network Programs 
ELN Leadership Forum 
Each November, the ELN hosts an interactive symposium for those interested in beginning an 
immersion discipleship program for young leaders.  Participants leave the Leadership Forum having 
“seen how it runs,” and having received training and an incredible array of program resources, including 
digital, fully customizable, student handbooks, applications and dozens of other forms and materials.  
Please contact us for dates and details. 
 

Emerging Leaders Network National Leadership  
The ELN is ready to assist churches that have questions or desire to begin immersive schools of ministry 
for young leaders. The ELN office can help with coaching, resources, and will assist students find 
existing ELN programs. The ELN website also offers a great deal of information: 
www.EmergingLeaderNetwork.com.  
 

For more information, please contact the national ELN coordinator, Tim Mossholder, at (503) 232-5155 
ext. 309 or tim@emergingleadernetwork.com. 
 
Foursquare Institutes Office 
Dr. Dan Hedges and his staff understand the Emerging Leaders Network model and how it may be 
incorporated into a church’s plans to begin a Bible Institute.  For assistance, contact them at: (213) 989-
ICFG. 
 
Life Pacific College 
Life Pacific College is committed to developing strategic partnerships with Emerging Leaders Network 
programs around the country and provides a two-year tuition scholarship to ELN graduates.  Contact the 
college directly to find out how ELN programs can form educational partnerships with Life Pacific: 
(909) 599-5433. 
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Foursquare Ignite 
One of the exciting new developments in immersion discipleship is Ignite, operating as an immersive 
school of ministry located on the campus of Life Pacific College, with hopes to expand to other 
Foursquare college campuses (including church-based Bible colleges) in the future.  Ignite couples 
immersion discipleship and collegiate level ministry training with hands-on practical training in the local 
church and in global missions. 

 
Foursquare Ignite is an intensive leadership and ministry development program, through immersion 
discipleship and serious ministry education, practical hands-on training in a local church setting and 
global mission outreach experience.  
 

• Purpose: To ignite the next generation of Foursquare leaders toward their Life-Mission:  
strengthened in personal character and discipline; educated in biblical truth and personal 
application; focused on the expansion of the kingdom of God. 

 
• Mission: To serve as a catalyst for future Foursquare leaders who are in pursuit of their Life-

Mission: through immersion discipleship and serious ministry preparation, practical and 
foundational biblical learning, hands-on experiential training in the local church and on global 
mission. 
 

• Vision: To disciple future Foursquare leaders in a collegiate atmosphere and ultimately deploy 
them toward their Life-Mission: equipped with a passion for Christ and a vital knowledge of His 
Word, attuned to His voice and walking in His Spirit.   

 

Three Key Structural Elements of Ignite 
• Immersion Discipleship Coupled with Serious Ministry Education 

• Hands-on Training in a Local Church Setting 

• Global Mission Experience 



Introduction and Overview of Foursquare Ministry Training 
 

1.58 

Experience Overview 
Who? 
 18-24 year-old High School Graduates. 

 

 
What?  

1. Two separate 3.5 month Life-Mission Ignitions. 
2. Each ignition offering four college level courses with a value of 3 units each.  
3. Total possible earned units with both ignitions: 24 units (8 courses). 
4. Mission trip upon completion of each Ignition. 
5. Hands-on training and guided ministry formation in the local church, area outreaches, and global 

mission experience. 

6. Building community by living, working and growing together as a team. 

7. Leadership development and guided mentoring every step of the way. 

Where? 
The campus of Life Pacific College in San Dimas, California. 

 

When? 

Ignition II: Jan-July ‘09 

• Orientation September 3-5, 2008 

• Program/Ignition Jan 12 – May 09 

• 40 Day Mission Trip June-Mid July ‘09 
 
Ignition I: Sept-Dec ‘09 

• Orientation May 09 

• Program/Ignition Sept-Nov ‘09 

• 14 day mission trip Dec ‘09 
 
Why?   
To shape a lifetime passion to serve Christ, to know and apply God’s word, to be attuned to His voice, 
and to walk in His Spirit. 
 
How Much? 

Ignition II 

• Program Fee (books/materials) 250.00 

• Room and Board 1750.00 

• 40 Day Mission Trip 3500.00 (approx) 
 
Ignition I 

• Program fee (books/materials) 250.00 

• Room and Board 1750.00 

• 14 Day Mission Trip 1500.00 



Introduction and Overview of Foursquare Ministry Training 
 

1.59 

QuickTime™ and a
 decompressor
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The New Song Christian Fellowship Internship Model 
by Sue Detweiler 

 
Some Basics about the New Song Internship Model 

1. First of all, there should be no outside work for interns. 
2. Host homes provide housing for interns. 
3. The church has a food service to feed them. 
4. The internship program should only take students who have a call to full-time ministry. 
5. All in turn should be full-time students. In addition, there were 25 hours per week in a local 

church, in community outreach or international outreach. 
6. The Internship program at New Song has an almost 100% placement rate in full-time ministry. 
7. The Church eliminated traditional church staff except 4-5 anchor positions. The interns do it all. 

That’s how the church pays for the program. The way the church made room for the interns was 
to replace administrative assistant positions with interns as positions opened up by attrition. 

8. All interns graduate debt-free. 
9. Each intern raises $400-$500 in support per month to cover car insurance, gas, clothes, and 

entertainment. 
10. Mentoring is a huge part of the process on a weekly, often daily, basis under the core staff. 
11. No dating is allowed during the two years of internship to ensure team unity. 
12. All interns begin on probation. They must be serious about their studies and about ministry. 
13. No one works directly under the Senior Pastor, but he does walk around mentoring. 
14. The internship program ends with hireability and desirability meetings toward the end of the 

second year. 
 
 How to begin an internship program 

1. Start with a pilot program. 
2. Have two entry points per year--August and January seem to work best. This works best for 

community and continuity. 
3. Talk with a pastoral team to assess the needs of your staff for the number of interns. 
4. Initial placements are based on the passions of the students, though some have no particular 

focus ahead of time. 
5. The minimum age should be 19, and all interns need to be debt-free before starting the program. 
6. Don’t be afraid to test whether applicants are ready by requiring them to take a term of classes 

first, or get a job in order to get debt-free before they intern. 
7. Have them draw up a budget ahead of time to determine what it will cost them to live each 

month during their internship. 
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The POIEMA Model of Internship 
The internship process at New Song is modeled after the keyword in Ephesians 2:10 poiema 
(poiema).  “ For we are His workmanship (poiema- God’s special creation; his unique handiwork), 
created in Christ Jesus for good works, which God prepared beforehand that we should walk in them.” 
 
The POIEMA Process 
Partner - covenant to serve them well 
Orient 
Involve 
Equip 
Mentor 
Assess, and Advance 
 
 Mentoring Components 
 Time 
 Talk 
 Touch 
 Teaching 
 Training 
 Tracking 
 Transformation 
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Providing Specialized Ministry Training  
in a Church-Based Setting 

 

How to Provide Missions Education in the Institute or Church–Based Bible College 
By John Amstutz and Johnell Loop 
 

Institutes and church-based Bible colleges offer practical venues for providing informal, non-formal, and 
formal missions training.  These make up a vital strand in the “threefold cord” of missions mobilization–
–a partnership between the local church, missions organizations, and training institutions. 
 

I.   Informal: Exposure and Discipling 
Informal education is usually unstructured and arises out of life situations, relationships, and personal 
development. 

 A.  Experiencing salvation: becoming a Christian 
 B.  Accepting Christ’s Great Commission: becoming a world-focused Christian 

 

II. Non-formal: Experience and Equipping 
Non-formal education is occasional, intentional, and practical, focusing on the field and on skill 
development.  Institutes and colleges can provide non-formal missions education by offering the 
following: 

A.  Conferences, seminars, workshops 
B.  Mentoring, practicums 
C.  Short-term ministry involvement 

1. Local neighborhood and community outreach 
2. National and international teams 

  

III. Formal: Education and Training 
Formal education and training is structured, informational, curriculum-based and involves completing a 
program.  Institutes and colleges can provide formal missions education by offering the following: 

A. Courses teaching the basics for general ministry 
1.  Bible 
2.  Doctrine 
3.  Life disciplines 
4.  Basic ministry skills such as preaching and teaching  

B. Courses teaching the basics for cross-cultural ministry 
1.   Introduction to Global Missions 
2.   Introduction to Foursquare Missions 
3.   World Religions 
4.   Cultural Anthropology 
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5.  Multi-cultural Evangelism 
6.   Language and Culture Learning 
7.   Perspectives on the World Christian Movement (Note:  It is highly recommended that anyone 

desiring to minister in another country complete the perspectives course.  This course is 
offered in various locations across the nation.  It may be possible for your institute or college 
to host a course.  Additional information is available on their website, 
www.perspectives.org.) 

C. Internships 
D.  Apprenticeships  

 
Foursquare Missions International is able to assist local institutes and colleges as they pursue the task of 
training people to serve in cross-cultural ministry.  Specifically, FMI can assist by providing the 
following: 

• Missions projects 

• Cross-cultural team opportunities 
o Student teams 
o Faculty teaching teams 

• Long- and short-term missionary opportunities, including application and preparation processes 

• Pre-service missionary training intensives* 
 

*Foursquare Missions International now provides regional missions training.  The 10-day, pre-
service training sessions are designed to provide missionary candidates with the specific skills and 
knowledge necessary for successfully being deployed to and living in another country.  The training 
includes information regarding raising support, budgeting, and adapting to the challenges of living 
and ministering in an unfamiliar culture.  All sessions are taught by experienced missionaries or 
seasoned ministers with expertise in their fields.  For further information regarding dates, locations, 
and costs, please contact FMI by calling 888-635-4234, extension 4320.   

 

Missions Resources: 
Brigada Today - website: www.brigada.org 

email: brigade-today-subscribe@yahoogroups.com 
Evangelical Missions Quarterly - website: www.billygrahamcenter.org/emis 

subscription email: Emis@wheaton.edu 
Foursquare Missions International - website: www.foursquare.org 

email: fmi@foursquare.org 
U.S. Center for World Mission - website: www.uscwm.org; email: mission.frontiers@uscwm.org 
Perspectives on the World Christian Movement - website: www.persepctives.org 

email: perspectives@uscwm.org 
Life Pacific College - website: www.lifepacific.edu 
Wm. Carey International University - website: www.uscwm.org 
Fuller School of World Missions - website: www.fuller.edu 
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Training Future Foursquare Church Planters In an Institute or Church-Based 
Bible College 
By Dr. John Brangenberg 
 

In beginning the process of training church planters to serve in your local geographic location, the first 
thing that must be determined is what you want the end product to look like when he or she graduates.  
Will your graduate have a special DNA reflecting your sponsoring church’s distinctive ministry 
personality and strengths? Or will the DNA be more generalized to the needs of the overall community 
in your area?   
 

What are the known strengths of your sponsoring church(es)? Are other churches in the area willing to 
buy in to your program?   What are their strengths? 
 

Who are your target group?   traditional 18-25 year olds living at home or on campus? or more mature 
working adults training for a second career in ministry or bi-vocational ministry? or a broad spectrum of 
students? 
 

What core competencies do you want all of your graduates to have regardless of major? 
 

A sample set of core competencies might include:   
Excellent written and verbal communication skills,  
a solid foundation of biblical understanding,  
excellent skills in biblical interpretation,  
sound theology,  
excellent leadership skills,  
a vital spiritual walk,   
contagious evangelism,  
a lifestyle of disciple making,  
a passion for worship that is culturally relevant and artistically excellent, 
a heart for missions,  
and experienced in skillfully ministering to the needs of others.  

 

If you offer majors or specializations, what special competencies do you want graduates from each 
specialty to exhibit? 
 

Which of these items should be developed in individual courses or a series of courses? Which of these 
should be emphasized across the curriculum?   
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Which items also need to be developed outside the classroom? through student life activities, small 
group Bible studies, ministry involvement, supervised ministry or a mentoring program, or a specialized  
group of students who are focused on church planting and meet weekly with an experienced church 
planter for devotions and instruction and reflection and feedback? 
 

Are there external requirements that should shape your curriculum, such as Foursquare Ministry 
Training Institute or School of Ministry requirements, state Department of Education requirements, or 
ABHE or TRACS requirements?   
 

Can these be met while still maintaining your own unique DNA? 
 

Getting Started 
In most circumstances, unless you have unlimited financial and faculty resources to start off with, most 
new schools cannot support more than two or three different majors!  For instance, Pacific Rim Bible 
College started with three:  pastoral ministry, worship and the arts, and a personalized major in Christian 
ministry.   
 
Do you envision a 1, 2, 3, or 4-year program?  Will it be a certificate, diploma or degree granting 
program (if degree granting, do you have state approval to award degrees?  Will you seek 
accreditation?)  Do you have the resources to support it?  
 
Who are your potential faculty?  Do they have the necessary credentials?  Do they also have excellent 
ministry skills and experience that they can bring into the classroom?  Can you supplement local faculty 
resources with expert faculty brought in for brief intensives or modular courses?  Can you supplement 
your faculty by utilizing correspondence curriculum from Life Pacific College or King's College and 
Seminary? 
 
How many courses should you start up with?  Probably no more than 4 or 5 each semester, enough for 
students who desire to be full-time to take a full time load.  In your second year, 9-10 courses per 
semester (and 13-15 courses the third year and 16-20 the fourth year for 4-year Bible Colleges).   

 
By developing a 2 or 3-year course rotation, you can avoid stretching your monetary and faculty 
resources farther than they need to be. Only the basic pre-requisite courses need to be offered every year 
for incoming students. 
 
Selecting the Church Planters to Train 
Recruit prayerfully, focused aggressively and strategically.  Most of your best recruits will be in healthy 
reproductive churches. Healthy reproductive churches produce healthy church reproducers.  Look for 
someone with a passion born of calling and perseverance tested by adversity.  Look for someone with 
proven leadership ability and gifting.  Look for someone with a local perspective and kingdom priorities. 
 
Providing the hands-on element 
In the process of equipping church planters, it is very important that they get a very broad exposure to 
every area of operation in church life, since they will be overseeing starting all areas of church life in the 
new church plant.  Thus, it will be very important to have future church planters involved in a rotating 
shadowing and internship program where they rotate through each major area of the church over the 
course of 12 months, serving 10-20 hours per week for one month in each area.  Ideally, for their second 
year of training, they should be encouraged to join a church-planting team in the area under the 
supervision of a more experienced leader, again interning 10-20 hours per week, but taking leadership 
over some ministry in the life of the church plant.  Get them learning about the field they will be 
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planting in early on.  Get them praying for the people and the community while they are still in training.  
In 3-4 year programs, this process can be extended somewhat, with the fourth year being devoted to 
developing the vision, organization, and team to launch his/her own church planting team upon 
graduation.  Again this should be under the supervision of an experienced church planter. 

 
Shadowing Guidelines for Students 

1. Journal what you observe daily including reflection upon your insights and observations. 
2. Observe what it takes to prepare behind the scenes for the face-to-face ministry for each of the 

ministries you observe. 
3. Observe the people skills and interpersonal dynamics that are necessary for each type of ministry 

so that you will know how to select the right types of leaders for each team when you start your 
own church. 

4. Observe the daily disciplines and time commitments necessary to do ministry with excellence. 
5. Observe the leadership skills of the person in charge of each ministry. 
6. Observe the workings of worship services, small groups and midweek services from a staff 

member’s perspective behind the scenes. 
7. Discuss your observations with other church planters in training and with your ministry mentor. 
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Leadership Training in an Urban Environment 
by Juan Galloway  
 

An Experiential Approach to Training Students 
To minister effectively in an urban environment, students must engage with the people with whom they 
seek to minister while they are being trained within an institution. Their exposure to the human 
condition there will then allow them contextualize the gospel in relation to those cultures and 
worldviews. Students should learn and practice ministry simultaneously to gain a “practical working 
knowledge” of urban ministry.  
 

Charles Ringma writes in Dare to Journey with Henri Nouwen, “Much of life is spent preparing for and 
gaining knowledge for future roles and tasks. And many of our educational strategies are based on the 
premise of learning first in order that we may do later. For some, this has resulted in much learning but 
little doing. For others, it has meant quite a deal of unlearning once they have experienced the real 
world. 
 

“Yet it should be obvious that many things are learned by doing. One learns to pray by praying, to serve 
by serving, and to love by loving. 
 

“This is important for spirituality. It can never remain simply at the level of ideas, liturgies, or dogmas. 
It finds its true identity in the reality of engagement and practical participation. 
 

“Nouwen hints at this. He writes, “The great illusion of leadership is to think that a person can be led out 
of the desert by someone who has never been there.” Not only can we not look to spiritual guides who 
lack life’s difficult experiences or who have failed to make sense of them or acknowledge them, but we 
also need to walk our own desert experiences and learn from them. 
 

“Because spirituality does not embrace only an aspect of life, but all of it, all of life’s experiences 
become the testing ground for linking faith and practice. Thus, in being, living, doing, praying, serving, 
risking, loving, and participating, we are weaving a pattern for understanding our spirituality. 
 

“Spirituality can only fully develop when we include others and serve our neighbor. A spirituality that 
only knows “holy isolation” is most probably an illusion, and a spirituality that fails to serve others is 
more than likely self-indulgent. 
 

“True spirituality knows both the place of solitude and the cry of the world. It is concerned about self 
development but sees it occurring much more through serving another than through pampering the self.” 
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In Training Students for Urban Ministry: An Experiential Approach, John Edwin Fuder points out, 
“Learning experiences in communities of need give a realistic perspective of disenfranchised subcultures 
and stimulate compassion for the city and its people. Attention must be given to training men and 
women within this education context in order to understand the dynamics of such diverse urban “people 
groups” as gangs, prostitutes, and the homeless and to help students develop effective ministry skills. 
Students must be challenged by face-to-face interaction with hurting people rather than mere cognitive 
input alone.”  

 
Education without works is dead.   Translation: Get your hands dirty doing the work Jesus did and you’ll 
catch the heart of God for the hurting. 
 
My school, East Coast School of Urban Ministry, is a balance of the academic and the practical 
application side of learning ministry. The way we do this is by partnering our school with several other 
ministries. Students are required to go out on The Relief Bus, a mobile outreach ministry to the 
homeless in New York  and New Jersey, several times during the course they are taking and practice 
what they are learning on the streets. Additionally, full-time students work within one of several 
CityTribe Foursquare Churches weekly to minister within and to the community while serving in a 
variety or roles. Through on-the-job-training running this unique church they gain valuable hands-on 
experience. 
 
Simplification 
Even the academic side of education has to be simplified in the lower economic sectors of the inner city. 
For those whose educational background is minimal, academics can be extremely intimidating. Special 
care and even tutoring needs to be provided for those who don’t read and write well. For someone with a 
past history of rejection and failure, getting a bad grade or failing could be devastating emotionally.  
 
However, getting someone to have a win situation in a class and in the practice of the subject getting 
taught can thrust someone who previously didn’t think himself or herself qualified into a new level of 
confidence and activation in ministry. As students see themselves as having value in the Kingdom, they 
begin to take more risks, discover more gifts and tap into more of their potential. 
 

Reinforcing Vision and Speaking Prophetically 
We communicate to students that they are not in our school so that they can have a nice feeling and 
expand their intellectual repertoire. We teach them that they are learning the material so that they can 
apply it immediately, not one day far away in the future. They are also learning it so that they can teach 
it to others themselves and thus multiply. Classes are simply a platform to engage the heart of the God 
and make a place for the Holy Spirit to take over. We remind students of this regularly so that they don’t 
forget why they are participating. If students do not have a supernatural experience and spiritual 
revelation during the class then we have failed. 
 

East Coast School of Urban Ministry holds a kickoff service before each class session that gathers all of 
our full-time and part-time students. This gathering gives us an opportunity to cast vision corporately 
and reinforce core values of what we are trying to achieve in their education. It also gives us the chance 
to speak prophetically into their lives and help them see that they are part of a movement of God in their 
region. Most of our students are not from the Foursquare church, but from a variety of denominations 
and so we maximize our opportunity to pour into the body of Christ. The institute goes beyond being a 
simple branch of a local church to connecting, networking and building bridges between different 
churches to help them work together and function more effectively in reaching the city. 
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Partnering with Established Foursquare Bible Colleges 
 

Institutes and the Life Pacific College Degree Completion Program  
in Ministry and Leadership  
 

The Life Pacific College Degree Completion Program provides adult learners with the opportunity to 
complete their degree in an accelerated format that is convenient and compatible with a busy lifestyle. 
Students can pursue their degree either by attending the residential campus one night a week or through 
online classes with no residency requirement. Students need 60 transferable units to begin the program, 
and may be able to receive credit for institute work and non-formal learning through life experience. 
This program is designed for persons who currently are, or hope to be, involved in one of the diverse 
leadership roles existing within the Christian community such as senior pastor, church planter, worship 
leader, associate pastor, etc. The program stresses the biblical, theological, cultural, and ministerial 
background necessary to lead people within a Christian community. 
 
Features of the Program 

• Earn a Bachelor’s of Arts degree in Ministry and Leadership from a regionally accredited college 

• Pursue your degree without leaving your place of work and ministry or uprooting your family 

• Study on campus in San Dimas one night a week or online anywhere in the world 

• Complete your degree in 18 months 

• Study with a cohort of like-minded students preparing for ministry 
 
Program Goals  
Upon completion of this program a student should be able to:  

• Exhibit a depth of understanding of biblical content, theological synthesis, and hermeneutical 
practice, 

• Possess the skills necessary for ministry to people inside and outside of the local church, 
particularly pastoral care-giving, 

• Demonstrate leadership skills, especially applicable to the local church, with an understanding of 
how to acquire God-given vision and encourage others toward that vision, and possess 
fundamental resources and tools necessary to identify, guide, and develop potential leaders, and 

• Integrate education, spiritual life, and life-experience into a consistent pattern of personal 
spiritual growth affecting character and values, and possess the desire and foundation necessary 
to be a lifelong learner. 
 

Program Structure and Requirements 
The program requires that students complete 120 units in order to receive a Bachelor of Arts degree in 
Ministry and Leadership. Students must transfer in 75 units, 60 upon entrance. The curriculum will 
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consist of 45 units offered in a lockstep structure over 18 months. Students will fulfill the additional 15 
units through either other college work or prior learning credit.  

 
 

Discipline 
Entrance 

Requirements 
Degree Completion 

Curriculum 
Complete Program 

Bible/Theology 12 18 30 

Ministry - 12 9 

General Ed. 30 15 48 

Open Electives 33* - 33 

Total 75* 45 120 
*15 of these units can be completed at any time during the program  

 
Class Structure & Time Commitment 
On Campus 
Five-week classes, one session a week for four hours with breaks. Students should expect to put at least 
12 hours a week into their coursework outside of the class. 
Online  
Five-week classes, students should expect to put at least 12-16 hours a week into their coursework. 
There will be no residency requirement for students in the online program. 
 
Pace and Length 
The program will be offered in an accelerated cohort model. It will consist of 15 courses offered one at a 
time, for five weeks each. Students will enter the program with a cohort of 12-20 other students and take 
each course in sequence according to a pre-designed schedule. The entire program (45 units) will take 
18 months to complete. 
 
Change of cohort 
Students who are unable to maintain their cohort’s schedule will be allowed to resume their program 
with subsequent cohorts, or to miss up to three classes while remaining with their original cohort and 
making up those classes after their cohort has completed the program. 
 
Alternative Credit 
Students will be able to apply for credit for prior learning experience. Credit will be determined by a 
committee based on the student portfolio created in the first course of the program, Foundations for 
Leadership. Students will also be able to receive credit through Advanced Placement, CLEP and 
DANTES. 
 
Tuition 
Tuition for the 2009/2010 school year is $400/unit. Students who are currently serving in ministry with 
an approved ministerial license will qualify for a 25% Ministry Leadership Grant. 
 
Ministry Formation 
All students in the Degree Completion Program will participate in Ministry Formation. For each term, 
students participate in leading a group of five or more individuals. Students will complete a short paper 
reflecting on their ministry experience in light of their coursework.  A pastor’s/mentor’s assessment of 
the student’s growth in ministerial skills and spiritual/character development and formal feedback from 
a peer and the people they lead will be required along with each paper.  
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Degree Completion Admission Requirements 

• Age: Applicants must be at least 24 years old. Exceptions may be granted based upon ministry 
experience, GPA from transfer units, and pastor’s recommendation.  

• Academic: Applicants should bring at least 45-60 transferable units into the program. Applicants 
with only 45 transferable units may be accepted on a probationary basis with a plan to complete 
the necessary units. Thirty of these units must be General Education and twelve of these units 
must be in Bible/Theology.  

• General Education requirements:  Upon entering the program, at least 30 of the student’s 60 
transferable units must be General Education units and each of the following categories must be 
satisfied:  

 Principles of Writing II* (a foundational English Composition course) 3 units 

  Presentational Communications* (a Public Speaking Course)  3 units 

  Humanities 9 units 

  Social and Behavioral Sciences 9 units 

  Math and Science 6 units 
*or equivalent 
If you do not have the required number of units, you can fulfill this requirement through our independent 
study and online courses. 

• Spiritual: Applicants need to be involved with a local church in which they are able to engage in 
significant ministry. 

• Technical: Applicants for the online program will need to have access to the necessary computer 
hardware and software, and possess the necessary computer skills to succeed in the program. Be 
sure to take the quiz “Is Online Right for Me.” 

Hosting a institute-based DCP Study Group 

• An institute that has several students pursuing their BA via the LPC DCP may serve as a host for 
study groups 

• Students would still be considered distance learning students at LPC 

• No requirements for institute other than facilitating students study groups.  

• Some states prohibit – need to determine “institutional presence” laws for each state 
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Hosting an extension site for the DCP program 

• Institutes with sufficient numbers of students and resources may be able to host a DCP extension 
program on campus.  

 

• The approval process for determining whether or not your institute would qualify is found below:  
 

Approval Process for an Off-Site Degree Completion Program 
The following criteria are for institutes wishing to start an institute-based DCP program. This list is not 
exhaustive, and is subject to modification by LPC. 

1) Support of Leadership  
Proposal must document support of pastor and councils of the host church, and senior leadership 
of Life Pacific College, to ensure that the site furthers the mission and vision of both institutions. 

 

2.   Establish Market Viability 
Site must document evidence to support an enrollment of at least 30 potential students initially 
and the ability to sustain enrollment in future cohorts. LPC will assist in the development and 
implementation of a market study. 

 

3. Identify A Site Director  
A viable site director must have a minimum of a Master’s Degree, with college teaching and 
administration experience.  

 

4. Establish  a Budget  
      The proposed budget must contain a minimum of 10% of gross revenue return to LPC.  

 

5. Identify Teachers  
Site must identify potential teachers for the first seven courses in the program who meet Life 
Pacific College adjunct faculty qualifications. Teachers are recommended by the site, but 
approved and hired by LPC. 

 

6. Identify Facility and Learning Resources  
Site must have an available classroom equipped for adult learning, with adequate technological 
resources.  Site must demonstrate adequate library resource availability for appropriate class 
content. This may include local public or private college libraries. 

 

7. Identify Enrollment Management issues  
A consultation with Life Pacific’s admissions, recruitment, financial Aid and registrar’s 
departments must be conducted to identify potential issues.   

 

8. Identify Administrative Support Abilities  
Site must demonstrate the ability to meet the administrative support requirements of the program.  

 

9. Identify Possible State Regulation Issues  
If not in California, the host state must be contacted to identify potential regulatory issues.  

 

10. Site Visit  
      The site will host a visit by a LPC representative documenting adequate resources. 

 

11. Approval by various LPC executive bodies, including the LPC Academic Planning and 
Curriculum Review Committee, LPC Administrative Council, and the LPC Trustee, Executive 
Committee approval. 



Introduction and Overview of Foursquare Ministry Training 
 

1.72 

Partnership Possibilities with Pacific Life Bible College (Canada) 
by Rob Buzza - PLBC President  
 

Retrospective: 
1. Roots of Ministry Training 

a. First Century – informal, “house to house” (Acts 2:42–47) 
b. Second to Fourth Centuries – catechetical schools 
c. Dark Ages – clergy/laity separation with regional respites (e.g. St. Patrick) 
d. Reformation – Christian/public educational systems 
e. Nineteenth Century – Seminaries 
f. Twentieth Century – Bible college movement 
 We want our best scholarship and talent in the mission field, but we want all who can go; and 

with a destitution so imperative, the Church of God should be willing to welcome the humblest 
“prentice hand,” and dispense with full technical preparation wherever she finds other 
qualifications for humble usefulness. (A.B. Simpson, 1880)  I believe we have to have “gap 
men,” men who are trained to fill the gap between the common people and the ministers. (D.L. 
Moody, 1886)  Bible colleges were intended to be “gap” schools, bridging the disparity between 
the churches and seminaries. 

g. Twenty-first Century – The accreditation factor and the new gap schools – church institutes and 
other church-based (or para-church) training options. 

2. Foursquare’s History of Ministry Preparation 
a. Plant a beachhead church and Bible college (originally more like a church institute). 
b. As college standards were raised, church institutes were raised up, primarily serving more 

mature students (professional development). 
c. Other training options (Emerging Leader’s Network, internship programs) are now surfacing to 

provide ministry preparation for younger students (practical development). 
3. PLBC’s Historical Connections With Church Institutes 

a. Origins of LIFELINE - LIFE Bible College of Canada and Local Institutes Network of 
Education. 

b. Merger of LIFE and Pacific Bible Colleges. 
c. New Learning Center and technological opportunities ahead. 

Perspective 
Our college and local churches are positioned now for even higher levels of collaboration.  It’s not a 
question of either/or.  To be effective we must think both/and.  The growth and influence of our colleges 
and our Foursquare family worldwide are inextricably linked.  We have to become even more 
intentional about leadership development if we are to remain “dedicated unto the cause of 
interdenominational and worldwide evangelism” (cornerstone inscription of Angelus Temple). 
1. The Important Role of our Bible College(s) (including PLBC) 

a. Has proven experience in training long-term and influential church leaders for over eight 
decades. 

b. Possesses a wealth of resources, in materials and personnel, to assist other leadership training 
programs (e.g. church institutes). 

c. Offers specialty programs (not often available through local institutes) to fill a variety of church 
needs: missionaries and church planters, senior and associate pastors, youth and children’s 
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pastors, chaplains, counselors, musicians, worship leaders, professors, writers, community 
leaders, etc. 

 

d. Provides an academic environment for these leaders to earn undergraduate degrees, and with the 
potential to earn graduate degrees at leading seminaries, thereby broadening our influence and 
credibility as a denomination. 

e. Preserves doctrinal consistency and Foursquare values over the generations and around the 
world. 

2. The Unique Place of PLBC in the Foursquare Family 
a. Has created an innovative one-year campus program of foundational training and short-term 

missions to help Foursquare young people discover God’s will for their lives. 
b. Decentralizes the college academic programs through a network of church institutes, making it 

possible for churches to offer courses for professional development or for direct credit with 
PLBC. 

c. Provides independent studies courses, making ministry training and the ability to earn a degree 
available to anyone anywhere. 

d. Offers fast-track degree options for mature students already active in church leadership. 
e. Makes ministry training affordable so students can graduate debt-free and ministry-ready. 

3. The Advantages of Church-based Training Options 
a. Makes it possible for church members to prepare for ministry without leaving their families, 

churches, pastors (mentors), jobs, and ministry opportunities. 
b. Enables church leaders to develop other ministers and leaders from within the church. 
c. Positions the church to reproduce other churches by raising up church planting teams. 

4. The Synergy of the Institutes and College (PLBC) Working Together 
a. Allows churches with limited faculty and resources to still host an institute. 
b. Offers students with academic aspirations the freedom to study in their church while still 

pursuing a degree. 
c. Brings academic credibility to the institute and opens up recruitment possibilities from outside 

the congregation. 
 
Expective 
The governors of PLBC have positioned the college to respond to the unfolding needs of our churches.  
That is why the remainder of this workshop has been set aside for your expectations and ideas of how 
we can work better together. 
1. To further stimulate the brainstorming process we are including the latest developments in response 

to the Foursquare churches in Canada: 
a. Restructure the LIFELine program to increase its flexibility and affordability, and to include 

more transferable courses and professional development. 
b. Build a video studio and equip it for webcasting and/or telecasting so that church institutes, 

Emerging Leader’s Network, leadership teams, home groups, or individuals across the nation(s) 
can access live classroom interaction on a nationally coordinated schedule or prerecorded 
courses anytime. 

c. Set up cooperative regional scholarships (matching funds between PLBC and the units/districts) 
to encourage key recruits to return to their region upon the completion of their studies. 

d. Develop a generous but sustainable transfer agreement for students completing an Emerging 
Leader’s Network program. 

e. Network with Foursquare churches in Canada (and U.S.) to create a cooperative strategy for 
interning emerging leaders in healthy local churches. 

f. Form an ongoing Education Round Table to ensure that local and regional initiatives for 
leadership development are encouraged, resourced, and standardized. 
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The King’s College and Seminary  
As A Resource for Bible Institutes  

by Professor Donald C. Brubaker, Dean of Online Education, and  
Dr. Paul G. Chappell, Executive Vice President and Chief Academic Officer 

 
1.  The King’s can be a resource for Administration, Curriculum Development and Course 

Development 
Our faculty can help design entire programs of study, individual course curriculum and course 
syllabi. This provides the Bible Institute with the assurance that the course components and materials 
are backed by a fully accredited and nationally recognized institution. It also means that if the course 
is taught by properly credentialed individuals that we could, through an articulation agreement, agree 
to transfer the course in should a student wish to go on to further studies after completion at the 
Bible Institute. 

 
2.   The King’s can be a resource for Faculty 

A. The best assistance The King’s can provide Bible Institute faculty is training, professional 
development, and the proper academic credentials. Perhaps one of the weakest aspects in a Bible 
Institute is a properly credentialed faculty. Some instructors may not have a bachelor’s degree 
from an accredited institution. Or faculty may have a bachelor’s degree in a non-related field.  

B. The King’s is willing to assist these individuals with a 50% tuition scholarship to work toward an 
accredited Bachelor’s Degree or Master’s Degree. Instructors with an accredited Bachelor’s 
Degree even in non-related fields can move into a Master’s Degree.  

C. In addition to being able to take classes online, they can come to campus for modular classes. In 
fact, because California allows up to one year of portfolio development, we can assist the 
instructor to take the course they are teaching or developing and utilize it through a portfolio to 
get academic credit for it. 

 
3.   The King’s can be a resource for Students 

A. We can assist students by providing them with the ability to transfer courses in and count toward 
an accredited degree. 

B. We can supplement an Institute’s offerings by allowing the student to enroll with The King’s and 
take courses online. 

C. If an Institute has a certificate and a diploma, we could work with the Institute by offering a few 
additional courses (General Ed) and allow the student to graduate with an accredited associate’s 
degree. 

D. The King’s can provide further training for ministry. 
E. The King’s can assist those who wish to go into military Chaplaincy. 

 
4.   The King’s can be a resource for Accreditation 

The King’s was birthed from a church as a Bible Institute that developed into a College and 
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Seminary. We offer undergraduate degrees as well as Master’s degrees and Doctoral degrees. We are 
nationally accredited by TRACS and ABHE. We went from non-accredited to accredited status with 
both organizations in 2 years (the quickest of any institution in the history of either organization). 
We have trustees that are on the TRACS Commission on Accreditation, Dr. Chappell serves as one 
of the national directors for TRACS, and numerous staff have been trained by both TRACS and 
ABHE and have served on numerous site visits. Additionally, staff members have worked as 
consultants with institutions seeking accreditation or seeking to maintain accreditation. 

 
5.   The King’s can offer the ability for a Bible Institute to become a full-fledged Teaching Site 

This means that students can earn fully accredited certificates, associates, bachelors and graduate 
degrees at your church. Courses are taught by church members with appropriate credentials who 
become adjunct faculty for The King’s. And of course they are paid to teach these courses. Unique 
courses can still be offered so that the program of study reflects the priorities of ministry of that 
congregation. This also allows for students to apply for and receive federal financial aid. It allows 
the student to access the 170,000 volume library collection and thousands of electronic periodicals 
online. 
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Why It’s Worth the Effort to Train Up  
the Next Generation of Ministry Leaders 

 

Mission Timothy: Equipping the Next Generation 
Dr. Robert Flores, President, Life Pacific College 

 
Would you like to hear what I considered some of the most sobering words in Scripture? 
 
Judges 2:10     After that whole generation had been gathered to their fathers, another generation grew 
up, who knew neither the LORD nor what he had done for Israel. 
 
I looked in the mirror the other day, and guess what? I’m being gathered to my fathers. I’m seeing 
wrinkles that weren’t there a month ago. I play sports and I can’t do what I once could. Before you know 
it, we’re going to be like the eighty-year-old couple on the porch rocking. The woman said, “I’m proud 
of you, Pa.” The man answered, “I’m tired of you too, Ma.” 
 
One generation passes, and another generation rises. 
 
Judges 2:10     After that whole generation had been gathered to their fathers, another generation grew 
up, who knew neither the LORD nor what he had done for Israel. 
 
A generation grew up who did not know the story of a 31-year-old woman who had a hole dug at the 
corner of Glendale Blvd and Echo Park and believed God would fill it, and fill it he did with Angelus 
Temple, debt free, dedicated January 1st, 1923. 
 
A generation grows up who doesn’t know the story of Ted Olbrich, who, when walking through a 
village in Cambodia, discovered a man "left to die" with a gaping hole in his side the size of a soccer 
ball. Ted responded with compassion by "reaching out and touching" this man: praying for him, feeding 
him, and cleaning and dressing his wound. Before dying two weeks later, this man, his family and the 
entire village had given their hearts and lives to Jesus. Today, as a result of Ted's act of compassion, one 
of our 1,600 Foursquare churches in Cambodia meets regularly in this village. 
 

 
 
 

A few years ago, Mike Larkin, then director of Foursquare missions wrote: 
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 “A while back, I was standing next to a river with George Butron, one of our regional coordinators in 
Asia. The river was about 100 feet from the home that former missionaries Mason and Virgene Hughes 
had built while initiating the Foursquare work in Papua New Guinea. I asked George, "What is that 
special element in the lives and ministries of our most fruitful missionaries--those who have had such an 
incredible impact, like the Hughes' had on the people in Papua New Guinea?" 
"Compassion for people, intimate knowledge of the Word of God, and the power and anointing of the 
Holy Spirit," was his immediate response. 
 
Judges 2:10     After that whole generation had been gathered to their fathers, another generation grew 
up, who knew neither the LORD nor what he had done for Israel. 
 
…who had no compassion for people, had no intimate knowledge of the Word of God, and did not know 
the power and anointing of the Holy Spirit.” 
 
It falls to us, to ensure that the generation that follows us has all that we have invested in them, mentored 
in them, believed in them, that they would have all they need to change this world through the preaching 
of the gospel and harvest the harvest that is in such abundance that what we see before our eyes are the 
branches of economic systems, political networks, justice issues literally breaking, and a world crying 
out for hope. A day is coming when this cry for hope will be turned to Anti-Christ, but not yet.  
 
John 9: 4 As long as it is day, we must do the work of him who sent me. Night is coming, when no one 
can work. 5 While I am in the world, I am the light of the world.”  
 
Everyone here is in the midst of fighting a hard battle. I believe the most important battle we are in is for 
the hearts and minds of the next generation.  Eighty percent of all the people who ever receive the Lord, 
receive him before they are 18 years old. All that we give our lives and hearts to build will sink to 
insignificance unless there are able hands to take the wheel and lead that school, church, ministry, 
denomination places we only ever dreamed it could go. I believe for us to see the church move from 
“glory to glory,” as Paul states it in 2Cor 3:18, we must equip the next generation without delay, without 
ambivalence, without excuse. 
 
But how? I believe the single most effective, God-ordained, God designed means is the local church 
institute movement that you represent. Jesus loved and ministered to the masses, but he trained the 
twelve.  
 
Acts 18:1    After this, Paul left Athens and went to Corinth.  2 There he met a Jew named Aquila, a 
native of Pontus, who had recently come from Italy with his wife Priscilla, because Claudius had 
ordered all the Jews to leave Rome. Paul went to see them,  3 and because he was a tentmaker as they 
were, he stayed and worked with them.  4 Every Sabbath he reasoned in the synagogue, trying to 
persuade Jews and Greeks.  
 
Acts 18:5     When Silas and Timothy came from Macedonia, Paul devoted himself exclusively to 
preaching, testifying to the Jews that Jesus was the Christ.  6 But when the Jews opposed Paul and 
became abusive, he shook out his clothes in protest and said to them, “Your blood be on your own 
heads! I am clear of my responsibility. From now on I will go to the Gentiles.”  
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Acts 18:7     Then Paul left the synagogue and went next door to the house of Titius Justus, a 
worshiper of God.  8 Crispus, the synagogue ruler, and his entire household believed in the Lord; and 
many of the Corinthians who heard him believed and were baptized.  
 
Acts 18:9     One night the Lord spoke to Paul in a vision: “Do not be afraid; keep on speaking, do 
not be silent. 10 For I am with you, and no one is going to attack and harm you, because I have many 
people in this city.” 11 So Paul stayed for a year and a half, teaching them the word of God. 
 
Acts 18:24     Meanwhile a Jew named Apollos, a native of Alexandria, came to Ephesus. He was a 
learned man, with a thorough knowledge of the Scriptures.  25 He had been instructed in the way of the 
Lord, and he spoke with great fervor and taught about Jesus accurately, though he knew only the 
baptism of John.  26 He began to speak boldly in the synagogue. When Priscilla and Aquila heard him, 
they invited him to their home and explained to him the way of God more adequately. 
 
Why, there are even Institute Intensives in Scripture. Jesus established an extension campus and offered 
an Intensive entitled, “Jesus, Genesis to Malachi.” 
 
Luke 24:25     He said to them, “How foolish you are, and how slow of heart to believe all that the 
prophets have spoken! 26 Did not the Christ have to suffer these things and then enter his glory?” 27 
And beginning with Moses and all the Prophets, he explained to them what was said in all the Scriptures 
concerning himself. 
 
How many would like to sign up for that Intensive? 
 
I believe that an Institute is equipped to start the process of leadership development in a unique way. 
Because it is connected to a local church it and yet gathers the best as far as instructors and professors, it 
has a unique capacity to equip the next generation with: 
 
1.  A Compassion for People 

One of the great tragedies of theological training institutions is when graduates move out into world with 
a mind full of information, but whose hearts have never been broken for people. 

 
Mark 6:34 When Jesus landed and saw a large crowd, he had compassion on them, because they were 
like sheep without a shepherd. So he began teaching them many things. 
 
Jesus taught from a heart of love for Abba Father and a heart of compassion for people.  Institutes are 
vital because they teach their students not just about the stuff, but also how to do the stuff in the context 
of people who desperately need the stuff. 
 
I’ve known far too many Spirit-filled, Bible-believing, tongue-speaking leaders who were mean as spit. I 
don’t get it.  Leaders like Jesus are filled with compassion for hurting people. And great institutes, great 
training makes sure that a critical part of a solid ministry education is a connection to hurting people, 
where compassion can form and flourish. 
 
The second key component of mentoring a new generation is instilling: 
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2.  An intimate, working knowledge of the Word of God. 
Institutes have an amazing capacity to create what we see in Acts 19. 

Acts 19:9 But some of them became obstinate; they refused to believe and publicly maligned the Way. So 
Paul left them. He took the disciples with him and had discussions daily in the lecture hall of Tyrannus. 
 
By the way, look at the next verse: 
 
10 This went on for two years, so that all the Jews and Greeks who lived in the province of Asia heard 
the word of the Lord. 
 
How could lectures in hall of Tyrannus translate to all Asia hearing the Word? Because the biblical 
studies there were rooted in a compassion for people. Paul was zealous for theological impartation, but 
motivated by a burning heart that the world would hear the Gospel because the Lord he served was not 
desirous that one would perish, not one. Paul was a good Wesleyan Arminian, except for Romans 9. 
 
As we continue to form agreements with Institute after institute, we continue to be astounded by the 
quality bible teaching that is being provided out there. And where there are weaknesses, by your 
willingness to allow us to come alongside with curriculum and partnership. We believe that institutes are 
cutting edge in mentoring and training this next generation and we want to do all we can to help you 
succeed. 
 
A third area of transference that must take place if we are to raise up a generation that can lead the 
Church of Jesus Christ beyond anything we have ever known is to ensure that each of our graduates, 
both in an Institute setting and in a college setting live in: 
 
3.  Living in the Power and Anointing of the Holy Spirit 
This, my friends is not the same as a class in Pneumatology. Like few other subjects, this is more caught 
than taught. But without it, we don’t have a chance. Without it, we are 120 huddled in an upper room. 
With it, we see 3000 saved in a single day. Without it, the worship of Diana rules a city like Ephesus 
religiously as well as economically. With it, idol makers go out of business because so many are being 
saved. 

To equip a next generation, both the first half of an education, the Institute, and the second half of the 
education, Life Pacific College and the King’s, must be committed to instilling the day in day out reality 
of living in the Power and Anointing of the Holy Spirit. 
 
I had an amazing conversation with Dr. Eim, today. He is the president of Asia LIFE University in 
Daejeon, South Korea. He told of students who come from cultures and traditions of quietly bowing in 
prayer. He said he sits with them and says, “Raise your hands and speak out loudly prayer and praise 
and move into your language of tongues.” Sometimes they are resistant, as it moves them beyond their 
comfort zone. But he said, “Dr. Flores, I am responsible for training them and if they do not know how 
to pray in the power of the Holy Spirit, they’ll never make it out there. 
 
As partnered learning institutions, we must be polite, love is not rude, but we must be bold. We must 
contend for compassionate, men and women of the Word, who live in the power and anointing of the 
Holy Spirit.  
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For this to really happen we must let these young people into our lives, and they must invite us into 
theirs. And, as partners in the same mission, local church institutes and accredited colleges and 
seminaries, we must trust each other, serve each other, and love each other. 
 
I quoted earlier Jesus who said, “As long as it is day, we must do the work of him who sent me. Night is 
coming, when no one can work.” 
 
We do not have any time to waste. Build great Institutes. Let us help complete what you have so ably 
begun. Let us not look back and say, “We wasted our moment of opportunity. We failed to dream great 
dreams and pray great prayers.” 
 

Why I Give My Life to Recognize, Resource and Release Leaders 
by Steve Smith 
 
A.   It Is a Conviction 
I think it is fair to say that most of us choose to live our lives on the basis of one or two foundations. We 
typically build our lives and ministries on either “Good Ideas” or on “Conviction.” The differences 
cannot be over-estimated. 

 
Good ideas are: 

• Plenteous in number; 

• Fairly inexpensive; 

• Rarely fulfilled; and 

• Often leave us disappointed. 
 

Convictions: 

• Are few in number; 

• Are non-negotiable – you will die for them; 

• Do lead to fulfillment; and 

• Do bring a sense of satisfaction. 
 
Key Principle: The differences between “A Good Idea” or “An Attraction” to do something and 
“A Conviction” cannot be over stated. “A Conviction” is not optional. And “Erosion of 
Conviction” is from living with a divided heart. 
 
B. It Is a Calling 
The Holy Spirit clearly spoke to me that I was to give the remaining days of my life to two primary 

things: 
1. To preach and teach the Word of God. 

 
2. To give myself to develop leaders. 

2 Tm 2:1,2 NLT: “Timothy, my dear son, be strong with the special favor God gives you in Christ Jesus. 
You have heard me teach many things that have been confirmed by many reliable witnesses. Teach these 
great truths to trustworthy people who are able to pass them on to others.” 
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• The world looks for “able men and women.” 

• The Holy Spirit says in 2 Tm 2:2 (paraphrase): “Look for and invest your life in faithful men 
and women, and I will make them able.” 

 
C. Four Basic Beliefs/Understandings 
1. Understanding My God-given Role As a Developer of Leaders 

2 Tm 2:1-2 NLT: “Timothy, my dear son, be strong with the special favor God gives you in 
Christ Jesus. You have heard me teach many things that have been confirmed by many reliable 
witnesses. Teach these great truths to trustworthy people who are able to pass them on to 
others.”  

2.  Believing That God Will Never Call Me to Do Something That He Will Not Resource Me to Do 

Ps 84:11 KJV: “For the LORD God is a sun and shield: the LORD will give grace and glory: no 
good thing will he withhold from them that walk uprightly.” 
 
1 Thes 5:24 NLT: “God, who calls you, is faithful; he will do this.”  
 
1 Cor 10:13 NLT: “But remember that the temptations that come into your life are no different 
from what others experience. And God is faithful. He will keep the temptation from becoming so 
strong that you can't stand up against it. When you are tempted, he will show you a way out so 
that you will not give in to it.”  

3.  Understanding That God Is My Source 

Jas 1:17 KJV: “Every good gift and every perfect gift is from above, and cometh down from the 
Father of lights, with whom is no variableness, neither shadow of turning.”  

 

4.  Believing That Because I Am Made in the Image of God, He Is Working in Me to Make Me 
Creative and Resourceful 

Phil 2:13 KJV: “For it is God which worketh in you both to will and to do of his good pleasure.”  
 
 Copyright 2006:  Dr. Stephen R. Smith – ‘A Biblical Perspective On People And The Implications For Their 

Development In The Local Church Setting.’ Used by permission of the author.  All Rights Reserved. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Introduction and Overview of Foursquare Ministry Training 
 

1.82 

 

 
 

Where Do I Find Experienced Ministry Leaders to Help? 
 

Foursquare ForeRunners…Is a ministry is designed to honor our 1,782 credentialed ministers and 
spouses, over sixty-five years of age. These are priceless gifts to the Lord’s Church!  Their value is 
immeasurable as acknowledged physical builders, but as well they are our involved older friends who 
have gifts and abilities that are yet being mobilized in serving the generations especially to Bible 
Institutes, Schools of Ministry and Church-Based Bible Colleges. (Psalm 145:4)Take a look!  These are 
ready and experienced leaders prepared to help you in establishing and operating a Bible Institute 
Ministry. Contact the ForeRunners’ Office to discover possible resource leaders in your area. 
 
You have probably heard: The 20th century has given us the gift of longevity. Since 1900, the 
percentage of Americans 65-plus has more than tripled and increased by 11 times in number. Today, 37 
million Americans have already celebrated their 65th birthday. In the next year, 2 million more will be 
joining them. The fastest-growing population segment is those 85 and older. According to the U.S. 
Census Bureau, a woman who reaches 50 and remains free of cancer and heart disease can expect to live 
to her 91st birthday.  An average healthy male who is 65 today will most likely live to see 83. At this 
rate, by mid-century, those 65 and over will outnumber young people—for the first time in history.  
 
With this longevity, retirement age is rising.  Industry is finding out age is an ingredient that knows no 
boundaries.  Older workers have demonstrated to the business world that their ability to produce and to 
offer assistance and resources in the marketplace is a valuable commodity.  Entrepreneurs who want to 
take advantage of experience can utilize this.  Today, 80 year olds are dating, getting married, and an 
unprecedented number of grandparents are parenting again.  It is not unusual to find that young seniors 
in their late 60s and 70s are not interested in joining a seniors group made up of people in their 80s and 
90s. They don’t want to be with those “old people”!  
 
This phenomenon is working to reshape attitudes, families, work lives, institutions and yes, the church. 
  
Let’s change the assumptions. You might be surprised at how many of our assumptions about the older 
crowd are completely inaccurate. Here are the real facts: 

• Don’t assume most mature adults are in nursing homes. The numbers are only 1.1 percent for 
ages 65-74; 4.7 percent for ages 75-84; and 18.2 percent for those 85 and over.  

• Don’t assume mature travelers are staying home. In 2004, they took 201 million trips, 
accounting for 36 percent of all domestic travel (business and leisure). 
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• Don’t assume the average mature adult is in poverty. Eighty percent own their homes free and 
clear.  According to the Social Security Administration, 82 percent have multiple sources of 
income. 

• Don’t assume older people do not use the Internet. They represent the fastest-growing Internet 
market in the United States.  They use the Internet more often, stay online longer, and visit more 
Web sites than younger users. 

• Don’t assume these “new” seniors are old or declining.  Most view the future as a time of 
harvest and spiritual renewal, a time of enjoying service, growth and play. 

• Don’t assume they don’t know what God is up to.  They are prayer warriors and have witnessed 
the mighty and miraculous works of the kingdom. 

• Don’t assume they want to be left alone.  They want to be involved in all God has destined the 
church community to be in this world.  

 
Since the 1960s, a Western culture has evolved that treats ageism like a problem.  Ageism is perpetuated 
in the church, too, when leaders believe people are less valuable as they age.  In their book Catch the 
Wave (Beacon Hill Press), authors Win and Charles Arn describe some of the possible signs of ageism: 
an unbalanced emphasis on youth without proportionate outreach to older adults; a lack of representation 
of older people on boards and committees; and ignoring the experience and wisdom of older adults in 
ministry roles. 
 
How God views running the race of life.  Aging needs to be viewed through God’s intended design 
and through the clear lens of biblical understanding.  The Psalmist provides a picture of how God the 
Father views the value of age: “Those who are planted in the house of the Lord shall flourish in the 
courts of our God.  They shall bear fruit in old age; they shall be fresh and flourishing” (Psalm 92:13-14, 
NKJV).  In fact, with increase in life, a person deepens. “Even though our outward man is perishing,” 
wrote the apostle Paul, “yet the inward man is being renewed day by day” (2 Cor. 4:16). 
 
God has purposed His church to be a “multi-generational community” and never intended there to be 
age segregation.  The shadow of the cross does not recognize the isolations of generations.  The young 
are to learn from their elders in a spiritual apprenticeship (see Psalms 78 and 145). That’s why the order 
was Paul and Timothy. If the apostle Paul was to show up at a lot of “church ministries” today, he may 
well say, “Where are the wise, aged and experienced?”  Nonetheless, all of us are growing older. 
Granted, some physical changes happen with age.  But this is a natural occurrence that doesn’t need to 
invalidate one’s personality.  Don Pickerell, a dear friend of mine and a six-decade Foursquare 
pastor/teacher, reminds us that diminishing physical strength does not impair one’s mental or spiritual 
capacities: “The spirit is ageless.  We do not age in a vacuum, but faith and the experience of years come 
with us.  “We are not only getting older, but also getting better as we walk faithfully with God,” he 
continues.  “As we age, the advantages of accumulated experience and multiplicity of tests and triumphs 
we’ve gone through should enable us to deal with challenges of life with wisdom.”  
 
Experience has value.  A fun story I read in Reader’s Digest (June 2002) illustrates the importance of 
life experience.  A woman was strolling along a street in Paris when she spotted Picasso sketching at a 
sidewalk cafe.  Not so thrilled that she could not be slightly presumptuous, the woman asked Picasso if 
he might sketch her, and charge accordingly.  Picasso obliged.  In just a few minutes, there she was: an 
original Picasso.  “And what do I owe you?” she asked.  "Five thousand francs," he answered.  "But it 
only took you three minutes," she politely reminded him.  "No," Picasso said. "It took me all of my life."  
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The main point is this: Experience has market value. Your life-walk with God has extraordinary value. 
Common sense, faith, understanding, hope, stability, patience and love are priceless qualities.  It has 
been said that maturity with years possesses a rich treasure of talent, perspective and commitment—gifts 
needing to be shared with another generation. 

 
One of the many joys for me since becoming the director of ForeRunners—a ministry of appreciation, 
honor and involvement for retired Foursquare licensed ministers—has been seeing how many of our 
mature leaders over 65 do not see this time of life as a time of retirement, but rather as a time of 
refinement.  These dear ones recognize that this status in ministry is not a time of disengagement, rather 
the acknowledgement of a new time, adjustment to a new place and advancement to significant purpose. 
Many are experiencing fresh opportunities to embrace the passion of the Lord for Holy Spirit ministry 
and to reach new generations.  These refined leaders are identifying new ways of ministry and are being 
very effective, happy and useful. Many are involved as coaches, mentors and prayer partners of young 
ministry couples. Other refined leaders are involved in hospice programs, or serve as police or prison 
chaplains. Several are now teaching in Foursquare Bible institutes or assisting district Supervisors.  
With this group, there is a healthy mindset that declares: “Ministry never stops until the race is won!” 
 
Ministries and Web Sites 
Foursquare ForeRunners. A ministry established to acknowledge, honor and involve all Foursquare 
ministers and spouses who are 65 and older. Rick Wulfestieg, director: rwulfestieg@foursquare.org; 
Linda Hibdon, administrator: lhibdon@foursquare.org 
 
FOCUS over Fifty: Enriching Midlife and Beyond. A practical ministry sponsored by Focus on the 
Family: www.family.org/focusoverfifty 
 
Christian Association of Senior Adult Ministries. Provides leadership resources and training in living 
a life of purpose for those 50-plus: www.gocasa.org/about.htm 
 
National Association of Area Agencies on Aging. Programs and helps for individuals and families: 
www.n4a.org 
 
Christian Depression Pages. Resources, helps and links to sound Christian insight on a common 
struggle: http://cdp.gospelcom.net  
 
Books 
65 Plus, Is My Ministry Over? by Harris E. Lidsrand (Xulon Press) 
 
Extending Your Heritage by J. Otis Ledbetter and Randy Scott (Scripture Press Publishers)  
 
Looking Forward to the Rest of Your Life? by Lorry Lutz (Baker) 
 
A Resilient Life: You Can Move Ahead No Matter What by Gordon MacDonald (Nelson) 
 
Senior Adult Ministry in the 21st Century by David P. Gallagher (Group Publishing)  
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2.1 

Chapter 2 Legal Requirements and Academic Standards 
 

How to Use Section Two 

 
Section Two is designed to teach you the basic legal and academic standards that any school must 
operate under.  Included in this section are standards that will help you develop a clear and concise 
mission statement, choose an educational format and term format, and choose basic curriculum 
appropriate to your local church needs and adapt it for your specific ministry context.  Most of the 
policy statements as well as the standards of conduct are written in such a way that they can be dragged 
and dropped into an MS Word document, together with sections 3.25-3.56, and customized by adding 
the name of your institute and relevant contact information, as the beginnings of the school’s first 
Academic Catalog.   
 

The second half of section two is primarily for leaders of more mature schools seeking to develop 
articulation agreements with local and Foursquare Bible colleges for transfer of credit.  Standards for 
pursuing affiliation or accreditation with ABHE, including institutional assessment and strategic 
planning are also discussed.  Section two concludes with a discussion of the standards for pursuing 
approval from the Veteran’s Administration for students using GI Bill benefits for educational expenses 
and US Immigration and Customs Enforcement in order to enroll international students. 
 
With some customizing, editing, and re-sequencing, you can easily transform Sections 2-5 into a basic 
Policies and Procedures Manual for your school.  For the purposes of a PPM, it would be best to insert 
the forms in section four into the corresponding sections on policy and procedure from sections two and 
three. 
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Legal Requirements for Foursquare Bible Institutes, 
Church-Based Bible Colleges, and Schools of Ministry 

 
State Regulation 
An institution that offers education for a fee is often subject to regulation by the state. The church 
should contact the State Department of (Higher) Education for information. Some states require that an 
institute file for a (Religious) exemption from state approval. The state requirements may appear 
complicated. However, the ICFG properties department has most of the needed documents readily 
available. Request their assistance by calling (2l3) 989-4289. 
 

Each state also has different requirements for approval for colleges to award recognized degrees in the 
state.  In most states, as a minimum, a school must constitute as a higher educational non-profit 
corporation, because a church may not award degrees, only a college can do so.  Beyond that each state 
has a different approval process and approval agency that must be satisfied in order for a school to 
legally award degrees in that state.   
 

Insurance 
If a church is currently enrolled in the International Church of the Foursquare Gospel insurance 
program, the insurance coverage will automatically extend to include an institute. If a church is not 
currently covered by ICFG insurance, it is imperative that the insurance carrier be contacted to be sure 
that an institute and related activities are covered.  Once an institute transitions to become a church-
based Bible college, it is a separate legal entity from the church and must acquire its own insurance 
coverage from ICFG Insurance. 
 

Non-deductible Tuition 
A tuition payment generally does not qualify as a charitable contribution deduction for income tax 
purposes. There are some things that the church can do to minimize the chance of someone taking an 
unlawful contribution deduction for a tuition payment: 
 

A tuition check should be made out to the institute and deposited into a separate checking 
account for institute tuition. 
 

The endorsement on the back of each check should be FOR TUITION ACCOUNT. The IRS will 
not accept a check with that endorsement as evidence of a charitable contribution. The receipt for a 
tuition payment should clearly state that it is not a charitable contribution. 

 

For additional information see IRS Revenue Ruling 83-104 that deals with charitable contributions in 
general. 
 

Bookkeeping and Audits 
Complete and accurate books must be kept for an institute/college. Any time a church operates a 
specialized ministry such as an institute, it is important to keep a separate set of books and bank 
accounts for that ministry. If the IRS should ever conduct an inquiry, there would then be no need to 
look at the books for the "ordinary" church activities.  
 

Two-Year and Four-Year Church-Based Bible Colleges will be required to conduct an annual 
professional financial audit once they begin the process of applying for accreditation. This costs from 
$8,000 to $10,000 (or more) per year and should be included in the annual budget. 
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Large Value Donations 
If large donations valued over $1000 are given to an institute, the following release form should be 
used: 
 

Financial Contribution Release Form for use in a 
Foursquare Bible Institute or Church-Based Bible College 

 
I, ______________________________, make the attached donation in the amount of $___________.__ 

or the gift of tangible property (describe),__________________________________________________ 

____________________________________________________________________________________ 

for the express purpose of establishing or assisting an existing Bible Institute or Church-Based Bible 
College operating under the ministry covering of a Foursquare Church. 
 
I understand that, despite this gift, the endeavor to establish or operate a Bible Institute may not succeed. 
__________________________ Foursquare Church has complete discretion to discontinue the efforts to 

establish or operate its Bible Institute or Bible College if, in the judgment of ______________________  

Foursquare Church, doing so would be in its best interests. 

 
If the attempt to establish and operate the Bible Institute is unsuccessful, and thus ended, I release 
__________________________ Foursquare Church from any claim, right, or obligation to return any 

funds that I have donated at anytime to me. 

 
_____________________________ ___________________ 
Donor       Date 

_____________________________ ___________________ 
Witness      Date 

_____________________________ ___________________ 
Senior Pastor      Date 

_____________________________ ___________________ 
Institute Director     Date 
 
Each party must receive a copy of this agreement with additional copies filed in the National Foursquare 
Ministry Training Institutes office, the sponsoring church, and the district office. 
 

Foursquare Ministry Training Institutes, Dr. Daniel Hedges, Director  dhedges@foursquare.org 
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Sale of Products 
It is not wrong for a tax-exempt organization to charge for the products and services that are related to 
its exempt purpose, as stated in its Articles of Incorporation of the International Church of the 
Foursquare Gospel, which is readily available through the Properties and Credentials Department of 
ICFG. Sales of products and services affect tax-exempt status only if they are unrelated to exempt 
purpose and are a substantial part of the organization's total activities. Unrelated sales that are less than 
"substantial" (less than 5% of the church’s total income is a safe guideline) are acceptable, but they are 
subject to an unrelated business income tax. For more information on unrelated business, see IRS 
Publication 598.  Check with a local tax professional regarding a possible need to charge excise or 
sales tax on textbooks sold through your institute. (This varies from state to state).  However, items 
sold for fundraising purposes (such as Entertainment books or Christmas Trees) are usually subject to 
sales or excise tax. 
 

Legally Required Catalog and Brochure Policy Statements 
Every institute/college should develop a catalog and/or brochure that includes a list of courses offered, 
list of faculty, faculty qualifications, basic academic requirements for program completion, tuition rates, 
academic and financial policies.  It also must include several policies that are required by law of 
educational institutions (a nondiscrimination policy and statement on diversity, ADA policy, FERPA 
policy, sexual harassment policy, anti-bullying policy, and drug free policy). An institute should not 
advertise as a college or a university either in name or in description, unless the school has state 
approval to do so. 
 

By law every institute must include the Non-Discrimination Policy in all of its publications. 
 

Non-Discrimination Policy 
In compliance with Federal and State regulations, __________________Institute/College admits 
students of any race, age, gender, color, national and ethnic origin, disability, status as a veteran, or 
any other characteristic protected by law to all the rights, privileges, programs and activities 
generally accorded or made available to students at the institute/college. It does not discriminate on 
the basis of race, age, gender, color, national and ethnic origin, disability, or status as a veteran in the 
administration of its admission or educational policies, scholarship and loan programs, or other 
institute-related programs. 
 

This should also be accompanied by an official statement on institutional diversity. 
 

Statement on Diversity 
_____________ Institute/College believes the whole counsel of God includes an emphasis that the 
new birth of Christ supersedes any racial, gender or socioeconomic lines (Gal. 3:7-29). 
 

In accordance with federal law, _____________ Institute/College subscribes to and encourages the 
equal right of all people to pursue excellence in their lives without racial and ethnic prejudice or 
inhibition. 
 

_____________ Institute/College seeks to create a campus environment that invites, encourages, and 
supports multiculturalism, believing that diversity will help build leaders of character, who are able 
to serve in an increasingly multicultural society. (_____________ Institute/College has purposed to 
have a multi-ethnic and multi-cultural focus across its curriculum and programs. In addition, at 
_____________ Institute/College, cultural diversity is celebrated and embraced, not merely 
accommodated.)  [Section in italics is optional] 
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_____________ Institute/College expects all students, staff, and faculty to remove from their 
behavior and speech, as well as from their thinking, all indications of racial and ethnic bias. Racism 
in any form will not be tolerated in community life on this campus, and will be met with disciplinary 
measures. Rather, all members of the Institute/College community are encouraged to celebrate the 
rich cultural heritage that each cultural group brings with them and to learn from the diversity of 
perspectives on life and ministry that each group possesses. 

 
The Family Educational Rights and Privacy Act (FERPA) Policy 

Every institute should also include in its catalog the following statement concerning the Family 

Educational Rights and Privacy Act of 1974, which deals with the disclosure of records and 
information from student files. Institutes/Colleges must diligently apply these standards in their 
operations and handling of student records and information. 
 

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is 
a Federal law that protects the privacy of student education records. The law applies to all schools 
that receive funds under an applicable program of the U.S. Department of Education. 
 
FERPA gives parents certain rights with respect to their children's education records. These rights 
transfer to the student when he or she reaches the age of 18 or attends a school beyond the high 
school level. Students to whom the rights have transferred are "eligible students." 
 
Parents or eligible students have the right to inspect and review the student's education records 
maintained by the school. Schools are not required to provide copies of records unless, for reasons 
such as great distance, it is impossible for parents or eligible students to review the records. Schools 
may charge a fee for copies. 
 
Parents or eligible students have the right to request that a school correct records that they believe to 
be inaccurate or misleading. If the school decides not to amend the record, the parent or eligible 
student then has the right to a formal hearing. After the hearing, if the school still decides not to 
amend the record, the parent or eligible student has the right to place a statement with the record 
setting forth his or her view about the contested information. 
 
Generally, schools must have written permission from the parent or eligible student in order to 
release any information from a student's education record. However, FERPA allows schools to 
disclose those records, without consent, to the following parties or under the following conditions 
(34 CFR § 99.31): 

• School officials with legitimate educational interest; 
• Other schools to which a student is transferring; 
• Specified officials for audit or evaluation purposes; 
• Appropriate parties in connection with financial aid to a student; 
• Organizations conducting certain studies for or on behalf of the school; 
• Accrediting organizations; 
• To comply with a judicial order or lawfully issued subpoena;  
• Appropriate officials in cases of health and safety emergencies; and 
• State and local authorities, within a juvenile justice system, pursuant to specific State law. 
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Schools may disclose, without consent, "directory" information such as a student's name, address, 
telephone number, date and place of birth, honors and awards, and dates of attendance. However, 
schools must tell parents and eligible students about directory information and allow parents and 
eligible students a reasonable amount of time to request that the school not disclose directory 
information about them. Schools must notify parents and eligible students annually of their 
rights under FERPA. The actual means of notification (special letter, inclusion in a PTA 
bulletin, student handbook, or newspaper article) is left to the discretion of each school. 
 
For additional information or technical assistance, you may call (202) 260-3887 (voice). Individuals 
who use TDD may call the Federal Information Relay Service at 1-800-877-8339. 
 
Or you may contact us at the following address: 
Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, D.C. 20202-5920 

 
Americans with Disabilities Act (ADA) Policy 
Though churches are exempt from ADA, schools are not.  Every catalog and course syllabus should 
include a statement regarding school accessibility provisions in compliance with the Federal Americans 

with Disabilities Act of 1990 (ADA) such as:  
 

It is  _____________Institute/College policy that no otherwise qualified disabled person be excluded 
from participation in, be denied the benefits of, or be subject to discrimination under any educational 
program or activity at ______________ Institute/College. If you have a disability that requires 
special accommodations, please inform the instructor as soon as possible so that provisions can be 
made to accommodate the special learning needs related to your disability. 

 

Sexual Harassment Policy  
In most states, schools are also required to have a sexual harassment policy.  Even in states where it is 
not required by law, it is wise to have such a policy for the protection of the students and the faculty and 
staff.  
 

_____________ Institute/College is committed to providing a learning and working environment 
that is free of discrimination. In keeping with this commitment, unlawful harassment, including 
sexual harassment, is strictly prohibited. Harassment is defined as unwelcome or unsolicited verbal, 
physical, or visual contact that creates an intimidating, hostile, or offensive environment. Any 
student or faculty or staff member who believe that they have been subjected to such treatment 
should immediately report such to the Institute Director or Academic Dean. 

 
Anti-Bullying Policy  
Laws in several states now also require the publication of an anti-bullying policy. Even in states where it 
is not required by law, it is wise to have such a policy for the protection of the students and the faculty 
and staff.  
 

State law prohibits all forms of workplace and classroom bullying.  ____________ Institute/College 
prohibits all forms of bullying.  Bullying is a significant violation of Christian community and 
Christ’s New Commandment, which enjoins us to “Love one another as I have loved you.”  Any  
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staff member, faculty member, or student participating in bullying will be subject to discipline.  
Bullying is repeated, health-harming mistreatment of one or more persons (the targets) by one or 
more perpetrators that takes one or more of the following forms: verbal abuse; �offensive conduct/ 
behaviors (including nonverbal) which are threatening, humiliating or intimidating; �work  
interference -- sabotage -- that prevents work from getting done.  Workplace and classroom bullying: 
(a) is driven by perpetrators' need to control the targeted individual(s), (b) is initiated by bullies who 
choose targets, timing, place and methods, (c) escalates to involve others who side with the bully, 
either voluntarily or through coercion, and it (d) undermines the interests of the corporate institution 
when bullies' personal agendas take precedence over the goals and mission of the institution. Any 
student or faculty or staff member who believe that they have been subjected to such treatment 
should immediately report such to the Institute Director or Academic Dean. 
 

Drug Free Policy  
In all states, schools are required to provide a drug-free environment.  Because college age students and 
young adults tend to be the group that experiments most with drug use, it is wise to take a firm stand as a 
school that no use or distribution of illegal drugs will be tolerated. 
 

_____________ Institute/College requires that its campus, faculty, staff, and students be drug free. 
The school, including all departments and affiliated institutions within it, expressly prohibits the 
unlawful manufacture, distribution, possession, or use of a controlled substance on the campus and 
premises. Violation of this policy will result in the immediate dismissal from the Institute/College of 
any student involved in these activities. Any student participating in the unlawful possession, use, or 
distribution of drugs while on the properties owned or used by the Institute/College will be 
immediately dismissed. In addition, students involved in such illegal activities are subject to 
prosecution under federal, state, and local law and may be liable for personal injuries or property 
damage that occur when participating in the above activities. 
 

Statement of Faith 
Most institutes and Bible colleges publish their school statement of faith in their catalog as the doctrinal 
standard that guides the school and serves as the standard for all instruction (not just in doctrine classes).  
If your institute or college is primarily training Foursquare students to serve in Foursquare churches, 
then you may find it most appropriate to use the Foursquare Declaration of Faith (abbreviated form) as 
the school Statement of Faith.  If your institute is serving students from a variety of Evangelical and 
Pentecostal/Charismatic churches, you may find it more appropriate to use a broader, more inclusive 
statement of faith that is compatible with Foursquare Doctrine, but is also compatible with a wider range 
of Evangelical and Pentecostal/Charismatic believers.  Doctrine classes should be required to teach 
Foursquare Doctrine as the standard, but also should discuss the merits of other doctrinal perspectives 
where a variety of interpretations are found.  Teachers in all disciplines should be willing to sign the 
school statement of faith and be willing to teach in accordance with the statement of faith without any 
significant reservations. 
 

Foursquare Declaration of Faith (Abbreviated) 

• The Holy Scriptures �We believe that the Bible is the inspired Word of God: true, immutable, 
steadfast, and unchangeable (2 Timothy 3:16, 17). �� 

• The Eternal Godhead �We believe that God is triune: Father, Son and Holy Spirit; the Three 
are coexistent, coeternal, and equal in divine perfection (1 John 5:7).  
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• The Fall of Man �We believe that man, created in the image of God, by voluntary disobedience 
fell into the depths of sin and iniquity, bequeathing sin’s nature and consequences to all 
mankind, with their accompanying loss of intended meaning and purpose (Genesis 1:27; Romans 
5:12). �� 

• The Plan of Redemption �We believe that while we were yet sinners Christ died for us, took 
our place, and with His life’s blood purchased the pardon for all who believe in Him (John 3:16; 
Titus 2:14). �� 

• Salvation Through Grace �We believe that salvation is wholly through grace; that no human 
righteousness or merit can contribute to our receiving God’s love and favor (Ephesians 2:8). �� 

• Repentance and Acceptance �We believe that, upon sincere repentance and a whole-hearted 
acceptance of Christ, we are justified before God through Jesus’ sacrificial death (Romans 10:6-
10; 1 John 1:9). �� 

• The New Birth �We believe that the change that takes place in people at conversion is a very 
real one; that having received righteousness in Christ and having received of His Spirit, people 
will have new desires, interests, and pursuits in life (2 Corinthians 5:17; Galatians 2:20). �� 

• Daily Christian Life �We believe that it is the will of God that those who have been born again 
grow in sanctification, become partakers of His holiness, and daily grow stronger in the faith, 
power, prayer, love, and service (2 Corinthians 7:1). �� 

• Water Baptism and the Lord's Supper �We believe that being baptized in the name of the 
Father, Son, and Holy Spirit is an essential response to Jesus’ command, testifying to His 
lordship as Christ and King (Romans 6:4). We believe in observing the Lord’s Supper, receiving 
the broken bread and the fruit of the vine with joy and faith as we partake anew of the life and 
triumph of Christ’s Cross (1 Corinthians 11:24-26), �� 

• Baptism in the Holy Spirit �We believe that the baptism in the Holy Spirit empowers believers 
to exalt Jesus, to live lives of holiness, and to be witnesses of God’s saving grace; we expect the 
Spirit’s incoming to be after the same manner as that in which He came upon believers in the 
days of the Early Church (Acts 1: 5, 8; 2:4). �� 

• The Spirit-Filled Life �We believe that it is the will of God that believers walk in the Spirit 
moment by moment, serving the Lord and living lives of patience, love, truth, sincerity, and 
prayer (Ephesians 4:30-32; Galatians 5:16, 25). �� 

• The Gifts and Fruit of the Spirit �We believe that the Holy Spirit bestows enabling ministry 
gifts upon believers, and that these gifts will build up the Body of Christ through edification and 
evangelism (1 Corinthians 12:1-11); as evidence of a Spirit-filled life, believers should show 
spiritual “fruit”: love, joy, peace, long-suffering, gentleness, goodness, faith, meekness, 
temperance (Galatians 5:22-25). �� 

• Moderation �We believe a Christians’ moderation should be obvious to others and that 
relationship with Jesus should never lead people into extremes of fanaticism; their lives should 
model that of Christ in uprightness, balance, humility, and self-sacrifice (Colossians 3:12, 13; 
Philippians 4:5). �� 

• Divine Healing �We believe that divine healing is the power of Jesus Christ to heal the sick in 
answer to the prayer of faith; He, who does not change, is still willing and able to heal the body, 
as well as the soul and spirit in answer to faith (Mark 16: 17, 18; James 5:14-16). �� 

• The Second Coming of Christ �We believe that the second coming of Christ is personal and 
imminent; the certainty of His coming and the fact that no man knows the hour of His coming 
prompt our evangelistic efforts; that the Lord Himself will descend from Heaven, the dead in 
Christ shall rise, and the redeemed will be caught up to meet the Lord in the air (Matthew 24:36, 
42, 44; 1 Thessalonians 4:16, 17). 
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• Church Relationship �We believe that it is our sacred duty to identify ourselves with a 
congregation of believers with whom we can worship God, observe the ordinances of Christ, 
exhort and support one another, labor for the salvation of others, and work together to advance 
the Lord’s Kingdom (Acts 16:5; Hebrews 10:24). �� 

• Civil Government �We believe that civil government is by divine appointment and that civil 
laws should be upheld at all times except in things opposed to the will of God (Acts 4: 18-20; 
Romans 13:1-5). �� 

• Judgment �We believe that all shall stand before the judgment seat of Christ: the redeemed to 
be delivered unto everlasting life, and the unrepentant unto everlasting punishment (Revelation 
20:11, 12; 2 Corinthians 5:10). �� 

• Heaven �We believe that heaven is the glorious habitation of the living God and the eternal 
home of born-again believers (John 14:2; Revelation 7:15-17). �� 

• Hell �We believe that hell is a place of darkness, deepest sorrow, and unquenchable fire, which 
was not prepared for man but for the devil and his angels; yet it will become the place of eternal 
separation from God for all who reject Christ as Savior (Matthew 13: 41, 42; Revelation 10:10, 
15). �� 

• Evangelism �We believe that soul winning is the “one big business” of the Church on earth, 
and that every hindrance to worldwide evangelism should be removed (James 5:20; Mark 16:15). 
�� 

• Tithing and Offerings �We believe that tithing and offerings are ordained of God to sustain 
His ministry, spread the Gospel, and release personal blessing (Malachi 3:10; 1 Corinthians 16: 
1, 2). 

 
The following are two examples statements of faith from Foursquare colleges that serve students from a 
broad spectrum of denominations: 
The King’s College and Seminary Statement of Faith 

•  We believe in the Trinity of the Eternal Godhead—Father, Son, and Holy Spirit, perfect in 
unity as Creator, Redeemer, and Restorer of Humankind. 

•  We believe in the plenary verbal inspiration of the Bible—the completed canon of the Old 
and New Testaments, inerrant in the original manuscripts and infallible in its truth for faith and 
life. 

•  We believe in the creation of the universe, the fashioning of earth for human habitation, and 
the historicity of primeval history as presented in the Scriptures. 

•  We believe in the literal existence of the devil and in the reality of the invisible war against 
demonic hosts who seek to tempt and separate humankind from the Father. 

•  We believe in the gospel of salvation through the Cross—that humankind is lost without Jesus 
the Savior, whose atoning blood and substitutionary death alone provide forgiveness for and 
justification from sin and provide eternal life. 

•  We believe in the literal reality of each—the virgin birth, reconciling death, bodily 
resurrection, personal ascension, and promised Second Coming of Jesus, the Messiah. 

•  We believe in the essential unity of the Church under the Saviorhood and Lordship of 
Christ, with a commitment to respond to His prayer “that they may be one” in the Spirit of 
humility and love. 

•  We believe in the Savior’s great commission to go into all the world preaching the Gospel, 
baptizing, and making disciples. 

•  We believe in the present ministry of the Holy Spirit’s gifts and works of power in and 
through the Church, beginning with the believer’s receiving the Baptism with the Holy Spirit 
as at the beginning. 

 



Legal Requirements and Academic Standards 
 

2.12 

 



Legal Requirements and Academic Standards 
 

2.13 

•  We believe in showing love and good works toward all humanity in serving human need, that 
the Gospel not be reproached, and that God’s love be seen in practice as well as proclamation. 

•  We believe in the final judgment of all humankind into eternal union or eternal separation 
from God; ministering in this light with the passion of those who believe: 

 “For God so loved the world that He gave His only begotten Son, that whoever believes in Him 
should not perish but have everlasting life” (John 3:16). 

 
The King’s College and Seminary subscribes to the historic creeds of the Church, including the 
Apostle’s Creed and Nicene Creed, and to the Statement of Faith of the National Association of 
Evangelicals (USA), and to the Declaration of Faith of the Pentecostal Charismatic Churches of 
North America. 

 
Pacific Rim Bible College Statement of Faith 
We believe that there is one God, eternally existing in three persons Father, Son, and Holy Spirit. 
 
We believe the Bible to be the inspired, the only infallible, authoritative Word of God.  We believe 
the Bible to be historically reliable and the only sufficient guide for salvation. 
 
We believe in the deity of our Lord Jesus Christ, in his incarnation as a human conceived by the 
Holy Spirit and born of the virgin Mary, in his sinless life, in his miracles, in his vicarious atonement 
through his shed blood, in his bodily resurrection, in his ascension to the right hand of the Father, 
and in his personal and visible return in power and glory to judge the earth and consummate his 
eternal kingdom. 
 
We believe that God created all things out of nothing, as reflected in the creation account in Genesis.  
We believe that man was created in the image of God, that he was tempted by Satan and fell, and 
that, because of the exceeding sinfulness of human nature, regeneration by the Holy Spirit is 
absolutely necessary for salvation.  We believe that this salvation is by grace through faith and not 
works based upon the redemptive work of Christ, and should be followed by water baptism by 
immersion at an age of accountability in public testimony to one’s new life in Christ. 
 
We believe in the present ministry of the Holy Spirit by whose indwelling the Christian is enabled to 
live a godly life, and by whose gifting the church is empowered to carry out Christ’s great 
commission. 
 
We believe in the reality of heaven and hell and in the existence of angels and demons, and of Satan, 
the accuser of the brethren and enemy of God.  We believe in the bodily resurrection of both the 
saved and the lost, those who are saved unto the resurrection of life and those who are lost unto the 
resurrection of damnation. 
 

Truth in Advertising 
It is important to avoid advertising, either implicitly or explicitly, that completion of a class or course 
of study will qualify an individual for certain privileges or status. An institute can be sued if it 
promises something it does not or cannot deliver. It is especially crucial that institutes do not advertise 
accreditation or transferability of credits unless a transfer agreement has been made and Letter of 
Articulation is on file (See example in pages 4.102-117). 
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Accreditation 
A Foursquare Bible Institute should be very careful about advertising any type of accreditation. 
Accreditation is a very lengthy process, which usually takes many years to accomplish. There are some 
accrediting associations that charge large sums of money to accredit institutes. However, because they 
are not recognized by the Department of Education, the accreditation is of no value. An institute can 
work with an accredited college and form a transfer agreement with a Letter of Articulation without the 
institute itself being accredited. 
 
Formal Bible Institutes are, however, eligible for Affiliate membership with the Association for 
Biblical Higher Education.  Though this is not accreditation, it does have meaningful benefits.  The 
institute may advertise ABHE Affiliate membership once it has been approved.  See page 4.123 for 
details on applying for Affiliate Status with ABHE. 
 
Church-based Bible colleges, both two and four-year, may begin the process of accreditation with the 
Association for Biblical Higher Education or Transnational Association of Christian Colleges and 
Schools after five years of operation.  This may include years the school operated as an institute before 
incorporating as a college.  Detailed guidance on making the transition from institute to Bible College 
to ABHE accreditation is found at the end of section 2 of this Handbook.  At each level of the 
accreditation process, a church-based Bible college may advertise Applicant Status, Candidate status or 
Accreditation with ABHE or TRACS, whichever status the college holds at that time. 
 
Foursquare Ministry Licensing 
Foursquare Bible Institutes do not issue ministerial licenses. Licensing is a denominational function 
that is handled through the district and regional administrative centers. Graduation from a certified 
Foursquare Church-Based Bible College, certified Foursquare Bible Institute or two-year Certified 
School of Ministry does not guarantee Foursquare licensing. Upon graduation from a Foursquare 
certified school, the student becomes a candidate for licensing, having met the academic 
requirements. Additional requirements for Foursquare licensing must still be met, including 
completion of the Foursquare Polity Course, appointment to a ministerial staff position in a 
Foursquare church, and successful completion of the licensing interview with the local Foursquare 
District.  Interview questions are located in section 8 of this Handbook, and study guides for the 
interview questions are found on the Resource CD. 
 
For details regarding this process and additional requirements, contact the Administrative Resource 
Center (ARC) serving the area in which your institute is located. Schools that have received 
certification from Foursquare Christian Education may use the following statement regarding 
licensing for advertising purposes: 
 

_______________ Institute/School of Ministry/Bible College is certified by Foursquare Ministry 
Training Institutes, a ministry department of International Church of the Foursquare Gospel. This 
certification is not accreditation, rather is evidence that the school meets academic requirements 
specifically for licensing purposes. Upon graduation and appointment in a Foursquare church, our 
graduates will be eligible to apply for the Foursquare International Ministerial License.  
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Academic Standards for Foursquare Bible Institutes, 
Church-Based Bible Colleges, and Schools of Ministry 

 
All church-based Bible Colleges should maintain a minimum standard of 750 contact hours (60 semester 
hours) for all two-year programs and 1500 contact hours (120 semester hours) for four-year programs. 
 

All Foursquare Bible Institutes should maintain a minimum standard of 750 hours (60 semester hours) 
of training.   This is equivalent to two years of full-time instruction at the college level.  Institutes will be 
certified as having a non-formal emphasis or a formal emphasis based on their conformity to the 
standards listed on pages 1.17-22. The standards for an institute with a formal emphasis provide for a 
greater focus on academics, for the possibility of transfer credit, and for a more traditional classroom 
education. The standards for an institute with a non-formal emphasis provide for a greater focus on 
practical training and allow for more non-traditional training.   
 

The training institution offering between 375 (30 semester hours) and 750 hours (60 semester hours) of 
training will be designated as a School of Ministry. This is equivalent to at least one year, and up to two 
years of full-time instruction at the college level. 
 

The developmental process of an institute should include discussing and defining the methods that will 
be most useful in their particular setting for training ministry students. This will help to determine 
whether the institute should follow the guidelines for non-formal or formal emphasis, or even if it should 
include some elements of immersion discipleship or intentional mentoring. 
 

Please study the chart on the following page and notice that there are two major areas of difference: 

• The difference in the number of hours of formal instruction (see pages 1.17 -1.22 for definitions 
for formal and non-formal instruction) 

• The academic qualifications for faculty 
 

The following questions may be used to identify God’s calling for your institute and guide discussion 
regarding this matter: 
 

Does the institute desire to provide formal classroom instruction only? 
Will the institute use a combination of formal instruction and non-formal instruction? If so, 
which will be most emphasized?   
Will immersion discipleship or mentoring also be included?  Will they be factored into the 
training hours and structured into the institute curriculum or be in addition to the curricular 
requirements? 
Will students desire further training at accredited institutions?  Does your coursework need to be 
transferable to accredited colleges? 
Do you envision your institute eventually becoming a church-based Bible College that awards 
degrees? 
Are there enough faculty members who have appropriate earned degrees from accredited 
institutions to teach the full curriculum at the appropriate level? 
 

These guidelines provide a minimum foundation upon which an institute can build. However, each 
institute can still have the flexibility to develop its own identity. 
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Definition of Formal and Non-formal Instruction 
 

In this handbook, the terms formal and non-formal will be used to refer to instructional processes. The 
following definitions apply to their usage in this handbook: 
 

Formal instruction refers to training that takes place in a classroom setting and includes 1.5-2 hours 
of homework for every hour of classroom instruction and some type of formal evaluation of the 
learning process. It embraces concepts of traditional instruction. It may also include mentoring or 
immersion discipleship if it is formally structured according to academic standards under 
academically qualified mentors or disciplers. 

 

Non-formal instruction refers to training that is not limited to but may take place in a classroom. It 
may or may not include homework and an evaluation of the learning process. Most non-formal 
instruction has a strong emphasis on practical, hands-on learning.  It may also include mentoring or 
immersion discipleship without the academic qualification or structure being necessary. 
 

An hour throughout this handbook refers to a sixty-minute clock hour. For example, if a class meets 
from 6:30 pm to 10:00 pm with a half hour break in the middle, this would equal three hours of 
formal instruction, referred to as "contact hours." Carnegie standards define a semester hour as 15 
fifty-minute hours (=12.5 contact hours of actual instruction time) of classroom instruction with 30 
hours of homework outside of class.  A three semester hour class would meet for three hours with 
three ten minute breaks for fifteen weeks (37.5 contact hours) plus 90 hours of homework and an 
exam week at the end of the semester. Bible Colleges must observe Carnegie Standards for meeting 
time and amount of homework hours.  For institutes the amount of homework may be reduced by ¼. 

 

Formal Instruction 
An institute with a formal emphasis must offer a minimum of 500 hours of formal classroom training. 
An institute that desires a more non-formal emphasis must offer a minimum of 375 hours of formal 
classroom training. Hours of formal training refer to actual minutes in the classroom ("contact hours" as 
defined above) with a qualified teacher.  It should be noted that the designated number of hours of 
formal training is the minimum. This allows each institute to add the classes and training (either formal 
or non-formal) to fulfill the 750 hours required to qualify as a certified Bible Institute or 2-year School 
of Ministry. 
 

In order to provide students the maximum transfer possibility to Life Pacific College, the Kings 
College, or another undergraduate school, an institute should provide at least 750 hours of formal 
training. On the other hand, if more mentoring and practical training are desired, an institute may 
choose to follow the minimum of 375 classroom hours. 
 

The current standard for transferability of semester credit to Life Pacific College (formerly Life Bible 
College) is a minimum of 12.5 hours of formal instruction (15 x 50 minutes) plus a minimum of 19 
hours of homework (12.5 x 1.5) for a total of 31.5 minimum hours per semester unit.  The current 
standard for transferability of quarter credit to Life Pacific College is a minimum of 8.5 hours of formal 
instruction (10 x 50) plus a minimum of 13 hours of homework (8.5 x 1.5) for a total of 21.5 minimum 
hours per quarter unit. Basic calculations used to determine homework hours include the following:  20 
pages of reading per hour for college level textbooks or the Holy Bible.  Two hours for each page 
written in a research paper, or one hour for each personal opinion page or book report page.  
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These hours can be scheduled in a variety of ways.  
Example: If an institute offers a 2-unit class, which provides for the possibility of transfer, the 
class would need to include at least 25 hours of classroom training (12.5 hours per unit x 2 units 
= 25 hours) and 31.5 hours of homework (25 x 1.5 = 31.5 hours). This instruction could be 
offered as fifteen sessions of one-hour and forty-minutes or any other formula that would 
provide the correct amount of hours allocated to homework and classroom. Additional 
information regarding the transfer of units is on pages 2.34-37. 
 

Non-formal Instruction 
Non-formal instruction refers to training that takes place in a variety of settings. It may or may not 
include homework or an evaluation of the learning process. Most non-formal instruction has a strong 
focus on skill training or character and spiritual formation delivered with an emphasis on practical 
hands-on learning. These hours should be approved by the administration and recorded for permanent 
records. Samples of forms for non-formal record keeping may be found on pages 4.57-58. 
 
Attendance at Sunday morning worship service or other inspirational or devotional meetings does not 
qualify as non-formal instruction. Non-formal training must have a strong instructional focus and can 
be delivered in any of the following formats:  
 

*Seminars *Workshops and Clinics 
**Conferences Structured Mentoring 
Immersion Discipleship Hands-on training (i.e. learning to operate a Sound system) 
Internships 

 
All non-formal training should enhance the Bible Institute classroom training or should train students in 
areas not addressed by traditional classes. The focus should be on ministry training and skill 
development or character formation and not simply times of casual conversation. 
 
Example: Attending a Harvest Crusade service would not be considered non-formal training 
However, participation in the evangelism-training clinic offered by Greg Laurie and the Harvest 
Crusade staff and then serving at the crusade as an altar worker would be non-formal training. 
 
* Some nationally or regionally offered seminars, workshops and clinics have been formally evaluated 
for academic credit equivalency by qualified faculty.  The American Council on Education publishes 
two guides called Guide to the Evaluation of Educational Experiences in the Armed Forces and 
National Guide to Educational Credit for Training Programs. These seminars, workshops and clinics 
can count under the formal training category, since they qualify as transferable college credit. 
 
**Some seminaries and colleges have formally evaluated certain conferences for academic credit.  
These can count under the formal training category, since they qualify as transferable college credit. 
 

See the Resource CD for additional information on formal and non-formal education. 
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Academic Catalog 
An Academic Catalog presents and defines the full scope of what the institute or college is about.  Thus 
it serves two main purposes, it serves as one of the most important pieces of promotional literature that 
the school publishes, and it serves as the primary source of operational guidelines for students, faculty 
and staff.  This split purpose can make writing a catalog a bit challenging.   
 
To optimize the catalog’s usefulness as a promotional item for the school, it should be done in as 
professional manner as the school can afford.  It should be written in language that appeals to your 
primary target demographic group and have graphics and photos that also appeal to your primary target 
demographic group.  Try to capture the community flavor and institutional culture of your school.  
Stress its core mission and core values.  Highlight any unique qualities, features, and programs that your 
school has to offer.  One important item to stress is the unique opportunities presented by studying for 
ministry in a school that is based in a local church rather than in a typical Bible college or seminary.  
Make sure that contact information is strategically placed in several parts of the catalog.   
 
One of the most affordable ways to produce and distribute a quality catalog is to do it in electronic form 
on CD-ROM or DVD-ROM (approximate cost is $1.00-$1.25 per disk).  This allows you to publish a 
full-color catalog without the expense of color printing.  You can include an electronic copy of the 
application packet and even short video clips of some of your best instructors or a video message from 
your President or Director to prospective students.  Be sure to design excellent cover art for the disc that 
matches the culture of the school.  If possible, any hard copy versions of the catalog should have a color 
cover that matches the CD cover and similar artwork for any brochures distributed by the school.  This 
is called “branding” in marketing circles.  An inexpensive way to print a hard-copy catalog and still 
look professional is to have a professionally designed and printed cover printed on glossy cover stock 
with the insides printed in-house in black and white on a duplexing postscript compatible laser printer, 
and bound with a spiral or plastic comb binding (approximate cost is $2.00-$2.50 per hard-copy).  
Professional offset printing and binding is the nicest looking product, but out of reach for most young 
schools at $5.00-$8.00 per hard copy). 
 
To optimize the catalog’s usefulness in serving as operational guidelines for the school the following 
items should be included.  This will also satisfy most or all federal and state agency content 
requirements for a school catalog, and it will satisfy the catalog content requirements for most 
accrediting agencies. 
 

An institute or church-based Bible college must have available to students and the public a current 
and accurate catalog setting forth the institution’s governance, mission, institutional goals, specific 
objectives, programs and courses, resources, admissions and standards, academic offerings, rules 
and regulations for conduct, program or degree completion requirements, full-and part-time faculty 
rosters with faculty degrees and qualifications, fees and other charges, refund policies, a policy 
defining satisfactory academic progress, graduation rates, rate of recent graduate employment in 
program related occupations, and other items related to attending, transferring to, or withdrawing 
from the institution. Claims regarding educational effectiveness must be supported by appropriate 
data. An institute should not advertise as a college or a university either in name or in description, 
unless the school has state approval to do so.  It also must include several policies that are required 
by law of all educational institutions (a nondiscrimination policy and statement on diversity, ADA 
policy, FERPA policy, sexual harassment policy, anti-bullying policy, and drug free policy—see 
samples of these in the legal concerns section above). 
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Other general policy statements that should be included are: 
 
Academic Honesty 
____________ Institute/College students are expected to conduct themselves according to the 
highest standards of academic honesty.  Academic misconduct for which a student is subject to 
penalty includes all forms of cheating, such as illicit possession of examinations or examination 
materials prior to the test date, forgery, or plagiarism. (Plagiarism is the presentation of the work of 
another as one’s own work.)  Students are also prohibited from presenting the same assignment for 
two or more courses (with the exception of English courses where a paper for another course may be 
evaluated for its organization, flow, grammar, and style). 
 
Disciplinary action for academic misconduct is the responsibility of the faculty member assigned to 
the course.  The faculty member is charged with assessing the gravity of any case of academic 
dishonesty, and with giving sanctions to any student involved.  Penalties that may be applied to 
individual cases of academic dishonesty include one or more of the following: 
1. Written reprimand. 
2. Requirement to redo work in question. 
3. Requirement to submit additional work. 
4. Lowering of grade on work in question. 
5. Assigning the grade of F to work in question. 
6. Assigning the grade of F for the course. 
7. Disciplinary probation or suspension. 
 
Academic Freedom and Responsibility 
As an institution of higher education, it is the goal of ____________ Institute/College to pursue and 
disseminate truth.  Accordingly, board members, administration, faculty, staff, and students are free 
to question assumptions and to consider alternatives in the course of their pursuit and 
communication.  At the same time, as a Christian institution, ____________ Institute/College 
believes the Scripture to be inspired by God and, therefore, to be the norm against which all “truth” 
is to be measured.  Since human reasoning is fallible, all perceived “truth” is not necessarily God’s 
truth, only that which is consistent with the Scriptures is God’s truth. 
 
Therefore, ____________ Institute/College emphatically rejects indoctrination, whether it is that 
which results from eliminating the Scriptures as a norm or whether it is that which results from 
restricting the free pursuit of ideas. 
 
Thus, both the faculty and students of ____________ Institute/College are free to pursue and 
disseminate truth, but have the responsibility to measure their conclusions against the Scriptures. 
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Course Numbering 
One of the easiest to use systems for numbering courses at a school is the four-digit course number with 
a two-letter prefix.  The following is a key to assigning and interpreting catalog prefixes and course 
numbers 
 
The two-letter prefix represents the academic discipline in which the course is taught: 
  
 BI = Bible  
 CE = Christian Education 
 DA = Dance 
 DR = Drama  
 GE = General Education   
 GK = Greek  
 GM = General Ministry  
 HB = Hebrew  
 LD = Leadership  
 MM = Multimedia 
 MS = Missions  
 MU = Music  
 PM = Pastoral Ministry  
 TH = Theology    
 WO = Worship  
 
The four digit number represents: 
The first digit represents the year in the curriculum in which the course should be taken: 
 
  1   = Freshman course  
  2 = Sophomore course  
  3 = Junior course  
  4 = Senior course 
 
The second digit number represents the number of semester or quarter hours of credit awarded for the 
course.   
 
The third and fourth digits, in most cases, signify the order in which the course is intended to be taken in 
the course sequence of that discipline, or it may indicate the order in which the course was added to the 
curriculum of that discipline, or certain numbers (especially the higher numbers) may represent a 
particular type of course (such as a 99 may indicate a topics course or special one-time elective offered 
in that discipline). 
 
Example:  BI 1401 Old Testament Survey means it is a Bible course, meant to be taken in the freshman 
year, worth four-semester hours credit, and is the first course in the sequence of the Bible curriculum. 
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Faculty 
A Bible Institute/College must have credible, committed, and spiritually gifted faculty. The institute 
must employ sufficient faculty to sustain the level of programming promised by the institute. Choose 
wisely, for faculty members are the key to the success of any Bible Institute/College. It is imperative 
that they demonstrate spiritual maturity, doctrinal compatibility with Foursquare doctrine (It is not 
necessary for all teachers to have identical doctrine to ICFG, but they should not be opposed to any 
Foursquare doctrinal positions.  However teachers of theology or doctrine classes should teach basic 
Foursquare doctrine.), and experience in ministry, as well as academic qualifications. Faculty should be 
provided with a written handbook or handout containing the procedures and policies that must be 
implemented by each faculty member. 
 
The administrative committee of the institute should approve faculty. If there is a desire to have a 
faculty member sign an employee contract, it is recommended that the sample on page 4.64 be used as a 
guideline. Do not use it verbatim, but adjust it to meet your particular situation. It is also recommended 
that before issuing a contract, a copy should be sent for review to El Clark, corporate counsel for 
Foursquare International. He can be reached by calling 213.989.4211 or by email at 
eclark@foursquare.org. 
 
For institutes and two-year church-based Bible colleges desiring to establish articulation agreements 
with accredited colleges for transfer of credit, in most cases, it will be imperative that all faculty 
members have at least a bachelor’s degree and preferably a master’s degree in the field they are 
teaching. For four-year church-based Bible colleges, it will be imperative that all faculty members 
have at least a master’s degree and preferably a doctorate in the field they are teaching, in order for 
classes beyond the Sophomore level to be transferable. (In rare instances, exceptionally qualified 
individuals, such as authors and world-class leaders in their field, may be professionally certified to 
teach without the normal academic qualifications.  This exception should be used very sparingly.)  
Further, it is vital that the faculty that are recruited possess degrees from schools accredited by 
recognized accrediting agencies. Only those schools accredited by the following agencies will be 
recognized: The Association of Theological Schools (ATS), The Association for Biblical Higher 
Education (ABHE), The Transnational Association of Christian Colleges and Schools (TRACS), and 
the six regional accrediting associations and the national accrediting agencies in various professional 
fields that are recognized by the Council of Higher Education in America (CHEA). Accrediting 
agencies not approved by the U.S. Department of Education and CHEA will not be recognized for 
faculty qualifications. 
 
A note about your unique pool of prospective teachers: The general rule is that teachers must have at 
least a bachelor's degree in the specific discipline in which they are teaching in order to teach a course 
in a Foursquare Certified Institute, Church-Based Bible College, or School of Ministry. Creative 
liberty may be taken, with prior approval, to allow other degreed professionals to assist in the teaching 
responsibilities of the school. For example, a Christian lawyer/judge may be an appropriate instructor 
in ethics or leadership, since a J.D. provides good foundation in both disciplines. Some MBAs also 
have expertise in managerial communication that can be applied to ministry. A Christian counselor or 
hospital chaplain would make a good candidate to teach both psychology and pastoral care. 
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Mission Statement 
A mission statement is a clear, concise explanation of intention or mission. This will help your school 
develop a clear sense of identity and purpose. The mission statement will become a guide that 
determines the direction in which the institute develops. It will determine the courses that are included in 
the curriculum, the type of instruction that is used, the criteria for personnel, and all the other details 
related to the institute. It is the standard or guidepost by which all decisions are made. In other words, 
the mission statement should be used to keep the institute/college on target. 
 

In addition to determining direction for the institute, the mission statement will provide the basis for 
developing the core values, vision statement, objectives, and strategies of the institute. 
 

Samples of completed mission statements are located below. 
 
Developing a Mission Statement 
The pastor, administrative committee, institute director or college dean, prospective faculty, and any 
other essential leadership people should meet to discuss the intention of the institute. 

 
A mission statement must be clear, concise, measurable and achievable and appropriate for an 
institution of biblical higher education.  

 
Elements to consider when drafting your mission statement: 
What is the primary task the institute wishes to accomplish?  

• To train leaders for the local church or churches in a specific geographical area 
or ethnic/language group?  

• To train leaders to be licensed and minister locally and/or in other locations?  

• To train Church Planters? Pastors? Missionaries? Youth Ministers?  Children’s 
ministers? Worship Ministers? 

• To provide college-level instruction with possible transferability to other 
institutions? 

 
What group will be targeted for recruitment?  

• Emerging Christian leaders who have just graduated from high school? Working adults 
making a transition into ministry mid-life? Church volunteers seeking better training? 

• People who are already involved in ministry?  

• People from the local church only? People from other Foursquare churches? People from all 
area churches? 

• People from the local community? People from a broad geographic region?  
 
How will your primary task be accomplished? 

• What will be the foci of your curriculum? (Such as theology, ministry skills, and 
character/spiritual formation) 

• What action verbs best describe your primary task? 

• How will you know if you have accomplished your primary task? 

• Do you have on hand or can you gather the resources and faculty necessary to accomplish 
your stated mission? 

• Is your stated mission appropriate for an institution of biblical higher education? 
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At the close of this discussion, the next step is to write the mission statement. The statement should be 
as concise as possible, but it must describe the essential elements and characteristics of the institute/ 
college.   It is good to keep it less than 75 words (or even shorter) so it can be easily memorized. The 
mission statement should be rewritten until group consensus is achieved. This is a process that may 
require several meetings, but careful consideration of the mission statement is vital both to the start-up 
process of an institute and to its future.  In addition to your mission statement it is very helpful to 
develop a set of core values, a vision statement, and institutional goals.  This will give you a 
clearer sense of direction, as well as define what knowledge, skills, and character traits you desire 
your graduates to possess when they have completed their program of study at your school. 
 

Sample Mission Statements 

Life Pacific College (formerly LIFE Bible College) 
The mission of Life Pacific College is to support the advance of the Kingdom of God through education 
and training. The college nurtures the development of ministering persons within a Pentecostal/ 
Charismatic life-experience in God so that men and women are prepared to evangelize and to disciple 
the nations and to serve and lead the Body of Christ in general and the International Church of the 
Foursquare Gospel in particular. 
 

The King’s College and Seminary 
As a Spirit-filled evangelical community of higher education, The King’s is dedicated to the preparation 
of men and women for effective leadership and Christ-like servanthood. 
 

Angelus Bible Institute 
A.B.I. is a multi-lingual training institute designed to prepare ministers and missionaries and to instruct 
those who wish to deepen their knowledge of the Word of God. 
 

Angelus Institute of Ministry 
The mission of Angelus Institute of Ministry is to coach and train maturing servant leaders who are 
devoted to develop their call and character as a member of a ministry team. 
 

Pacific Rim Bible Institute  
PRBI exists to train, develop, and support emerging Christian leaders who will plant and lead 21st 
century churches in the Pacific Rim.   
(Nine years later the PRBI mission statement had grown into this) 
Pacific Rim Bible College exists to disciple emerging Christian leaders through biblical higher 
education that develops their theology, ministry skills, and character, preparing them to plant and lead 
culturally-engaging mission-driven churches in Hawaii, the Pacific Rim and throughout the world. 
 

Life School of Ministry     
LIFE School of Ministry trains and equips men and women to be world-changing Christians. 
 
Central Valley School of Ministry 
Central Valley School of Ministry exists to equip and empower men and women called to: serve the 
local church, establish new churches, serve cross-culturally, develop workplace ministry. 
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Curriculum 
Basic Course of Study for Certified Bible Institutes, Church-Based Bible Colleges,  
and Schools of Ministry 
The basic course of study for Foursquare Bible Colleges is divided into four major categories: 
Systematic Theology (Foursquare Doctrine), Bible, Ministry, and General Education. 
 

Although these categories should be included in the course of study of every Foursquare Bible 
Institute and School of Ministry, other categories may also be included. Foursquare doctrine may be 
approached systematically, biblically, or through a combination of approaches. 
 

An institute may choose whether it wants a non-formal or formal focus. This determines how many 
hours are required of formal classroom training (375 hours minimum for a non-formal focus, 500 
hours minimum for a formal focus, 750 hours for a 2-year church-based Bible college, and 1500 for a 
4-year church-based Bible college). 
 

Remember that these are minimum numbers and each Bible Institute will add additional courses to 
complete the 750 total hours required of an institute program that best suit their specific mission. 
 

If a Bible Institute desires a non-formal focus, the majority of the required formal classroom instruction 
should be used to teach the required Foursquare doctrine and the basic Bible classes.  If these are 
taught to standards of formal institutes for faculty, homework hours, and formal evaluation, they may 
be considered transferable to Life Pacific College upon evaluation. 
 

Many institutes that are located in large cities may find that is profitable to have their students take 
some general education courses, such as English Composition, Public Speaking, and Psychology or 
Sociology at local community colleges. 
 

It is important to seek balance when building a course of study. Students should be trained in all 
areas. A student that has had multiple hours of Bible training but no training in how to teach or is 
uncomfortable speaking in front of others, might find it difficult to teach others what they have 
learned. 
 

Recommended Subject Balance for 2-Year Bible Institute Curriculum 
  

Category Hours of Instruction Percentage of Training 
  (Formal or non-formal training) 

Bible 300 (24 semester hours) 40% (normally formal) 

Foursquare Doctrine 75-125.0 (6-10 sem. hours) 10-17% (normally formal) 

Ministry 262.5 (21 semester hours) 35% (formal or informal) 

General Education 75-112.5  (6-9 sem. hours) 10-15% (formal or informal) 

TOTAL 750 (60 semester hours) 100% 
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ICFG &ABHE Required Subject Balance  
for 2-Year Church-Based Bible College Curriculum  

Category Hours of Instruction Percentage of Training 
  (Formal or non-formal training) 

Bible 150-300  (12 sem. hours 
minimum, 24 sem. hrs if Bible 
Major) 

20-40% (formal) 

Foursquare Doctrine 75          (6 semester hours) 10%      (formal) 

Ministry 150-300 (12 sem. hours 
minimum, up to 24 sem. hours 
for Ministry major) 

20-40% (formal) 

General Education 225        (18 sem. hours) 30%       (formal) 

TOTAL 750-800      
(60-64 semester hours) 

100% formal   

 
 
 

ICFG & ABHE Required Subject Balance  
for 4-Year Church-Based Bible College B.A. Curriculum  

Category Hours of Instruction Percentage of Training 
Bible and Biblical 
Languages 

300-600 (24 sem. hours if have 
double major in Bible and 
Ministry, up to 48 sem. hours 
for single major in Bible) 

20-40% (formal) 

Foursquare Doctrine 75-125    (6-10 sem hours) 5-8.34% (formal) 

Ministry  
Including 1 yr 
Practicum 

225-600 (18 sem. hours for 
Ministry minor, 36-48 sem. 
hours if have double major in 
Bible and Ministry ) 

15-40% (formal) 

General Education 450        (36 sem. hours) 30%       (formal) 

TOTAL 1500 -1600     
(120-128 semester hrs) 

100% formal   

 
 
 

ICFG &ABHE Required Subject Balance for 6-year B.Th. 
Prerequisite: Must have previous B.A. in another academic field  

Category Hours of Instruction Percentage of Training 
Bible and Biblical 
Languages 

300-500  (24 sem. hours 
minimum, 30-36 sem. hrs if 
Bible Major) 

40-60% (formal) 

Foursquare Doctrine 75          (6 semester hours) 10%      (formal) 

Ministry  
Including 1 yr 
Practicum 

225-450  (18 sem. hours for 
Ministry minor, 30-34 sem. 
hours if have double major in 
Bible and Ministry ) 

30-53% (formal) 

TOTAL 750-800 plus previous B.A.   
(60-64 + 120 semester hours) 

100% formal   
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Basic Curriculum Requirements––Foursquare Doctrine 
All Foursquare Bible Institutes must teach Foursquare Doctrine (75-115 contact hours). 
 

10 Semester Hour Format for Foursquare Doctrine   Sample from Life Pacific College  

Theology, Christology, Anthropology, Hamartiology Systematic Theology I      3 hours 

Pneumatology, Angelology Systematic Theology II     3 hours 

Soteriology, Ecclesiology Systematic Theology III    2 hours 

Divine Healing, Eschatology Systematic Theology IV    2 hours 
*  This is the former Theology sequence at LPC, which is still available through distance learning.  The new series 
includes upper division courses in addition to lower division courses. 

 

6 Semester Hour Format for Foursquare Doctrine      Sample from Pacific Rim Bible College 

Revelation, Theology, Christology, Anthropology, and Hamartiology  Christian Doctrine 1   3 hours 

Soteriology, Divine Healing, Pneumatology, Angelology,   Christian Doctrine 2 3 hours 

 Ecclesiology, and Eschatology 
 

Another possibility is to teach Christian Doctrine 1 & 2 as a survey of Christian Doctrine and then teach 
two courses in applied theology on the Work and Ministry of the Holy Spirit, and the Kingdom of God 
in the Church and in the Age to Come (to cover Healing, Miracles, Ecclesiology and Eschatology). 
 

The required Foursquare Doctrine curriculum content may be approached through biblical theology 
rather than systematic theology, but the subject matter must be covered. The subject matter may be 
combined into a two 3-semester hour courses instead of the two 3-semester hour plus two 2-semester 
hour courses, as long as the same overall content is covered. Sample Systematic Theology I - IV course 
outlines and Christian Doctrine 1 & 2 course outlines are located on the resource disk and in the 
Institutes Course Bank on the Life Pacific College Website www.lifepacific.edu/institute/courses.htm. 
 

Basic Curriculum Recommendations for Bible Institutes 
Bible (300 contact hours)** 
 Highly Recommended   Recommended Electives 
 Bible Survey or OT Survey & NT Survey  O.T. History Books 
 Torah/Pentateuch   Poetical Books or Psalms and Wisdom Books 
 Prophets   The Corinthian Epistles 
 The Gospels   Pastoral Epistles 
 Acts or Life & Letters of Paul   Prison Epistles 
 Romans   Gen. Epistles & Revelation 
Ministry (262.5 contact hours)** 
 Highly Recommended   Recommended Electives 
 Biblical Languages & Exegesis   Church Communication 
 Spiritual Gifts and Ministries   Pastoral Counseling 
 Worship/Music   Multi-cultural Evangelism 
 Evangelism & Discipleship   Pastoral Ministry 
 Introduction to Preaching   Preaching Practicum 
 Foursquare Polity and Administration*  Effective Bible Teaching Methods 
 *Students must still complete the online ICFG Polity  Introduction to World Missions  

Course/Exam in order for this course to receive credit  
        for Foursquare Polity for Foursquare ministry licensing.  

 
 



Legal Requirements and Academic Standards 
 

2.28 

 

General Education (75-112.5 contact hours)** 
 Highly Recommended    Recommended Electives 
 English Composition*  Christian Ethics 
 Leadership Development*  Christian Family 
 Speech Communication or Public Speaking* History of Christianity 
 Intro. to Psychology or Intro. to Sociology* 
 

*These courses are usually available at local community colleges if you do not have the qualified faculty to offer them 
yourselves or if you are prohibited from teaching them under a state religious exemption that limits institute instruction 
to ministry training courses. 

 **For sample course descriptions see the resource disk. 
 

Further Curriculum requirements for Church-Based Bible Colleges 
Associate’s degrees at Two-Year and Four-Year Church-Based Bible Colleges seeking accreditation 
from the Association for Biblical Higher Education (ABHE) must include 60-64 semester hours of credit 
that includes a minimum of 12 semester hours of Bible and Theology, 18 hours of general education, 
and at least 18 hours of ministry professional studies. 
 
Bachelor’s degrees at Four-Year Church-Based Bible Colleges seeking accreditation from the 
Association for Biblical Higher Education (ABHE) must include 120-128 semester hours of credit that 
includes a minimum of 30 semester hours of Bible and Theology, 36 hours of general education, and at 
least 18 hours of ministry professional studies, including a strong practicum element. 
For those Four-Year Church-Based Bible Colleges seeking accreditation from Transnational Association 
of Christian Colleges and Schools (TRACS) the following general education requirements also apply:  
The Bible college’s bachelor’s degree programs include a minimum of 36 semester hours/quarter hours 
equivalent, with a minimum of 3 semester hours/quarter hours equivalent, in each of the humanities/fine 
arts, behavioral/social sciences, communications, and natural science/math.  
 

Ministry License Preparation as Part of the Curriculum 
In developing the school curriculum, it is important to remember that those graduates who plan on 
entering Foursquare ministry, must be prepared to answer all of the licensing questions during an oral 
examination and review by district leaders.  A well-balanced ministry institute curriculum should be 
able to cover all of these topics in the overall institute program.  This is best done by determining the 
specific questions/topics that will need to be addressed in each of the courses in the curriculum. This is a 
good way to assure a well-balanced curriculum as well as to avoid too much course content overlap, 
though some overlap is desirable and necessary. A capstone course may be added for graduating 
students to review all of the questions and their answers in preparation for the licensing interview.  The 
Foursquare Licensing Process Guide provides detailed discussion of most of the interview questions.  It 
would also be helpful to provide each of the institute instructors with a copy as well as keep a couple of 
copies in the school library. 
 

The primary purpose of all Foursquare Ministry Training Institutes, Schools of Ministry, and Church-
Based Bible Colleges is to raise up and equip the next generation of Foursquare leaders in the context of 
the local church.  Therefore it is important for FMT school leaders to be familiar with the Foursquare 
ministry licensing process.  If the licensing process and the license interview questions are kept in mind 
when formulating the curriculum at each FMT school, then each school will be able to streamline the 
process for its graduates by minimizing the amount of study time required to prepare for the licensing 
interview.  Each instructor at every FMT school should be given a set of the interview questions 
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and encouraged to read through them at least once each semester (A summary of the Foursquare 
ministry licensing process and a list of the licensing interview questions is located on ages 1.26-34 of 
this Handbook).  It may also be helpful to provide each instructor with a copy of the Foursquare 
Licensing Process Guide (available through the regional Foursquare ARC office), since it not only 
includes information about the licensing process, but it also give detailed discussion of 35 of the 
interview topics, including bibliographic information and suggestions for further reading that may be 
helpful in lesson preparation on those topics. 
 
Though each course at an FMT school will address specific topics, course instructors should make sure 
to include as part of their instruction detailed discussion of the interview topics that are directly related 
to their specific courses each term.  No course should be expected to cover all of the questions, or even 
most of the questions, though the multi-course sequence in Foursquare Doctrine should address all 23 of 
the questions covered in the doctrinal section.  All of the polity questions are addressed in the online 
course in Foursquare Polity, though schools may offer their own course on Foursquare polity that 
supplements the online course.   The practical questions can be addressed as part of the instruction in a 
variety of courses, Spiritual Disciplines, Work and Ministry of the Holy Spirit, People Skills and Time 
Management, Supervised Ministry or Pastoral Ministry, Preaching, Pastoral Care and Counseling Skills, 
Character Formation for Christian Leaders, Evangelism and Discipleship, Church Planting, and 
Missions.  Some schools may decide to have a finishing course for graduating students that helps them 
prepare for the licensing interview. 
 

Course Substitution 
Under special circumstances, such as when a required course has not been offered in more than two 
years, a student may request to substitute another course in the curriculum for the normally required 
course. Course substitution must be approved in writing by the Institute Director or Academic Dean and 
by the major professor in the discipline.  A copy of the approval should be kept in the student’s 
academic record and be noted on their degree program progress sheet or degree plan. Sample Course 
Substitution form is available on page 4.39. 
 

Prerequisite Waiver Request  
Under special circumstances, such as when a required prerequisite for a course has not been offered in 
more than two years or could not be taken previously due to a scheduling conflict, a student may request 
a waiver of the normally required course prerequisite. Another possible justification for a prerequisite 
waiver is if the student has taken a related, though not identical course to the required prerequisite that 
may provide adequate academic preparation for the course in question. The prerequisite waiver request 
must be approved in writing by the Institute Director or Academic Dean and by the major professor in 
the discipline.  A copy of the approval should be kept in the student’s academic record and be noted on 
their degree program progress sheet or degree plan. Sample Course Substitution form is available on 
page 4.38. 
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Curriculum Requirements for Students Transferring into Life Pacific College’s  
Bachelor of Arts in Ministry and Leadership Degree Completion Program 

 

The student must transfer in 75 hours as follows: 
General Education ...........................................................................................................................30  
English Composition & Research or equivalent must be completed prior to entrance to LPC. At least 30 of the student’s 
60 transferable units must be General Education units and each of the following categories must be satisfied:  

•  Eng. Comp. & Research .........................................................................................................3  
•  Public Speaking .....................................................................................................................3  
•  Humanities .............................................................................................................................9  
•  Social & Behavioral Science ..................................................................................................9  
•  Math & Science ......................................................................................................................6  

Bible/Theology ..................................................................................................................................12  
Any courses in the Bible or Theology Discipline. 

Open Electives ..................................................................................................................................33 
Students may complete 15 of these units at any time before, during, or after the Degree Completion Program curriculum. 
 

Degree Completion Program Curriculum......................................................................................45 
TOTAL..............................................................................................................................................120 

 

Adding a local touch to traditional curriculum courses 
One of the greatest strengths that an institute or church-based Bible college has to offer is the 
opportunity for students to train for ministry in the same geographic context that they intend to minister 
in upon graduation.  Thus, the school faculty and pastors of the sponsoring churches should give careful 
consideration to what core requirements will best meet the needs of the target population in their local 
geographic region.  In most cases the basic core of classes will not vary significantly from region to 
region, though there may be some special courses that may help to prepare students for ministry in an 
urban environment or help them to address major social and societal issues in their region.   
 

However, in most cases, though the core curriculum may not vary significantly, the way that the courses 
are taught should vary considerably from region to region.  This is done by adding local flavor and 
focusing on how general concepts can be applied to address local issues and problems.  The history of 
Christianity in your local area should be taken into account.  Issues of injustice or chronic social 
problems endemic to your area should be addressed, particularly how the Gospel can offer hope and 
transformation to these circumstances.  If there are cultural values and strengths that impact what makes 
ministry effective in your area, they should be incorporated.  Even use of local dialect to explain 
difficult concepts may be helpful at times. 
 

Balancing Tried and True with Innovation 
The contextual setting of learning in institutes or church-based Bible colleges offers opportunities to try 
out new approaches to ministry and cutting-edge methodology much faster than they are normally 
incorporated into curriculum at more established Bible Colleges and Seminaries.  It can be a great 
advantage for students that they get to study and practice the latest and most cutting-edge methods 
before their peers at more traditional schools.  But caution should be taken to not abandon teaching the 
basics of the discipline in the process.  There should be a healthy balance of the tried and tested and the 
cutting-edge.  Make sure that students have the foundation of the basic principles and practices of the 
discipline before exposing them to new methods and concepts, so they have a frame of reference to 
evaluate what will be the most effective in their ministry context, drawing from the best that traditional 
methods and concepts have to offer as well as the new and exciting cutting-edge methods and principles. 
For instance:  In most schools, students will only get to take one preaching class, and perhaps a  
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preaching lab.  Narrative Preaching may be one of the most effective cutting-edge styles of preaching, 
but a ministry student needs to be taught the basic principles of homiletics, including how to write a 
solid introduction, conclusion, develop a topic . . .before learning the specific practices associated with 
the narrative style of preaching, like effective storytelling.  They will also need to learn the basics of 
other styles, like topical, textual and expository preaching, even if the greatest amount of time is devoted 
to narrative preaching. 
 

Balancing High Tech with High Touch 
We live in an era of rapid advances in technology, particularly in the communication arts.  This affords 
great opportunities for instructors to enliven their teaching with a wide range of multi-media that were 
not available or affordable a generation ago.  Younger students, in particular, have grown up in a very 
media savvy generation and tend to expect all communication to be entertaining.   Teachers should be 
encouraged to use video clips, PowerPoint, sound bites, etc., to enrich the learning experience and to 
increase student participation and engagement.  However, multimedia should seldom become the main 
event and substitute for teaching and classroom engagement.  Sometimes it is appropriate to show a 
longer video, especially if it gives the students exposure to the person who originated an idea or 
methodology, or if it serves as a springboard to a major class discussion.  But teachers should remember 
that ministry is a people intensive occupation and calling.  The best way to learn ministry is to interact 
and practice on and with real persons.  So be sure that the instructors strive to find a proper balance of 
high-tech and high-touch in their instruction. 
 

Maximizing the Institute/Church connection—Education that balances head, hands, and heart 
One of the other great strengths that an institute or church-based Bible college has to offer is the 
opportunity for students to train for ministry in a context where they can move seamlessly back and 
forth between principle and praxis.  In most traditional Bible Colleges and Seminaries, students have to 
go searching for places where they can practice the ministry and leadership skills that they are learning 
in the classroom.  Since learning takes place in an active church setting, students can immediately go 
from the classroom to a ministry assignment.  They can shadow, intern, serve on staff, or volunteer right 
outside their classroom door.  This means that students get a chance to try out what they are learning 
between classes and can come back into class the next time with questions, challenges, frustrations and 
triumphs to share and discuss.  This has enormous potential for a lively classroom environment.  But this 
does not happen automatically.   
 

To be effective in ministry, biblical and theological knowledge must quickly translate to a deeper and 
growing relational knowledge of God that moves them to a lifestyle of worship and devotion, refines 
their character, and propels them forward into the world with the good news of Jesus Christ under the 
power and leadership of the Holy Spirit.  Institute and Bible college faculty should therefore be 
compelled to go beyond the basics of content and meaning to ask, "So what?"  The teachers must 
challenge their students to try out what they are learning and encourage feedback.  They must discuss 
issues in class that go beyond principles to skill development and character development.  They need to 
afford opportunities to try out their gifts and skills on each other in class even before sending them out 
into the church to exercise what they learned, so they can work out some of the kinks in a safer 
controlled nurturing environment.   
 

The church must also be fully on board to maximize the effectiveness of field learning.  They need to go 
beyond seeing students as free labor to understanding that they are making an investment in the long-
term health and growth of their church and churches throughout the region.  They need to see their work 
supervising and training students as kingdom work.  There needs to be a willingness to speak into the 
lives of the students, not just on the skill level, but also on the character and spiritual growth level––to 

make disciples.  Teachers will need to give adequate time in the classroom to discuss application of  
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principles and to process feedback that the students are bringing back with them from their praxis 
experience in ministry.   
 

Long term success and vitality in ministry is often more dependent upon the condition of the minister's 
character and heart than upon the soundness of his or her theology and the depth of his or her ministry 
skills.  Many well-trained and gifted ministers lose their effectiveness or are forced to step down from 
ministry because of character issues that have gone unchecked.  Therefore, character formation needs to 
be an important part of the training process at the institute or college. 
 

An element that will help to produce a healthy balance of equipping head, hands and heart is an 
intentional mentoring program, where church staff and school faculty mentor groups of students on a 
weekly basis, focusing on character issues and spiritual growth and spiritual gift development and 
ministry and leadership skill development, practicing ministering to each other under careful and loving 
guidance. The mentor should also meet with the mentoree one hour each month on a one-to-one basis to 
assess and discuss issues related to character development and to develop a strategic action plan to grow 
in those character areas that are in need of improvement.  The mentoree should complete a monthly self-
assessment (such as the Monthly Head, Hands, and Heart Self-Assessment found on pages 4.48-49) each 
month that serves as a foundation for their monthly one-on-one sessions with their mentors. 
 

The goal of the mentoring program should be to assist the students to reach their full potential in Christ 
by developing their spiritual lives, character, and ministry mindset under the guidance of godly mentors.  
During a successful mentoring program, students should: 

• develop their ministry mindset; 
• partner with more mature Christians to develop their character and ability to effectively minister; 
• grow in their commitment to regular spiritual disciplines; 
• develop their academic capabilities through deliberate and faithful application to their studies; 
• fulfill their call through regular and deliberate service within a church or para-church ministry; 
• seek assistance in areas of personal challenge or difficulty to break through growth barriers; and 
• establish personal accountability for aspects of their life and character. 

 

Ministry skills and character develop most effectively in a family-style environment. God, in his great 
wisdom created us to be in community.  The institute or Bible college, though not the church, should be 
a strong, loving, Christian community akin to a large extended family.  Each person there has come 
together to be equipped for ministry.  Part of that process involves exercising one’s spiritual gifts and 
practicing the ministry skills learned in class. This is best accomplished in the loving supportive and 
understanding context of Christian family. Nobody gets left behind or forgotten.  Everyone is 
encouraged to discover his or her full potential.   
 

Students should be encouraged to explore their emerging gifts and skills by ministering to each other.  If 
they make mistakes, there is loving understanding, gentle correction and guidance, and encouragement 
to try again until confidence and competence is developed.  Students will learn to draw from each other's 
strengths. They will learn mutual dependence on the whole body of Christ in their areas of weakness and 
need. And they will develop deep lifelong relationships in which they can call upon each other at any 
time that they are in need of ministry, encouragement, or someone to talk things out.   
Gal. 6:9-10  Let us not become weary in doing good, for at the proper time we will reap a harvest if we 
do not give up. 10   Therefore, as we have opportunity, let us do good to all people, especially to those 
who belong to the family of believers. 
 

Marketplace Ministry & Training Marketplace Ministers 
There are a growing number of adult students who desire to utilize their professional training and 
experience to serve God in their current workplace as a marketplace minister.  They come to Bible  
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Institutes and Bible Colleges looking for the school to provide them with a strong biblical foundation for 
life.  Some of these may also choose to be bi-vocational ministers, ministering in both the workplace and 
the church.  But the majority of these see themselves on mission in the marketplace as strategically 
placed missionaries and ministers.  The institute or college will need to add special courses or even 
majors to help equip them for this emerging group of ministers who will be a vital force in the 
advancement of God’s Kingdom.  Schools will also need to recruit special mentors who are already 
serving as marketplace ministers to guide them in integrating their business life and their ministry 
calling. 

 

The goal of the marketplace ministry training should be to help the student to love God and love people 
and to develop the heart and mindset of a marketplace minister.  During successful marketplace ministry 
training, the student should be equipped to: 

• know what they believe and why they believe it; 

• know how to share their faith in a marketplace context; 

• understand and practice servant leadership in the marketplace; 
• earn the trust and respect of others in their workplace through their excellent people skills and 

time management; 
• develop a philosophy for ministry in their unique marketplace setting; 
• develop strategies and practices for successfully launching  new ministries in their marketplace 

context; and 
• develop strategies and practices for initiating community transformation. 

 

Calendar Format: Quarters Versus Semesters 
Each institute must decide whether to operate on the quarter system or on the semester system. 
Normally, quarters run ten weeks of instruction plus final exams, and semesters run fifteen weeks of 
instruction plus final exams.  Accelerated semesters also run ten weeks plus exams, but increase class 
time by a factor of 1.5 each week, such that a three-semester hour course would meet 4.5 hours per 
week versus 3 hours during a full-length semester.  Mini-semesters can be eight weeks long, and micro-
semesters can be four weeks long, two weeks long, or even one week long (or multiple other formats), 
as long as the total number of instructional contact hours remains 37.5 hours for a three-semester hour 
course. (Remember the 37.5 hours does not include break times, only instructional time.  Break times 
must be added on top of the 37.5 hours.)  Remember that students must be assigned 1.5-2 hours of 
homework for every hour of class meeting time.  For micro-terms, it may be best to assign a portion of 
the homework to be done before the course begins meeting and a portion to be completed after the 
teaching sessions have been ended, with a firm deadline to complete all work.  
 

Start and end dates of terms should generally coincide with other colleges in the area as well as the local 
school system in order to avoid conflicts with family vacation times or situations where the kids are 
home from school, but the parent needs to be in classes. 
 

The decision for term format will determine the relative transfer value of each course that is offered. 
The standard requirement for instruction time, which will provide for the possibility of transferability, is 
12.5 hours of instruction for each semester unit or 8.34 hours of instruction for each quarter hour unit. 
Please note that there may be some time discrepancies when transferring from a quarter system to a 
semester system or vice versa. If the possibility of transfer is not an issue, the instruction time for each 
class can be adjusted. If transferability is desired, it is recommended that the curriculum of the institute 
be built in such a way that the courses will transfer easily. The transfer process will be simplified for 
institute students if the institute patterns course names and descriptions, and course length and structure 
according to the courses at the college most institute students intend to transfer into. For further 
information regarding the semester and quarter systems and a conversion chart see below. 
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Credit Hour Conversion from Quarter Hours to Semester Hours 
 

Conversion Formula 
The formula for converting quarter credit hours to semester credit hours is to multiply quarter credit 
hours by 2/3 to get the number of semester credit hours. This formula applies to both undergraduate and 
graduate credit hours. 
 
For example, if a student has earned 96 hours under the quarter system, the quarter credits will be 
converted to semester hours as follows: 
 
 96 quarter hours x 2/3 = 64 semester hours 
 
Thus, the student's 96 quarter credit hours will be converted to 64 semester hours.   This is a one-third 
reduction, but there is no loss of credit for the student because the two-thirds multiplier is also used to 
convert total credit hour requirements. 
 
For example, if the student's degree program required 192 quarter hours, the quarter system 
requirements will be converted to semester hours as follows: 
  
 192 quarter hours x 2/3 = 128 semester hours 
 

Either way, the student will have completed 50 percent of the credit hour requirements: 
 

 96 quarter hours earned ÷ 192 quarter hours required = 1/2= 50% 
 or 
 64 semester hours earned ÷ 128 semester hours required = 1/2 = 50% 
Note that the credit-hour conversions are made in the aggregate on the basis of the total number of credit 
hours that a student has earned, and not on a course-by-course basis. 
 
Conversion Table  
Quarter credits earned are multiplied by 2/3 and rounded down to arrive at semester credits earned. This 
table does the rounding for you by listing the number of quarter hours earned on the left and the 
resulting semester hours earned on the right. All you need do is look through the table for the 
appropriate number of quarter hours earned to determine the number of semester hours earned.  
 
Quarter units will transfer at approximately 67% in order to accurately reflect the course work being 
completed.   Evaluate each course separately.  This is the entire chart you will need, since the maximum 
hours of credit for a course in a quarter hour system is 5 quarter hours. 
 Quarter Units   Semester Units 

5 3 
4 2.5 
3 2 
2 1 
1 .5 
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Transfer of Credit from Institutes to Colleges 
Some institute and two-year church-based Bible college graduates will desire further ministry training 
and may desire to transfer to Life Pacific College or another four-year Bible College.  The following 
discussion lists the standards used to evaluate institute credit for transfer to Life Pacific College, but it 
may also be helpful in preparing to approach other Bible Colleges in your geographic region regarding 
transfer of credit.  Credit transfer is generally contingent upon a relationship in which the institute/ 
college would meet criteria determined by the college that students wish to transfer into. Therefore, it is 
important the institute/college first establish a relationship with that institution. This would include 
receiving, understanding, and meeting the criteria they have set for transfer. The transfer process will be 
simplified for institute/college students if the institute/college patterns course names and descriptions, 
and course length and structure according to the courses at the school most institute/college students 
intend to transfer into. Usually a portfolio is established and a formal transfer agreement is made by a 
signed Letter of Articulation. For instructions regarding conducting a Formal Institute or Church-Based 
Bible College Self-Study for articulation with Life Pacific College see the self-study requirements 
located on pages 4.102-106. Non-Formal Institutes that are transitioning to formal institute status may 
complete the “Non-Formal Institute Criteria Worksheet” (located on pages 4.107-112) to seek possible 
articulation with Life Pacific College.  
 

It is imperative that a Bible Institute/College takes great care in advertising with regard to the transfer of 
credits. It should never advertise that units are transferable to a certain college unless a Letter of 
Articulation is on file as proof of that agreement. This letter of articulation should be updated annually.  
IMPORTANT: An institute/college that advertises transferability of credits without a Letter of 
Articulation could face false advertising charges (See Legal Concerns pages 2.4 - 2.5). 
 
Be sure to check directly with the college for up-to-date criteria for transfer, as the criteria varies from 
school to school and may change from year to year with regard to specific course evaluations. For 
example, the following is the current standard for transfer of units to Life Pacific College: 
 

Transfer of Credit Policies for Life Pacific College 

Official transcripts from any institution previously attended must be submitted directly to LPC. 
Transcripts will not be accepted unless they are received officially sealed (unopened) from the school. 

• Credit is evaluated on a course-for-course basis if the course descriptions are similar to LPC’s 
courses or as elective units. 

• Only course work with a grade of C- or better is transferable.  The grade points do not transfer.  
A student’s GPA is computed only on work completed at LPC. 

• The number of transferable credits is restricted by the graduation policy that requires a minimum 
of 32 units of coursework taken from LPC. 

• An evaluation and letter will be sent to the student showing those courses that have been 
accepted for transfer. 

 
Transfer of credit is sometimes possible for those who have transcripts from recognized but non-
accredited institutions.  Based on established criteria, a provisional evaluation is made and given to the 
student.  The actual transfer of credit is postponed until the student has completed 24 units with an 
accredited institution and maintained a GPA of 2.00 or above.  These units will be removed from 
contingency should the student withdraw from college or if the student has still not met the requirements 
within three years of the evaluation.  At that time the student must request a new evaluation if credit is 
still desired.  If he or she later desires to re-enroll, a new evaluation must be completed. 
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Students having earned an accredited undergraduate degree (B.A. or B.S. in a major other than Bible, 
Theology, or Religion) should inquire concerning entrance to the second Bachelor of Arts in Biblical 
Studies program.  
 
General Transfer Information for Life Pacific College 

• Transfer units are accepted for their full amount. If a transfer course has a higher number of units 
than the class at LPC, the additional units will be applied as elective units at the time of a degree 
audit.  

• A transcript evaluation must be done on all transcripts when students first enter LPC.  

• A transfer course must contain 2/3 of the same content as the course offered at LPC to fulfill a 
specific requirement.  

• A transfer course must be worth at least 50% of the same credit totals as the course at LPC, to 
fulfill the requirement.   

 

LPC Semester Course Assessment 

• Based on a 50 minute class period  

• 1 semester unit of credit = 12 ½ hours of seat time  

• (15 weeks of class and 1 week finals) 
 

Quarter vs. Semester Transfer 
Quarter units will transfer at approximately 67% in order to accurately reflect the course work being 
completed.   
 Quarter Units   Semester Units 
 5 3 
 4 2.5 
 3 2 
 2 1 
 1 .5 
 

Electives 

• Elective units will be transferred with priority given to non-practicum coursework.   

• Enough elective units can be transferred in to fulfill all elective units needed to complete a 
program.  

 

Residency 
Any course from LPC (on-campus, distance learning, online, or intensive) will fulfill the requirement.   
 

Transcripts 
An official transcript must be provided prior to the evaluation.  Institutions of higher learning will 
withhold transcripts if the student has a financial balance as a mechanism of collecting debt.  It is very 
easy to change unofficial transcripts, so using them in admissions decisions or in transfer decisions 
erodes the integrity of those decisions.  
 

Basic Criteria to Determine if Credit is Transferable to Life Pacific College 

• An instructor must have an accredited degree higher than the level of class being taught (e.g. an 

instructor must have a B.A. to teach a lower division (A.A. level) class, an instructor must have 

an M.A. to teach an upper division class).   

• An instructor’s academic training must be in a field similar to the material being taught. 
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• Appeals regarding an instructor’s qualifications may be submitted if recommended by the 

transcript evaluator. 

• An official transcript must be provided.  

• The student must receive a grade of C- or higher. 

• To transfer in as a specific class, a course must contain 2/3 of the same course content as the 

course taught at LPC. 

• Course outlines must be provided to prove collegiate level work. 

• A semester hour totals 12.5 hours of seat time (does not include breaks) plus a minimum of 19 

hours of homework and/or study time. 

• 1 quarter hour totals 8.5 hours of seat time (does not include breaks) plus a minimum of 13 hours 

of homework and/or study time. 
 

Recommended Calculations to Determine Homework Hours 

• Reading:  25 – 30 pages per hour for standard text; 15 – 20 pages per hour for college level 

textbooks; 10 – 15 pages per hour if highly technical.  Bible Reading at 20 pages per hour. 

• Writing:  2 hours/page for a research paper (1 hour of research, 1 hour of writing); 1.5 hours/ 

page when pre-writing preparation is needed; 1 hour/page for personal opinion/book reports.   

• One typed page = approximately 350 words. 

• Tests:  3 hours of study time per 10% of final grade up to 25%.  When one test is valued at 30% 

or more of the final grade, allow 2.5 hours of study time per 10% of final grade. 
 

Transfer Opportunities for Formal Institutes and Church-Based Bible Colleges 

• A maximum of 64 semester units may transfer 

• Evaluations done on institutes/colleges not holding an articulation agreement with LPC will 

require some documentation from the Formal Institute and Church-Based Bible College Self-

Study each time a transcript is submitted for evaluation. 

• Evaluations done on institutes/colleges holding an articulation agreement with LPC will be 

limited to the specific courses listed on the transcript. 
 

Transfer Opportunities for Non-Formal Institutes and Schools of Ministry who are Moving 

toward Formal Status 

• A maximum of 30 semester units may transfer. 

• A limited number of requirements from the Non-Formal Institute Criteria Worksheet will be 

reviewed each time a transcript is submitted for evaluation. 

• Evaluations will be done on a course-by-course, term-by-term basis (i.e. just because a course is 

accepted this term is no guarantee the exact course will be accepted next time).  
 

Transfer Opportunities for Any Institute 

• A maximum of 12 semester units may transfer. 

• Evaluations will be determined by course requirements under Basic Criteria. 

• Transfer units only approved for specific transcript evaluated. 
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Other Questions Concerning Transfer of Credit from Institutes to LPC 
Since the recent changes at Life Pacific College in the Bible and Theology Department to more upper 
division classes, how will this affect the transfer of credit in those areas? If a student has completed the 
first 3 courses in the previous theology series (Th 121, 125, 215), we will waive the current 3 required 
courses (Th 220, 320, 420).  If a student has done only part of the series, then the courses will transfer in 
as theology electives.  
 

Can formal classroom taught classes from certified non-formal institutes and schools of ministry be 
eligible for transfer if taught by credentialed faculty to the same standards as at certified formal 
institutes?  Yes.  If you look at the document titled “Formal Institute Self-Study” (located on pages 
4.102-106) you will see there are some ways that transfer units can be accepted, but there are limitations. 
 

In four-year church-based Bible Colleges like Pac Rim or three-year institutes, can any of the classes be 
transferred in as upper division classes if they were taught as upper division classes at the school of 
origin? In some cases, yes.  First of all the instructor must have a master’s degree before LPC would 
consider transferring in an upper division course, because the instructor must have a degree higher than 
the level of course being taught.  Secondly, it depends on the reason why the course is identified as an 
upper division course.  Some LPC courses do not have any course pre-requisites, so it is possible that the 
course can transfer from an institute.  (e.g.: The reason Ge 401 Disciplines of Leadership is a 400 level 
course is because LPC prefers for the student to wait and take the course in their senior year.  Students 
are much more likely to be in a formal leadership role by then, or they will probably be entering into a 
leadership position soon.  So even though it is preferred that the course be taken in the senior year, the 
course can transfer in.)  However, other advanced courses have important pre-requisites. (e.g.: The basic 
pre-requisites for all upper division Bible courses are: La 131 Biblical Languages & Exegesis,  
So 131  Cultures of Ancient Civilizations, and Bi 230 Biblical Exegesis Practicum.  So the institute 
course would need to have similar pre-requisites for LPC to transfer it in as an upper division Bible 
course.) LPC is especially careful about transferring any of the 3 upper division Bible courses that are 
required of all B.A. graduates in the residential program:  Romans, Hebrew Prophets, and Prison 
Epistles.  However, even if a course does not meet LPC upper division criteria, it is still transferable as 
Bible electives. 
 

Are there any other special details regarding transfer of credit to LPC that Institutes might need to be 
aware of?  
 

• You may want to know that a transfer course will only meet the criteria for our required 
composition course, Co 103 English Comp & Research if it requires the student to write a 
research paper and document its sources.   

• To transfer Co 201 Speech & Presentation, the course must require the students to give a speech 
to the class and then be critiqued on the presentation by either the instructor or their peers.   

• LPC’s Degree Completion Program does have some unique policies, but transferability is easy, 
since there are very few specific courses or categories.  None of the 75 leveling units is required 
to be at an upper division level. 

• Lastly, if a student transfers to LPC with only institute credits, the transfer units will be placed 
on contingency (meaning they are not posted to the student’s permanent records) until the 
student has 24 units of college level work from an accredited college with a grade of a C or 
higher.  For DCP students, they only need 12 units from an accredited college before the units 
are entered onto their transcript. 
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Developing Articulation Agreements with Colleges 
by Dr. John Brangenberg 
What is an articulation agreement? 
An articulation agreement is an agreement between two schools to accept the credits from the other 
school in transfer in fulfillment of their own degree requirements.   

This can be: 
A.  between two already accredited schools to ensure smooth transfer of students back and forth, or  
B.  between an accredited college and an institute that recognizes the validity and compatibility of 

the college level ministry training provided by the institute and provides predictable patterns of 
transferability of institute coursework toward an accredited degree program.   

Without an articulation agreement in place, a student may be forced to repeat much of his or her institute 
coursework at the college in order to fulfill the degree requirements. 
 
What are the benefits of articulation? 

A. It provide a reliable and predictable means for your students who wish to continue their ministry 
education beyond what your institute offers to transfer their coursework to a degree program.  It 
may also allow students at the college to take advantage of the unique strengths of certain areas 
of training provided at your institute that are not available at their college and be able to apply it 
back toward their degree program. 

B. It provides a standard of accountability and quality control and provides an incentive to continue 
to improve the overall quality of your institute.    

C.  If eventually becoming a degree granting college is part of your school's long-range plan, then it 
provides an excellent way to set your program up well to eventually make that transition. 

 
Develop a clear institutional identity through your mission statement. 

A.  If you haven't done so already, develop a clear and concise mission statement that describes your 
primary purpose for existence as a Bible Institute. 

B.  Break the statement down into its component parts to identify its key components. 
C.  Evaluate everything you do in light of whether it is consistent with your stated mission and 

whether it is making a positive contribution toward the fulfillment of that mission. 
D.  Are you fulfilling all components of your mission, or are you neglecting certain components?  

Are you able to measure whether you are actually achieving your stated mission? 
E.  Make sure that every staff member, faculty member and students knows and understands your 

mission. 
F.  Not only will your mission statement give you a clearer sense of identity and purpose and help 

you to focus your time and priorities as a school, but it will also help the college that you are 
seeking articulation with to have a clearer idea of the nature of your program and why you do 
what you do. 

 
Choosing which colleges to pursue articulation agreements with. 

A.  Denominational ties--This is the most natural and easiest to obtain, since it serves the 
denomination's interests and purposes to facilitate advanced ministry preparation for institute 
graduates.  The ICFG formal institute certification process was designed with transferability to 
Life Pacific in mind. The King's college is also willing to work with ICFG formal institutes and 
develop articulation agreements.  Pacific Rim Bible College, though not yet accredited, does 
grant 2 and 4-year degrees and will also provide articulation agreements for formal institutes. 
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B.  Proximity--Bible colleges that are located nearby (and possibly Christian liberal arts colleges) 
may be willing to work with you, particularly if they see your graduates as a prime pool of 
potential students for their program.  In some cases, they may even be willing to transfer credits 
without a formal articulation agreement, especially if they are very familiar with your school and 
its standards of instruction and operation.  

C.  Planned pathways--Some students already know they want to transfer to a particular school 
after a year or after completing your institute program.  If you are aware of this from the 
beginning, you may be able to facilitate their plans for transfer by requesting an articulation 
ahead of time, and so that the students does not waste any time by taking courses that will not 
transfer. Many schools will be willing to do this, especially if there is promise of more than one 
student heading from your institute to their college as there is considerable time and expense 
involved in evaluation of your institute as the basis for articulation.  Others may be willing to 
evaluate coursework on a course-by-course basis.  They may also give guidance regarding which 
courses will fit into their degree program. Once one of your graduates has proven to be a good 
student and successful in their program, it will open the door even wider for those who follow. 

 
Developing relationships with colleges prior to articulation. 

A.  Get to know the leadership of the college.  Take advantage of meetings like the Foursquare 
Institutes Symposium to meet the leaders of Life Pacific and Kings and other colleges that send 
speakers as partners and resources for the institute symposia.  Visit on campus with the leaders 
of the schools you wish to work with and try to get a feel for the school and if it is a good fit for 
your students and graduates.  They may be an amazing source of mentoring and guidance as you 
build your program.  You are also building trust relationships with the very persons who will 
need to evaluate your program.  If they know and trust you, they are more likely to want to make 
the investment involved in developing an articulation with our institute.  

B.  Invite the leaders of the college to visit your program so they can see the true quality of the 
training that is being provided by your program as well as get a feel for you program and its 
unique strengths.  When possible and desirable, invite some of their faculty to serve as guest 
lecturers or adjunct faculty at your institute.  This will give them an even better idea of the inner 
workings of your program as well as expose your students to faculty from the schools you are 
partnering with for transferability.  In addition, the school can hardly deny transferring a class 
that has been taught by one of their own faculty members.  You may be surprised when they 
send a few students your way as well. 

C. Get a good feel for the flow and requirements of the college's degree programs so that you 
can give better guidance to those students wishing to transfer.  Their admissions office or 
registrar may even be willing to train you, as it ultimately will grow their enrollment.  This will 
also help you to see the unique strengths that your school has to offer in better perspective, which 
will help you to frame your articulation request in the most favorable terms. 

 
Setting up your institute to operate on collegiate standards. (These are built into the Formal Bible 

Institute standards, you just need to be able to document that you are doing them.) 
A. Instructional Standards   

1.  Collegiate textbooks--if unsure, check what accredited schools are using. Don't overdo it 
either, by using graduate textbooks that overwhelm your students. Publishers will also help 
with identifying which books are collegiate, which are popular market texts, and which are 
graduate texts.   

 
 



Legal Requirements and Academic Standards 
 

2.41 

2.  Standard college class length--1 semester hour equals 12.5 contact hours or fifteen 50-minute 
class sessions exclusive of breaks, plus one week of final exams.  

3.  Standard college workload--2 hours homework for every hour in class. 
4.  Adequate pre-college academic preparation as program admission standard. 
5.  Appropriate academic preparation of faculty (or in some limited cases exceptional practical 

experience for professional certification) must be one degree-level above coursework being 
taught.  If the institute or college only offers lower division coursework, a bachelor's degree 
is minimum.  If the school offers upper division coursework, the instructor’s preparation 
must be a master's degree.  Also the academic preparation must be in the same or closely 
related academic discipline to the course being taught. 

6.  Coursework must require college level assignments and examinations (or other form of 
evaluation) appropriate to the course objectives. 

7.  Well prepared course syllabi or course outlines that spell out the course description, 
objectives, and assignments and expectations. 

8.  Adequate learning resources available to support the instructor and students.  If you do not 
have an adequate library on site, do you have library agreements with local colleges that 
provide your faculty and students lending privileges? 

B.  Operational Standards 
1.  Appropriate institutional leadership in place. 
2.  Board of oversight in place. 
3.  Fiscally sound and accountable. 
4.  Operational stability and provision for continuity. 
5.  Truth in advertising. 
6.  Catalog of program requirements and school policies. 

C.  Record Keeping 
1.  Be neat and complete and organized.  Student records should include all admissions 

paperwork, letter of admission, all enrollment transactions including withdrawals and course 
changes, financial transactions records, a program completion progress sheet and course 
grades and application for graduation. 

2.  Student records need to be kept in a fire safe able to withstand 1800 degrees Fahrenheit.  
3.  Electronic records should be printed out and included in student files.  They should also be 

backed up at least weekly with both on-site and off-site storage discs. 
4.  Students records are protected by the FERPA privacy provisions and may only be accessed by 

qualified school staff and by the student upon request. 
4.  Faculty files should include a faculty application, signed faith statement, official academic 

transcripts, resume, instructional contracts, copies of all syllabi, course evaluations by 
students and faculty peer evaluations. 

5.  If the institute ever dissolves, a trustee of the records must be chosen who will keep the 
records and make transcripts available for at least ten years. 

 
Securing qualified faculty. 

A.  Don't overlook apostolic leaders or experienced practitioners just because they do not have 
degrees.  These leaders may be able to teach with an instructor of record or be able to be 
professionally certified in a limited area of instruction, especially if they are a published author 
or recognized expert in their field (just don't overuse this option).  They may also be able to be 
part of a team-taught class or serve as guest instructors in a course. 
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B.  Get to know your best lay leaders, they may have relevant degrees or expertise or even formal 
ministry training. 

C.  When struggling to find instructors for a particular course, be sure to look at all sides of the 
subject box, a lawyer may be qualified to teach ethics or leadership, a social worker may be able 
to teach psychology or pastoral care and counseling skills.  Those with degrees in applied fields 
may be able to teach the theoretical field, such as a nurse teaching biology.  The reverse is also 
true. A medieval historian is well qualified to teach early church history. 

D.  Network with area leaders of like faith and purpose to find qualified instructors from their 
churches as well. 

 
Documenting your adherence to collegiate operational standards. 

A.  List of faculty and qualifications, include both academic and professional qualifications and lay 
them out clearly on a spreadsheet. 

B.  Copies of course schedules from each term you have offered classes. 
C.  Copies of each academic catalog and supplements. 
D.  Copy of your most recent ICFG Formal Bible Institute Certification 
E.  Copies of any licenses or approvals from state and federal agencies such as the State Post-

Secondary Board of Education, or the Veteran's Administration. 
F.  Verification that you have course syllabi, faculty files and student files that are available for 

examination if needed. 
G.  List of administrative staff and board of your school. 
H.  Summary of library holdings by category. 

 
Assembling your articulation package. 

A.  If the college has published guidelines for articulation agreements, then follow their self-study 
directions carefully.  If none are available, the criteria provided by Life Pacific are an excellent 
format for any articulation self-study. 

B.  Be concise, clear and completely honest.  You don't have to have everything perfect.  You do 
need to have plans in place to conform to standards in the areas where you currently fall short.  If 
there is a page number limit, stay within it. 

C.  Be sure to include all requested attachments and documentation with your self-study, including 
an official request for articulation signed by the senior pastor and institute director, and any 
motions passed by your board regarding the articulation. 

D.  Be neat, but not flashy.  You are trying to make it easy for them to evaluate your program, not 
impress them with your graphic finesse. 

 
Continued maintenance of articulation agreements 

A.  Keep the lines of communication open once the articulation agreement is in place. 
B.  Be diligent to continue to uphold the same standards that the articulation was based upon.  Any 

changes must be documented and qualified. 
C.  Send updated catalogs and faculty credentials yearly. 
D.  A follow up self-study may be required every three to five years. 
E.  Coordinate any advertising regarding the articulation agreement with the college to insure that 

you do not improperly communicate the nature and terms of the articulation agreement. 
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Course Outlines or Syllabi 
Each course should have a course outline, also called a syllabus. A course outline defines the contract 
between an instructor and each of his/her students. A course outline should list the name of the 
instructor, the mission statement of the institute/college, a course description, learning outcome 
objectives, textbooks and materials, course requirements and due dates, course policies and ADA policy 
statement, and course schedule or calendar. Sample course outlines are provided on the Resource CD 
and the Life Pacific College Institutes Course Bank www.lifepacific.edu/institute/courses.htm. 
 

It is important that each course outline contain the mission statement of the institute/college. The 
instructor should point out to students the way each course supports and fulfills the mission statement. 
 

Each course description should be directly quoted from the official course descriptions published by the 
institute/college. Instructors are not free to write their own course descriptions. The content for each 
course must be determined by the institute director or academic dean and the administrative committee 
in order to ensure that the content is consistent with the mission of the institute. The Institute Director 
should approve each course outline before the beginning of each teaching period. The course description 
should provide a brief overview of the major content areas of the course. 
 

Course outcome objectives should be developed from the course description. The objectives should state 
what knowledge, attitudes, perceptions, or skills the students are expected to develop during the course. 
Thus, most of the objectives will utilize action verbs.  Most outcome objectives should be both 
observable and measurable, though some will be a bit less measurable, such as “The student will 
develop a greater passion for the Word of God.” This means that the expected learning can be observed 
by the instructor and measured when the student completes some type of evaluation, such as an exam or 
course project or presentation. (I.e.: Has the student demonstrated 90%, 80% or 75% . . .  mastery of the 
subject matter? More or less?) Objectives must be stated in a way that allows the instructor to evaluate 
the effectiveness of the instruction. For example: 
 

Not observable and measurable:  Students will have a greater appreciation of the first five books of the 
Old Testament. 

Observable and measurable: Students will demonstrate an understanding of the concept of redemption 
as developed in the Pentateuch. 

 

Although it is not necessary to include in the course outline the evaluation tools that will be used to 
evaluate each objective, it is very important that each instructor plan specific evaluation processes to 
measure each objective. For example: The correctly written objective above could be evaluated by test 
questions. It could also be evaluated by a written assignment or oral presentation in which the instructor 
could observe and measure the learning that has occurred. 
 

The textbooks and other materials, which will be used in the course, should clearly support the learning 
objectives of the course and should support and supplement classroom instruction. Complete 
bibliographic information should be included on all books: author’s full name with last name first, full 
title and any subtitle, edition (if not first edition), volume number (if it's a multi-volume work), city of 
publication, name of publisher, and year of publication. The bibliographic information for suggested 
supplementary reading materials should also be included. 
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Course requirements should be clearly explained in the course outline. Although instructors may explain 
requirements orally, the syllabus should give students enough information to know what to expect as far 
as scheduling time and arranging resources in order to complete each assignment. When listing the 
requirements, the relative value of each requirement or assignment should be explained. For instance, a 
test may be worth 25% of the total possible points in the course. A paper may be worth 20% of the total. 
 
Course policies should be thoroughly explained. Policies may cover such areas as class attendance, 
penalties for late work or failure to turn in assignments, etc.  Although many institutes have policies that 
cover the same area, it is the instructor's responsibility to include his/her policies in the outline. For 
instance, an institute may require that students attend 80% of all class sessions. However, an instructor 
may also have a policy stating that a grade deduction will be made for each unexcused absence from 
class. The course must thoroughly explain all policies that affect the student’s ability to complete the 
course successfully. 
 

A schedule or calendar should list the dates on which the topics of instruction will be covered. A 
corresponding schedule of reading assignments, to be read prior to each class session, should be also 
included.  A schedule should also list deadlines for major assignments and examination dates. 
Remember that students must be assigned 1.5-2 hours of homework for every hour of class meeting 
time.  
 
Recommended calculations to determine homework hours: 

• Reading:  25–30 pages per hour for standard text; 15–20 pages per hour for college level 

textbooks; 10–15 pages per hour if highly technical.  Bible Reading at 20 pages per hour. 

• Writing:  2 hours per full double-spaced page for a research paper (1 hour of research, 1 hour of 

writing); 1.5 hours per page when pre-writing preparation is needed; 1 hour per page for personal 

opinion/book reports.   

• Tests:  3 hours of study time per 10% of final grade up to 25%.  When one test is valued at 30% 

or more of the final grade, allow 2.5 hours of study time per 10% of final grade. 
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Standards of Conduct 
Institute students and faculty should be aware that they represent the institute in the community and in 
their churches every day, wherever they go.  Therefore, they should always dress and conduct 
themselves in a manner that is befitting professional ministers, and most of all, followers of Christ.  
They are the foundation of the institute’s reputation in the local community, especially in the local 
churches.  They should be encouraged to build the reputation of the institute strong.   
 
Sample Standards of Conduct 
It is the desire of ______________ Institute/College that each student and faculty member hold to the 
high standards of morality as taught in the Old and New Testaments, and as exemplified in the life of 
Christ.  While the Scriptures do not provide specific teaching regarding all social and moral practices, 
they do advocate self-restraint in matters that are harmful or offensive to others in the community.  As a 
result, it is expected that each individual who voluntarily joins the Christian academic community of 
______________ Institute/College will, with God’s help, abide by all of the standards set forth by this 
institution. 
 
The foundational principle for Christian conduct is the Lordship of Christ.  The Scriptures teach that 
though all things are lawful to the Christian, not all things are profitable (1 Cor. 6:12). They also teach 
that no one and no thing should ever be allowed to take the place of Christ as Lord of our lives, even 
temporarily (Rom. 6:14).  Therefore, since all addictions are a form of mastery, committed Christians 
should avoid addictive behavior and substances, so that these do not become lord over their lives. 
 
The Scriptures also teach that mature Christians should be aware of the vulnerabilities of others, and in 
love, choose to limit their own freedom in order to avoid any behavior that may lead others to become 
ensnared or re-ensnared in sinful behavior (1 Cor. 8:9).  Scripture may not prohibit the consumption of 
alcohol, and state law permits consumption by those who are 21 years old or older.  However, according 
to this principle, emerging Christian leaders need to be aware that their consumption may encourage 
others, who are vulnerable because of previous addiction or family history, to consume alcohol.  It is a 
loving response to choose to limit one’s own freedom and to refrain from consuming alcohol, so that 
one’s behavior will not become a stumbling block to others.  No one can be aware of the weaknesses 
that exist in all those who may be observing their behavior as leaders, since many are watching beyond 
the limits of their immediate company. 
 
On some matters of behavior, Scripture has given clear instruction.  It is a clear violation of Scripture to 
drink alcohol to the point of drunkenness, use recreational drugs, or to participate in occult practices.  In 
the case that a member of the community is found to be participating in any of these practices, that 
student will participate in a process of redemptive discipline.   
 
In addition, Scripture has clearly prohibited a variety of sexual practices that compromise God's 
intention for sexual expression in marriage. Premarital sex, adultery, homosexual activity, use of 
pornography, prostitution, and solicitation of sex are in violation of God’s law and the trust of the 
community.  They will be met with a process of redemptive discipline.  
 
All ______________ Institute/College students and faculty are expected to comply with local, state and 
federal laws.  Any student found to be conducting criminal activity on school premises or at school 
activities will be handed over to the local authorities. 
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Representing the Institute or College 
Institute and Bible college students should be aware that they represent the Institute/College out in the 
community and in their churches every day, wherever they go.  Therefore, they should always dress and 
conduct themselves in a manner that is befitting professional ministers, and most of all, followers of 
Christ.  They are the foundation of the school reputation in the local community, especially in the local 
churches.  They should be encouraged to build that reputation strong. 
 

Students who are sent out as official representatives of the Institute/College, either as recruiters, guest 
speakers or ministers, or members of school ensembles, should wear school logo apparel where 
appropriate, and conduct themselves with utmost respectability, sincerity, humility, and a heart to serve 
others.  They are the best representatives and recruiters that a school has.  Everything they do and say 
reflects back on the school.  Please encourage them to represent the school and Jesus Christ well! 
 

Discipline for Violating Behavioral Standards of Conduct 
 

Board of Discipline 
All violations of the ______________ Institute/College standards of conduct will be brought before a 
board of discipline consisting of the Institute Director or College Dean, Dean of Students (if there is one, 
otherwise include an additional faculty member), and at least one additional faculty member.   
 

They will review all pertinent details of the violation and will decide upon a course of redemptive 
discipline.  Redemptive disciplinary measures may include, but are not limited to, counseling, 
reprimand, close mentoring with heightened accountability, public confession and repentance, corrective 
actions, disciplinary probation, disciplinary suspension, and disciplinary expulsion.  
 

Disciplinary Probation 
Students who are found to be in significant violation of the ______________ Institute/College standards 
of conduct may be placed on disciplinary probation for a period of one semester upon recommendation 
of the board of discipline.  Any further violations during the period of probation may result in the 
student being placed on disciplinary suspension.   
 

Disciplinary Suspension 
Students who are found to be in serious violation of the ______________ Institute/College standards of 
conduct may be placed on disciplinary suspension for a period of one semester upon recommendation of 
the board of discipline.  Any further violations following the student’s return to school may result in the 
student being permanently expelled from ______________ Institute/College.  Students who are on 
disciplinary suspension from another college or university may not attend classes at ______________ 
Institute/College during their term of suspension. 
 

Disciplinary Expulsion 
Students who are found to be in extreme violation of the ______________ Institute/College standards of 
conduct, have serious violations of the standards of conduct following a previous disciplinary 
suspension, or participate in criminal activity, may be permanently expelled from ______________ 
Institute/College upon recommendation of the board of discipline.  
 

Appeal 
A student who has been placed on disciplinary suspension or expulsion, yet believes he or she has facts 
unknown to the board of discipline may appeal to be reinstated.  To make an appeal, a student should 
submit a written statement to the Institute Director or Dean of Students including:  
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1. Reasons for the breach of conduct.  
2. Intentions to maintain acceptable conduct, and provisions for regular accountability. 
3. Methods for anticipated success toward this change of conduct.   
 

If the appeal is granted, a student will return under probationary status. 
 
Dress Code 
Some institutes or church-based Bible colleges may find it helpful as part of their standards of conduct 
to establish an institutional dress code.  This is not a requirement, but some schools may find it helpful 
in creating a more professional learning environment.  Be cautious in making this decision, since young 
adults often resent infringements on their personal freedom of expression.  Generally, if students dress 
with modesty and propriety, then a dress code is unnecessary.   
 
If, however, you choose to implement a dress code, make sure that it is implemented across the board in 
cooperation with the sponsoring church.  If church staff and volunteers working in the same building are 
not expected to dress to the same standard, it will be very difficult to enforce the dress code at the 
institute or college.  
 
Sample Dress Code 

Student dress while attending class, studying in the library, hanging out in the student lounge, 
performing work-study duties, attending chapel and other _____________ Institute/College 
functions should be modest and appropriate to the educational environment.  Jeans or slacks and a 
collared shirt are appropriate dress for male students. A modest dress, or skirt, slacks or jeans with a 
nice blouse, are appropriate apparel for female students. _____________ Institute/College T-Shirts 
may also be worn, if they are clean and well pressed.  No other T-shirts, not even Christian T-shirts 
or ones from another ministry may be worn on campus.  School T-shirts and logo wear are available 
from the Institute/College bookstore. Footwear should also be appropriate, such as shoes, sandals or 
athletic shoes.  Rubber slippers are considered inappropriate.  Sunglasses, hats and beanies should 
not be worn indoors, especially in the classroom or chapel. 
 
Clothing worn to school should be clean and pressed, free of holes and visible stains.   
 
Shorts, tank tops, t-shirts (other than _____________ Institute/College t-shirts), modest swimwear, 
and rubber slippers are only appropriate for informal, outdoor school gatherings, and not for the 
classroom, library or chapel.  
 
With regard to modesty, the biblical standard of living above reproach, and the command to not be a 
stumbling block to other Christians, female students should refrain from wearing thin strapped or 
bare-midriff tops, short skirts, or low-rise jeans.  Male students should wear their pants high enough 
to conceal their undergarments and not wear skin-tight shirts or pants.   
 
Students who consistently violate the dress code after repeated warning may be subject to 
redemptive discipline. 
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Institutional Assessment and Excellence 
One of the best ways to keep improving the operational excellence of your Institute or Bible College is 
to regularly engage in the process of institutional assessment.   
 
Debriefing Events 
In the early phases of institute growth, this may be something as simple as debriefing each event 
(especially the first time an event is held, whether it is registration, a weekly chapel, a party, or 
graduation, etc.) at the following staff meeting and asking:  

• How did it go overall?   

• What were the strongest points of the event?  What were the weakest? 

• Who were the key players?  Did they do what they were assigned to do? 

• Did we plan adequately?   

• Did we make the best use of the (people, physical, and financial) resources we had available?   

• How could we improve upon what we did next time? 
 
Semester Course Evaluations 
At the end of each semester, course evaluations should be made by the students to assess the 
effectiveness of the course as well as to help the instructor to continue to grow the quality of the course 
and his instructional methods. (Do not do this the same week as final exams, because student stress may 
skew the results.)  The evaluation forms should be confidential so that students are comfortable being 
honest about the quality of instruction they are receiving without fearing reprisal from the instructor or 
being tempted to butter-up the instructor before grades are determined. A staff member should tally the 
results for each course as well as type out all written responses onto an evaluation summary that 
includes average scores and range of scores for each objective question and the compiled results from 
the written comments.  A copy of the results should go to the instructor, to the Director or Dean, and one 
should be placed in the faculty member’s faculty file.  It is also helpful to keep a copy of all evaluations 
grouped by term, and grouped by course title each time the course is offered.  This provides a broader 
perspective that can be used in academic assessment.  The Director or Dean should take time to review 
the evaluations with the instructors, make any suggestions for improvement, encourage them if a 
particular required course always gets lower scores, and have them sign and date the copy for their 
faculty file. 
 
A good mix of objective questions and questions requiring a written response, as well as room for 
comments, will make for a more balanced evaluation.  Each institute or college will want to design their 
own evaluation so that they are evaluating the things that they have identified as most important for their 
location in their mission statement and core values.  Be sure to include questions regarding: course 
content, effectiveness of delivery methods, student satisfaction level, use of library, whether the course 
content matched the course description, effectiveness of syllabus and whether it was followed, 
classroom setting (lighting, comfort, air temperature, noise level), whether the student feels like the 
course helped fulfill the school mission, whether they feel it prepared them well for ministry and how it 
did so, adequate access to resources, quality and appropriateness of textbook, quality and fairness of 
exams, and appropriateness and effectiveness of other learning assignments in the class (such as term 
papers, book reviews, fieldwork projects, or class presentations). Sample Evaluation found on p.4.56-59. 

 
Administering the Semester Evaluations:  During the 12th and 13th weeks of each semester, class 
evaluations should be conducted in each of the classes. The Director or Dean should try to get out to as 
many of the classes personally as possible.  This will allow him/her to keep a hand on the pulse of the  
 



Legal Requirements and Academic Standards 
 

2.49 

whole school as well as get to know the students better.  If the Director or Dean doesn’t conduct the 
evaluations, there is a lot of information that will never be written down by the students and the staff and 
faculty will be left in the dark for lack of adequate feedback.  You do not want to wait until problems are 
full blown to discover problems that are arising.  This is also a great forum to try out new ideas on the 
students and make announcements about upcoming events. Ask students to be honest in their 
evaluations and to be as specific as possible as they fill out their evaluations.  Be sure to encourage 
comments and suggestions for improvement.  Assure them that the instructor will only see a computer 
summary and not their original comments or evaluations.  If the Dean or Director is teaching a particular 
course, have a student collect the evaluations, seal them in an envelope, and return the evaluations to the 
school office. 

 

Peer Classroom Observation and Evaluation––It is also helpful, whenever possible, to have 
instructors sit in on each other’s classes once per year and give feedback on what they observed, as well 
as any suggestions for how to improve their instructional skills.  Full-time faculty members, if available, 
are the best persons to do this, but if none are available, other part-time faculty could be recruited to 
each sit in on one class of another instructor.  Only one peer evaluation needs to be performed on each 
instructor per year, unless they are brand new, then one per term might be helpful.  Others can request 
additional visits if they are having a particular challenge with a class and need input to overcome the 
challenge.   
 

The form should include, the instructor’s name, course title, date of observation, name of faculty 
observer, a place for notes, a place for feedback on instructional style and any unusual physical habits, a 
place for comment on use of teaching aids, a place for comment on organization of material and 
presentation, a place for comments on classroom control and management, a place for comment about 
student involvement, a place for comment on content and how it was tied in to ministry application, and 
a place for commendations and suggestions for improvement. A copy of the results should go to the 
instructor, to the Director or Dean, and one should be placed in the faculty member’s faculty file. The 
Director or Dean should take time to review the evaluations with the instructors, make any suggestions 
for improvement, and have them sign and date the copy for their faculty file.  A sample form is located 
on pages 4.70-71. 
 

Evaluating and Improving Staff Performance 
Staff Evaluations–– for accountability and continued growth and improvement, the Director or Dean 
should evaluate all institute/college staff every six months.  Though the primary purpose of such an 
evaluation is to continue to improve the level of operational excellence of the institute, if any employee 
is consistently not performing up to the level of expectation, unable to fulfill the job description, or 
violating school policies, this evaluation will also serve as a paper trail for terminating the employee 
with cause.  On the positive side, a positive evaluation not only serves as an excellent form of 
encouragement to a good employee, but also can be used to justify a well-deserved raise for the 
employee when preparing the annual budget.   
 
Items to include in the evaluation are: the employee’s name, job title, date of evaluation, name of Dean 
or Director completing the evaluation, a place for notes, a place for feedback on overall job 
performance, a place for comment on use of time, a place for comment on organizational skills, a place 
for comments on employee initiative and diligence, a place for comment about quality and attitude of 
service rendered to students, a place for comments on how well the employee works with other staff, a 
place for comment on personal professional appearance and workspace cleanliness and organization, 
and a place for commendations and suggestions for improvement. A copy of the results should go to the  
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employee, to the Director or Dean, and one should be placed in the employee’s file. For maximum 
impact, the Director or Dean should take time to review the evaluations with the staff members, make 
any suggestions for improvement, and have them sign and date the copy for their file.  
Sample form on pages 4.76-78. 
 
Administrator Evaluation––for accountability and continued growth and improvement, the institute or 
college staff should evaluate the Institute Director or College Dean and President every year.  Though 
the primary purpose of such an evaluation is to continue to improve the level of operational excellence 
of the institute, if a Director or Dean is consistently not performing up to the level of expectation, unable 
to fulfill the job description, or violating school policies, this evaluation will also serve as a paper trail 
for terminating the employee with cause.  On the positive side, a positive evaluation not only serves as 
an excellent form of encouragement to a good leader, but also can be used to justify a well-deserved 
raise for the leader when preparing the annual budget.   
 
Items to include in the evaluation are: the Director or Dean’s name, job title, date of evaluation, (the 
employees filling out the evaluation should remain anonymous if possible), a place for notes, a place for 
comments on overall administrative effectiveness, a place for comment on use of time, a place for 
comment on organizational skills, a place for comments on administrative initiative and diligence, a 
place for comment about quality and attitude of service rendered to students and staff, a place for 
comments on how well the administrator leads and works with other staff, a place for comment on 
personal professional appearance and workspace cleanliness and organization, and a place for 
commendations and suggestions for improvement. A copy of the results should go to the Director’s 
supervisor or the Sponsoring Pastor of the Institute, to the Director or Dean and President, and one 
should be placed in the Director’s employee file. For maximum impact, the Supervisor should take time 
to review the evaluations with the Director or Dean, make any suggestions for improvement, and have 
him or her sign and date the copy for their file.  Sample form on pages 4.79-82. 
 
Getting the Big Picture and Looking Ahead 
Once a year, it is good to have the whole team, faculty, staff, administration and board, get away on 
retreat and take a day or two to look at the big picture.   
 

• What were the high points of the year that just ended? 

• What were the greatest challenges? 

• How has the school grown over the past year?  If it did not grow, Why not? 

• How is the budget doing?  Do there need to be any major adjustments for the next year?  Any 
major projects that need to be done in the next year? 

• What do we want to see happen over the next year?  Over the next five years? Set goals! 

• What will it take to accomplish those goals? 

• Revisit the school mission, core values, and vision statement.  Do there need to be any additions 
or fine-tuning made?   

• Are we living out our mission and core values? 

• Are we moving into our vision? 
 

The results of the retreat discussion should be written down and well published to all the members of the 
faculty, staff, administration and board.  It should be reviewed quarterly to look at progress toward goals 
and to make any adjustments that need to be made. 
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Formal Assessment and Institutional Effectiveness 
As the school matures and gets past the first few years of operation, particularly if it is moving toward 
becoming a Church-Based Bible College and seeking accreditation, it will need to transition into a more 
structured and deliberate program of institution-wide assessment, complete with an assessment plan and 
an assessment budget.  This will take a significant investment of time and resources, but it will 
significantly increase the efficiency of the school’s efforts at continued institutional growth and 
effectiveness.  The following is a brief summary of the formal assessment process from the Association 
for Biblical Higher education. 
 
DEFINITION OF ASSESSMENT 

Assessment is the systematic collection, review, and use of information about educational programs 
undertaken for the purpose of improving student learning and development. 

 
PURPOSE OF ASSESSMENT 

The overriding purpose of assessment is to understand how educational programs are working and 
to determine whether they are contributing to student growth and development. 

 
ASSESSMENT ESSENTIALS 

• Agree on Mission, Goals, and Learning Objectives 

• Design and Implement a Thoughtful Approach to Assessment 

• Involve Individuals from On and Off Campus 

• Select or Design and Implement Data Collection Approaches 
Direct and Indirect Approaches 
Quantitative and Qualitative Approaches 

• Examine, Share, and Act on Assessment Findings 

• Regularly Re-Examine the Assessment Process 
 
ACADEMIC AND SPIRITUAL FORMATION: HOW DO WE MEASURE IT? 
OUR MANDATE: 

• ACCOUNTABILITY-Our obligation to deliver what we claim we are offering to our students, 
our stakeholders, and the public. 

• STEWARDSHIP-Our challenge to be as effective as humanly possible while being as efficient 
with resources as wisdom would dictate. 

 
ACADEMIC FORMATION 

• Think Institutional and Academic Divisions 

• Biblical/Theological Studies, General Studies, Professional Studies 

• Student Services, Campus Services 

• Think Learning Domains 

• Cognitive 

• Affective 

• Psycho-Motor/Skills 

• Values 
 
SPIRITUAL FORMATION 

• Think Sanctification/Spiritual Growth 

• Think Life Skills 
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• Think Relational Skills 

• Think Ministry/Leadership Skills 
 
PURPOSES FOR MEASUREMENTS 

• To determine change in student’s knowledge, emotions, values, skills, relationships 

• To measure student “minimums” in knowledge and competence or measure “range” 

• To gain perspective on effectiveness and efficiency of the organization 
 

PURPOSES FOR INSTITUTIONAL EFFECTIVENESS 

• Assuring the quality of life-change in student outcomes (academic, spiritual, relational) 

• Advancing the quality of biblical/Christian higher education 

• Assessing patterns of evidence for peers to evaluate relative to accreditation 
 
MEASUREMENT REQUIREMENTS 

• A measurement should be valid & reliable internally and externally 

• A measurement should be systematically and regularly collected 

• A measurement should be collected and used with integrity & without bias 

• Replication of measurement produces a pattern of evidence & increased confidence in the data 
 
TYPES OF RESEARCH 

1. QUANTITATIVE 
2. QUALITATIVE 

 
SOURCES-QUANTITATIVE MEASUREMENTS 

• Surveys     Campus Data Base 

• Government Statistics Norm Referenced Tests 

• Criterion Referenced Tests Satisfaction Inventories 

• Accreditation Normative Data 
 
SOURCES-QUALITATIVE MEASUREMENTS 

• Portfolio Samples Interviews 

• Focus Groups Performances 

• Policy Document Review Essays/Writing Samples 
 
SEQUENCING THE ASSESSMENT PROGRAM 

Step 1: Establishing Clear Cut Outcomes 

Step 2: Designing the Assessment Process 

Step 3: Collecting the Data 

Step 4: Analyzing the Data 

Step 5: Articulating the Conclusions & Recommendations 

Step 6: Using the Feedback Process for Change/Implementation 

Step 7: Auditing the Assessment Process  
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PRINCIPLES OF ASSESSMENT 

• Institution wide collaboration is essential 

• Multiple instruments/mixed methods balance perspective 

• Multiple evaluators increase validity 

• Focus on Change/Improvement-not Assessment 

• Keep the program as simple as possible 

• Work with your institutional resources 

• Clearly define your outcomes 

• Learn the language of assessment  

• Don’t be afraid to change your plan if it is not working 

• Assessment efforts must be rewarded 

• Clearly communicate results to multiple audiences 

• Link results to strategic planning for the institution 

• If no change occurs, assessment will die due to apathy 

• Assessment is part of the institutional culture-not an “add-on” 
 
ABHE STANDARD #2 
ASSESSMENT & PLANNING 

The institution demonstrates that it is accomplishing and can continue to accomplish its mission, 
goals and program objectives and improve performance through a regular and comprehensive 
system of assessment and planning. 

 
ABHE STANDARD #12 
ASSESSMENT OF STUDENT LEARNING AND DEVELOPMENT 

As indicated in Standard 2, an institution has an overall plan to assess its effectiveness in achieving 
its mission.  Central to this plan is the systematic and specific assessment of student learning and 
development through a strategy that measures the student’s knowledge, skills, and competencies 
against institutional and programmatic goals. 

 
ASSESSMENT DOCUMENT TEMPLATE 

• Introduction 

• Body-Part # 1-Institutional Effectiveness 

• Body-Part # 2-Educational Effectiveness 

• Conclusion 
 
INTRODUCTION 

• Brief History & Mission of Institution 

• Institutional Goals & Program Objectives 

• Process of Developing & Doing Assessment 

• Participants 
 
BODY-PART I: INSTITUTIONAL EFFECTIVENESS 

• Administrative Units 

• Educational Units 

• Compare actual results against expected results 
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BODY-PART II:  EDUCATIONAL EFFECTIVENESS 

• Learning that will cut across the curriculum 

• Learning that is relative to a specific program 

• Intentions to be assessed-Identify 

• Acceptable level of performance 

• Means of Measurement 

• Results compared with expectations 
 
CONCLUSION 

• Summarize findings/issues that have been identified and show how they will be addressed in the 
planning process 

• Remember, assessment is a dynamic, cyclical process. 
 
Used by permission from the Association for Biblical Higher Education.   www.abhe.org 
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Strategic Planning and Institutional Improvement 
As an Institute or Bible College matures past its first few years of operation and all of the foundations of 
daily operations are fully in place, it is important to begin to plan ahead to set the course of the direction 
that the school will take into the future.  If the school is to continue to grow in effectiveness in 
accomplishing its mission, and if the school is going to continue to make an impact, it will be necessary 
to make plans for the future and then implement those plans systematically.  This process is called 
Strategic Planning.  For those schools engaged in the process of seeking accreditation with ABHE or 
TRACS, strategic planning is a mandatory component of the process. 
 
The following is a brief summary of the strategic planning process from the Association for Biblical 
Higher education. Used by permission from the Association for Biblical Higher Education.  
 
INSTITUTIONAL IMPROVEMENT 

• STRATEGIC PLANNING 

• (QUALITY ADVANCEMENT) 
 
WHAT IS STRATEGIC PLANNING? 

• “Planning is deciding in advance what should be done, why it should be done, where it should 
be done, when it should be done, who should do it, and how it should be done.”   
John W. Alexander, Managing Your Work 
 

• Planning includes all the activities that lead to the definition of objectives and to the 
determination of appropriate courses of action to achieve these objectives. 

 
THREE QUALITES CENTRAL TO LEADERSHIP” 

• Who will lead us? 

• How will we be led? 

• Where will we be led? 
 
 From Guy Saffold, Strategic Planning for Christian Organizations 
 
DEFINITIONS OF STRATEGIC PLANNING: 

• “It is the process that an organization goes through to formulate, implement, and evaluate what 
they (organizations) want to be.” 

 

• “Strategic planning is the process of developing and maintaining a strategic fit between an 
organization and its changing environment.”  W. Johns, Strategic Planning 

 
WHY ENGAGE IN STRATEGIC PLANNING? 

• Common Sense Strategically Critical 

• Clarifies Direction Motivates People 

• Defines New Resources Assures Order/Teamwork 

• Promotes Urgency/Timely Promotes Success 
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ROADBLOCKS TO EFFECTIVE PLANNING: 

• Lack of shared vision Unrealistic goals/plans 

• Poor communication Not including people in the process 

• Inadequate sense of urgency Role confusion 

• Poor assessment of internal & external environments 
 
WHO SHOULD BE INVOLVED IN STRATEGIC PLANNING? 

• Key stakeholders:  board, administration, faculty, staff, students, alumni, community 

• Planning Task Force or Committee 

• CEO must assume a vital leadership role 

• Planning must be overseen by an effective policy-making body, person or board that has the 
power to make decisions. 

 
CONSIDERATIONS IN SELECTING A PLANNING COMMITTEE: 

• Who should be involved? 

• Who needs to be involved? 

• Who wants to be involved? 

• Which individuals have the ability to think in broad, long-range terms? 
 
IMPLICATIONS FOR INSTITUTIONAL LEADERS: 

• The leadership must sincerely want the planning process to make a difference 

• The leadership must be willing to permit and participate in open discussion on sensitive and 
sometimes controversial subjects 

• There must be a plan for responding to the recommendations produced by the planning team 

• Someone must be the champion for planning process 
 
ESTABLISHMENT/REVIEW OF MISSION STATEMENT 

• “The mission statement describes the broad fundamental purpose for the organization’s 
existence, the ultimate result it hopes to accomplish.  It reflects a mindset, philosophy, common 
tie that binds the organization together.”  Guy Saffold 

• “The mission statement should be operational.”  Peter Drucker 
 
IDENTIFICATION OF CORE VALUES 

• What are the core values that are foundational to your institution? 

• They should be reflected in the mission statement but also grow out of your mission statement. 

• They should be agreed upon by all key stakeholders. 
 
WRITING A VISION STATEMENT: 

• Vivid Challenging 

• Worthwhile Distinctive Values 

• Mission-Centered 
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FALSE IDEAS ABOUT VISION: 

• Vision is not a big idea Vision is not limited by today 

• Vision is not doing something new Vision is not one person’s dream 

• Vision is not an attempt to predict the future 
 
ASSESSMENT REVISITED: 

• “Assessment is a process of gathering information to meet a variety of educational and 
institutional needs.” 

 

• “It refers to a process of collecting and organizing information or data in ways that make it 
possible for people (administration, faculty, staff, students) to judge or evaluate.” 

 
ASSESSMENT OF INSTITUTIONAL EFFECTIVENESS (SWOT) 

• INTERNAL ENVIRONMENT 
o Strengths-resource advantages  
o Weaknesses-resource limitations 

• EXTERNAL ENVIRONMENT 
o Opportunities-favorable circumstances, prospects 
o Threats-potential for adverse or harmful events 

 
HELPFUL QUESTIONS IN SUMMARIZING SWOT ANALYSIS 

• What is the organization’s likely future? 

• Is the organization fulfilling its mission effectively and progressing toward its preferred future? 

• What major opportunities exist for future success? 

• Can the organization defend against the threats that endanger it? 
 
IDENTIFICATON OF STRATEGIC ISSUES (PRIORITIES) 

• Identification of issues that are most important or that demand the most attention-PRIORITIES! 

• These priorities must be consistent with the mission and core value of the institution. 

• These priorities must reflect a broad range of input. 
 
SELECTION OF A STRETEGY (GOALS, RECOMMENDATIONS) 

• Develop strategies to respond to the critical issues that have been identified 

• The strategies need to be quite specific reflecting resources that are needed (fiscal, human, 
equipment) 

• Worksheet-Goal, Person/Department Responsible, Date/Deadline, Resources Needed 
 
IMPLEMENTATION OF STRATEGY (ACTION PLAN) 

• Structure Resources 

• Information & Decision-Making Staffing & Leadership 

• Timelines 
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MONITOR & REVIEW RESULTS (ADJUSTMENTS) 
Four Conditions for Effective Results Management: 
1. Measurement of Results 2.  Management Reporting 
3.  Corrective Action 4.  Personal Accountability 
 
FOUR COMPONENTS TO A PLANNING DOCUMENT: 
1. Introduction 
2. Section on detailed planning for the immediate year ahead 
3. Section on future planning covering a minimum of at least four additional years 
4. Conclusion 
 
INTRODUCTION 

• Institution’s history, mission and goals 

• Outline of planning process 

• Identification of participants 

• Vision statement and key issues 

• SWOT Analysis-key issues 

• Identification of key issues growing out assessment and accreditation process 
 
SHORT-TERM PLANNING (ONE YEAR) 

• Goals/Action Steps 

• Resources Required 

• Person Responsible 

• Deadline 

• Anticipated Result 

• The amount of detail will be much greater with a one-year plan 

• Plans can be structured around key administration areas 
 
LONG-TERM PLANNING (TWO TO FIVE YEARS) 

• Goals/Action Steps 

• Resources Required 

• Person Responsible 

• Deadline 

• Anticipated Result 

• The amount of detail will be reduced with more extended time projections 

• Plans can be structured around key administration areas 
 
CONCLUSION 

• An evaluation of the success of the planning process 

• A process for renewing the planning cycle 

• The plan should be extended to include a new five-year cycle as an annual cycle comes to 
conclusion 
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The ABCs of Accreditation 
by Dr. Terry Samples 
 
What is Accreditation? 
“A voluntary process involving an association of schools and/or colleges to encourage high standards of 
education.  Accreditation indicates that the Commission judges that the institution, in a manner 
consistent with Commission standards, offers its students on a satisfactory level the education 
opportunities implied in its objectives and is likely to continue do so.” 
(WASC Handbook on Accreditation, 2001) 

 
Accrediting Agencies 
Accrediting agencies are required to achieve “recognition” form the United States 
Department of Education (USDE), and a non-governmental umbrella agency –currently, the Council for 
Higher Education Accreditation (CHEA) 
 
Accreditation in the U.S. is voluntary and peer based, as opposed to a governmental function as in most 
countries. 
 
CHEA The Council for Higher Education Accreditation 
CHEA recognition scrutinizes the quality of accrediting organizations by means of standards.  
Accreditors are required to: 

• Advance academic quality 

• Demonstrate accountability 

• Encourage needed change and improvement 

• Demonstrate fair decision-making processes 

• Reassess accreditation practices regularly 
 (CHEA Almanac 2003) 

 
The Accountability Structure 
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Bible College/Seminary Accrediting Associations 
Professional Associations (Professional associations may accredit the entire college or programs in a 
specific academic discipline) 

• Association of Biblical Higher Education (ABHE) 

• Transnational Association of Christian Colleges and Schools (TRACS) 

• The Association of Theological Schools (ATS) 
 
Regional Associations (Regional associations accredit the entire institution.) 

• Western Association of Schools and Colleges (WASC includes California and Hawaii) 

• New England Association of Schools and Colleges 

• Middle States Association of Colleges and Schools 

• Southern Association of Colleges and Schools 

• North Central Association of Colleges and Schools 

• Northwest Commission on Colleges and Universities  
 
The Association 

• Operated by member colleges, through an elected board of directors (commissioners) 

• Administered by an executive director 

• Accreditation decisions are made by the “Commission on Accreditation” (COA), the entity 
charged with the authority and responsibility to make accreditation decisions. 

 
Why be Accredited? 

• Quality Control and Improvement 

• Transferability of Work 

• Value of Degree 

• Federal Financial Aid 

• Peer Networking 

• Resources 

• May give exemption from other regulatory bodies 
 
How does Accreditation Work? 
Each Association has a set of standards that are either Prescriptive or Descriptive 
Examples: 
Descriptive – WASC 3.1 “The institution employs personnel sufficient in number and professional 
qualifications to maintain its operations and to support its academic programs, consistent with its 
institutional and educational objectives.” 
Prescriptive – ABHE 9.3 “Undergraduate faculty who have earned a minimum of a masters degree and 
are teaching in their area of expertise.” 
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Accreditations Movement to Outcomes Based Assessment 

 

 
 
The Accreditation Processes 
1.   An institution completes a “self-study” which assesses the extent to which the institution is 

achieving its mission and is in compliance with the standards. 
2.  A team of peers from peer institutions examines the self-study and comes to the campus to evaluate 

the self-study and the institution 
3.  The team makes suggestions and recommendations to the institution for improvement, and 
4.  The team recommends to the Commission of the Association acceptance, continuance or denial of 

accreditation. 
 

Accreditation Stages 
Accreditation is a three-stage process: 
Applicant status - a four-year pre-membership status granted to institutions that substantially meet the 
Conditions of Eligibility during which they develop a self-study and planning documents. 
Candidate status - A four-year pre-accredited status granted to applicant institutions which demonstrate 
potential for membership during which they develop a self-study and planning document. 
Accredited status - a status granted to candidate institutions which meet the COA Standards and give 
evidence of continued progress toward excellence. 
(This is ABHE’s approach, others may differ slightly.) 
 

Minimum Criteria for ABHE Application: 
50 plus students 
70% plus qualified faculty 
5,000 plus volumes in library 
$100,000 plus in budget 
 

The Burden of Accreditation 
Cost in Resources – Time, Personnel and Money 

• Hidden financial cost of accreditation is not directly to the Associations but in meeting the 
standards 

• Hidden personnel time cost is in on-going assessment 
Burden of standards may limit the mission and function of the institution. 
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Association for Biblical Higher Education Affiliate Membership 
Benefits of Affiliate Status with ABHE 
The primary focus of the Association for Biblical Higher Education is accreditation, but non-member 
institutions may also relate to the Association through an Affiliate Status. This affords affiliate 
institutions the opportunity to take advantage of many of the programs and services that the Association 
provides without becoming an accredited member. Affiliation with the Association is not to be confused 
with accreditation.  
 
Benefits for Affiliate Institutions: 

• Inclusion on Association web page and in the Association Directory in the "Affiliate Institutions" 
category 

• Use of faculty/staff referral service on the Association web page 

• Copies of the Association Newsletter distributed to the president's office  

• Access to selected reports, briefs, survey results, and comparative data 

• Updates on government, legal and cultural issues that impact faith-based education  

• Invitations to the Annual Meeting at a reduced affiliate registration rate 

• Invitations to Association-sponsored leadership (professional) development programs  

• Opportunities to purchase Association publications at a reduced affiliate rate 

• Opportunities for interaction and networking with individuals and institutions that have similar 
values and commitments 

• Access to the consultative services of the ABHE professional staff 

• Opportunities to observe the process and potentially work toward accreditation in the future 
 
Criteria/Conditions of Eligibility for Affiliate Status 

• Agreement (Board approved) with the ABHE Tenets of Faith 

• Evidence that the institution is operating legally within the parameters of the particular 
province/state relative to faith-based post-secondary institutions 

• Recognition/registration as a non-profit organization or sponsorship by a non-profit organization 
(Le. church, mission) 

• Presence of a publicly stated/board approved mission statement that has a biblical/ministry 
formation focus 

• Commitment to offer education at a post-secondary level 

• Minimum of a two-year history with an identifiable board, administration, faculty, and student 
body 

• A letter of reference from an administrator/faculty member of an ABHE member institution or 
from an ABHE professional staff person 

• Commitment to accurate disclosure of ABHE status (an affiliate institution must not portray 
itself as an accredited member of ABHE when speaking or writing on this matter, but rather to 
refer to itself as an "affiliate" or an "affiliated institution" of ABHE) 

• Submission of annual affiliate dues of $500 annually 
 
An application for Affiliate Status with ABHE may be found on p. 4.123-27. 
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Successfully Making the Transition from Formal Bible Institute 
to Bible College to ABHE Accreditation 
by Dr. John Brangenberg 
 

The benefits of accreditation with ABHE are excellent: 
1) National Recognition and Validation of Institutional Quality and Substance  

The Association for Biblical Higher Education is recognized as a national accrediting agency by 
the Council for Higher Education Accreditation (CHEA), the successor of the Council on 
Postsecondary Education (COPA), and subsequently the Commission on Recognition of 
Postsecondary Accreditation (CORPA).   

2) Ease of transfer of credit from your institution to another institution of Higher education in 
the United States or Canada. 

3) Federal Recognition and Benefits (especially Federal financial aid) 
ABHE is also listed by the United States Department of Education as a recognized agency for 
biblical higher education. This recognition extends as well to ABHE candidate institutions. The 
Association’s member institutions are recognized by the Department of Justice (qualifying a 
school to admit international students), the Veteran’s Administration (qualifying for GI Bill 
benefits), and other relevant federal agencies in the United States (including qualification for 
Federal financial aid programs such as Pell Grants, Stafford Loans, the Hope Scholarship and 
the Lifelong Learning Tax Credit). There is no federal department for education in Canada. 

4) Global Recognition as a Quality Christian Institution of Higher Learning  
Finally, ABHE is recognized by the International Council for Evangelical Theological 
Education, the theological education affiliate of the World Evangelical Alliance. The Council is 
a global community sponsored by eight continental/regional associations of theological schools. 
 

Though the benefits of accreditation are great, so is the cost in both time and money.  A school 
must have significant financial resources to achieve these standards and there is great demand 
upon the time of the staff in order to go through the assessment and planning process as well as 
the self-study.   A 2-year school must plan on having at least $400,000 per year budget to meet and 
sustain ABHE standards, and a four-year school needs at least $700,000 per year budget to meet 
and sustain ABHE Standards.  If there is not sufficient and steady funding and a staff large 
enough to complete the necessary assessment, planning and self-study processes, it is unwise to 
pursue accreditation.  If there are insufficient monetary and personnel resources, the process of 
accreditation may actually cause the school to lose momentum and even close, instead of improve 
the quality of the school. 
 

The following section is designed to break the process down into its component parts and provide a 
reasonable timeline for implementing the programs and processes necessary to begin the accreditation 
process with ABHE. 
 

ABHE and most other accreditation agencies require that a school be continuously in operation for at 
least five years and have graduated at least one graduating class in its primary degree program before 
beginning the application process for accreditation.  If you follow the steps below, everything will be in 
place to achieve Applicant Status when you have finished the five-year stability requirement.   
 

If your institute is already certified as a Formal Bible Institute, then some of these processes and 
programs will already be in place. Even if your institute does not desire to become a college or seek 
accreditation, you can improve the quality of your program by following many of the steps below. 
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YEAR ONE 

• Develop a clear, concise, measurable and achievable mission statement for your school that 
is appropriate for a biblical higher education institution.  This will help your school develop a 
clear sense of identity and purpose.  

• In addition to your mission statement, develop a set of core values and institutional goals.  
This will give you a clearer sense of direction, as well as define what knowledge, skills, and 
character traits you desire your graduates to possess when they have completed their program of 
study at your school.  

• Develop a system of complete academic record files for each student—Application for 
admission, references, transcripts, semester registrations, financial records, semester grade 
reports, degree plans, disciplinary records, and application for graduation. 

• Develop complete files on each faculty and staff member--Teaching or job application, 
resume, transcripts, semester or annual contracts, syllabi, course evaluations, and any awards or 
disciplinary actions. 

• Also develop files of syllabi and course evaluations for each class taught and each semester 
classes are offered. 

• Develop a simple institute catalog and academic calendar, with all academic policies and 
programs and course listings.  

• Develop a basic operational budget.   

• Begin to develop a solid college-level academic library that supports the courses and 
programs offered at your school and set in place a plan for annual library growth. 

• Develop an emergency preparedness plan and annual safety and security disclosure. 

• Engage in regular self-evaluation and assessment activities to evaluate everything that you do 
as a school, academics, student services, operations, and governance.  This can be done on a 
small scale--event by event or with classes term by term.  This will help you gauge how well you 
are accomplishing your mission, goals, vision and core values. 

• But at least once a year you should take time to assess and evaluate the big picture too.  How 
well are you accomplishing your mission, goals, vision and purpose?  What can you do better 
next time?  What are you already doing well?  Is there room for improvement?  What are your 
greatest strengths and weaknesses?  How can you maximize the effect of your strengths and 
overcome your weaknesses?  Take time to update your goals and vision in light of any changes 
in leadership or any new opportunities or challenges that may have developed over the last year. 
 

YEAR TWO 
Continue all of the above activities and: 

• Develop an appropriate Board of Directors/Trustees to provide oversight and direction to the 
school.  Include pastors, college educators, business people and civic leaders, and at least one 
lawyer and one accountant. 

• Develop a full college catalog and academic calendar, with all academic policies and degree 
programs and course listings.  Be sure to consult with ABHE policies when establishing 
minimum degree requirements in each subject area, so that you do not have to make changes to 
your program later.  Develop a committee to review the policies and catalog contents annually. 

• Develop a detailed operational budget.  Develop a solid system of financial support to 
underwrite the budget requirements that includes tuition and fees, grants from the sponsoring 
churches, special offerings, fund-raisers, and private and corporate donations. 

• Be sure to develop basic student services, like counseling and job placement, and student life 
activities, like chapel, student ministry program, mentoring program and social events. 
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• Develop a clear sense of institutional space, as much as possible, and a clear sense of school 
identity and community. 

• Prior to beginning the accreditation process you can already apply for approval from the state 
post-secondary approving agency for veteran's benefits (GI Bill) after you have been 
functioning for at least 2 years. 
 

YEAR THREE 
Continue all of the above activities and: 

• Constitute as a higher-education non-profit corporation in your state.  Ask permission from 
Foursquare first, due to our polity, but constituting as an educational non-profit is a must, since 
churches cannot award degrees, only schools can.  Do not take this step until you have the 
financial resources and stability to do so, since it will put a significant stress on the school and its 
staff.  Do not constitute without support from the Foursquare District Supervisor. 

• Get approval from the appropriate licensing authority in your state to award post-
secondary degrees.  In most states this is the State Post-Secondary Board of Education.  In some 
cases you will you will need to apply for a religious exemption. 

• Develop a solid college-level academic library that supports the courses and programs 
offered at your school and set in place a plan for annual library growth.  Be sure to catalog 
the books carefully under the leadership or guidance of a trained librarian.  Also be sure to track 
actual library usage, such as number of books checked out per month and reference consultations 
each month. 

• Apply for status as a Federally recognized non-profit corporation--501 (c) (3) status.  You 
will need a lawyer and an accountant familiar with non-profit law to help with this process. 

• Apply for Affiliate Status with ABHE if desired.  Make sure your application is in by October 
31 for consideration at the Annual ABHE meeting in February in Orlando.  (A list of benefits of 
affiliate status as well as the Application form and instructions are on pp. 4.101-105) 

Benefits of Affiliate Status with ABHE 
1. Inclusion on Association web page and in the Association Directory in the "Affiliate 

Institutions" category. 
2. Use of faculty/staff referral service on the Association web page. 
3. Copies of the Association Newsletter distributed to the president's office Access to 

selected reports, briefs, survey results, and comparative data. 
4. Updates on government, legal and cultural issues that impact faith-based education.  
5. Invitations to the Annual Meeting at a reduced affiliate registration rate. 
6. Invitations to Association-sponsored leadership (professional) development programs. 
7. Opportunities to purchase Association publications at a reduced affiliate rate. 
8. Opportunities for interaction and networking with individuals and institutions that have 

similar values and commitments. 
9. Access to the consultative services of the ABHE professional staff. 

• Graduate first class of Associate degree graduates. 
 

YEAR FOUR 
Continue all of the above activities and: 

• Develop a vision statement that sets direction for where you desire to take the school over the 
next three to five years. 

• Develop a three-year strategic plan to help you achieve that vision one step at a time.  Re-
evaluate and update this plan each year.  
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• Develop a policy and procedure manual for every aspect of your college operations.   

• Develop a faculty manual and a staff/employee manual. 

• Develop a Library manual. 
 

YEAR FIVE 
Continue all of the above activities and: 

• In the year you plan to apply for Applicant status, and every year thereafter, engage in an annual 
financial audit.  This is a costly process $8,000-$10,000.  It is usually best to wait to do a 
professional audit until you are ready to apply for ABHE Applicant Status. 

• Develop articulation agreements with area colleges and Life Pacific and The King’s College 
to make transfer of credit possible even before accreditation. 

• Graduate first class of Bachelor’s degree graduates (if you have a four-year degree 
program). 

 
YEAR SIX 
Continue all of the above activities and: 

• Apply for Applicant status with ABHE.  Applications are due by October 31 for 
consideration and approval in the annual ABHE meeting in Orlando in February. 
 

• Once you have achieved the first step in the accreditation process—Applicant status, and have 
Veteran's Administration approval you can apply for approval (I-17) from ICE-SEVIS (US 
Immigration and Customs Enforcement –Student and Exchange Visitor Information 
System) to host international students (I-20). 

 
If you have taken the time to do these things during the years before you are eligible to apply for 
Applicant Status with ABHE, the actual process of accreditation will go fairly smoothly. 
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ABHE POLICY ON COLLEGES SPONSORED BY A LOCAL CHURCH 
The association recognizes that there are a variety of patterns regarding college sponsorship and 
organizational structure. One is that of sponsorship by a local church. 
 
Typical inadequacies of this arrangement 
This arrangement typically involves inherent weaknesses. The local church facilities may not be 
altogether suitable for college purposes. The local church board may spend the majority of its time 
addressing issues unrelated to the college. The pastor/president may not have administrative gifts or 
sufficient knowledge of higher education. The church treasurer may not have expertise in fund 
accounting. The church library most likely is far too small in size and narrow in collection to support a 
college curriculum. A full-time faculty core is often lacking, and heavy reliance is placed upon part-time 
and adjunct instructors. 
 
Most seriously, however, the college's welfare is most often heavily dependent upon the local church. 
Should the local church experience difficulty-financial or otherwise-the college may be the first to 
suffer. 
 
Yet, there is the possibility that a college sponsored by a local church has an excellent financial base, a 
governing board separate from the church board, a broad base for student recruitment, a full-time core of 
qualified faculty, a good college library, a separate system of financial accounting, and other 
characteristics that allow true higher education to take place. 
 

Institutional qualities that must be present 
The association's main concerns are for institutional stability and educational excellence. A college 
sponsored by a local church is expected to satisfy the Principle for Accreditation, just as other colleges. 
However, the following institutional qualities are especially expected of a college sponsored by a local 
church: 
 
1.   Board of control 
Colleges sponsored by a local church must have a separate charter from that of the local church. They 
must also have a governing board separate from the church. There may be representatives from the local 
church board on the college board; however, membership must include others. The board should include 
individuals from other churches and geographical areas, and thus ensure a broader base of support. The 
college board must give its full attention to college matters. 
 
2.   President 
The college president must be a gifted administrator with knowledge of higher education. Should the 
local pastor fulfill these qualifications, his schedule must be arranged so that he can provide adequate 
time to fulfill his presidential role for the college. When the local pastor serves as college president, it is 
highly desirable that the college also designate an executive vice president to compensate for the portion 
of time that the pastor must give to the local church. 
 
3.   Administration 
The college must have a full-time chief academic officer. It should also have a chief student personnel 
officer, chief financial officer, and librarian. If these individuals are also qualified for college-level 
teaching, their teaching load must be limited so that they can devote the substantial portion of their time 
to their administrative responsibilities. 
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4.   Business administration, development, and public relations 
The college's business and financial management must be separate from the local church. Development 
and public relations activities should be conducted in such a way as to maximize student recruitment, 
public interest, and financial support. 
 
Students 
1. Admissions 
A college sponsored by a local church must offer a challenging program of biblical higher education. 
The college must admit only students who can reasonably be expected to successfully complete its 
college-level programs. 
 
2. College community 
The college community should have an identity separate from that of the local church. Students should 
feel that they are attending college, not participating in an activity of the local church. 
 
Faculty 
A majority of the teaching faculty must be employed on a full-time basis and receive a full-time salary 
from the college. Faculty members must possess the qualifications necessary for college-level teaching. 
Their diversity should be broad enough to adequately support the college curriculum. Faculty must be 
regarded as a responsible body, actively participating in the establishment of college objectives and 
curricular programs. 
 
Library 
College library holdings must be regarded as belonging to the college, not the local church, and must 
adequately support the college curriculum. 
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GI Bill approval and Annual VA Audit 
An institute or college does not have to be accredited to receive approval to offer training to GI Bill 
recipients.  It does have to have been in operation for two years.  It must be have state authorization to 
operate a private, trade, vocational, or technical school.  In addition, the school must have constituted as 
an educational non-profit corporation.  Prior to accreditation, students on GI Bill benefits will be 
evaluated as if they are attending a technical school, so they are only considered full-time if they are in 
class 18 hours per week versus 12 hours for an accredited college.  To begin the process, contact the 
State Post-Secondary Education Commission Office of the State Approving Agency for Veteran 
Training in your state. 
 
Items Needed for VA certification: 
2  Catalogs 
2  copies of all brochures 
2  Copies of evidence of current State Department of Education license to operate private, trade, 

vocational or technical school 
2  sets evidence that the school has been in operation and enrolling students for two years including 

tuition receipts, and enrollment forms 
2  copies of advertising materials 
2  sets of proof of fiscal soundness 
2  sets of recruiting and advertising materials from the preceding year 
2  sets of program outlines 
2  sets of course schedules for past and present 
2  sets of detailed schedule of fees, tuition charges, book expenses, supplies, service charges, deposits 

etc. 
2  sets of articles of incorporation and bylaws of the school, plus copies of the enrollment form, 

diploma sample or certificate sample 
1  set of schematics of classrooms, information on the locations and availability of visual aids 

• Most recent copies of building, fire and health standards inspection reports from the city or state. 

• Refund policy in compliance with VA rules 
 
The Catalog must include: 

A. Publication dates and volume number 
B. Names of the school, governing body, officials and faculty 
C. School calendar 
D. Enrollment policies and course prerequisites 
E. Attendance policy 
F. Policy on satisfactory progress, grading system, incomplete policy, probation and suspension 

policy, conditions for re-entrance 
G. Detailed schedule of fees and estimated costs 
H. Refund policy and withdrawal policy  
I. Course outline for each degree program 
J. Transfer credit policy and residency requirement 
K. Graduation requirements for all certificate, diploma and degree programs, including application 

for graduation procedures 
 

 
 
 



Legal Requirements and Academic Standards 
 

2.72 

 
VA Annual Audit and Compliance Survey   
Each year, the State VA Approval Specialist from the State Approval Agency for Veteran’s Training of 
the State Post-Secondary Education Commission will come to audit your VA student files.  He will 
usually ask for ten to twelve VA student files to audit.  The school usually gets to choose which ones.  
He will take four or five hours to fine tooth comb the files and then he will do an exit interview with the 
Director or Dean.  The VA Regional Office will follow up with a request for complete copies of those 
student files for a remote compliance survey.  Photocopy the files and forward the copies to them by 
mail or fax and await their response.   
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SEVIS (Student and Exchange Visitor Information Service) Approval 
and International Student Admissions 

Colleges and training programs can be approved for international student admissions prior to 
accreditation.  They must first be constituted as an educational non-profit corporation.  They must have 
state approval to award degrees in that state.  They must have been recognized by at least one other 
Federal agency like the Veteran’s Administration.  They must have articulation or documentation letters 
from three accredited colleges that have accepted credit from the school in transfer. 
 
The following materials must be submitted as documentation during the application process: 

• Original signed Form I-17 by Owner, President, Head of School 

• Original signed Form I-17A with all PDSO and DSO signatures and Owner, President, Head of 
School on page 2 of I-17A, 

• Copy of State license, registration, or proof of exemption 

• Letters from 3 accredited institutions that attest they have and will accept students/credits from 
the petitioning school.   The letters must be on the receiving institutions letterhead, signed, and 
contain the student name, dates of enrollment, and program of study. 

• School catalog (information should outline grading policy, admission requirements, expulsion 
requirements, attendance policy, course requirements) 

• Certified financial statements of the school’s net worth, income, and expenses.  

• A written statement containing information on educational, vocational, or professional 
qualifications of teaching staff, salaries of teachers, attendance and scholastic grading policy, 
amount and character of supervisory and consultative services available to students and trainees. 

• Submit a fee of $500 with application 
 
Upon initial inspection of the documentation, SEVIS will schedule a site visit by an official inspector 
contracted by Immigration and Customs Enforcement, usually within a month after the application 
has been submitted.  SEVIS may then request further documentation to address any issues raised 
during the visit.  The case will then be adjudicated and the school notified of approval or failure to be 
approved. 
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3.1 

Chapter 3 Academic and Administrative Operations 
 

How to Use Section Three 
 

The first half of Section Three is designed to take you systematically through the process of running an 
institute from start-up to graduation.  The corresponding forms for the admissions and registration 
processes are located in section four (4.6-4.48) in drag-and-drop format for ease of use.  Instructions for 
important start-up events, like informational meetings, the first faculty meeting and new student 
orientation, are designed to get your first term off to a great start.  There is guidance on budgeting, 
ordering books and recruiting students, and basic academic policies regarding attendance, grading, and 
academic standing.  There is especially detailed guidance regarding the graduation process from 
application for graduation to the graduation ceremony and words of conferral. 
 

The second part of section three has to do with a variety of other important administrative operations:  
classroom facilities and student housing; campus safety and emergency preparedness; and growing and 
training the institute staff.  The section on housing policy and rules is designed for you to be able to pull 
it out, customized it with the appropriate contact personnel and your school name, address and phone 
numbers, and used as the Housing Manual for schools with student housing.  Likewise the Host 
Handbook for students living in family homes is designed so you can pull it out and customize it as a 
handout for families hosting your institute students in their homes. The Guidelines for Campus Safety 
and the Emergency Preparedness Plan may be dragged and dropped into MS Word and customized with 
your name as school director, your school name and address and contact phone numbers.  Then you can 
determine which emergency situations apply to your geographic location and eliminate those that are not 
relevant to your area to produce an Emergency Preparedness Manual for the faculty and staff of the 
school.  One of the most helpful portions of section three is the collection of sample job descriptions 
for various staff members that may be added as your school grows and matures.  There is also a helpful 
section on basic customer service for training your staff members. 
 
A streamlined version of this Handbook is being developed as a Start-Up Manual for Foursquare 
Ministry Training Institutes and Schools of Ministry to help new institute directors with their first 
year of operations.  The Start-Up Manual will soon be available for you to download on the FMT 
website. 
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3.85 Sample Diploma  
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3.93   Sample Housing Policy 
3.94 Sample Housing Rules 
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Getting Started 
 

Starting an Institute: Fine Tuning Your Dreams 
by Dr. John Amstutz 
 
1. Assessment of the Historical Situation (the motivation for training). 

a. Ministry and leadership training needs, especially evaluate local needs. 

• biblical and theological literacy 

• ministry competency  

• leadership maturity and multiplication 

• brain drain of local emerging leaders who go elsewhere to study 
b. Ministry and leadership training resources. 

• teaching team 

• administrative structure and personnel 

• finances 

• facilities 
c. Ministry and leadership training participants. 

• emerging or existing laypeople and leaders 

• emerging or existing vocational leaders 
 

2.  Clarification of the Mission Statement (the reason for training). 
a. Calling: sense of divine assignment. 

––“because we believe God has called us to…” 
b. Values: core commitments. 

––“and we are fully committed to the value of…” 
c. Vision: envisioning the future. 

––“we intend, by His grace, to…” 
 
3.  Identification of the Program’s Intent (the design of training) 

a.  Purpose: broadest statement of the school’s intent in terms of the reason for its existence (mission 
statement). 

b. Goals: next broadest statement of the program’s intent expressed in terms of what the student 
needs to know, be and do in order to fulfill the purpose of the program (curriculum design and 
course offerings) 

c. Objectives: the most focused statement of the curriculum’s intent in terms of what the student 
will demonstrate in understanding, maturity and competency upon completion of the program in 
fulfillment of its goals (anticipated outcomes). 

 
4.  Selection of the Training Model (the kind of training). 

a. Informal training model: modeling, discipling, mentoring  
––lay training, largely a-service, relationally oriented 

b. Non-formal training model: seminars, workshops, schools of ministry 
––lay and vocational training, largely in-service, practically oriented 

c. Formal training model: institutes, schools, colleges, universities, seminaries 
––vocational training, largely pre-service, academically oriented 
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Sample Timeline for Starting an Institute 
By Dr. Dan Hedges 
 
(This process can be significantly streamlined if the institute is under a director with experience in 
college or academic administration.) 
 
12-15 months before institute opens� 
Send a written request to the district supervisor for approval to start an institute.�Request a Foursquare 
Bible Institute Application�form (from district office or the institutes website) and download the 
Foursquare Ministry Training Handbook of Operations from the Institute Resources Webpage 
www.foursquare.org/articles/807,1.html.�Develop an operating budget. 
 
9-12 months (or as soon as approval is granted)� 
Develop a mission statement for the institute.�Develop an application for admission.�Determine the 
rate of tuition.�Begin the process of selecting, contacting prospective faculty members.�Begin the 
process of determining what classes will be offered and the schedule for�classes.�Formally organize 
the institute: director and administrative board.�Identify sources for prospective students 
 
9 months�  
Submit Foursquare Bible Institute Application.�Develop brochures and other promotional 
materials.�Do initial contacts of prospective students. 
 
6 months�  
Schedule an on-site visit.�Finalize selection of faculty; secure commitments from all faculty 
members.�Complete textbook selection process.�Do follow-up contacts of prospective students. 
 
4-6 months (or as soon as recommendations from on-site visit are received)� 
Make all necessary adjustments suggested by committee. 
 
3 months�  
Finalize and print schedule of classes for first operating period.�Process incoming application 
information.�Send out acceptance letters. �Meet with instructors to begin discussion of institute 
policies.�Make sure that textbooks and other necessary supplies have been ordered. 
 
2 months�  
Make sure that all course outlines are completed and in compliance with�guidelines.�Continue 
recruitment and promotion. 
 
1 month�  
Finalize registration plans and details. Close off admissions for 1st term no later than 2-3�weeks before 
the term starts.�Make sure that classroom set-up is complete.�Meet with faculty members to finalize 
all necessary details relating to instruction�and institute policies. 
 
Every year  
Submit application for renewal as a Foursquare Bible Institute by July 15. 
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How to Start an Institute 
By Dr. Dan Hedges 

Questions to consider and initial steps to take in starting an Institute at your church. 

Please consider the following: 

• Are you prepared to make a long-term commitment? Does your vision for the ministry 

encompass the next five years? Does it encompass the next 10 years? 

• Do you have qualified faculty available? Each instructor should have a minimum of a bachelor's 

degree from an accredited institution along with ministry experience. 

• Will you be willing to release people to become licensed ministers after they have completed 

training? 

• Are there nearby churches that could partner with you in establishing an institute? 

• Do you have facilities that can accommodate an institute on a consistent, long-term basis? You 

must have classroom and library facilities. 

• Do you have the finances necessary to launch an institute? Facilities, equipment, and salaries can 

be very expensive. 
 

Steps in Establishing a Certified Foursquare Bible Institute or School of Ministry: 

1. Request and receive approval from your district supervisor. 

2. Upon approval, request your district office to call the national Foursquare Ministry Training 

Institutes office on your behalf. Download the Foursquare Ministry Training Handbook of 

Operations from the Institute Resources Webpage www.foursquare.org/articles/807,1.html 

3. Submit Application form (downloadable from the Institutes Forms Webpage 

www.foursquare.org/contact/institutes_form.sd) to the FMTI office. 

4. Schedule with FMTI an on-site appraisal of facilities and resources and assistance in laying the 

foundational elements necessary for an institute. 

5. Receive from FMTI a written review of the on-site appraisal, including observations and 

recommendations. 

6. Make any necessary adjustments in order to comply with guidelines and standards. 

7. Submit to FMTI verification of compliance with guidelines and standards. 

8. Application is reviewed by Bible Institute Committee and forwarded to the Foursquare Board of 

Directors for approval. 

9. Receive approval from the Foursquare Board of Directors. 
 
Note: This process should be instituted not less than one year from your target date for opening a Certified Bible Institute or 
School of Ministry. 
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Planning and Developing a Foursquare Training Institute 
By Dr. Daniel Hedges 
 

Clarify Your Mission-Purpose 
1. Write a brief mission statement that includes: the training mission of the Church, ICFG, your 

sponsoring church, your specific endeavor. 
2. Share this statement with the school and church leaders for additional input. 
3. Adopt the final version as your official mission-purpose statement. 

 
Assess the Need and Potential 

1. Survey your church membership for prospective students. 
2. Survey area ICFG churches for additional students. 
3. Assess the potential of the community for producing additional students. 
4. Who are they? What are their needs and interests? What are their ages and backgrounds? 
5. What kind of school will best meet their needs? 

 
What kind of Program? What goals do you hope to fulfill? 

• Academic? 

• Practical? 

• Credit Transfer? 

• Credentialing? 

•   
Select a Model or Type of School 

• School of Ministry? 

• Formal Bible Institute? 

• Non Formal Bible Institute? 

• Non-Traditional Program? 

• Combination of the Above? 

• Other Model or Type? 
 
Determine the Duration of the Training that Best Meets Your Needs 

• Two Year 

• One Year 

• Term 

• Series 

• Course 

• Event 
 
Determine Recognition of Completion 

• Diploma 

• Certificate 

• Qualification for Ministry Credential 
 
Educational Requirements for ICFG International License * 

• Two years of full-time theological training from an approved school 

• ICFG Distinctive Courses: Polity, Doctrine, and Heritage 

• Approved Curricular Offerings 

• Non-Curricular Offerings 



Academic and Administrative Operations 

3.9 

•  

• Special Educational Events 

• Coordinating District Supervision 
 *Consult Resource Manual 

 

Develop the Institute Curriculum 
Major Categories of Ministry Training Curriculum 

• Theological Courses 

• Practical Ministry Courses 

• Christian Life Studies 

• Biblical Studies 

• General Education 

• Specialized Courses 
 
Examples of Theological Courses 

• Systematic Theology 

• Historical Theology 

• Foursquare Doctrine 

• Foursquare Heritage 

• Church History 
 
Examples of Practical Ministry Courses 

• How to Preach 

• Personal Evangelism 

• Church Planting 

• Cross-cultural Missions 

• Pastoral Counseling 

• Leadership Studies 
 
Examples of Christian Life Studies 

• Prayer 

• Principles of Bible Study 

• Worship 

• Discipleship 

• Family Values 

• Stewardship 

• Spiritual Gifts 

• Divine Guidance 
 
Examples of Biblical Studies 

• Old Testament Survey 

• New Testament Survey 

• The Life of Christ 

• The Book of Romans 

• The Pentateuch 

• The Poetic Books 

• The Letters of Paul 
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General Education 

• English Composition 

• Western Civilization 

• Speech Communication 

• Physical Science 

• Mathematics 

• Art Appreciation 
 
Specialized Courses 

• Foursquare Polity 

• Foursquare Missions Today 

• Women in Ministry 

• Contemporary Worship 

• Financial Management of Non-Profit Organizations 
 

Determine the Instructional Format 
Course Scheduling 

• 15-Week Semester 

• 10-Week Quarter 

• One-Week Module 

• 5-Week Term 

• Weekend Format 

• Traditional Schedule 

• Adult Learner Schedule 
 
The Two Year Program 

• 750 Class Contact Hours 

• 60 Credit Hours 

• 37.5 contact hours equals 3 credit hours 

• Conversions for Non Formal Training 

• Internships and Field Work 

• Non Traditional Program Options 

• Full Time Equivalency=12+ semester hours per term 
 
Delivery Systems 

• Traditional Programs 

• Non Traditional Programs 

• One Night Per Week Program 

• Distance Learning 

• Guided Study Group 

• Cohort Group 

• Lock Step Program 
 
What is a Cohort Group? 

• 12-25 Students 

• One Night Per Week (2-4 Hours) 

• 5 Week Terms 
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• 10 Month Schedule 

• Peer Learning Experience 

• Career Focused 

• Works for Formal Bible Institute or School of Ministry 

• Prescribed Curriculum 

• Learning Group Meetings 

• Modifications for Larger Group 
 

Sample Basic Two Year Institute Curriculum  
Sample Year One Basic Curriculum 

• Principles of Bible Study 

• Old Testament Survey 

• New Testament Survey 

• The Pentateuch 

• Life of Christ 

• Christian Doctrine 

• Church History 

• Personal Discipleship 

• Letters of Paul 

• General Epistles 
 
Sample Year Two Basic Curriculum 

• Introduction to Foursquare Ministry 

• Principles of Christian Leadership 

• Foursquare Heritage 

• Foursquare Doctrine 

• Foursquare Polity 

• Church Planting (CPI) 

• Personal Evangelism 

• Preaching and Teaching 

• Stewardship of Christian Ministry 

• Foursquare Missions 
 

Develop the Institute Faculty 
Faculty Qualifications 

• One Degree level above program level (4-year degree or more to teach in 2-year program) 

• Degree concentration relevant to course 

• Degree from approved institution 

• Transcript and application required 

• Professional Ministry Experience 
 
Faculty Classification 

• Instructor 

• Instructor of Record 

• Lecturer 

• Adjunct Instructor 

• Course Administrator 
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Develop the Administrative Structure of the Institute 
Record Management 

• Financial Records 

• Faculty Records 

• Student Records 

• Transcripts 

• Institutional Records 

• Employment Records 
 
Governance 

• Sponsoring Church or District 

• Administrative Board or Committee 

• Pastor as Overseer 

• Institute Director 

• Administrative Staff 

• Faculty 
 
Responsibilities of the Institute Director 

• Organizational Leadership 

• Academic Leadership 

• “Chief Administrative Officer” 

• Director of Student Service 

• Liaison to Sponsoring Church 

• Faculty Supervision 

• Advocate for Credit Transfer 
 
Apply for ICFG Certification 

1) Complete Application for Certification 
2) ICFG Church and District Sponsorship 
3) Administrative Committee Approval 
4) District Supervisor Approval 
5) Qualified Institute Director in Place 
6) Compatibility of Mission-Purpose 
7) Appropriate Instructional Program 
8) Legal Operation within the State 
9) Effective Management System 
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Administration 
The institute/college must be organized and managed in a way that demonstrates both academic and 
financial credibility. It should be under the oversight of the local sponsoring church(es), and operate 
within the educational guidelines framed by the International Church of the Foursquare Gospel and state 
and federal educational regulations. Churches desiring to operate a church-based Bible College are 
encouraged to begin as a Formal Bible Institute for the first two years of operation while building the 
appropriate infrastructure for operation as a college.  When structuring the initial administrative 
foundation for an institute, follow these steps: 
 

District Supervisor’s Approval 
When considering starting an institute, the first point of contact should be with the district supervisor. 
Contact can be made by writing a letter of intent, by calling the District Supervisor, or by making an 
appointment. Your district supervisor will need to endorse your request for board approval. This 
endorsement should be the last step prior to sending the application to Foursquare Ministry Training 
Institutes at 1910 W. Sunset Blvd., Suite 500, Los Angeles, California, 90026.  
 

Church Council Agreement 
When the church council backs the institute, it provides credibility, guidance and needed resources. If 
a Bible Institute is to be a ministry of the local church, it is imperative that there be agreement with the 
vision. Signatures of the church council are required on the Foursquare Bible Institute Application. If 
the institute will serve the division or a group of churches, a broader base of agreement will be needed. 
However, it is still important that the church council of the hosting church understands and agrees to 
the commitment (time, finances, facilities etc.) that may directly affect the church. 
 

Set up an Administrative Committee 
The institute should be under the direct oversight of an administrative committee. The administrative 
committee must oversee the operation of the institute making sure that the standards for approval as an 
institute are maintained and that the program fulfills the institute's mission statement. The institute's 
administrative committee will consist of a minimum of five members. The senior pastor shall serve on 
the administrative committee. At least one church council member (in addition to the pastor) shall serve 
on the committee at all times. Because the institute will operate as a department of the church, all 
financial matters will be reviewed and approved by the church council. Other members of this 
committee could be additional council members, elders, or educators within the congregation. This 
committee should meet on a regular basis (How often will depend upon the stage of development of the 
institute, at the beginning it may meet monthly, after a year quarterly might be sufficient). 
 

Church-based Bible colleges will need to establish a formal Board of Directors in compliance with State 
and Federal educational non-profit regulations. 
 

Appoint a Director 
It is recommended that the institute director have a ministry related Master' s degree from an 
accredited institution, or be working toward it. The director should be answerable to the 
Administrative Committee, and should be responsible for the oversight of the institute program. The 
institute should have sufficient personnel to maintain proper attendance records, payment records, and 
transcript records, and make telephone or written contacts during the admission process with students. 
 

Please note: The title given to these various administrative positions may differ from institute to 
institute. It is imperative, however, that the areas of administration listed above be covered. 
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Launching Your New Institute:  
Informational Meetings, Vision Casting, and Public Relations 

 
The biggest challenge facing any new institute is getting the word out that you are starting up or are now 
in operation.  Therefore getting the word out has to be where a significant part of your time and money 
is invested when you are starting up.   
 
First impressions are hard to overcome, so you really want to make an excellent first impression.  In 
education, if people do not perceive excellence, they will not buy in.  No one wants a second rate 
educational experience.  So put your best foot forward with all the excellence and class you can afford. 
 
This means you need to prepare professional looking promotional materials before you have your first 
public informational meeting.  Whatever brochures or informational materials you publish, need to be 
crisp, clear, concise and grammatically correct (it is education after all).  This will make a great first 
impression and make it easier for first adopters to buy in to the program even before it starts.  The 
graphics need to be professional quality, if possible, simple, crisp, clean, and clear.  If you have a large 
sponsoring church, there may be someone on staff who is a graphic artist or a member of the church who 
is willing to donate their services to the school for a tax receipt.  The key things you will want to 
communicate in the first published material are your mission, vision for the school, the target training 
group, and the basic structure of the program.  Keep it simple! 
 
The first piece of published material you may want to produce is a half-sheet bulletin insert that can go 
out to all the adults in your sponsoring churches and other area Foursquare churches.  On one side of the 
half sheet print the mission, vision for the school, the target training group, and the basic structure of the 
program and the schedule of the first courses that will be offered.  On the other side should be an 
invitation with RSVP to the first public information meeting about the school.  This should be scheduled 
about three months before classes begin, in order for people to have time to apply for the program, but 
not so early that they lose their passion.  The bulletin insert should be accompanied by a verbal 
announcement and invitation given by the SENIOR PASTOR of each church.  It is absolutely critical 
that you have the Sr. Pastor sell the program, in order to get buy-in from the congregation.  If he is not 
perceived as being 100% behind the program, people will stand back. 
 
The informational meeting should be by open invitation, but with courtesy RSVP so you can be sure to 
have enough materials for everyone.  Make it clear that the vision meeting is for prospective students 
and their families as well as any members and leaders of the church who are interested in investing in 
future leaders. The meeting should be hosted by the Senior Pastor of the Sponsoring church and the 
Director of the Institute.  When people RSVP by e-mail or phone, get their full name, address, e-mail 
address and phone numbers for further contact. 
 

On the day of the meeting, make sure everyone is greeted at the door and signs in with all their contact 
information.  You should provide the people with preprinted nametags, handouts about the program, 
application forms, and a pen, neatly arranged in a folder with their name on it.  Be sure to prepare extras 
for people who did not RSVP.  Provide light appetizers and desserts to create an atmosphere where 
people will talk to each other.   The Senior pastor should take time to cast vision about the school, why it 
is important in the long range growth and church multiplication plans of the church, how it will be 
providing locally trained leadership for local churches, the value of contextual learning for ministry, and  
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the importance of investing in emerging leaders for the ongoing health of the church.   The Director 
should then talk about the specifics of the program, start dates, the admission process and application 
deadlines, program costs, programs offered, the schedule of first courses to be offered.  There should 
then be a time for questions and answers as a large group then questions and answers one on one over 
dessert.   Try to keep the whole meeting including dessert time to less than 90 minutes and the formal 
part of the meeting to about an hour. 
 
Follow up after the meeting by sending packets out by mail to those on the RSVP list who were unable 
to attend.  Send follow up letters a few days after the meeting to all who attended thanking them for 
coming, asking them if they have any more questions after they have had time to review the printed 
materials, and telling them you look forward to them enrolling in the Institute with a reminder of the 
application deadline.  Two weeks before the application deadline, make follow-up phone calls to any 
attendees and non-attendees who have not sent in application packets yet. 
 
Two weeks before the application deadline, make a major PR push again in the area churches with 
verbal announcements, or if possible a 60 second video announcement about the school stressing the 
deadline for application.  A table with application packets and PR materials about the institute should be 
available after the service in each church, preferably with someone from the institute at the table to 
answer any questions. 
 
Take advantage of any media exposure you can get by asking for a free public service announcement on 
local Christian radio and TV.  Again, keep it short and concise and well written.  Let them know that 
applications for admission are being taken for the school’s first term of operation that begins on such 
and such a date.  Give a sampling of what course titles will be offered.  Also ask any local Christian 
bookstores if you can put an acrylic display with the bulletin inserts in it advertising the vision-casting 
meeting at their cash register. 
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The Institute or Bible College Budget 
 

A detailed operational budget helps ensure that an institute can provide quality instruction on a 
consistent basis. (See the Resource CD for sample budget worksheets.) In its simplest form, a 
budget lists income and expenses. However, a budget can help provide answers to complex 
questions:  

• What tuition rate should be charged?  

• What compensation should instructors receive?  

• What financial assistance is needed from the supporting church(es)? 

• How much fundraising must be conducted to raise support from individual and 
corporate donors? 

 

Although the answers to these questions may vary during different phases of the institute or college’s 
growth, a budget is a key ingredient to the financial integrity of the overall ministry.  The process of 
developing a budget should include the senior pastor, the institute director, and a member of the 
administrative committee and/or the church council. In the initial stages of the budget development the 
following considerations should be addressed:  

1. How much capitol will be necessary to purchase furniture, start-up library books, library 
processing materials, and instructional equipment?  

2. How much financial reserve should we have before we begin operation?  
3. Will we incur any expense to prepare our facility for an institute (such as an ADA upgrade to 

existing bathrooms and doorways, installing whiteboards or improved lighting or air 
conditioning)?  

4. How much of our budget should be dedicated to operate a library?  
5. What portion of shared operational expenses (increased utilities, photocopying, liability and fire 

insurance, dedicated office or classroom space, etc.) will the institute cover?  
6. What material expenses will be needed to support classroom instruction (office supplies, record 

storage, paper and toner, computer support, etc.)? 
7. Will the institute director be full-time at the institute (preferred) or also have church staff 

responsibilities?  Will other staff be needed for institute operation? 
8. At what point will full-time instructors be needed?   
9. How much will part-time instructors be compensated for teaching? 
10. What will the per student expense be to operate our institute?  What portion of that expense can 

we reasonably expect a student to pay? 
11. What is the tuition for the students who attend community colleges in our area? What is the 

tuition at the state university system?   At Bible colleges in the area? (Note: most of these have 
been heavily underwritten by outside support from state or denominations, etc.) 

12. What tuition can we expect our students to be able to pay to remain continuously enrolled and 
remain debt free?  

13. Will there be more than one category of tuition for institute program students vs. community 
enrichment students? Full-time enrolled students vs. part-time? 

14. What items in the budget should be covered by fees separate from tuition? 
 

During the first year or two of institute operation, the sponsoring church(es) will likely need to supply a 
greater portion of the operating budget of the institute until the enrollment and tuition reaches a level 
that will sustain 40% of the budget. The sources of income from a typical institute should roughly be 
distributed as follows (although the percentages may vary): 
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 40% from tuition and fees 
 30% from support from individual and corporate donors 
 30% from support from the sponsoring church(es) 
 
Additional Considerations Regarding Tuition & Fees 
The institute should assign a per-course or per-unit charge for instruction. In setting tuition rates, an 
important consideration should be the overall budget of the institute (a sample budget worksheet can be 
found below). A second consideration should be the economic capabilities of the average student. 
Tuition should be high enough to help defray a significant portion of the costs of the institute, but it 
must be low enough to make sustained attendance possible. 
 

It is always most favorable to have students pay complete tuition costs at the beginning of the term of 
instruction. However, many students may find it necessary to make tuition payments at regular intervals. 
While it may not be possible for a student to pay $500 in one lump sum, four payments of $125 each 
month would be possible. A payment-plan processing-fee of $25-50 per term may be charged to 
underwrite the additional expenses of tracking and billing of scheduled payments.  In addition to 
deferred payment plans, some institutions offer discount tuition for spouses of students or for other 
family members of students.  Also area churches should be encouraged to underwrite a portion or all of 
the tuition costs of their church staff members that are being trained at the institute/college. 
 
There may be other fees required for instruction. Since fees are normally non-refundable, it is best to 
have all fees paid at the beginning of the term of instruction.   

Sample fees: 

• Admission Fee (helps underwrite the cost of setting up a student file and new student 
orientation)-when student first applies to the institute. 

• Registration Fee (helps underwrite cost of registration paperwork and processing each term)-
every term. 

• Payment Plan Processing Fee (helps underwrite cost of billing and tracking scheduled 
payments)-when student chooses to make monthly payments rather than pay all tuition and fees 
up front. 

• Library Fee (helps underwrite cost of acquisitions for library)-each term, may be scaled by 
course load. 

• Student Life Fee (helps underwrite cost of chapels, common meals, student activities and 
student government) –every term, may be scaled by course load. 

• Computer Lab Fee (helps underwrite operation, maintenance, and software)-for classes 
utilizing computers. 

• Private Music Lesson Fee (for private lessons to supplement the higher cost of instruction for 
individualized music lessons). This fee only applies to private music lessons. 

• Internship fee (provides honorarium for intern field supervisor)–for school coordinated 
internships. 

• Graduation Fee (helps underwrite cost of graduation apparel, certificate and celebration)-when 
applying for graduation. 

 

It is imperative that meticulous financial records be kept for each student in both electronic form and 
paper form.  Electronic records should be backed up and stored off-site each week. This is also 
addressed on page 4.4 under "Records." 
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Bible Institute Budget Worksheet* 
 

Income 

Registration fee  (number of students)  X  (fee)  $___________ 

Library Fee  (number of students)  X  (fee)  $___________ 

Student Life Fee (retreats, chapel)  X  (fee)  $___________ 

Tuition  (number of students)  X  (fee)  $___________ 

Sales of textbooks     $___________ 

Regular Support from sponsoring church(es)   $___________ 

Gifts from churches and individuals    $___________ 

Other income     $___________ 

TOTAL INCOME     $_________________ 

 

Expenses 

Publicity/Promotion     $___________ 

Honorariums: faculty     $___________ 

Salary for Director and other office staff   $___________ 

Utilities     $___________ 

Building rental     $___________ 

Equipment     $___________ 

Cost of textbooks     $___________ 

Cost of instructional materials    $___________ 

Office Supplies     $___________ 

Other expenses    $___________ 

TOTAL EXPENSES    $_________________ 

 

*A sample of a more detailed Bible College Budget worksheet is found on the Resources CD. 
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Funding the Institute or Bible College Vision 
 

In addition to having substantial ongoing support from the sponsoring churches, the following ideas 
have been successfully used to help fund Institute and Bible College operations and special projects: 
 

The Sponsoring Pastor or President can host a Vision Dinner for prospective donors with substantial 
means and challenge them with the vision for the institute/college and encourage them to invest in the 
future of the church in your region. 
 

Senior Citizens are your best givers.  Develop relationships and partnerships between senior citizens 
in the sponsoring church and faculty, staff and students in the institute.  Find ways to have Senior adults 
involved in mentoring students and interacting with students.  They want to leave a legacy.  Help them 
to see how their current gifts, estates, trusts, insurance policies and bequests can be used to advance 
the kingdom of God by raising up the next generation of Christian leaders through your institute. 
 

Hold a Fundraising Gala––A $100+ per plate night of food, big-name entertainment, silent auction, 
and challenges to prospective donors.  The more students from the institute/college featured at an event 
like this, the more people are willing to invest in the future of the school or in scholarships. 
 

Collect a special offering at the beginning or end of the school year, or at Christmas, at the sponsoring 
churches.  Do a major lead up to the offering in the weeks before so people come prepared to give.  
Feature a worship team and testimonies or video from the school during the service that morning. 
 

Encourage local area Foursquare churches to invest 1% of their offerings in training emerging 
ministers for the local district at your Institute or Bible College.  If the District Supervisor is on Board, 
he may be the best one to encourage them to do this, especially if the Institute or college is serving the 
whole District. 
 

Challenge church members to help sponsor individual students, not only financially, but also 
spiritually, by praying for them regularly and hosting them for meals from time to time. 
 

Challenge churches to pay part or all of the tuition for students who are on their church staff. 
 

Encourage people to make memorial gifts to the school in the form of special purchases with dedicatory 
plaques or memorial scholarships in honor of their loved ones who have gone to be with the Lord.  This 
creates a legacy that continues to make a contribution to God’s Kingdom after they are gone. 
 

Encourage local business owners to donate quality used office equipment and computers to the 
school when they upgrade their office systems. 
 

Hold a letter writing campaign to Christian business owners encouraging them to invest in the school 
and the future Christian leaders who are being trained. 
 

Develop a dedicated group of monthly donors who commit to give the same amount to the school each 
month.  A gift of just $25 per month adds up to $300 per year.  One hundred dedicated givers giving this 
amount will raise $30,000 each year.  Keep them up to date with a brief monthly newsletter that helps 
them know their money is being invested well. 
 

A Mega-Garage-Sale can sometimes raise $10-15,000 in one day of sales to help finance equipment 
purchases or a special event or a mission trip for the students.  Add fresh baked goods or BBQ and the 
funds will increase even more. 
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How to Apply for Grants and Institute Funding:  
Turning Ideas into Action 

by Marsha Griffin 
 

This is section is designed to give the school's Director, Administrator, Board Member, Pastor or 
volunteer a bird's eye view of the grant-writing process.  We will discuss the availability of funds for 
ministry institutes within and outside of Foursquare, the grant-writing process, finding a funding source 
that matches your vision, the proposal package, the most important elements of the proposal package 
and some tips for putting it all together.  
 
The Proposal Package 
Bottom line is about nurturing people, enabling people to achieve great things together.  
Don’t seek to appear slick or rich in your grant proposal, but it should be neat and clean. 
Keep it simple and easy to go through. In other words reduce it to an executive summary. 
If a template or guidelines are given, use them. 
The more money you are requesting in your proposal, the longer your proposal may be. 
If you are writing a renewal proposal, it can be even briefer than the original proposal. 
Understand that most funders will only provide funds for 2-3 years. 
All of your communication should have the guts, interest, and humor. 
 
Include all attachments required, and be sure to follow all guidelines in the sequence they require.  Use 
headings to clarify which information follows.  Proofread.   
 
Items that may be requested to be included in your proposal include: 
A list of the members of your staff and board with their qualifications and affiliations. 
Support letters from your host church and other cooperating organizations. 
Press releases. 
Published materials. 
A copy of your 501(c) (3) approval 
990 forms which are IRS nonprofit income statements. 
A copy of your budget 
The key to all of these is disclosure. 
 
Be sure to pay attention to the stated deadlines.    Start your proposal early to make sure you complete it 
well before the deadline.  Finalize your documents well in advance of the due dates.   Funder due dates 
are usually very firm. Be sure to have your package in before that date. 
 
When applying for a grant, be sure to check for geographic limitations. 
 
Buzzwords 
 Do they use the same language or lingo that you do? Are your focus is the same?   Look at their annual 
report, letters, or publications.   Look at their website, news releases.   Use the buzzwords that you find 
in your proposal. 
 
The Four Major Parts of a Grant Proposal: 

1. Needs Statement 
 the need statement states the nature of the problem that you are trying to solve, relevant data and 
statistics related to the problem and your approach to solve the problem.   Grab their hearts. 
Make them cry. Make it compelling. 
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2. Proposed Approach 

 your proposed approach includes strategies, goals, objectives, and a 3-5 year plan. It should be 
inspirational and include how their gift will affect your work. 

 
3. Evaluation 

How will you evaluate success?   Methods include progress reports on your students or faculty 
and your school. 

 
4. Budget 

Include a one-page project budget. 
 
An excellent checklist for evaluating grant proposals is available for $7.00 for 10 copies from the 
Grantsmanship Center at http://www.tgci.com/publications.shtml.  The same location also includes 
many other high quality low cost training resources on grant writing. 
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How to Apply for Grants and Institute Funding 
Glossary of Terms 

 
Buzzwords - Language, buzzwords, and ideas used by the funding source in their application and 
annual report materials that indicate their philosophical, programmatic, and funding goals.  To give you 
an example, current buzzwords and language used by funders may include “empowerment,” 
“community outreach,” “innovative,” “technology centered,” “multi-cultural,” etc. 
 
Complete Proposal - Multiple pages outlining need, history of effort, program description, measurable 
outcomes, proposed evaluation, request budget, timeline, staff with qualifications, future funding 
statement, as well as organizational supplemental documents including history, mission and goals, fiscal 
budget, full staff listing with qualifications, board of directors listing, audited financial statement,  
501-C3 non-profit status papers, press materials, and contributors listing. 
 
Contact - Individuals in the foundation, corporation, or local business with whom you are developing 
quality communications and mutually beneficial relationships to find needed support for your 
organization, program or projects. 
 
Deadlines - Last possible dates for proposal drafts to be reviewed by the Board, the Supervisor and the 
Pastor, to allow for time to make additions or corrections and get the Proposal Package to the funder by 
the Due Date. 
 
Demographic Data - A collection of statistics concerning your geographical area, your student body, or 
your faculty that would include: income, education, poverty, employment, racial makeup, number of 
schools, high school graduation rates, college-going rates, literacy rates, crime. etc. 
 
Development Plan - Plan outlining a series of potential funders, contact individuals, due dates, and 
documents needed to submit a complete proposal. This document helps the organization and grant-writer 
see what grants will be written for an entire year in advance. It also allows you to foresee what gaps 
exist in funding for a particular program or project. 
 
Due Date - Deadline proposal is due to potential funder. Each funding source has its own 
calendar of due dates. 
 
Final Report - The majority of funder require a one-page description of the program outcomes, 
achievements, lessons learned, and a one-page budget report. Larger funders ($75,000+) may expect 
evaluation data and outcomes, achievements, lessons learned, and a budget report on a quarterly basis. 
 
Geographic Limitations - Refer to the region or state a funding source will support with 
donations. 
 
Good Match -A potential funding source that cares about the issues that you are working to raise funds 
for, uses the same kind of language that you use when describing the community and the problems it 
faces, and has the same visions for change and growth as you and your program. 
 
Letter of Request - Letter describing your organization, program or project, ad requesting 
support. 
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Maximum Percentage of Administrative Support - the most funding that may be requested in 
a proposed request budget for administrative salaries and costs. This percentage will be different 
for each funding source. Always ask the funding source what they expect. A general, reasonable 
rule is 20%. 
 
Need Statement - Description of the problem to be solved through the use of donated funds 
 
Private Foundation - A nongovernmental, nonprofit organization with funds (usually from a 
single source, such as an individual, family, or corporation) and program managed by its own 
trustees or directors. Private foundations are established to maintain or aid social, educational, 
religious, or other charitable activities serving the common welfare, primarily through the 
making of grants. 
 
Proposal Package - Proposal presentation folder 
 
Restricted Funds - Funds which can only be spent on specified areas of the organization and 
project. 
 
Seed Monies - Start-up funds –hard to find! 
 
Supplemental Materials - Additional organizational materials and documents requested by 
funder. 
 
Types of Support - indicates the ways that you can spend the donation that they will give your 
organization. 
 
501-C3 - Organization non-profit status papers 

 
 

RESOURCES 
 

Books 
The Foundation Center's Guide to Proposal Writing, 4th Edition 
Also available in Spanish $34.95 226 pp. 
 
The Foundation Center's Guide to Winning Proposals  $34.95 338 pp. 
 
The Foundation Center's Guide to Grantseeking on the Web, Revised Edition $29.95 800 pp. 
CD-ROM $29.95 Book and CD-ROM $49.95 
 
Securing Your Organization's Future, A Complete Guide to Fundraising Strategies, Revised Edition 
 $34.95 695 pp. 
 
Foundation Fundamentals, 7' Edition  $24.95 288 pp. 
 
The Board Member's Book, Making a Difference in Voluntary Organizations, 3rd Edition 
 $29.95 240 pp. 
All books may be ordered from the Foundation Center by Credit Card 
Phone: 800-424-9836 Online: www.fdncenter.org  Fax: 212-807-3691 
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One of the most important resources  for writing grants in the in the field of religion is:    
The National Guide to Funding in Religion. New York: Foundation Center. Updated regularly. 
Provides information on more than 8,400 corporate giving programs and foundations that provide 
funding for programs sponsored by organizations affiliated with religion. Includes contact information, 
application requirements and deadlines, and descriptions of recently-awarded funds. $175.00  1982 pp. 
 
 
Training Courses 
From the Foundation Center: 

• Proposal Writing Seminar 

• Proposal Budgeting Workshop 

• Foundation Fundraising: An Introductory Course 

• Nonprofit Boards and Fundraising 

• Developing a Fundraising Plan: Securing Your Organization's Future 

• Grantseeking on the Web: Hands-on Introductory Training 

• Funding Research with FC Search 

• Finding Funding Prospects with The Foundation Directory Online 
For details, dates and course fees, visit www.fdncenter.org/marketplace or call 800-424-9836. 
 
A to Z Grantwriting - For availability of this adult education course and others similar, check 
out www.ed2go.com on the internet. Click on the course you are interested in and you'll find a 
course outline and a link to a directory of accredited institutions that offer the course in your 
area. The cost is minimal and the benefit is HUGE! 
 
Top Websites 
www.tgci.com The Grantsmanship Center 
www.gcir.org Grantmakers Concerned with Immigrants and Refugees 
www.tgcigrantproposals.com  Winning Grant Proposals Online 
www.fdncenter.org The Foundation Center 
www.nonprofit.org Internet Nonprofit Center 
www.philanthropy.com The Chronicle of Philanthropy 
www.genie.org Nonprofit Genie 
www.npxpress.com NONPROFITXPRESS 
www.fundsnetservices.com Fundsnet Services Online 
www.guidestar.org Guidestar 
www.grantsmart.org Grantsmart 
www.internet-prospector.org The Internet Prospector 
www.piperinfo.com/state/index.cfm  State and Local Government on the Web 
www.nonprofit.gov  Nonprofit Gateway 
www.cfda.gov  The Catalog of Federal Domestic Assistance 
www.whitehouse.gov/government/fbci  Faith Based and Community Initiatives 
www.charitynavigator.org  Charity Navigator - evaluates the financial health of America's 
largest Charities. A good site for discovering what donors look for and value in a charitable 
organization. 
 
Sites for Data and Statistical Information: 
www.census.gov  for official U.S. Census Bureau Statistics 
www.quickfacts.census.gov  for quick statistics 
www.barna.org  for Christian statistics. 
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Setting up for the First Term 
 

Scheduling Class Meeting Times  
The first issue to consider is what times during the week most of the students are available for classes.  
If most of the students are on church staff in area churches, they probably cannot attend classes on 
Friday night, Saturday or Sunday or during staff meetings.  Mondays, or at least Monday mornings 
might be their designated rest day.  If most of the students are working adults, then evenings and 
Saturdays are probably the best times for classes or early mornings (5:30-7:30 a.m.) before work.  If 
most students are traditional 18-24 year old college age students, any time format could potentially 
work, though early morning classes don’t usually do well with this age group.  
 
Another important factor in this equation is when instructors are available to teach.  Obviously, you 
can’t offer a class if there is no instructor available to teach at that time of day. 
 
Try to avoid obvious conflicts with regularly scheduled worship times, youth groups, and major 
Christian conferences or events in your area, scheduling around them as much as possible.  If classroom 
space must be shared with other church ministries during the week, try to get at least one classroom 
dedicated exclusively for institute use, except on Sundays.  If this is not possible, then try to schedule 
classes when there will be the least conflict over classroom use and the least building noise that could 
interfere with teaching effectiveness. 
 
Another issue to consider when deciding on class meeting times is health and safety.  Are the classrooms 
air-conditioned?  If not, it may be counter-productive to offer classes during the hottest part of the day, 
unless you plan on adding air conditioning to the rooms (probably a wise investment over the long haul). 
If the church is in an area that is not very safe after dark, classes should be held during the daytime hours 
or increased exterior lighting and security measures need to be set in place to hold evening classes 
safely. 
 
The next issue to consider is whether a class will meet in one block of time each week, or one hour of 
the day on multiple days of the week.  The second format works best only in residential classes, though 
it is also helpful in language classes like Greek or Hebrew or English.  Since most of your students will 
likely be commuting to classes, one solid block of time, with breaks, will be more attractive to students. 
Another possibility is for a three-hour class to meet two times each week for 1.5 hours each time.  This 
is especially good for early morning classes 6:00-7:15 a.m. or classes right after work 5:30-6:45 p.m.  
Another possible time format, if you are located in a densely populated area or downtown region is three 
one hour classes during lunch hour 11:30 a.m.-12:20 p.m. or 12:00-12:50 p.m.  Employers are often 
willing to allow employees to flex ½ hour in the morning or at lunch so they can attend classes, since 
this usually improves their effectiveness as employees, even when the courses are in fields not directly 
related to their line of work. 
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Term Calendar Formats: Quarters vs. Semesters and  
Traditional Term Length Format vs. Accelerated Terms 
Each institute must decide whether to operate on the quarter system or on the semester system. 
Normally, quarters run ten weeks of instruction plus final exams (11 weeks total), and semesters run 
fifteen weeks of instruction plus final exams (16 weeks total).  Each hour of class in a traditional 
schedule meets for 50 minutes plus a 10-minute break.   
 
Accelerated semesters also run ten weeks plus exams (11 weeks total), but they increase class time by a 
factor of 1.5 each week, such that a three semester-hour course would meet 4.5 (50 minute hours plus 10 
minute breaks) hours per week versus 3 hours during a full-length semester.   
 
Mini-semesters can be eight weeks long, and micro-semesters can be four weeks long, two weeks long, 
or even one week long, as long as the total number of instructional contact hours remains 37.5 hours for 
a three semester-hour course. Another alternative is to hold five 9-hour sessions (with 10 minute breaks 
each hour) on Saturdays plus exams on the sixth Saturday.   
 
Remember the 37.5 hours of instructional time does not include break times, only instructional time.  
Break times must be added on top of the 37.5 hours.  With break times, the total meeting time is 45 
hours.  Also remember that students must be assigned 1.5-2 hours of homework for every hour of class 
meeting time.  For micro terms, it may be best to assign a portion of the homework to be done before the 
course begins meeting and a portion to be completed after the teaching sessions have been ended, with a 
firm deadline to complete all work.  
 
Start and end dates of terms should generally coincide with other colleges in the area as well as the local 
school system, in order to avoid conflicts with family vacation times or situations where the kids are 
home from school, but the parent or older children need to be in classes. 
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Course Rotation and Scheduling 
One of the most complicated and tricky areas of scheduling courses for your institute will be setting up 
the course rotation.  Course rotation determines how often and during which terms a particular course 
will be offered.  This needs to be done in such a way as to maximize class sizes and at the same time to 
ensure steady and timely progress of students toward program completion.  For effective student 
academic advising and for faculty planning, it is recommended that each institute or college prepare a 
three to five-year projected schedule of course offerings on a scheduling grid.  See example in on pages 
4.120-122. 
 

The three main factors that will influence your decision making process in course rotation are the total 
length of the programs offered (one year, two years or four years), the rate at which the majority of 
students are enrolled in classes (3 hours, 6 hours, 9 hours, 12 hours, or 15 hours per term), and the 
timing of course pre-requisites. 
 

If you are advertising your program as one year, two years, or four years, a student going full-time 15-16 
hours per term should be able to get all of the classes needed to complete the program in the advertised 
time.  This means that all required classes in a one year or two year (except the first year of operation) 
program should be offered at least one term per year, every year.  First and second year required classes 
in a four year program should also be offered at least one term per year, every year.  Third and fourth 
year required classes normally should be offered at least one term every other year.  No more than one 
or two elective classes should be offered each term, depending on how many electives are required to 
complete the program.  These can rotate over a two or three year period.  Student demand for particular 
elective classes may also influence which elective courses are offered and how often individual electives 
are offered. 
 

When a school is first starting up, the full–rotation of classes probably shouldn’t be offered the first 
year, unless you have an exceptionally large start-up class.  Even so, only first-year classes should be 
offered the first year.  The second year and each year thereafter, first and second year classes should be 
offered.  (For four-year programs: The third year, first, second and third year classes should be offered. 
The fourth year and each year thereafter, first, second, third and fourth year classes should be offered.) 
 

For four-year programs, it is a bit trickier to decide on which third and fourth year classes to run.  Pre-
requisites for upper level courses need to be taken into consideration.  If students have not taken the pre-
requisite yet, then the pre-requisite needs to be offered before the follow-on course is offered. 
 

All that has been said about rotation so far assumes a best-of-all-possible-worlds, in which every student 
is enrolled full-time 15-16 hours per term and will complete your program in the advertised amount of 
time.  The reality is that in most institutes, and even commuter colleges, the majority of students are 
only enrolled in classes part-time.  This means that the majority of students will probably take 18 
months to two years to complete a one-year program, three years to complete a two-year program, and 
five to six years (or more) to complete a four-year program.   
 

This means that a certain amount of educated guessing will be involved in setting up the course rotation.  
One way to increase your effectiveness in setting up the course rotation is to ask students on your 
application for admission to anticipate how many hours they plan to enroll in each semester.  You can 
also ask students to pre-register for classes one month before the end of the prior term.  This will help 
determine how many classes really need to be offered each term.  After a year or two of operation, you 
will begin to notice patterns of enrollment that will also help you adjust your course rotation.   
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In early years of the program, as students approach graduation, you may need to check at the beginning 
of the year to see what courses the anticipated graduates will need that year to complete their program.  
In the first few years of your school, you may have to make the sacrifice of having a few very small 
classes or directed studies in order for your first graduates to complete their program.   
 
Some times you will have to cancel a class and offer it during a later term, because no students or too 
few students are ready or interested in taking that course in a particular semester or you are offering 
more classes than there are students to take them. 
 
The final factor affecting course rotation is the availability of qualified course instructors for specific 
classes.  If there is no instructor available for a course during the term it comes up in the course rotation, 
it should be swapped with a course from the next term for which there is an available instructor.  Then 
you can offer the course in the next term, and find a new instructor if the original instructor is still not 
available. 
 
The best way to plot out a course rotation is on a spreadsheet that lists all of the terms for the next three 
to five years and all of the courses that need to be offered each year for the next three to five years. This 
should be updated yearly, so that students and their academic advisors can use the rotation chart to plan 
which courses they will take each semester in order to graduate in the time frame that they desire to 
graduate.  A sample course rotation chart is located on pages 4.120-122. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Academic and Administrative Operations 

3.31 

Selecting and Ordering Textbooks 
Textbooks used for each institute course should be appropriate for college-level instruction.  Caution 
should be exercised to be certain that textbooks are not written at a graduate level, if they will be used in 
undergraduate courses. 
 
The textbooks and materials must be capable of being used to formulate examination materials during 
the course. They should be listed in the course outline by author, title, volume number, publisher, and 
publication date. 
 
For a book to be consider college-level, the following criteria must be met: 
 

The author must be a recognized authority (in terms of education and experience) in the field in 
which he or she has written. 
 
The author must use standard college research and documentation methods in his or her book. 
 
The book must cover the topic of instruction with sufficient breadth and depth to support a college-
level class. 

 
Total reading assignments for a three-credit class should range from 500-700 pages per course. Reading 

assignments should roughly follow the following standard:  68-90 hours of homework should be 

assigned for a three credit course by allotting two hours per required page for a research paper (1 hour of 

research, 1 hour of writing per page) or 1.5 hours per page when pre-writing preparation is needed or1 

hour per page for personal opinion/book reports; and 3 hours of study time for each test for each 10% of 

final grade represented by the test; the rest of the homework hours should be in the form of required 

reading allotted at the rate of 25–30 pages per hour for a standard text; 15–20 pages per hour for college-

level textbooks; 10–15 pages per hour of highly technical reading, and 20 pages per hour for Bible 

Reading. 

 
The student should expect to complete correlated reading assignments from the textbooks and materials 
used in teaching the course.  
 
The students should expect to read the assigned portions of reading material prior to each class session.   
 
Information drawn from the readings should be included as a significant part of the examinations given 
in the course. 
 

Students should be made to understand that textbooks will be a significant expense each semester and 
should plan to spend between $200-400 per term on books or $50-120 per course.   
 

To keep the cost of books down, institutes may want to consider a bulk purchasing agreement with 
Amazon or Books-a-Million or other discount book dealer with a good returns policy.   
 

Keep an eye out for inventory reduction sales and other deeply discounted sales at Christianbook.com/ 
Christian Book Distributors for amazing discounts on some textbooks. 
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Institutes might also consider buying back used books for resale at discounted prices to students the next 
time the course is offered, or setting up a used book bulletin board for students to resell their used books 
to other students. 
 
For those students who can’t afford to purchase their own books every term, or for students who lose 
their textbooks, the school should consider purchasing 2-5 copies of each textbook to put in the 
institute/college library, with a couple of the copies on-reserve “for library use only” during the term 
that the textbook is in use. 
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Preparing Faculty for the New Term 
 

Faculty Meetings 
Faculty meeting should be held about 1-2 weeks before the new term starts.  Have instructors turn in 
their syllabi for the upcoming semester when they turn in grades for the previous term.  First-time 
instructors should turn in their syllabi to the office three weeks before the start of the term.  That way the 
Director or Academic Dean can have time to review the quality and format of the syllabi and give 
suggestions by faculty meeting time for any corrections or improvements that need to be made before 
the course starts.  A snack/light meal before the meeting can provide an opportunity for faculty to get to 
know each other better.  Always remind the faculty about keeping attendance, reporting stowaways 
(unregistered students or students not yet on the class roster who show up) and no-shows (registered 
students who are not in attendance the first class), grade inflation, writing style workshops or writing 
labs, course selections for the following term, graduation, keys and alarm codes. Faculty development 
should be a portion of each faculty meeting, focusing on some area of skill development that will help 
them grow as instructors. See page 6:5-6 for more on faculty development ideas. 
 

Instructional support services that should be provided by staff to faculty 
The office staff should provide duplication and collating services for all instructors. Each classroom 
should be equipped with either a 32" TV or a multimedia projector with DVD/VCR, a 4'x8' whiteboard 
with markers and eraser and whiteboard cleaner.  A laptop should be available for PowerPoint 
presentations.  A CD player should be available for classroom use if needed.  Speech and preaching 
classes should be equipped with a video camera for recording student presentations for personal review 
and feedback.  The school may decide to video-record all classes for the sake of students who are absent 
from class, or for developing distance education. 
 

Computers should be provided in the library for faculty and student use for online research, writing, and 
PowerPoint preparation.  Listening and viewing stations should be available for audio and video 
materials used to supplement instruction.   The library should provide a reserved books section for any 
supplemental reading material requested by the faculty for their classes.  The library should intentionally 
build a collection of videos and CDs that support or supplement classroom instruction. 
 

It is very helpful if the school can offer a one-day three-hour seminar on term-paper style and formatting 
for students unfamiliar with the school’s designated style manual (MLA, APA, SBL, Chicago).  It may 
also be helpful to have a writing lab available a few hours each week, where instructors can send 
students who need additional assistance with the mechanics of good writing. 
 

New Faculty Employment Packet Contents 
Invitation to Faculty Meeting Letter from Academic Dean with Packet 
Overview of the Semester List of Faculty with Info 
Faculty File Checklist Faculty Information Sheet 
Academic Calendar Current Schedule of Courses 
Instructions RE: Reading Handbook Faculty Handbook 
Syllabus Instructions Syllabus Master 
Faculty Application Instruction Sheet Faculty Application 
School Statement of Faith Faculty Info Update 
Attendance Sheet and Grade Sheet Add/Drop Form 
Final Grade Sheet Sample Incomplete Grade Forms 
Unsatisfactory Progress Report Academic Catalog  
Instruction sheet about Enrollment/Attendance/Grades/Drops/Incompletes/unsatisfactory progress 
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Choosing an Official School Form and Style Manual 
At the very first faculty meeting, the Institute Director/College Dean and the faculty of the school should 
vote to decide which manual of form and style will be used for all writing assignments at the school—
APA (American Psychological Association—used mostly in Business and Social Sciences), MLA 
(Modern Language Association—used mostly in the Humanities), Chicago (a.k.a. Turabian—very 
formal, old-style documentation), or SBL (Society of Biblical Literature—used in scholarly theological 
periodicals).  Most schools will want to choose MLA, since it is the most widely used style manual in 
American Colleges and the most simple to use.  Once a style manual has been chosen for the school, 
copies of the manual should be provided to all faculty members and should also be placed in the library.  
A simple style sheet should be provided to students for use in term projects.  Any writing classes should 
include instruction on how to properly use the school’s chosen form and style manual.  A brief 3-hour 
form and style workshop can be used to help students learn how to use the correct form and style. 
 

Faculty Resources Available from Life Pacific College 
By Brian Tomhave 
 
Life Pacific College views Church-based institutes as partners in the education and training of 
Foursquare ministers. The college is committed to supporting institutes by providing numerous services 
including consultation on academic and instructional matters, curriculum, and transfer of credit toward a 
B.A. degree with LPC. 
 
Institute Website 
Life Pacific College has created a website to inform institutes about available resources at 
www.lifepacific.edu/institute. This site describes the services listed below and provides order forms for 
various resources. 

 
Consultation 
LIFE professors and support staff are available to assist institute leaders and instructors with educational 
consultation, suggested approaches to various courses, help with determining academic policy, records 
retention, etc. 
 
Independent Study Courses 
Institutes can use LIFE’s independent study courses to offer college-credit from LIFE to their students. 
This can also serve as an easy way to establish an institute with prepackaged curriculum, allowing the 
college to handle much of the administrative burden. 

• Award winning courses developed by LIFE faculty (LPC courses have won the ACCESS Course 
of the Year award sponsored by Christianity Today). 
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• LIFE handles grading and student records 

• Students receive college-credit from Life Pacific College 

• Tuition is $120 per unit 

 
 

Institute Study Manuals 
Institute Study Manuals are modified versions of the independent study course materials. Institutes may 
purchase the manuals and recommended textbooks at a low cost ($35, plus textbooks) and use the 
material in their institutes however they see fit. The manuals include the elements of the course outlines 
mentioned above, plus: 

• Study guides for selected textbooks 

• Suggested learning activities 
Note: Institutes can use Independent Study Courses and Institute Study Manuals side-by-side in the same 
classroom. 

 
 

Institute Course Bank 
The Institute Course Bank is an online site established by Life Pacific College for the purpose of sharing 
ideas and practices on how to teach various courses common to most institutes. The vision is for institute 
administrators and instructors, as well as LPC faculty, to share ideas on how to teach various courses 
most effectively. The Course Bank is accessible through any internet connection with a password 
provided by LPC. Institute administrators and instructors can access a wealth of resources including: 

• Course outlines providing possible course objectives and approaches 

• A bibliography of resources for the topic 

• Course materials, lecture outlines, learning activities, PowerPoint presentations, grading rubrics, 
etc. 

 

To access the site, go to http://online.lifepacific.edu and enter the first letter of your first name and your 
last name as both your username and password (John Smith = jsmith). This will take you to your  
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personal homepage in the college’s Blackboard system. On the right side, under “My Courses”, you will 
see a course link titled “Institute Course Bank.” Click on that link and it will take you to the institute 
repository.  
 
If you are a new director and have any trouble accessing the system, or would like to add others at your 
institutes to the site, or would like to contribute resources, please contact Brian Tomhave or the 
department of distance learning at Life Pacific College at 877.851.0900 or distance@lifepacific.edu for 
a user name and a password. 

 

 

 



Academic and Administrative Operations 

3.37 

Innovative Methods of Faculty Development  
By Dr. Paul Chappell, Ph.D.  
 
Can't afford to send members of your part-time faculty off for professional development?  

• Then let’s explore cost-effective methods to develop and enhance the effectiveness of your 
professors.  

 

• Creative methods are integrated with a view towards the 7 Habits of Highly Effective Teachers.  
 

• Enhance your faculty and ensure institute/college success and growth.  
 

Innovative  Cost Effective  
 Do-able  
 
Faculty  Who?  
 What?  
 
Development  Personal  

 Spiritual    
 Educational/Instructional 
 Content Specialist  

    Technological 
 
I.  Building a Faculty 

A.  Institutional Mission—All staff, faculty and student should know it by heart. 
B. Institutional Objectives/Outcomes  
C. Regular (Adjunct) Institute/College Faculty  
D.  Core Faculty––should drive the development of the school.  They need to influence the 

direction, mission and purpose, curriculum development and policies and procedures. 
 
II.  7 Habits of a Highly Effective Teacher  

A. Proactive in their development as teachers  
B. Purpose-Driven  
C. Passionate  
D. Priority  
E. Pedagogical  
F. Problem-Solver  
G. Pastoral 
 

III.  Professional Development: A Three-Fold Approach  
A.  The Teacher as Educator  

1. Require a Philosophy of Teaching Statement  
2. Build a Faculty Resource Center  
3. Use Faculty Meetings to Process  

a. Pre-assigned Reading of Journal Articles  
b. Pre-assigned Reading of Chapters in Books 
c. Pre-assigned Reading in Pedagogical Volumes  
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4.  Use Local Specialists  
a. Educational Specialists  
b. Communication Specialists  
c. Specialists in At-Risk Students 

5. Encourage faculty members to enroll in education courses at local Jr. College/College/ 
University campuses and underwrite a portion or all of their tuition  

6. Professional Assessment  
a.  Create the Environment  

i.  Create Assessment Instruments  
ii.  Open the Classroom as a Laboratory  

b.  Assessment as Professional Development  
i.  Self-assessment  
ii.  Peer Assessment  
iii.  Director/Dean Assessment  
iv.  Consultant Assessment  

c.  Create a Personal Improvement Plan  
 

B.  The Teacher as Content Specialist  
1. A Resource Development Allowance  

a. One Yearly Periodical Subscription (Academic Only)  
b. One Support Volume per Term or Year  

2. Monetary Allowance for Appropriate Online Courses  
3. Modular Courses (Local School Option)  
4. Module Courses Onsite for Entire Faculty  
5. Join with Other Local Institutes/Colleges to Form Specialist Interest Groups  
6. Build Mentor Relationships with other Colleges  

a. Stipend Specialists to Review/Critique Professor's Lectures  
 

C.  The Student as Learner  
1. Build Faculty Resource Center in the School Library 
2. Use Local Adult Learning Specialists  
3. Process Articles/Texts Together as Faculty  
4. Learner Assessment  

a. Create Assessment Instruments  
b. Process Results as a Faculty  
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Bringing in the Students 
 

Keys to Effective Recruiting  
• Understand the importance and significance of the Call of God!  Partner with God in 

calling out the called. 

• Our faltering economy has created a prime opportunity to recruit for ministry training 
programs, since so many people are in the midst of unexpected mid-life job transitions, 
there is less resistance and there are fewer excuses to get in the way of responding to God’s 
call on their lives right now.   

• Encourage your pastor to call out the called from the pulpit. 

• Pray that God would help you to recognize and identify those He has called. 

• Encouragement of those God is calling is crucial.   Saying yes to a call to vocational ministry 
is a big leap of faith and obedience, and there is much spiritual warfare being waged to try to 
thwart their obedience to God’s call.  Help people walk through the call process and encourage 
them to be obedient to what God is asking them, calling them, to do.  Help remove any obstacles 
that stand between them and obedience.  Help them to take the first step by beginning training 
for their calling. 

• Repeated contact is vital.  Follow up! Follow up! And follow up again! 

• Nurture relationships with area pastors so they will be willing to trust you to train their 
emerging leaders. 

• Look at those who are already serving in the church, those who can’t seem to get enough of 
church, and those who are extra eager to serve at any opportunity.  It may be a sign of an 
emerging sense of call. 

 

Public Relations 
The biggest challenge facing any new institute is getting the word out that you are starting up or are now 
in operation.  Therefore getting the word out has to be where a significant part of your time and money 
is invested when you are starting up.   
 
First impressions are hard to overcome, so you really want to make an excellent first impression.  
  
In education, if people do not perceive excellence, they will not buy in.  No one wants a second rate 
educational experience.  So put your best foot forward with all the excellence and class you can afford. 
 
Ways to Promote a Bible Institute or Church-Based Bible College  
0.  Develop a prayer team who will pray for your recruitment efforts and that God will send the right 

students to your institute/college. 
 

1. Design an institute/college logo that can be used on all promotional materials and stationery so that 
it becomes readily recognized as the school logo. Develop a line of logo-wear and bumper stickers 
to make your school’s presence more visible at area churches and in the local community. 

 

2. Design a bulletin insert with general information on one side and course scheduling information on 
the other side that can be used in cooperating churches. Also develop quality brochures and an 
institute/college catalog.  Make sure your materials look professional so people take the school 
seriously. Utilize marketing and graphics people within the church or community to do it correctly. 
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3. Obtain mailing lists of High School and College Students and adults interested in ministry from 
cooperating churches and mail a brochure to each prospective student.  Follow up all mail-outs and 
inquiries with a personal phone call.  Follow up all inquiries with a written letter and additional 
information, such as brochures, catalog or application packet. 

 

4.  Post an ad in your local Yellow Pages and Christian Yellow Pages under higher education/colleges. 
  

5. Prepare a press release to be sent to local newspapers, which includes a photo of the institute 
director/college dean or board, or better yet, photos of the school in operation. 

 

6. Send a public service announcement (PSA) to Christian radio and television stations. Include 
institute/college personnel that are available for interviews. 

 

7. Follow up each promotional appointment with a letter, reemphasizing important aspects of Bible 
Institute Ministry. 

 

8. Ask for promotional time in church services in all cooperating churches where you can make a 
brief announcement about the institute/college, distribute literature, and answer questions from 
interested parties.  Set up an exhibit table after the service with more detailed program information 
and application materials and someone prepared to talk with interested prospective students. 

 

9. Design and post attractive posters in sponsoring churches that give important information about 
the institute/college. 

 

10. Go to adult Sunday school classes and youth and young adults groups to announce the institute/ 
college schedule focusing on courses that will most appeal to each group. 

 

11. Use bulletin boards and websites in cooperating churches to promote the institute/college.  Use lots 
of photos of the school in action. 

  

12. Offer a husband and wife discount, when two members of the same family attend the institute/ 
college at the same time. 

 

13. Provide institute/college information to para-church ministry directors (especially Young Life, 
Campus Life/Youth For Christ, and YWAM) in your city or area.  Ask if you can meet with any 
emerging leaders within their groups about training for ministry. 
 

14. Prepare and distribute a 1-3 minute promotional video about the institute/college.  Have it shown 
in all sponsoring churches.  

 
15. Publish and distribute a school newsletter or write a monthly feature column in the sponsoring 

church’s newsletter.  Illustrate it well with photos. 
 
16. Offer a recruiter’s scholarship awarding a $100 tuition credit for each new student that a current 

student recruits and perhaps a $100 discount for the recruited student the first term that the new 
student attends full-time. 
 

17. Do an e-mail blast about the institute/college to members of sponsoring churches from their e-mail 
databases.  Again be sure to include photos. 
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18. Develop a promotional CDROM with a copy of the catalog, brochures, application, photos and 
QuickTime video clip about the institute/college. 
 

19. Develop an institute/college website to both promote the institute/college as well as serve the 
communication and resource needs of the institute/college.  Be sure to include lots of photos and 
even video clips, if possible. 
 

20. Develop an institute/college worship team and/or drama team to lead worship and share about the 
school in area churches.  Be sure to train them how to recruit effectively. 
 

21. Develop a team of advanced students to go out and preach in area churches and share about 
the institute/college. 
 

22. Host an Open House to welcome interested prospective students with a formal program and share 
more in detail about the institute/college.  You may want to give out institute related door prizes to 
those who attend. Have a time of refreshments where they can interact and meet with faculty and 
staff and current students. Be sure to give an information and application packet to each prospective 
student who attends.  Be sure to get their full contact information in writing for follow up afterwards. 
Follow up with a letter a week after the event thanking them for attending and offer to answer any 
further questions they may have about the institute/college. 
 

23. Host a take a peek week, when prospective students can sit in on one or more night or day classes 
and experience the school in operation first hand.  Be sure to have a time for them to meet current 
students before or after class.  Provide prospective students with a current student to host their visit.  
You might want to provide a time of refreshments.  Be sure to give an information and application 
packet to each prospective student who attends.  Be sure to get their full contact information in 
writing for follow up afterwards.  Follow up with a letter a week later thanking them for attending 
and offering to answer any further questions they may have about the institute/college. 
 

24. Have a regularly manned (weekly, bi-monthly, monthly or quarterly) information and 
recruiting table after services in the sponsoring churches.  Be sure it is well supplied with current 
materials and staffed by a trained recruiter.  Be sure to set up a display board with photos from the 
institute/college.  This will attract more people to come by the table. 
 

25. Catalog mail out to all Foursquare churches in your greater geographical area, with invitation to 
attend your annual open house or preview day. 
 

26. Meet with local Foursquare pastors who are not sponsoring churches of your institute/college. 
 
27. Meet with other local pastors who have students already attending your institute/college or with 

whom you already have established relationships with. 
 

28. Develop a line of logo-wear and bumper stickers to make your school’s presence more visible at 
area churches and in the local community. 
 

29. Involve your students in service ministries to the local community to develop their ministry skills 
and increase your school’s visibility and enhance our image locally.  Have them wear school  
t-shirts when doing community service. 
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30. Sponsor an Institute/College day in each of the sponsoring churches in which teams of current 
students go out and preach and lead worship in the churches, including the Jr. High, High School and 
Gen-X services at those churches.  Set up a table after the service to meet with interested prospective 
students.  Have application materials handy. Include a bulletin insert in the church bulletin that week 
with information about the institute/college and a schedule of upcoming courses. 

 
31. Develop a four-color brochure and place it on display in local Christian bookstores and other 

strategic locations. 
 

Methods that are appropriate primarily for more established Church-Based Bible Colleges 
32. Exhibit at the annual Foursquare Convention. 

 
33. Mail institute/college catalog to all area/state high school counselors with a cover letter to 

introduce the school to the high school college admissions counselors. 
 
34. Exhibit at local or state College and Career Fair. 

 
35. Join the state chapter of the National Association of College Admissions Counselors to network 

with area high school college admissions counselors. 
 

Representing the Institute or College 
Institute and Bible college students, staff, and faculty, should be aware that they represent the 
Institute/College out in the community and in their churches every day, wherever they go.  Therefore, 
they should always dress and conduct themselves in a manner that is befitting professional ministers, 
and most of all, followers of Christ.  They are the foundation of the school reputation in the local 
community, especially in the local churches.  They should be encouraged to build that reputation strong. 
 
Students or faculty who are sent out as official representatives of the Institute/College, either as 
recruiters, guest speakers or ministers, or members of school ensembles, should wear school logo 
apparel where appropriate, and conduct themselves with utmost respectability, sincerity, humility, and a 
heart to serve others.  They are the best representatives and recruiters that a school has.  Everything they 
do and say reflects back on the school.  Please encourage them to represent the school and Jesus Christ 
well! 
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Give New Students a Reason to Stay in School 
 . . . And minimize reasons for dropping out 
Pastoral care of students.  Keep track of the strays and the wounded sheep.  Be a prayer warrior on 
behalf of the students.  They are experiencing the strongest spiritual warfare of their lives so far when 
they choose to say “Yes!” to God and begin training for ministry. 
 
Strong sense of community.  The younger the students are, the more important student life is to student 
retention.  Regular chapels, communal meals, ministry projects, fellowships, community celebrations, 
and prayer times with each other build a sense of community and belonging. 
 
Student Finances.  Try to keep costs low and value high.  Provide opportunities for financial aid, work-
study, scholarships, payment plans, sponsorships, and fundraising.  Make sure at least 3-5 copies of each 
textbook (current editions) are available in the Library for those students who can’t afford to buy their 
own. 
 
Get the students involved in ministry in their home church with progressive levels of responsibility 
and leadership.   
 
Help students to find the proper healthy balance between work and ministry and family and 
school-work.  Overeager ministers often drop out of school due to getting too involved in ministry.  
Help them to understand that they are in a season where their top priority needs to be becoming well-
trained.  In order for that to happen, they need to focus and apply themselves to their schoolwork and 
only do enough ministry to keep their ministry skills growing (especially their people skills and 
leadership skills).   
 
Mentoring.  Mentoring is high-touch modeling and guidance. It is helping the students to find a healthy 
balance in life and ministry. It is helping them to overcome challenges before they become too big 
(ministry fatal).  The mentoring relationship creates a sense of belonging and community.  It also helps 
students feel that they are valued members of the ministry community. 
 
Don’t give up on temporary drop-outs.  Keep in touch with them and encourage them.  Life happens, 
and with it there are sometimes things that are more urgent than being in school.  Help them to know 
that you support their decision to focus their attention on the critical need as long as is necessary, and let 
them know you will help them to make the transition back into school as soon as they are ready. 
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Sample Handout for people wrestling with a call to ministry 
 

Have I been called?  Who . . . ME?!  What?  When?  Where?  Why?  How? 
 

As you take time to seek God and your call to ministry, know that that the desire of His heart is that you would know that He 
loves you.  He has called you.  He has called you to come near to Him.  
Come near to God and he will come near to you. James 4:8 (All scripture quotations are taken from the NIV translation.) 
 

“Come, follow me,” Jesus said, “and I will make you fishers of men.”  Matthew 4:19 
 

How clear.  How precise.  Has God called me, too?  How do I know?  How do I decide? 
 

Do not conform any longer to the pattern of this world, but be transformed by the renewing of your mind. Then you will 

be able to test and approve what God’s will is—his good, pleasing and perfect will.  Romans 12:2 
 

The call to ministry is a call to know God. 
“Be still, and know that I am God; I will be exalted among the nations, I will be exalted in the earth.”   Psalm 46:10 
 

Whatever was to my profit I now consider loss for the sake of Christ. What is more, I consider everything a loss compared to 
the surpassing greatness of knowing Christ Jesus my Lord, for whose sake I have lost all things. I consider them rubbish, that 
I may gain Christ and be found in him, not having a righteousness of my own that comes from the law, but that which is 
through faith in Christ —the righteousness that comes from God and is by faith. I want to know Christ and the power of his 
resurrection and the fellowship of sharing in his sufferings, becoming like him in his death, and so, somehow, to attain to the 
resurrection from the dead. Not that I have already obtained all this, or have already been made perfect, but I press on to 
take hold of that for which Christ Jesus took hold of me. Brothers, I do not consider myself yet to have taken hold of it. But 
one thing I do: Forgetting what is behind and straining toward what is ahead.  I press on toward the goal to win the prize for 
which God has called me heavenward in Christ Jesus. Philippians 3:7-14 
 

The call to ministry is a call to love. 
Love the Lord your God with all your heart and with all your soul and with all your strength and with all your mind;’ and, 
‘Love your neighbor as yourself.’  Luke 10:27 
 

The call to ministry is a call to grow. 
It was he who gave some to be apostles, some to be prophets, some to be evangelists, and some to be pastors and teachers, to 
prepare God’s people for works of service, so that the body of Christ may be built up until we all reach unity in the faith and 
in the knowledge of the Son of God and become mature, attaining to the whole measure of the fullness of Christ.  Ephesians 
4:11-13 
 

The call to ministry is a call to serve. 
If you have any encouragement from being united with Christ, if any comfort from his love, if any fellowship with the Spirit, if 
any tenderness and compassion, then make my joy complete by being like-minded, having the same love, being one in spirit 
and purpose. Do nothing out of selfish ambition or vain conceit, but in humility consider others better than yourselves.  Each 
of you should look not only to your own interests, but also to the interests of others.  
Your attitude should be the same as that of Christ Jesus: Who, being in very nature God, did not 
consider equality with God something to be grasped, but made himself nothing, taking the very nature of a servant, being 
made in human likeness.  And being found in appearance as a man, he humbled himself and became obedient to death — 
even death on a cross!  Therefore God exalted him to the highest place and gave him the name that is above every name, that 
at the name of Jesus every knee should bow, in heaven and on earth and under the earth, and every tongue confess that Jesus 
Christ is Lord, to the glory of God the Father. Philippians 2:1-11   
 

The call to ministry is a call to obedience. 
“If you love me, you will obey what I command. And I will ask the Father, and he will give you another Counselor to be with 
you forever — the Spirit of truth. The world cannot accept him, because it neither sees him nor knows him. But you know 
him, for he lives with you and will be in you. I will not leave you as orphans; I will come to you. Before long, the world will 
not see me anymore, but you will see me. Because I live, you also will live. On that day you will realize that I am in my 
Father, and you are in me, and I am in you.  Whoever has my commands and obeys them, he is the one who loves me. He who 
loves me will be loved by my Father, and I too will love him and show myself to him.” John 14:16-21 
 

Wait for the Lord; be strong and take heart and wait for the Lord.  Psalm 27:14 
 

He has showed you, O man, what is good. And what does the Lord require of you? To act justly and to love mercy and to 
walk humbly with your God.  Micah 6:8 
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Then Jesus came to them and said, “All authority in heaven and on earth has been given to me.  Therefore go and make 
disciples of all nations, baptizing them in the name of the Father and of the Son and of the Holy Spirit, and teaching them to 
obey everything I have commanded you. And surely I am with you always, to the very end of the age.”  Matthew 28:18-20 
 

The call to ministry is a call to be equipped. 
Therefore, prepare your minds for action; be self-controlled; set your hope fully on the grace to be given you when Jesus 
Christ is revealed.  1 Peter 1:13  
 

And David shepherded them with integrity of heart; with skillful hands he led them.  Psalm 78:72 
 

Do you see a man skilled in his work? He will serve before kings; he will not serve before obscure men.  Proverbs 22:29 
 

The call to ministry is a call to excellence. 
Do your best to present yourself to God as one approved, a workman who does not need to be ashamed and who correctly 
handles the word of truth.  2 Timothy 2:15 
 

The call to ministry is a call to prayer. 
Do not be anxious about anything, but in everything, by prayer and petition, with thanksgiving, present your requests to God. 
And the peace of God, which transcends all understanding, will guard your hearts and your minds in Christ Jesus.  
Philippians 4:6-7 
 

The call to ministry is a call to faithful stewardship. 
Each one should use whatever gift he has received to serve others, faithfully administering God’s grace in its various forms. 
If anyone speaks, he should do it as one speaking the very words of God. If anyone serves, he should do it with the strength 
God provides, so that in all things God may be praised through Jesus Christ. To him be the glory and the power for ever and 
ever. Amen.  1 Peter 4:10-11 
 

We have different gifts, according to the grace given us. If a man’s gift is prophesying, let him use it in proportion to his 
faith. If it is serving, let him serve; if it is teaching, let him teach; if it is encouraging, let him encourage; if it is contributing 
to the needs of others, let him give generously; if it is leadership, let him govern diligently; if it is showing mercy, let him do 
it cheerfully. Love must be sincere. Hate what is evil; cling to what is good. Be devoted to one another in brotherly love. 
Honor one another above yourselves.  Romans 12:6-10 
 

The call to ministry is a partnership with the Holy Spirit. 
“Not by might nor by power, but by my Spirit,” says the Lord Almighty.  Zechariah 4:6 
 

You will receive power when the Holy Spirit comes on you; and you will be my witnesses in Jerusalem, and in all Judea and 
Samaria, and to the ends of the earth.  Acts 1:8 
  

I pray that out of his glorious riches he may strengthen you with power through his Spirit in your inner being, so that Christ 
may dwell in your hearts through faith. And I pray that you, being rooted and established in love, may have power, together 
with all the saints, to grasp how wide and long and high and deep is the love of Christ, and to know this love that surpasses 
knowledge —that you may be filled to the measure of all the fullness of God.  Now to him who is able to do immeasurably 
more than all we ask or imagine, according to his power that is at work within us, to him be glory in the church and in Christ 
Jesus throughout all generations, for ever and ever!  Amen.  Ephesians 3:16-21 
 

The call to ministry is best discovered in the embrace of Christian fellowship. 
If you hear the voice of Jesus calling you, allow your pastor, your brothers and sisters in Christ, and the Holy Spirit to 
minister to you.  
 

How do I know?  How do I decide? 

Do not conform any longer to the pattern of this world, but be transformed by the renewing of your mind. Then you will 

be able to test and approve what God’s will is —his good, pleasing and perfect will.  Romans 12:2 
 

Listen for His voice.  He will be faithful to show you His good, pleasing and perfect will.   
Then your only decision is will you say, “Yes.”     
 

You did not choose me, but I chose you and appointed you to go and bear fruit —fruit that will last. 

Then the Father will give you whatever you ask in my name.  John 15:16 
 

At once they left their nets and followed him.  Matthew 4:20 
 

Answer His call . . . say, “YES!” . . . and then call us.  
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New Student Application Process 
 
Because an application should reflect the mission and purpose of an institution, each institute should 
develop its own application form. Although much of the information required will be general, other 
information should be designed to make sure that the students enrolling are students who will be served 
well by the institute/college. For example, people who have been saved only a brief time or have not 
been called to ministry would probably not be served well by most institutes. An application should 
require information, which fits into the following categories: 
 

• Personal--This will include questions relating to name, birth date, address, Social Security 
number, verification of citizenship, marital status, first term they plan to enroll at the 
institute, full-time or part-time enrollment (and how many hours they plan to enroll in each 
semester if part time), financial ability, overall health and fitness, etc. 

• Spiritual--This should include questions relating to conversion, baptism, recent spiritual 
growth, Christian lifestyle, personal spiritual disciplines, call to ministry, why they want to 
attend your institute, etc. 

• Educational--This should include questions relating to high school completion and previous 
college or institute work, any previous suspensions or expulsions from college, which 
institute program or major they plan to enter, etc. 

 
Many institutes/colleges require a pastor's reference and at least one Christian friend's reference. This is 
especially important when the institute admits students from outside the local or sponsoring 
congregation. The questions on these reference forms should relate to spiritual and emotional maturity, 
character qualities and lifestyle, and potential for being effective in Christian service.  It also may be 
helpful to have a reference from a previous teacher or current employer. Samples of application and 
reference forms can be found on pages 4.14-25. 
 
After the application has been clearly defined, it can be distributed along with promotional materials for 
the institute such as brochures, posters, and catalogs.  A calendar of deadlines for application forms 
should be included with each application packet. 
 
In addition to developing an application, institutes should develop a list of standards and the process that 

will be used to determine if applicants are qualified for acceptance into the institute's/college’s 
program and have a reasonable expectation that they will successfully complete the program. It may 
be very helpful to include an interview as the final part of the application approval process. 

The standards might include the following: 
The applicant has a high school diploma or its equivalent (GED) and at least a 2.0 GPA in High 

School or previous college work.  
The applicant has a clear sense of a call to vocational ministry, even if the details aren’t all clear yet. 
The applicant has lived a consistent Christian life free of major lifestyle sins for at least one year.  
The applicant has overall positive references from his/her pastor and a Christian friend. (Any 

negative remarks may need to be followed up with a phone call to the reference and/or an 
interview with the student.) 

The student has adequate physical and emotional health to succeed in the program. 
The student has sufficient financial resources to complete the program. 
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Sample Acceptance Criteria 
Evaluation of the application particularly centers in the following four areas: 
 

(1) Spiritual Health and Maturity 
Applicants must give evidence of an established commitment to the Lord and growing 
Christian character. It is expected that a person has lived apart from lifestyle sins for a full 
year preceding the semester in which he or she wishes to enroll.  The student’s life should 
give evidence of a vital and growing daily walk with God and a growing conformity with the 
character of Christ. 
 
The reference forms, the spiritual autobiography, and the admissions interview, are used to 
assess the prospective student’s character and commitment.  An established pattern of upright 
living and a vital personal relationship with Christ is essential for a student to be an active 
and contributing participant in Christian community. 

 
(2) Academic 

Applicants should have sufficient educational background to enable them to perform at the 
college level.  The student must be a high school graduate or have successfully completed the 
GED. Continuance in all programs beyond the first two semesters requires the maintenance 
of a cumulative grade point average of 2.0 (C) or higher.  Students who have experienced 
academic probation or dismissal at a previous institution of higher education or have a 
history of marginal academic performance may be subject to probationary admission to 
____________ Institute/College. Students admitted under probationary admission must 
enroll in the non-credit class in Basic Writing and Study Skills.  
 
Students admitted under probationary status must achieve a 2.0 cumulative grade point 
average during the first semester in order for probationary status to be removed. Students 
admitted under probationary status and who fail to achieve a 2.0 cumulative grade point 
average during the first semester of study at ____________ Institute/College but have shown 
significant progress over the course of the semester and have put forth significant effort to 
improve their study skills and habits will be allowed to continue on probation for a second 
semester. Students who fail to achieve a 2.0 cumulative grade point average during the first 
semester of study at ____________ Institute/College and have shown no significant progress 
during the semester and have not made a significant effort to improve their study skills and 
habits will be denied admission to ____________ Institute/College.  Students will not be 
allowed to continue on probationary admission for longer than two semesters (or 24 semester 
hours, whichever is greater). 
 
In view of the objective of ____________ Institute/College, a student’s proficiency in 
English is an important factor in the admissions process.   Students whose primary language 
is not English must submit a Test of English as a Foreign Language (TOEFL or equivalent 
examination of ESL) score of 500 or greater to be accepted into ____________ 
Institute/College.  All students must take the English Proficiency Test and Writing Sample 
(found on the Resource CD) during orientation to determine if they need remedial work in 
English prior to taking English Composition.   
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(3) Financial Ability 
Applicants will be evaluated with regard to their financial resources and income and current 
responsibilities and their ability to meet the financial demands of continued enrollment 
through degree completion, taking into account financial aid and student employment. 

 
(4) Physical and Emotional Health 

Completing a college program demands stamina, self-discipline, and maturity.  Health is an 
important factor in being able to maintain attendance, earn satisfactory grades, pursue 
employment, and make other adjustments.  Students who are emotionally unstable or ill will 
be encouraged to pursue emotional and spiritual healing before taking on the added stress and 
spiritual warfare involved in the process of ministry training.  Students with chronic or 
serious physical illness will be guided to limit course loads appropriately so that they do not 
seriously endanger their health and well-being. 

 
Re-Admission 
Students desiring readmission to an Institute or church–based Bible college after an absence of more 
than one year must contact the Admissions Office.  Review and approval should be required from the 
Institute or church–based Bible college administration.  The re-entrant should submit an updated 
spiritual autobiography, an updated pastor's reference, and updated application for admission (without 
application fee).  A student with an outstanding financial balance should not be allowed to re-enter until 
the account has been paid in full.  Application for re-admission should be made at least one week in 
advance of registration in order to allow for updating the student’s file. If a student withdraws from 
school for more than a year and later returns to graduate, the requirements in effect under the catalog 
that is in force during the year in which they re-enroll must be met. Re-entrants who have been out of 
school for over five years must allow time for completion of a full application and are required to attend 
new student orientation.   
 
Students who have been on suspension, either academic or disciplinary, should re-interview with the 
Institute Director or Academic Dean before readmission. 

 
Early Admission 
Some Institutes or church–based Bible colleges may choose to allow High School and Home School 
Seniors, who have at least a 3.0 GPA, to apply for early admission status that allows them to enroll in 
the Institute or church–based Bible college concurrent with their senior year.  Early admission students 
should be limited to a course load of no more than 8 semester hours.  Early admission students should be 
limited to courses at the Freshman or Sophomore level.  Upon completion of their senior year of High 
School, the student must submit a finalized High School or Home School transcript to finalize their 
admission to the Institute or church–based Bible college.  

 
Probationary or Conditional Admission 
If a student meets all normal admission standards, except in one particular area, the school may admit 
the student on probationary or conditional admission.  This probationary status should be clearly stated 
on the letter of admission as well as what conditions must be satisfied to be granted full admission to the 
school.  If a student has a minor academic deficiency, but has given reason to believe that he can 
succeed in college level work, the student should be admitted on academic probation and required to 
take a non-credit study skills course and earn a 2.0 GPA in all other courses during the first term of 
classes to be admitted to full admission status.  If a student has not lived apart from lifestyle sins for a  

 
full year preceding the semester in which he or she wishes to enroll, but has very strong references and a 
strong admission interview, the student may be admitted under behavioral probation and required to 
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meet weekly with a mentor and continue to refrain from all lifestyle sins for a full semester before being 
granted full admission to the school.  Full admission status is required in order to graduate from the 
institute or college. If a student fails to meet the conditions for regular admission, it will result in 
disenrollment from the school and a forfeiture of admission status.  The student will only be allowed to 
reapply for admission once the previously stated conditions for admission have been fully met. 
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Evaluating transfer credit from other Institutes and Colleges 
Institutes and church–based Bible colleges should welcome students who have completed coursework at 
other institutions, and evaluate previous college work to determine its relationship to requirements at the 
Institute or church–based Bible college.  Official transcripts from all other schools and colleges attended 
must be submitted directly to the Institute or church–based Bible college.  Transcripts should not be 
accepted unless they are received officially sealed (unopened) from the school.  Transcripts from other 
countries must be translated into English by a certified translator and evaluated by an international 
transcript evaluation service at the student’s expense.  
 

Students who have completed courses at accredited institutions should be allowed to transfer courses 
into an Institute or church–based Bible college where the credit is relevant to the degree program.  
Students who have attended other certified Foursquare Formal Bible Institutes and Certified Schools of 
Ministry should also be able to transfer courses into an Institute or church–based Bible college.  
Students transferring from unaccredited Bible Colleges to an Institute or church–based Bible college 
must have their credit evaluated by the Institute Director, Academic Dean, Registrar, or the relevant full-
time faculty member to ensure that the coursework meets collegiate standards and has been taught at an 
appropriate collegiate level of instruction. 
 

Sample transfer of credit policy: 
• Credit is evaluated on a course-for-course basis where the course descriptions are basically 

comparable.  There must be at least a 2/3 overlap in course content with the _____________ 
Institute/College course in order for it to fulfill the _____________ Institute/College course 
requirement.  Courses must also be at least 2/3 as long as the _____________ Institute/College 
course in order for it to fulfill the _____________ Institute/College course requirement. (For 
example:  A 2-semester-hour course in small group ministry can meet the requirement for the 3-
semester-hour requirement in small group ministry, but a 2-quarter-hour course will not.)  When 
a course of lower credit hour value is accepted for a required course, the hour deficiency must be 
made up in elective credit hours in the same academic discipline. 

• Only course work with a grade of “C” or better will be accepted.  The grade points do not 
transfer.  A student’s cumulative grade point average is only computed on work completed at 
_____________ Institute/College. 

• The number of transferable credits is restricted by the graduation policy stating students are 
required to complete a minimum of 25% of the required hours for any program at 
_____________ Institute/College. 

• A degree plan showing the transferred credits will be given to the student during the first 
semester of study at _____________ Institute/College. 

• Military credit from CCAF, AARTS, or other military transcript, and The ACE Guide will be 
accepted for transfer only where it specifically relates to leadership, ministry, cognate courses, or 
general education requirements.  Military credit for Speech or English Composition will not be 
accepted for transfer. 

• The Advanced Placement (AP) program of the College Entrance Board is offered to students 
who have taken college-level studies in high school.  Students who received a rating of 3,4, or 5 
may request credit at _____________ Institute/College for that subject. _____________ 
Institute/ College will also consider for advanced placement the testing programs of the College 
Level Examination Program (CLEP), and the military testing program (USAFI/DANTES).  
CLEP, DANTES, and Advanced Placement Test credit will be accepted for transfer only where 
it specifically relates to general education requirements, cognate courses, leadership, or ministry 
courses.  Credit will be awarded according to the recommendations of the American Council on 
Education.  English test credit will only be awarded for the version of the test that requires a 
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written essay with a score at the 80th percentile level or above.  Credit will not be awarded for 
CLEP general subject exams. 

 

Assessing Prior Learning 
Adult learners have frequently achieved significant expertise and knowledge through self-development, 
on-the-job training, military training, industry training seminars, continuing education events, 
community or ministry service, non-college courses, etc.  Ministers with significant pastoral experience 
have commonly developed college level competencies in several areas of ministry training.  Credit for 
experiential learning provides adult learners with the opportunity to demonstrate they have acquired 
theoretical and experiential competencies equivalent to designated college courses.  Credit is based upon 
demonstrated equivalent knowledge of a specific course within a student’s academic program.  
Evaluations are done on a course equivalency basis and must demonstrate a balance between theory and 
practice on a college level of learning. Credit is not obtainable for simply accumulating life experience 
in a particular area. 
 
The following are the procedures used by The King’s College and Life Pacific College to assess prior 
learning: 
 

Credit for Prior Experiential Learning (The King’s College) 
Assessment of experiential learning is based upon the standards, principles, and procedures of the 
Council for Adult and Experiential Learning (CAEL).  Students desiring to demonstrate this 
equivalency will enroll in a three-unit Portfolio Development course in which they will be assisted in 
developing a portfolio to define and document their request in terms of college level competencies. 
The portfolio will include the development of a detailed autobiography, a chronological 
work/learning record, individual course competency charts, supporting essays documenting the 
request, annotated bibliographies, and any additional supporting documents available.  
 
An assessment fee of $500 is required for evaluation of a portfolio, and there is a one-half tuition 
charge per unit for recording the credit on transcript. A maximum of 45-quarter hours of credit may 
be obtained through this process toward a baccalaureate degree. Credit for Prior Experiential 
Learning is not granted in any other programs. Credit granted through Portfolio Development is 
added to the student transcript during the last quarter prior to graduation. 

 
Credit for Prior Learning (Life Pacific College Degree Completion Program) 
We recognize that students gain college-level learning through various life experiences. These 
learning experiences may be equivalent to the subject matter taught in a specific course or may be 
recognized as general-elective credit. Life Pacific College follows the Council of Adult and 
Experiential Learning (CAEL) standards in evaluating prior learning. We award Credit for Prior  
Learning based on the following: You must be admitted to Life Pacific College and be in good 
academic standing before we can evaluate credit for self-acquired competency. 
Learning must parallel courses in the curriculum in order to be recognized as specific-course credit. 
Learning of college-level caliber that cannot be equated to specific course content is awarded as 
general-elective credit. Credit for prior learning cannot be awarded for classes in the major. Credit 
awarded will be based upon faculty assessment of a Prior Learning Assessment Portfolio. This 
portfolio will be developed during the student’s first class, Foundations for Leadership. For each 
hour of credit applied for, an evaluation fee of $75 for will be charged.  The maximum amount that 
can be earned through Prior Learning is 30 semester hour units. 
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Getting the Students Off to a Great Start 
 

New Student Orientation 
A one to two-day orientation should be scheduled for all incoming students prior to the beginning of 
each semester.  All new students are required to attend.  The purpose of these sessions is to acquaint the 
student with major aspects of the Institute or College program, as well as school policies and procedures. 
Assessments should be taken in Bible (to document how much Bible knowledge the student came in 
with, so that you can evaluate institutional effectiveness with a similar exam given at graduation 
showing the progress the student has made), Reading (to ensure they have sufficient reading skills to 
complete college level work and to place the student in a mandatory remedial reading course if the need 
is evident), and Writing Skills (to ensure students have sufficient writing skills to complete college level 
work and to assess which students should be placed in a mandatory remedial writing and study skills 
course during their first term of classes). Guidance should be given regarding course selection and 
degree programs.  The student’s first registration for classes is completed during orientation, including 
payment of all applicable fees.  
 
The most important ingredients of new student orientation are a number of community building 
activities designed to: welcome the new students into the institute or college family; build class identity; 
begin to establish friendships between the new students and existing students; deepen incoming 
students’ walk with God; get students off to a good start in their spiritual walks at the beginning of their 
studies; and begin developing the student’s ability to minister to one another as fellow students. 
 
Sample Schedule for New Student Orientation 
Day One 
8:30 am Breakfast 
9:00 ..........................................................Welcome, Introduce Staff and full-time Faculty, Prayer 
9:10 ..................................................................................................Getting to Know You Exercise  
9:40 .................................................................................................................... Praise and Worship 
10:00 ................................................................................Introduction to Devotions and Journaling  
..................................................................................................................Sharing of Journal Entries 
11:00 .........................................................................................................................Break (Snacks) 
11:10 ................................................................................... Introduction to Academic Assessments 
11:20 ...................................................................Nelson-Denny Reading Test and Writing Sample 
12:45 pm ............................................................................................................... Prayer and Lunch 
1:20 ................................................................................................................Bible Proficiency Test  
2:10 ...................................................................................... Introduce Student Mentoring Program 
2:30 ..........................................................................................................................................Break  
2:40 .....................................................................................................................Academic Program 
3:00 ........................................................... Introduction to Registration Paperwork and Book Sales  
3:30 ................................................................................................................................Registration 
.................................................................................................................................Music Auditions 
4:00 ........................................................................................ Intro to Student Life and Community 
4:15 ............................................................................Building Tour Led by Orientation Shepherds 
4:45 ............................................................................................. Overview for Tuesday and Prayer  
4:50 ..................................................................................................Close Registration for the Day 
5:00 ....................................................................................... Welcome Barbecue for New Students 
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Day Two 
8:30 am............................................................................................................................... Breakfast 
8:50 ............................................................................. Welcome, Overview for Today, and Prayer 
8:55 ......................................................................................................................................Worship 
9:10 ...............................................................................................................Devotions and Sharing 
10:00 .........................................................................................................................Break (Snacks) 
10:10 ...............................................................................Presentation on Study Skills for Success* 
10:25 .................................................................................................. Review of Academic Policies 
10:40 ..................................................................................................Bible Proficiency Test ABHE 
11:30 ...................................................................................................Library Tour and Orientation 
11:50 ...............................................................................................  Freshman Class Picture-taking 
12:00 pm .......................................................................................................Church Staff Welcome 
12:10 ..................................................................................................................... Prayer and Lunch 
During Lunch ....................................................................................... Registration and Book Sales 
1:00 ................................."Welcome to the Area" Tour and Orientation for Out-of-Town Students 
5:00 .................................................................................................... Special Local Cuisine Dinner 
 

 
* (see handout next page) 
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Study Tips for Success! 
For many students at institutes and church-based Bible colleges, the last time they studied regularly was 
more than a decade or two in their past.  Among younger students, some who choose to attend a Bible 
institute/college may not have been stellar students in high school.  In either case, it is often a good idea 
to invest some time during orientation reviewing with students how to study effectively and 
successfully.  The following are a list of study tips that are well tested: 
 

• Study Environment:  Quiet, cool or breezy, free of distractions and noise.  Comfortable, but not 
overly relaxing. 

 

• Study Time:  Whenever you are freshest and most alert.  Not when you are tired, drowsy, distracted, 
or likely to be interrupted. 

 

• Write study times in your appointment calendar and on your heart. 
o You'll be better able to resist the temptation when your friends ask you to go play. 
o You'll thank yourself at the end of the semester. 

 

• Regular (daily) and concentrated shorter lengths of time (1-2 hours) are more effective for study than 
large chunks once a week before class. 

 

• Take study notes in class.  
o Use abbreviations and theological shorthand.   
o Use outline form. 
o Don't try to write down everything--just the key words, people, events, concepts, and enough 

info to clarify what they means so you can understand them. 
o Copy over your notes or type them into your computer when you get home and organize 

them in a way that it makes sense to you.   
o Highlight key words and phrases--be sure you know what they mean. 

 

• A good dictionary is your friend.  Look up any key words that you are not familiar with. 
 

• Take reading notes.   
o Read interactively.  Ask questions of the text.   
o Read daily (not all at once) so you can digest it.   
o Highlight key words, people, events, and concepts.   
o Don't be afraid to ask your instructor about things you read. 

 

• How to highlight:   
o Be intentional and hierarchical.  Use different colors and symbols.   
o Identify catchwords and phrases to cue you when reviewing for exams. 

 

• Start studying for tests early.   
o Review daily.  Don't cram at the last minute.   
o Get a good night's sleep before exams. 
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• Group study: 
o Good for making sure you have all the bases covered.   
o Good for quizzing one another.   
o Be careful it doesn't degenerate into a social gathering. 
o Works best for individuals who are verbal processors.  Those who process best internally 

should avoid group study, as it will be distracting and counterproductive. 
 

• Term papers and projects:   
o Start early.   
o Research thoroughly.  Be cautious on internet research to be sure it is a legitimate authority 

you are citing.  Use original/primary sources if available.   
o Start with an outline and organize your ideas.   
o Start writing early so you can rewrite and refine.   
o Use spell check and grammar check properly.   
o Be sure to use your school’s chosen style manual.   
o Submit an early draft for pre-evaluation and feedback if your instructor allows it. 
o Be sure to document your sources well and completely and using proper form and style. 

 

• Pray before, during, and after your study time.   
o Don't wait until midterms and then pray for God's mercy when you just crammed last night. 
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Academic Advising 
One of the most important functions of the Institute or College staff and core faculty is the process of 
academic advising.  In most two-year programs, the Institute Director or school registrar will perform 
this function.  In four-year programs, the first two years of counseling will normally be done by the 
school registrar and the last two years of counseling will be done by a core faculty member assigned to 
the student as academic advisor.  During academic advising sessions, the student will meet with the 
advisor to go over planned coursework for the coming semester.  The task of the advisor is to help the 
student to stay on track in their degree or program progress.  The two essential resources that the advisor 
will need for this process to be effective are the three-year course projection and the student’s individual 
academic progress sheet or degree plan. 

 

Three -Year Course Rotation––The best way to plot out a three-year course rotation is on a 
spreadsheet that lists all of the terms for the next three to five years and all of the courses that need 
to be offered each year for the next three to five years. This should be updated yearly, so that 
students and advisors can use the rotation chart to plan which courses they will take each semester in 
order to graduate in the time frame that they desire to graduate.  A more detailed description of how 
to project which courses need to be offered is covered in the section on Course Rotation and 
Scheduling.  A sample course rotation chart is located on pages 4.120-122. 
 

Academic progress sheet or degree plan––This sheet should list all of the courses required for the 
completion of the course of study offered by the institute or the student’s degree program at a 
college. It should indicate each course that the student has completed (including the semester the 
course was taken and the grade that was received), and all those courses in which he/she is currently 
enrolled; it should also include all classes that have been transferred in from another institution 
(including the name of the school the credit was transferred from and the grade received for the 
course).  The Director, Academic Advisor, or Registrar should fill out the form and update it each 
completed term to help the student track progress toward completion of the program. This form will 
be used in academic advising each term to help the student select the proper courses needed to 
complete his or her program in the desired amount of time.  This form will also be used during the 
final review to determine if the student is ready to graduate from his or her program. A sample 
Academic Progress Sheet/Degree Plan is located on page 4.13. 
 

During an academic advising session, the advisor should review which courses remain to be taken in the 
student’s program and look at the course rotation to determine when and how often the courses will be 
offered.  The advisor should ask the student when he or she hopes to complete their program and how 
much of a course load they plan to take in the coming semester.  The advisor should do the math to 
determine if the program can be completed at the target date with the course load that the student is 
projected to take.  The advisor should look at the course projection to see if there are any required 
courses offered during the current term that will not be offered again before the student hopes to 
graduate.  The advisor should then direct the student to take these courses during the upcoming term or 
change their graduation date (especially if they do not yet have the pre-requisites to take the course in 
the upcoming term, though under certain circumstances a student may request a waiver of the 
prerequisites in order to take the course when it is available).  The advisor should then pencil in the 
courses that the student needs to take for the upcoming term and send them to the Registrar to register 
for the courses.  The advisor should also use the session as an opportunity to update the student 
information form if any changes to address, e-mail, or phone numbers have occurred.  This will keep 
contact information up-to-date.  Also update the medical information form if necessary so that you are 
prepared with the latest information if there is ever an emergency. 
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At least once-per-year, the advisor should help the student work through a master plan to project out 
which courses the student will need to take every semester until graduation to complete the program on 
schedule.  This will of course have to be updated, depending upon the actual availability of the courses 
in the projected semesters, since there are circumstances that will cause changes in the course rotation, 
such as unavailability of faculty or insufficient registration for the course.   
 
At the end of each completed term the registrar should update the official degree plan on the computer 
by adding the courses that have been completed and the grades the student received in each course.  
Copies of the updated degree plan should be given to the student, placed in the students file, and given 
to the student’s academic advisor. 
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The Registration Process 
 

Registering Students for Classes 
All students are expected to register on the dates set aside for this purpose.  Some schools designate the 
four weeks prior to the start of the term as the official registration period. Other schools have students 
pre-register for classes prior to the end of the previous term and then have a three-day or one week long 
registration period.  Each school should decide which format is best for their particular situation.  Before 
registration is complete, a schedule of classes must be completed, enrollment forms filled out, and all 
fees paid.  Any financial balances from previous semesters must be cleared before registering for the 
new semester. Continuing students who are unable to finalize registration on these dates should be 
required to complete late registration no later than the fifth day of regular classes.  A late registration fee 
of $10 per day may be charged up to a maximum of $50.  Class attendance should not be permitted until 
registration is completed, including financial payment.  Attendance should be recorded from the first day 
of class, and absences should be counted for classes missed. 
 

Directed Studies 
Some courses may need to be offered as directed studies to qualified students who desire to study a topic 
on an individual basis. This is particularly true when a course has not been offered in a long while and 
the student needs it for graduation, or was unable to take it when it was offered due to schedule 
conflicts.   
 

In a directed study, a student meets with the instructor only for progress evaluation and direction. It is 
generally understood that work for directed studies will be completed within the semester, as is the case 
for regularly scheduled courses. Directed study courses are generally not available during any semester 
in which that course is offered as a regular class, unless the student is experiencing a military 
deployment or prolonged illness that prohibits attendance in the regularly scheduled class. A total of six 
hours may be taken as directed studies for any degree program.  
 

Although the academic community believes that the classroom environment provides an optimal setting 
for vigorous intellectual exchanges as well as the give and play of ideas, there are unique instances 
under which a student may complete the requirements for a course under the directed study format. 
These circumstances generally exist when: a) through no fault of the student, a course required for 
graduation cannot be completed prior to the student's normal date of graduation, thereby, creating an 
undue hardship on the student; or b) a special program is designed for an individual student.  
 

As the directed study format has numerous limitations and places an added burden on the faculty 
member who provides the instruction, directed study courses shall be considered the exception and may 
be taken only under the following conditions:  
 

• A directed study course may not be taken during the same term in which the course is offered on 
the regular schedule.  
 

• Directed study courses may be offered only by full-time faculty members. 
  

• No more than six semester hours of directed study courses may be allowed toward a degree.  
 

• A minimum of one hour each week must be spent with the instructor and at least 90 clock hours 
of study are normally required in addition to that time spent with the instructor.  
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• Directed study courses may be taken only in the student's major or minor field, and at least 12 
semester hours must have already been completed in both the major and the minor.  
 

• Courses taken by directed study must be junior or senior level, and they may not be substituted 
for lower division courses in the general education core.  
 

• Except in those instances where the course requested is part of a special program designed for an 
individual student, the need for the course must be either because of a schedule conflict or the 
school’s failure to offer the course. Courses taken by directed study must be required by the 
student's degree plan and evidence must exist that the course will not be taught in the classroom 
format during any semester prior to the student's graduation.  
 

• The request to register for directed study must be originated by the student and submitted to the 
Director/Academic Dean on the form "Application for Course by Directed Study " (located on 
page 4.37) The application must be approved by the faculty member who will teach the course, 
and the Institute Director or College Academic Dean. All approvals must be secured prior to 
registering for the course. 
 

The student is responsible for planning, with the professor, the requirements and schedule of activities 
for the course. As directed study courses are not included as a part of the regular teaching load, all 
directed study courses shall carry a .99 section identification. Example: BI 3304.99.  
 
A sample Application for Course by Directed Study can be found on page 4.37. 
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Visiting Student or Transient Student Status 
A visiting or transient student is a student who is regularly enrolled as a degree student at another 
educational institution (their school of record) that enrolls in a course for credit at your school, but is not 
enrolled in a degree program at your school.  A visiting student should be required to complete the 
application for admission.  In lieu of references, the student must submit a transcript from their school of 
record.  The application fee is normally waived.  A visiting student should only be allowed to take a 
total of twelve (12) semester hours in visiting student status, unless their school of record specifically 
requests in writing that they be allowed to complete more coursework and guarantees that it will be 
accepted in transfer at their institution, if the course is completed with a passing grade. Courses are 
recorded on the student’s transcript.  The student should complete a transcript request for their transcript 
of coursework to be sent to their school of record. 
 
Audit Status 
Audit status should only be offered if the enrollment allows space for additional students.  Audit fees are 
usually one-third of normal tuition.  Audit students are not required to complete exams or other course 
assignments and should not be assigned a grade or credit for the course.  Most music courses, drama, 
speech, preaching lab, and other courses that are participation intensive should not be allowed to be 
taken for audit status.  No credit is granted for audited classes, but audited courses should be recorded on 
the student’s transcript and assigned a grade of “Audit.” All normal admission requirements apply. 

 
Community Enrichment Status (CE) 
A member of the community enrolled in a course or seminar for personal enrichment that is not required 
to fulfill the normal credit requirements in that course. No credit is granted and CE courses are not 
recorded on the student’s official transcript.  No academic pre-requisite is required for Community 
Enrichment status.  Only the application form is to be completed, but no admission fee is charged, since 
there is no official record created for that student. 
 
Schedule Changes 
Students should be allowed to add or drop a course from their schedule during the time specified in the 
academic calendar as Add/Drop Period (usually the first two weeks of a full-length semester).  Schedule 
changes must be approved by the Registrar or Academic Dean, and the instructor(s) concerned.  Sample 
regulations related to adding or dropping a course follow: 

 
Adding a Course 
To add a course, a student must obtain a Change of Enrollment Form (sample on page 4.40) from the 
Registrar’s office.  This form must be signed by the course instructor.  If the instructor is not 
available, the Institute Director or Academic Dean may sign the form.  Under no circumstances may 
a course be added for credit after the end of the second full week of classes during a regular 16-week 
semester, or the end of the first full week of classes during an 8-week semester.  There is no fee to 
add a course other than the cost of tuition for the course. 
 
Dropping a Course 
To drop a course, a student must obtain a Change of Enrollment Form (sample on page 4.40) from 
the Registrar’s office.  This form must be signed by the course instructor. If the instructor is not 
available, the Institute Director or Academic Dean may sign the form.  There is no charge for 
courses dropped as a result of changes in official course schedule, the request of the student’s 
advisor, or during the official registration period. 
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After the first day of class, a fee of $25 will be charged for each course dropped, which must be paid 
at the time of withdrawal.   Students who drop one course to add a different course during the add-
drop period will not be charged the $25 fee.  A student may drop a course without record through the 
end of the add-drop period (the first two weeks of a regular semester).  
 
Students withdrawing between the third and tenth weeks of the semester will receive a non-punitive 
grade of “W.”  For courses dropped between the tenth and twelfth weeks of the semester, the student 
will receive either “WP,” indicating withdrawal passing (neutral for GPA calculation), or “WF,” 
indicating withdrawal failing (which counts as an “F” in calculating GPA).   
 
Students withdrawing from courses during the first five weeks of the semester will be refunded a 
portion of their tuition in accordance with the withdrawal refund schedule listed in the financial 
policies section of the school catalog.  Students who are completely withdrawing from school for the 
semester must pay any outstanding balance on their account at the time of withdrawal.  The 
withdrawal will not be processed until the balance is paid in full, which may result in the student 
receiving an “F” in all courses rather than a “W.”  Any exceptions to this policy must be requested in 
writing, including an action plan for paying the outstanding balance, and must be approved by the 
Academic Dean. 
 

Sample Tuition Refund Schedule for Withdrawal and Classes Dropped 
Through the first week of class   100% of total tuition 
Through the second week of class   80% of total tuition 
Through the third week of class   60% of total tuition 
Through the fourth week of class   40% of total tuition 
Through the fifth week of class   20% of total tuition 
After the fifth week of class   0% of total tuition 
 

• Students may not drop courses or withdraw from _____________ Institute/College after the last 
day for “WP” and “WF” as indicated in the academic calendar; after that date, students will 
receive the grade earned for all work completed in the class.   

 

• A student is officially dropped from a course only after the Change of Enrollment Form 

(sample on page 4.40) has been received and dated in the Registrar’s office.  A student who 

stops attending class and fails to file the Change of Program form may receive a grade of "F" 

in course affected.  
 

Taking a course for Credit/No Credit 
Some institutes or church-based Bible colleges may choose to allow students to take up to six semester 
hours of coursework for credit/no credit.  Courses taken for credit/no credit will count toward 
graduation, but will not carry any grade point value or affect a student’s overall grade point average.  
Courses taken elsewhere for credit/no credit, credit by examination and credit by evaluation will transfer 
in as credit/no credit, but will not affect a student’s ability to take courses for credit/no credit at the 
institute or church-based Bible college.  In credit/no-credit classes, students must get at least 70% to 
receive a passing grade of “Credit.” 
 

Repetition of a Course 
A student enrolled at an institute or church-based Bible college should be allowed to repeat once any 
course previously taken at the Institute/College.  Tuition is to be charged both times the course is taken.  
The initial grade received in the course will remain on the transcript, but only the last grade will be used  
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to calculate the cumulative GPA.  There should be an asterisk or “R” placed next to first course to 
indicate that it has been repeated.  Students who fail a required course, may repeat the course until a 
passing grade is achieved.  Once students have been awarded a degree, they cannot repeat a course for 
the purpose of changing the grade on the official transcript or to raise their cumulative GPA. 
 

Academic Load 
A full academic load is considered to be 12-16 semester hours.  A semester hour is fifteen weekly 
sessions of 50 minutes in length (plus one week of final exams) or its equivalent in clock hours of 12 
hours and thirty minutes, not including breaks.  Thus a three semester hour class will meet for 2.5 hours 
per week for 15 weeks (plus final exams), not including break times, or 37.5 clock hours. Lab classes 
will meet for a total of 60 minutes per week plus five hours of fieldwork per week for 15 weeks per 
semester hour of credit.  If a student finds it necessary to carry a load greater than 16 semester hours, the 
maximum number allowed is determined by the student’s cumulative grade point average.  Written 
approval by the Institute Director or College Academic Dean is required. 
 

Cumulative GPA required to enroll in more than a standard load  
 Semester Hours  GPA 
 17-18 semester hours   2.8 
 19-20 semester hours  3.00 
 
A student has completed an academic year when 30-32 semester hours have been successfully 
completed. 
 
Testing Out of a Required Course 
It is possible for undergraduate students to test out of a particular course or requirement. If the students 
demonstrate by their performance that they have a good grasp of the course content by successfully 
completing a comprehensive examination administered by the course instructor or professor, they can be 
granted an exemption from taking the course.  They will not normally be given credit for the course, 
only a waiver of the requirement that allows them to take an elective in the place of the required course. 
 
Identification Cards/Library Cards 
Students should be issued a school identification card and nametag upon registration.  Students should 
be required to wear their nametags whenever they are on campus or in class.  This will allow the church 
receptionists, staff and volunteers, and library workers, to easily recognize them as an Institute/College 
student.  This will help maintain a higher level of security within the shared facilities. 
 
A student ID bar code may be used to give the student access to the library, and for the book checkout 
process once the library collection has been catalogued and bar-coded for checkout.  The student ID may 
also give students access to student discounts at some businesses.  
 
Payment and Fees 
Students should only be considered officially registered for each semester upon payment of all tuition, 
fees and books. Payment may be made by cash, personal check, money order, or credit card.  Tuition for 
the semester must be paid in full by the first day of the semester, unless a payment plan has been 
established upon registration.  There should be a $50 per semester fee for use of the payment plan to 
cover the costs of administering the payment plan. 
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Sample Policy on Payment of Tuition and Fees 
_____________ Institute/College has implemented the following policy on payment of tuition, fees, 
and books:   
1. All fees and tuition are due and payable on or before the first day of the semester.   
2. All books must be paid for in full at the time of purchase.  Books will not be charged to the 

student’s payment plan.   
3. If a student requests to pay tuition using a payment plan, a $50 payment plan fee will be charged.  

 
The payment plan will be structured as follows: 

• First Payment: Due at registration or NO LATER THAN THE first day of class—all fees and one-
third of the total tuition amount. 

• Second Payment: Due four weeks after the first day of class—one-third of the total tuition 
amount. 

• Third Payment: Due eight weeks after the first day of class—one third of the total tuition 
amount. 

 
A student who does not complete payment of all tuition and fees in full by the tenth week of classes 

may be administratively withdrawn from all classes with no refund. 

 
Unpaid Accounts 
A student should not be allowed to register for further sessions, receive any diploma, grades, transcript, 
or letters of recommendation, or participate in graduation ceremonies, until all financial obligations have 
been satisfied in accordance with the financial policies.  This policy should only be overridden by 
executive level approval in cases of extreme hardship and with written provision for future payment. 
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Delivering Courses at Multiple Sites 
By Ginnie Lunt 

 
One way to multiply the impact of an institute/college over a broader geographical area is to deliver 
courses at multiple teaching sites.  How do we make this happen? 
 
1.  Get a map of the area and identify location of all Foursquare churches 
 
2.  Make appointments to visit the pastors of churches at strategic locations. 
 
3.  Make appointments to speak at each church at the Sunday morning services. 

• Create a power point promo video 

• Make a display board 

• Divide the speaking responsibilities 

• Bring plenty of handouts 
 
4.  Get permission to advertise at Foursquare events 

• Men’s retreat 

• Women’s retreat 

• District Conferences 

• Divisional meetings 
 
5.  Make a course rotation 

• Plan A: rotate classes among churches that are within an hour’s drive of each other. 

• Plan B: begin classes that the Pastor of the Church requests 

• Plan C: begin classes in a sequence that will bring a particular student body to graduation. 
 
6.  Have Professors, will travel 

• Matching Professors with classes 

• Matching Professors with churches 

• Day classes / night classes 
 
7.  Use e-mail and other electronic communication tools to stay connected 

• Connect Staff with Professors 

• Connect Staff and Professors with Students 

• Connect students with students through blogs and online forums 

• Send Forms back and forth electronically rather than hard copy. 
 
8.  Have school director or staff member make personal visits to class sites 

• Bring First day of class packets 
1. Outside contains info about registered students and payments 
2. Student registration forms 
3. Student application forms 
4. Student handbooks 
5. Guidelines to Research & Writing 

• Institute staff member returns forms & payments to the Director 
 

 



Academic and Administrative Operations 

3.65 

9.  Each Teaching Site Needs to Have: 

• A designated contact person 

• Necessary equipment to support instruction 

• Adequate lighting, seating, heating and cooling 
 

10.  Advertising course offerings to churches outside of Foursquare 

• Purchase mailing lists or work through ministerial groups 

• Create a flyer promoting the institute and upcoming courses 

• Mass mailings 
 
11.  Advantages of Delivering Courses at Multiple Sites 

• Diverse population 

• Cross pollination 

• Reaches older students  

• Reaches the maximum number of students 

• Services small and independent churches 

• One administrative center 
 
12.  Difficulties and Hazards of Delivering Courses at Multiple Sites 

• Snow days or other severe weather events may make travel difficult or dangerous. 

• Attracting younger students is more difficult in remote sites. 

• Connecting the student body to the Institute is difficult if the student body is divided into 
several geographical sub-units. 
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Academic Policies and Procedures 
 

Attendance 
In order to ensure quality education and classroom interaction, the institute must require both adequate 
time in class and appropriate homework outside of class (1.5-2 hours of homework for each hour in 
class—see chart on page 2.36).  
 

Attendance should be taken in all classes, and attendance records should be kept for each student. This 
record should include a list of days that the class meets and should indicate that the student is present, 
absent, tardy or departed early. After each term is completed, each instructor should turn in a copy of the 
weekly attendance record to the school office so that student attendance can be officially recorded. 
 

Students should be required to attend no less than 80% of the total class instructional time in order to 
receive credit for a particular course. If a student falls below that level of attendance, they should 
automatically be withdrawn from the course.  It is possible, however, that special mitigating 
circumstances may exist. Therefore, an institute/college should have an appeal policy that addresses 
situations which affect a student’s attendance and which may beyond his or her control.  The Institute 
Director/College Dean should make the final decision on all exceptions to the attendance policy. 
 

If a student is using VA benefits (Montgomery GI Bill, VA Vocational Rehab) or other outside support 
to pay for tuition, it is very important that accurate records of weekly attendance are kept, since tuition 
reimbursement is tied to actual attendance in class.  The VA minimum attendance policy is 80% of all 
class-meeting times to receive reimbursement for the class.   
 

Sample Attendance Policy 
Due to the importance of the eternal matters dealt with in an institution such as ____________ Bible 
Institute/College, classroom attendance is not left to the discretion of the student.  It is understood 
that a student will be present in class for each class session except for legitimate reasons (e.g. death 
of a family member, close friend, or ministry team member; personal illness or illness in immediate 
family; work emergency; military duty; natural disaster; unavailability of childcare; attending a 
wedding; a vehicular break-down or traffic jam; or prior excused mission trip).  Excused absences 
must be documented in writing with either a medical slip or a written note from the student 
explaining the circumstances requiring the absence from class.  Attendance is recorded from the first 
day of each semester. Punctual attendance in every class session is required.  Tardiness and 
unexcused absences will be recorded.   
 

When a student’s number of absences exceeds 20% of the total number of class hours, the student 
may be withdrawn administratively from the class with a “W/F.”  This grade is computed as an “F” 
in the grade point average.  Any unexcused absences will result in automatic lowering of the course 
grade, with the percentage to be determined by the individual course professor.  Any assignment or 
course work missed due to an unexcused absence or tardiness or early departure will not be allowed 
to be made up. 
 

Students whose attendance is interrupted by an extended military deployment or personal, family or 
ministry emergency for a period of more than three weeks may request to place their enrollment for 
the term on extended leave status and special provisions will be made for them to complete the term 
at the end of their deployment or the conclusion of their emergency.  Students will not be placed on 
extended leave status automatically.  It must be requested in writing by the student and approved by 
the Institute Director (or College Academic Dean). 
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Emergency Suspension of the Term 
In the event of a flu pandemic, military invasion, terrorist act, extreme threat of terrorism, or natural 
disaster, the administration of the school reserves the right to suspend all classes until it is 
determined that it is safe to recommence.  Under such circumstances term dates will be adjusted 
accordingly.  In the event of such an extension of term dates, the normal attendance policy will be 
adjusted to accommodate schedule conflicts caused by the extension of the term.  Special provisions 
will be made for any members of the armed forces, police, fire department, emergency medical 
response units, or Red Cross who are called upon to continue emergency operations after the term 
has been recommenced. 
 

Special Attendance Policy Regarding Missions Trips During the Semester 
Field experience in missions is an excellent training opportunity for cross-cultural ministry and helps 
nurture a passion for missions, and so we want to make every opportunity available to students who 
wish to participate in short-term mission trips to other nations.  However, experience with past trips 
during the course of the semester has taught us that only some students can handle a trip during the 
semester and still complete the remainder of the semester's work successfully.  Furthermore, 
multiple trips during the same semester have always proved to be an insurmountable obstacle to 
successful completion of the remainder of the semester's work.  Therefore, we have established the 
following guidelines for student participation in short-term mission trips during the fall and spring 
semesters: 
 
• Freshmen, and upperclassmen with GPAs lower than 3.0, may only go on mission trips during 

the winter or summer breaks. 
• Sophomores with at least a 3.0 GPA may participate in one, 10 day long or less (including 

weekends) mission trip during either the fall or spring semester. 
• Juniors and Seniors with at least a 3.0 GPA may participate in one, 10 day long or less (including 

weekends) mission trip during each of the fall and spring semesters. 
• Students participating in short-term missions trips must submit any work that will be due during 

their trips, including exams, by the regularly scheduled due date, preferably prior to their 
departure.  They should also attempt to get ahead in their reading and other homework prior to 
departure, so that they will not fall too far behind their classmates when they return. 

• Absences due to mission trips will be counted as excused absences and will be counted in the 
total number of allowed absences for a course.  Therefore, the student should be diligent to 
maintain good health and sleep habits during the mission trip so as not to incur any further 
absences due to poor health upon returning from the mission field. 

• All students participating in a mission trip during the semester must submit a completed mission 
trip permission slip signed by all of their professors and the Institute Director or Academic Dean 
to the Institute Director or College Registrar at least one week prior to their scheduled departure. 
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Student Evaluation (Testing and Term Projects) 
The institute should see that proper means of evaluation are used in all of its courses. Evaluation should 
reflect the outcome objectives of the specific course.  
 
Periodic examinations should be given throughout a course. The examinations should be difficult 
enough to reflect the levels of differences among the students in the course and should include material 
from class lectures and discussions and from assigned reading material. Normally, a minimum of a 
mid-term examination and a final examination should be included, though in some information-intensive 
courses student performance may benefit from more frequent exams.   
 
Instructors should be encouraged to rewrite their exams by at least 25% each time the course is offered 
to discourage students from using an old test to study from.  Instructors should also be encouraged to use 
a balance of objective questions (matching, fill in the blank, lists, multiple choice, true/false) and written 
subjective questions (short answer, identification/definitions, essays, life-application questions).  The 
reason for this is that some students are better at answering objective questions and others are better at 
answering written subjective questions.  Providing a balance makes the test fairer for all students.  Be 
sure that there are questions that address all of the course learning outcome objectives in the exams 
given over the course of the term. 
 
If the textbook does not provide a study guide or sample questions for study, instructors should be 
encouraged to provide a written study guide that helps the students prepare well for the exam.  This way, 
students who may have copies of older exams from former students have no real advantage over those 
who don’t.  A good study guide helps the students to focus on material that the instructor feels is the 
most important material covered in the class.  It may include a few samples of the various types of 
questions to be used on the exam, especially if it is an unfamiliar type of question like a life application 
essay question.  It should include a list of key terms, dates, events, and individuals from the material 
covered by the current exam.  It may also identify key discussions, lists or presentations that the students 
will be held accountable for on the exam.  See pages 6.64-71 for a more complete discussion of 
developing exam study guides. 
 

In some instances, the instructor may choose to use another means of evaluation such as a term research 
paper, major ministry project, or classroom presentation.  Again these should be directly related to 
evaluation of the stated learning outcome objectives for the course.  Classroom presentations are 
particularly appropriate in skill-oriented courses like preaching or Bible teaching methods.  A clear list 
of expectations for content, form and style, and standards for evaluating the paper, project or oral 
presentation, should be set forth in writing at the beginning of the term.  
 

All means of evaluation should clearly differentiate the level of learning in the students and demonstrate 
different levels of learning among them with regard to the stated learning outcome objectives. The 
Institute Director should review examinations and projects in the course outlines each term to insure that 
they are appropriate for college level work.  
 

Note: If all of the students receive an A on an examination, the examination is probably too easy, 
unless the class is made up of exceptionally gifted and highly motivated students. If the class 
average on an examination is below 75%, the exam was probably too difficult or the instruction was 
inadequate on the topics covered.   In which case, the instructor should probably review the material 
in question and give the students another examination or an opportunity to raise their grade on the 
exam. 
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A word on test design   
Choose 50% test material that everyone in the class should know.  The remaining 50% should grow 
gradually more difficult.  At least 10-20% of material on the test should come from reading assignments 
that were not discussed in class. 
 
Guidelines on Grading Essay Exams, Short-Answer Questions, Term Papers  
and Other Subjective Items 
Written items are graded differently than objective test questions.  When grading subjective material, 
such as essay exams, short-answer questions, term papers and book reviews, start by giving the person 
50% of the credit if they did the project or attempted to answer the question, even if it is totally wrong.  
They get a low F, not a zero.  This makes a big difference in grade calculation.  Then add points for the 
positive and correct things they have written, including credit for writing style, flow, grammar and form 
and style, and thoroughness.  For instance, on a brief short-answer question worth a maximum of 5 
points, start out by giving the student 2.5 points for making a valiant attempt to answer the question 
(unless they are being silly or totally talking nonsense just to fill space).  For each correct and 
appropriate statement they make give them .5 points.  Thus 3.0 =60% D, 3.5=70% C, 4.0=80% B, 4.5 
=90% A-, and 5.0 points =100% A+.  For ten point essay questions start at 5.0 points and again give .5 
points for each correct and appropriate statement, since 10 point questions should on average be at least 
10 sentences long and 5 point questions should be about 5 sentences long. 
 
For more heavily weighted test questions, follow the same principle of starting by giving them half of 
the points for a valiant attempt to answer the question.  Then figure out how many points a D, C, B, A- 
and A+ answer should be awarded (and all the pluses and minuses in between).  It is a bit harder to be 
systematic in awarding points on larger essays, part of it will be your overall gut feeling of how the 
essay came through as a whole.  But you can break it down to major points that you would like to see 
covered in an excellent answer and break down the points that way, or you can award so many percent 
for content, for style, for grammar and form, for overall impact, and for thoroughness. 
 
On research papers and book reviews, part of the intention of the assignment is to develop the student’s 
writing skills.  So it is important that a significant percentage of points (about 20-25% total) be given for 
correct spelling, correct grammar, proper form and style, and good documentation of sources.  The rest 
of the points should be assigned for content and overall impact. 
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Grading 
A letter grade must be given to each student at the end of each course. Each letter grade, however, must 
correspond to a numerical grade. The grade should reflect successful completion of the learning 
outcome objectives for the course as represented in the various evaluative assignments and exams given 
over the course of the term.  Therefore, each instructor must keep consistent, detailed records of each 
student's performance and progress. These records should be kept even after the close of a particular 
teaching period. Individual graded assignments, or progress reports concerning assignments, must be 
returned to students in a timely fashion in order to maximize their teaching potential. The instructor 
must keep a record of all grades for all assignments in a grade book or spreadsheet program.  This record 
should be photocopied and signed by the instructor and given to the registrar at the end of the course 
along with the record of student attendance. 
 

Because grades become part of the permanent records of an institute/college, all end-of-term grades 
should be written in black ink and should be signed by the instructor. The registrar, or the person 
responsible for maintaining student records, should keep a permanent record of all student grades, even 
after they have been reported to students. Grade records should be kept permanently and should include 
the signed grade book sheet for the course, the signed attendance record for the course and the signed 
grade-sheet for the course.  Samples of forms are located on pages 6.75, 6.74, and 6.82. 
 

Individual records of each student’s academic progress term-by-term should be kept in a permanent 
record and stored in a fire-safe file cabinet or fire-safe safe able to withstand temperatures up to 1800 
degrees Fahrenheit for 1 hour.   If an institute closes down, these records should be entrusted to a trustee, 
usually another Bible college, for permanent access to transcripts and academic records by former 
students and graduates.   
 

Electronic records of student grades, transcripts, degree plans or progress sheets should be backed up 
weekly and stored off-site.  In some states, it is a crime to be in unauthorized possession of confidential 
personal information that could be used to compromise personal identity.  So a formal record of who is 
authorized to store the off-site backup of student records should be kept on file at the school and a copy 
should also be given to the person storing the backup copies off-site. 
 

Grading Scales 
Each institute should establish a standard academic scoring system, which reflects scoring used in 
college-level institutions. Many institutions use one of the following grade scales: 
 

                                  
 



Academic and Administrative Operations 

3.71 

It is mandatory that all instructors at an institute or college use the same grade scale that has been 
adopted by the Institute Director/Academic Dean and the Faculty for the entire school. In most college 
or institute courses, the majority of grades will probably be in the “C” range. That is simply the law of 
averages. However, the interest level of Bible Institute students, particularly adult learners, may be 
intense enough that their grades will indicate a higher level of achievement. It is very possible that a 
majority of grades may be in the “A” and “B” range in some courses.   However, consistently having 
little diversity in grades may indicate that the teaching level is not appropriate or that the 
assessment/grading process is not demanding enough for college level work. 

 
Academic Standing  
Calculating Grade Point Averages 
Letter grades are converted to grade points in order to calculate each student' s GPA grade point average.  
In order to calculate a GPA, the grade for each course must be converted into grade points. The grade 
points are then multiplied by the number of units per course. For example, if a student earns an “A” in a 
3-unit course, the grade points for that course would be 12 (using the first scale listed above). If the 
student also were to earn a “C” in another 3-unit course, the grade points for that course would be 6. The 
GPA for the term would be equal the total grade points (18) divided by total units attempted (6) which 
would be 3.0. In order to calculate a cumulative GPA, a record of all grade points earned must be kept. 
The cumulative GPA would be calculated by dividing the total grade points earned by the total units 
attempted (not completed, since course receiving a grade of “F” or “W/F” are considered to have been 
attempted, but not completed).  Most institutes and colleges require that students maintain a grade point 
average (GPA) of at least 2.0 to remain in good academic standing and to graduate. 
 
Students may retake a course in order to improve their GPA, in which case the grade from the first time 
the course was taken is changed to “R” or “*” (for Course Retaken) and is not counted in the calculation 
of the GPA.  Only the grade for the second time the course is taken is counted in the GPA, even if it is 
lower than the first grade.  A course that is retaken only counts as hours attempted once.  That is, a 
student who failed a 3-credit course and retook the course and got a “C” will receive 6 grade points 
divided by 3 hours attempted (not 6 even though the course was attempted twice) for a 2.0 GPA for the 
course. 
 

Academic Honors and Recognition 
Dean’s List 
At the conclusion of each grading period, the Institute Director or Academic Dean should post an honor 
roll called the Director’s List or the Dean’s List.  Its purpose is to recognize and encourage scholastic 
achievement.  To qualify, a student must have pursued a study load of at least 12 semester hour units 
and have earned a semester grade point average of 3.5-3.89.  This honor should be posted on the 
comments section on the student transcript for the term in which it was awarded.  A certificate of award 
should also be given to the student in chapel or a student assembly. 
 
President’s List 
Students who have pursued a study load of at least 12 semester hour units and have earned a semester 
grade point average of 3.90-4.0 should be honored with the President’s Honor Roll in recognition of 
outstanding academic achievement. This honor should be posted on the comments section on the student 
transcript for the term in which it was awarded.  A certificate of award should also be given to the 
student in chapel or a student assembly. 
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Sample Policies regarding GPA and Academic Standing 
Grade Requirements for Continued Enrollment 
______________ Institute/College seeks to foster diligent study habits within students throughout 
their time at ______________Institute/College.  The qualities of perseverance and discipline will 
prepare students for increasingly difficult course work as well as for a lifetime of Christian 
leadership (1 Timothy 4:15-16). 
 
A cumulative grade point average of 2.0 is required for graduation for all programs.  Students are 
expected to demonstrate his or her ability to progress toward completion of their program by 
achieving at least this minimum level of quality work. 
 

For all students in the ____________ Institute/College programs, they must maintain at least a 1.7 
(C-) cumulative GPA during the first 16 semester hours of study.  Students must maintain a 1.85 
(Low C) cumulative grade point average for continued enrollment after the first 16 semester hours of 
study, and a cumulative GPA of 2.0 (Middle C) after 32 semester hours.  If the student’s cumulative 
GPA is below the above-mentioned standard, probationary status will be assigned. The student will 
have the next semester to achieve the required cumulative GPA to be removed from academic 
probation. Students receiving financial aid should strive to maintain the required cumulative grade 
point average at all times, since failure to do so may result in the loss of financial aid eligibility. 

 

Academic Probation 
A student will be placed on academic probation if: 
 

 1) the student’s cumulative GPA drops below 1.7 during the first 16 hours of coursework, 
 1.85 between 16 and 32 semester hours, or below 2.0 any time after the completion of the 
 first 32 semester hours of classes, or  

 2) the student’s term GPA drops to 1.0 or below for any one term.   
 

A student placed on academic probation, if deemed advisable by the Director, may be limited to a 
class load of 8 units or less. While on probation, the student must achieve at least a 2.0 semester 
GPA.  A student placed on academic probation will have one semester to raise his or her cumulative 
GPA to a satisfactory level before losing financial aid.  The student who successfully raises his or 
her cumulative GPA to the required level will be removed from probation.  A student who has 
previously been on probation and drops to that level a second time will not be able to receive 
financial aid while on academic probation. 
 

Academic Alert 
If a student on academic probation makes satisfactory academic progress by achieving the semester 
GPA of at least 2.0, and by raising his or her cumulative GPA at the conclusion of the first term on 
probation, yet has not reached the required cumulative GPA for their current level of semester hours 
completed, the student will be placed on academic alert.  If at the conclusion of the semester on 
academic alert the student is able to bring his or her cumulative GPA to the required level, he or she 
will be taken off academic alert.  If the required cumulative GPA is not reached by that time, the 
student will be placed on academic suspension. 
 

Academic Suspension 
If a student has not achieved a semester GPA of at least 2.0 during his or her first term on academic 
probation and has not raised the cumulative GPA to the required level, or if the student fails to 
achieve the required cumulative GPA while on academic alert, the student will be placed on  
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academic suspension and may not continue taking classes for credit until completion of the term of 
suspension.  The first occurrence of academic suspension will be for a period of one semester.  If a 
student is placed on academic suspension a second time, the period of suspension will be one year.  
Students placed on academic suspension a third time, may not return to school at ____________ 
Institute/College.  Students who are on suspension from another college may not attend classes at 
____________ Institute/College until the term of suspension has been completed. 

 
Appeal 
A student, who is affected by these policies, yet believes he or she has facts unknown to the 
Academic Committee, may appeal to be reinstated.  To make an appeal, a student should submit a 
written statement to the Institute Director including:  

1) Reasons for the unsatisfactory progress;  
2) Intentions to maintain acceptable academic standing; and  
3) Methods for anticipated success toward educational goals.   

If the appeal is granted, a student will return to school under probationary status. 
 
Note:  When doing academic advising of students on academic probation or academic alert, 
the most effective way to raise a GPA above 2.0 is for the student to re-take any courses with a 
grade of “D” or “F” and raise the grade to a “C” or better.  Since first and second year courses 
are offered at least once per year, a student on probation should have adequate opportunity to 
do this before being placed on academic suspension. 
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The Graduation Process 
 

Graduation is a celebration of everything that we are about as an institute or college.  It marks the 
culmination of the basic course of training of our emerging leaders.  They have worked hard and long 
and have made many sacrifices to get to this day.  So it is very important that the day be marked by great 
celebration.  Pull out the stops and make it a celebration to be remembered.  It will also inspire the 
continuing students and give them something to look forward to. 
 
None of the graduates got where they are by themselves.  Every one of them has a cast of dozens, if not 
hundreds, of people who supported and encouraged them along the way. Many of their families have 
often made major financial sacrifices so the student could go to school.  They have gone many nights 
and weekends without spouse or parent while the student was away at classes or studying until late at 
night.  This is a time for gratitude.  Help the graduates to find ways to express that gratitude by inviting 
all of the members of their support network to graduation.  Even if a student is shy and does not want to 
participate in graduation ceremonies, help them to understand that this is a time to acknowledge all of 
the people who helped them make it through their program.  You may even want to provide each 
graduate with 10 or 15 VIP seating tickets to give out to special guests that they want to honor at 
graduation.  These should be seated left of center toward the front, right behind the faculty and 
graduates.  This will allow them to have a great view of the students’ faces as they process across the 
stage from right to left.  Take time to acknowledge and recognize these supporters in the welcome 
greeting at the beginning of the graduation service with something like the following: 

There are many people here today that deserve special recognition for the part that they have played in making today's 
celebration a reality. 
 
First of all I would like to recognize the families of our graduates. No one else has played a more significant role in 
supporting and encouraging and, at times, even prodding our students along their educational careers, than their families.  
Many have sacrificed financially to make this education a possibility.  All have sacrificed time that could have been 
spent together so that this goal could be achieved.  You have believed in these students and stood by them in both 
difficult times and in moments of triumph.  Today you deserve to be recognized for your contribution to this educational 
achievement.  Would the families of our graduates please stand.   
 
Our _____institute/college staff has also played a significant role in helping to make this day a reality.  Some have 
provided academic counseling, others have processed enrollments, financial aid, transcripts and other materials needed to 
assess previous training and experience.  Will the members of the staff of the _____institute/college please stand?  Thank 
you staff for a job well done.  
 
The ______institute/college faculty have consistently provided quality instruction and instilled a love for education and 
knowledge that has spurred our students, not only to complete their degrees, but for many of them to desire to press on to 
pursue further study.  Thank you for a job well done. 
 
We would also like to acknowledge the support and encouragement of co-workers and friends, pastors and church 
members.  You have traded work shifts and worked overtime on exam days so that your co-workers could study.  You 
have provided childcare at a moment's notice when a babysitter fell through.  You have prayed for our students and 
encouraged them when at times they had wanted to give up.  Thank you for your support. 

 
Graduation is a formal recognition of a job well done.  It should be conducted with great decorum.  This 
is one of life’s major transitions.  For younger graduates, it marks the end of a lifetime in the classroom 
and the beginning of a life in vocational ministry.  For older graduates, it often marks a transition from 
secular employment to a life of service in God’s kingdom.  It may also mark the completion of a long 
delayed education and a major life triumph.  For some, who may have dropped out of High School and  
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gotten a GED, it is the first time they have successfully completed anything.  So the occasion should be 
marked with great solemnity in keeping with the weightiness of the accomplishment and life transition 
that is occurring.  It should be marked with formality and ceremony, and above all, it should be marked 
by intentional blessing. 
 
Graduation is called Commencement Exercises, because though it marks the completion of a program 
of study and the awarding of a degree, it also marks the beginning of a lifetime of service.  This should 
be formally recognized by a time of commissioning at the end of the graduation service when the 
president or sponsoring pastor and the faculty lay hands on the graduates and the congregation extend 
their hands over the graduates and send them forth into the work of the ministry. 
 
Instructions for Prospective Graduates before the beginning of their last semester 
1. Go over your degree plan one more time with the Registrar so that the courses you enroll in this 

semester will complete all graduation requirements. 
2. Complete your graduation application, and turn it in by the end of the first week of the semester. 
3. Start working on your graduation announcement list.  We will try to get announcement order forms 

to you by mid-February, and deliver announcements to you a month after that.  In your free 
moments, start making address labels for your announcements.  Be sure to remember those who 
have been encouraging and supporting you through this season of your life and ministry.  Your 
churches/care groups/ministry teams will be very blessed to be asked and to experience this part of 
your life. 

4. Plan on appropriate attire: 
 Men:  Dark dress slacks, white dress shirt, tie, dress shoes and dark socks.  Hair trimmed to 

accommodate cap. 
Women:  Dark dress or skirt, hemline preferably about the same length as your gown (not longer).  If 
you are wearing a skirt, please wear a white or light-colored blouse with a collar (it looks more 
finished with the cut of the gown).  If your apparel does not have a collar, please tack on the white 
collar that Josten's will provide with your gown. 

5. Plan on being asked to participate in the ceremony.  We will talk through this at our next meeting in 
mid-March. 

6. Once caps and gowns have arrived, we will arrange for picture taking.  The pictures will be used for 
school and church public relations. 

7. The graduating class will participate in the Graduates Chapel, the first week of May. 
8. A graduation rehearsal has been scheduled for the day before graduation at 10:00 a.m. 
9. GRADUATION DAY:  The ceremony starts at 7:00 p.m.  Your report time is 5:30.  After dressing, 

you will assemble in the auditorium for class pictures, and then you will be joined by the faculty for 
group picture taking. 

10. Continue to do your best this semester!  Enjoy this season.  Stay balanced.  Be deliberate in your 
relationships.  Keep loving the Lord. 

 
Instructions for Graduates one month before graduation 
Finals/Grades 

• Please be sure to complete all course work on time 

• Check with Registrar to be sure that all requirements have been met for graduation 

• Verify that your final cumulative grade point average is at least 2.0 
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Graduation Rehearsal on the day before graduation at 10:00 a.m.   

• Come dressed for picture taking in your cap and gown. 

• Cap and Gown should be steamed or pressed before you come. 
 

Graduation Day––Ceremony begins at 7:00 p.m. 

• Report to site at 5:30 p.m. (group picture taking) 

• Cap and Gown should be steamed or pressed before you come. 
� Men wear white dress shirt, dark tie, dark slacks, dress shoes and socks  
� Women wear dress or skirt and blouse (be sure hem does not show below gown), shoes or 

sandals  
� Please be sure clothes are clean and pressed 

• Check hair with cap on; cap position on top of head rather than toward back. Women may want 
to secure it in position with a bobby pin.  Men take hats off during prayers and scripture reading, 
so no bobby pins. 

• A reception for you and your guests will follow the ceremony 
 

Ordering locally printed Graduation Announcements 

• Order due to Registrar no later than four weeks before graduation for delivery three weeks before 
graduation 

 

Graduation checklist for Registrar’s final audit of graduate files 
A student who plans to graduate with either a certificate or degree from _____________ Institute/ 
College must fulfill the following requirements: 

• At least a 2.0 cumulative grade point average in work completed at _____________ Institute/ 
College. 

• An ongoing Christian testimony consistent with Scripture. 
• Fulfillment of all contracts and financial obligations with the school. 
• Completion of all curriculum requirements. 
• At least 32 semester hours of completed course work at _____________ Institute/College for the 

A.A., B.A., or B.Th. degree, or at least 16 semester hours of course work at _____________ 
Institute/College for certificates. 

• Completion of the volunteer ministry service requirements, regular participation in the 
_____________ Institute/College mentoring program, and regular chapel attendance.  

• Completion of Bible Proficiency Exam and other exit exams and surveys. 
 

Students planning to graduate must notify the registrar no later than the end of the Fall semester if they 
plan to graduate the following Spring.  Attendance is required at Graduation services, including 
rehearsals and graduates’ meetings.  Students who are unable to participate in commencement exercises 
may request “graduation in absentia.”  An appeal must be filed with the Registrar’s Office at least one 
month prior to graduation. 
 

If a student withdraws from school for more than one school year and later returns to graduate, he or she 
must meet the graduation requirements in effect under the catalog current at the time of return to 
_____________ Institute/College.  
 

The faculty reserves the right to deny graduation to any student whose attitude, lifestyle, theology, or 
testimony is contrary to the standards of _____________ Institute/College. _____________ 
Institute/College reserves the right to revise the regulations at any time and to make such revisions 
applicable to any student. 
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Faculty and Board Vote on Graduating Class 
The faculty reserves the right to deny graduation to any student whose attitude, lifestyle, theology, or 
testimony is contrary to the standards of _____________ Institute/College. This statement is found in 
most college catalogs because graduation from school is not automatic.  Both the Faculty and the Board 
of Directors of the institute/college must vote to approve the graduates.  The faculty vote first, then 
present the graduating class to the Board for their approval.  If there is a person who has completed all 
of the academic requirements for graduation, but has seriously diverted in the area of lifestyle, attitude, 
theology or testimony, the faculty and board have the right to deny this student from graduation unless 
there is proper repentance.  This safeguards the reputation of the school in the community by not 
sending out a graduate who has a lifestyle or theology that is not befitting a minister of the gospel. 
 

Graduation Honors 
Students are selected for graduation honors according to their individual merit. In order to be considered 
for graduation honors, a student must: 
 

1)  Exemplify excellent Christian character in attitude and spirit; 
2)  Have a minimum cumulative GPA of 3.30 for courses taken at the College; 
3)  Have completed 48 units of course work at the College prior to the semester of their graduation 

for B.A or B.Th. degree, (32 units for A.A., or 2-Year certificate at an Institute).   
 

Bachelor’s honors: 
• cum laude 3.30 GPA  
• magna cum laude 3.60 GPA  
• summa cum laude 3.90 GPA 

 

Associate’s and 2-Year Certificate honors: 
• with honors 3.30 GPA  
• with high honors 3.60 GPA  
• with highest honors  3.90 GPA 

 

Ordering Diplomas, Caps and Gowns, Honors Cords/Stoles and Announcements 
There are very few companies that specialize in graduation regalia and diplomas and graduation 
announcements.  The two largest companies are Jostens and Collegiate.  Jostens is very easy to deal with 
and they are not offended by small orders from small schools.  Check your yellow pages to see which 
company is in your area.  More than likely there is a Jostens field representative in your area. 
 

About 9-12 months before your first graduation you should make your first contact with Jostens.  They 
will come out and set up the basics of your account, including school colors, choice of colors for caps 
and gowns, preference of styles and colors for honors recognition (cords and stoles and hoods), set up 
layout and paper choice for the diploma and custom diploma covers, and custom graduation 
announcements for the school. They will ask you to sign a contract committing to purchase a minimum 
of ______ diplomas over a 5-year period.  This is because they preprint the multicolor diploma blanks 
all at one time and add the dates, names and degree titles in black when you order the diplomas to save 
time during the seasonal rush for diplomas in Spring.  There is usually a minimum order each year for 
graduation announcements, but no pre-commitment involved, since they are not printed until ordered. 
 

Diploma orders should be placed in late fall or early January for a Spring Graduation in May or June.  
This gets in ahead of the major rush in March and April.  This is especially true the first time diplomas  
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are ordered since the plates for the multicolor printing have to be set up and the dies for the padded 
covers need to be made.  Jostens will refund any diplomas not used if a student fails to graduate or 
reprint it for free when they do graduate.  Caps and Gowns should also be ordered as early in January as 
possible to avoid any delivery delays.  
 

Sample Cap & Gown & Honor Cords & Stoles Order 

Pacific Rim Bible College  
May 23, 2006 Graduation 

Cap & Gown Order 
 

Contact: Dr. John Brangenberg, Pacific Rim Bible College,  
290 Sand Island Access Road, Honolulu, HI 96819 
 
Phone:  (808) 853-1040 Fax:  (808) 853-1042 
e-mail:  johnb@prbc-hawaii.edu 

 
Name:  Student Name 
Degree:  Associate of Arts in Christian Ministry 
Height:  5'10" 
Weight: 180 lbs. 
Gender:  Male 
Tassel Color:  Scarlet 
Honors Apparel: Gold Honors Cord* 
 
Name:  Student Name 
Degree:  Associate of Arts in Bible 
Height:  5'8" 
Weight: 140 lbs. 
Gender:  Female 
Tassel Color:  Scarlet 
Honors Apparel: none 
 
Name:  Student Name 
Degree:  Bachelor of Arts in Bible and Pastoral Ministry 
Height:  no cap and gown required 
Weight: 
Gender:  Male 
Tassel Color:  Scarlet (Tassel and stole only--Student has gown already) 
Honors Apparel: Honor stole# 
 
Name:  Student Name 
Degree:  Bachelor of Arts in Theology 
Height:  5’10” 
Weight: 180 
Gender:  Male 
Tassel Color:  Scarlet 
Honors Apparel: none 
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Name:  Student name 
Degree:  Bachelor of Theology 
Height:  5’9” 
Weight: 160 
Gender:  Male 
Tassel Color:  Scarlet 
Honors Apparel: Honors stole# 
 
Name:  Student name 
Degree:  Certificate in Leadership 
Height:  5'2" 
Weight: 110 lbs. 
Gender:  Female 
Tassel Color:  Scarlet 
Honors Apparel: none 
 
Name:  Student name 
Degree:  Certificate in Bible 
Height:  5'7" 
Weight: 180 lbs. 
Gender:  Female 
Tassel Color:  Scarlet 
Honors Apparel: none 
 
Summary 
* Honors cords should be Gold         Total = 1 plus two extra for a total of 3 
#Honors Stoles should be Hunter Green with Antique Gold embroidery of the school seal.         
Total =6 plus 2 extra for a total of 8 
***Please include Graduation year charm on all tassels.      
Total = 14 red tassels 
Total caps and gowns ordered=9 sets 
 
[For those unfamiliar with the color scheme of academic apparel, scarlet is the color of Theology and 
Ministry disciplines; pink is the color of Music; light blue for Education and Religious Education; and 
white for Arts and Sciences.  These are the colors of the main academic disciplines normally found at a 
Bible Institute or Bible College.  Some colleges have Associate’s Degree graduates wear different color 
cap and gown, such as grey or silver, rather than the black worn by Bachelor’s Degree graduates.  
Normally the caps and gowns in collegiate graduations are all black and the cut of the gown sleeves 
differs with the degree level.  Usually the school colors only appear in honor stoles and hoods at the 
undergraduate level, and on graduate degree hoods and doctoral bars and chevrons at the graduate level.] 
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Sample Diploma Order 

Pacific Rim Bible College Honors designations 
John H. Brangenberg III, Academic Dean  

 Graduation Date: May 23, 2006  

> Associate of Arts in Christian Ministry  

1 Student name  with High Honors 

2 Student name  
3 Student name  

 Graduation Date: May 23, 2006  

> Associate of Arts in Bible  
1 Student name  

 Graduation Date: May 23, 2006  

> Bachelor of Arts in Bible and Pastoral Ministry  

1 Student name magna cum laude 

2 Student name  
3 Student name magna cum laude 

 Graduation Date: May 23, 2006  

> Bachelor of Arts in Theology  
1 Student name  

 Graduation Date: May 23, 2006  

> Bachelor of Theology  

1 Student name cum laude 

2 Student name  

3 Student name magna cum laude 
4 Student name cum laude 

 Graduation Date: May 23, 2006  

> Certificate in Leadership  
1 Student name  

 Graduation Date: May 23, 2006  

> Certificate in Bible  
1 Christine Nicole Palm  

 Number of printed diplomas =15  

 Number of blank diplomas needed =1,  Diploma total =16  

 Number of diploma covers needed=20  

   

 Names and titles of diploma signatories:  All signatories are on file. 

 Dr. Wayne Cordeiro, President  

 Dr. John H. Brangenberg III, Academic Dean  
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Graduating Student Survey and Exit Exams 
A very important part of the assessment process in the information collected from graduating students as 
they complete the program.  The Bible Proficiency exam should be administered to both 2-year and 4-
year graduates at the end of their programs.  This, when compared with their Bible Proficiency Exam 
from when they entered school will serve as documentation of how much Bible they learned as a result 
of completing their studies at your school.  The scores can also be compared with other schools if a 
nationally normed Bible test, such as the one available from ABHE is used.  This will show how 
graduates of your program compare with graduating students from 2-year and 4-year Bible Colleges 
across the country and in Canada. 
 
Other exit exams may be given in spiritual formation, ministry preparation, and general education (such 
as the College Board Academic Profile).  Again, if nationally normed, you can compare your graduates 
with results from graduating students from 2-year and 4-year Bible Colleges across the country.  This 
will help identify areas in the curriculum that may need to be strengthened or it may affirm how well 
you are doing as a school. 
 
It is also good to take a survey of graduating students to get their overall evaluation of the program, their 
satisfaction level, and suggestions for improvements. 
 
A sample Graduating Student Survey is located on pages 4. 54-55. 
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Sample Graduation Announcement 
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Sample Graduation Ceremony Outline 
 

_______________Bible College 
Spring 2008 Commencement 

 
___________, Presiding 
___________, Marshall 

 
Prelude 

Call to Celebration ...............................................................................................................Alumnus 

*Processional “Pomp & Circumstance” .............................................................................. ELGAR 

Welcome ............................................................................................................................ President 

*Invocation ............................................................................................................. Faculty member 

Scripture Reading.................................................................................................... Faculty member 

Ceremonial Processional...........................................................................................Honor Students  

Academic Achievement Awards.............................................................................. Academic Dean 

Volunteer Awards ......................................................................................................Board member 

Vocal Special  "song title" ................................................................................................ Composer 

School Year & Class of 2008 Highlights................................................................................. Video  

Commencement Address ......................................................................................................Speaker 

Presentation of Candidates for Degrees................................................................... Academic Dean 

Conferring of Degrees........................................................................................................ President 

Charge to the Graduates..................................................................................................... President 

Dance Special “Song name” ............................................................................................. Composer 

*Blessing of the class of 2008 ........................................................................................... President  

with Bible College Faculty and Board of Directors 

*Recessional “Joyful, Joyful, We Adore Thee” ........................................................BEETHOVEN 

 
*The audience will please stand. 
 
The front cover should have either artwork or the school seal and date of commencement exercises.  

The back cover of the program should list the graduates and their respective degree programs and 

honors. 
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Sample Words of Conferral 
Academic Dean 
Will the candidates for the Certificate programs please stand? 
 

President ____________, these students, upon satisfactory completion of all requirements, have been 
approved by the faculty and the Board of Directors to receive the Certificate.   
 

President  
It is my pleasure, upon recommendation of the faculty and the approval of the Board of Directors to 
confer upon you the Certificate with all the rights and responsibilities that apply thereto. 
 

Academic Dean 
Will the candidates for the certificate, please proceed to the platform. 
 

The candidates for the certificate will proceed to the bottom of the stairs. Academic Dean will 
read the candidate’s name.  Candidate will proceed up the stairs.  Registrar will hand the 
certificate to President.  President will present the certificate with his left hand, shake the 
student’s hand, picture will be taken.  Student will return to his seat after walking to the far end 
of the stage. 

 

Academic Dean 
Receiving the Certificate in Leadership 
 

Student Names 
 

Receiving the Certificate in Bible 
 

Student Names 
 

Academic Dean 
Will all the candidates for the Associates of Arts degree please stand? 
 

President ___________, these students, upon satisfactory completion of all requirements, have been 
approved by the faculty and the Board of Directors to receive the Associate of Arts degree indicated 
on the program.   
 

President  
It is my pleasure, upon recommendation of the faculty and the approval of the Board of Directors to 
confer upon you the Associates of Arts degree with all the rights and responsibilities that apply 
thereto. 
 

Academic Dean 
Candidates, please proceed to the platform. 
 

The candidates for the certificate will proceed to the bottom of the stairs. Academic Dean will 
read the candidate’s name.  Candidate will proceed up the stairs.  Registrar will hand the 
certificate to President.  President will present the certificate with his left hand, shake the 
student’s hand, picture will be taken.  Student will return to his seat after walking to the far end 
of the stage. 

 
 
 



Academic and Administrative Operations 

3.85 

 
Academic Dean 
Receiving the Associate of Arts in Christian Ministry 

 
Student names and any honor predicates 

 
Receiving the Associate of Arts in Bible 
 
Student names and any honor predicates 
 
Academic Dean 
Will all the candidates for the Bachelor of Arts degree please stand? 
 
President ____________, these students, upon satisfactory completion of all requirements, have been 
approved by the faculty and the Board of Directors to receive the Bachelor of Arts degree indicated 
on the program.   
 
President  
It is my pleasure, upon recommendation of the faculty and the approval of the Board of Directors to 
confer upon you the Bachelor of Arts degree with all the rights and responsibilities that apply 
thereto. 
 
Academic Dean 
Candidates, please proceed to the platform. 
 

The candidates for the certificate will proceed to the bottom of the stairs. Academic Dean will 
read the candidate’s name.  Candidate will proceed up the stairs.  Registrar will hand the 
certificate to President.  President will present the certificate with his left hand, shake the 
student’s hand, picture will be taken.  Student will return to his seat after walking to the far end 
of the stage. 

 
Academic Dean 
Receiving the Bachelor of Arts in Bible and Pastoral Ministry 
 
Student names and degree predicates 
 
Academic Dean 
Receiving the Bachelor of Arts in Theology 
 
Student names and degree predicates 

 
Academic Dean 
Will all the candidates for the Bachelor of Theology degree please stand? 
President _____________, these students, upon satisfactory completion of all requirements, have 
been approved by the faculty and the Board of Directors to receive the Bachelor of Theology degree.   
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President  
It is my pleasure, upon recommendation of the faculty and the approval of the Board of Directors to 
confer upon you the Bachelor of Theology degree with all the rights and responsibilities that apply 
thereto. 
 
Academic Dean 
Candidates, please proceed to the platform. 
 

Students will proceed to the bottom of the stairs.  Academic Dean will read the candidate’s 
name.  Candidate will proceed up the stairs.  Registrar will hand the diploma to President.  
President will present the diploma with his left hand, shake the student’s hand, picture will be 
taken.  Student will walk to the far end of the stage and return to their seat. 

 
Academic Dean 
Receiving the Bachelor of Theology degree 
 
Student names and degree predicates 
 
President  
Will all of the graduates please stand. 
 
Graduates, you may now move your tassels from the right to the left signifying your status as 
graduates of _____________ Bible College. 
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Sample Diploma 
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Sample Graduation Logistics Checklist 

Due 

Date/ 

Time 

Status Activity 
Person 

Responsible 
Notes 

9/1/06 Done 
Confirm graduation date with 
President  

  

9/1/06 Done Secure graduation location  

Auditorium, Kitchen, staging 
room. Request room food prep 
and room for dressing room & 
food 

10/1/06 Done 
Application for Graduation 
ready for distribution 

  

11/1/06 Done 
Audit student files for 
graduation 

  

11/1/06 Done 
Applications for Graduation 
due 

  

11/1/06 Done 
Contact Josten's regarding 
diplomas and covers 

  

11/1/06 Done 
Order faculty academic 
regalia 

  

11/1/06 NA 
Graduation announcement 
proof done 

  

11/15/06 Done Diploma order due   

11/15/06 Done Cap and gown order due   

2/1/07 Done 
Announcement order form 
ready 

  

3/1/07 Done Proof diplomas upon arrival   

3/1/07 Done 
Inventory student caps and 
gowns upon arrival 

  

3/1/07 Done 
Inventory faculty regalia upon 
arrival 

  

3/1/07 Done Announcements printed  Done in house 

3/15/07 Done 
Inventory caps, gowns, tassels 
in storage 
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4/1/07 Done Secure photographers  
Call Photographers - make up list 
of specific shots needed.  Begin 
taking pictures at 5:15pm 

4/1/07 NA 
Secure _________ translation 
for graduation 

 Check if translation needed 

5/10/07  List of guests  Get ready, mail by 5/12 

5/10/07  
Contact faculty re: attendance, 
size for gowns 

  

5/10/07  
Invite faculty and board 
members 

  

5/10/07  
Ask prior graduate to help 
dress students  

 
Ask one male and one female 
graduate to help prepare and dress 
graduates  

5/10/07  
Letter to faculty re: final grades 
for graduates, awards 

  

5/10/07  
List of special guests to send 
invitations to 

 
List of donors, Scholarship fund 
supporters 

5/10/07  Announcements to graduates  Get distributed to students,  

5/10/07  Secure videographer  
Call videographer for roaming, 
Video team for fixed 

5/10/07  
Auditorium Layout, tents 
outside.  Order tables, chairs, 
table cloths, ice, etc. 

 
Pick up ice on Tuesday, 4 water 
coolers 

5/10/07  Assemble Ensemble, prepare  
Live music for procession?  Prep 
any dances 

5/10/07  
Volunteer awards to be 
presented 

 Finalize recipient, order plaques 

5/10/07  Coordinate parking  Request additional sites 

5/10/07  Request Police security  
Contact Police  
For parking lot - 1 officer,  4 hrs, 
$130.00, 6-10pm 

5/11/07  Meeting with graduates  Meet after chapel 5/11 
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5/11/07  
Order dinner for graduates, 
faculty, volunteers 

 Finger food 

5/11/07  Finalize food for reception  Finalize menu 

5/11/07  Confirm tech team   

5/11/07  Recruit student helpers  

Hosts, greeters, set up, take down, 
parking, sound, power point, front 
row, lights, yard duty, utility 
players 

5/11/07  Recruit volunteers   

5/11/07  
Steam student caps and gowns, 
assign 

 
Notify: All student gowns here by 
5/15 if you want them steamed 

5/11/07  
Steam faculty and board 
regalia, assign 

 
Notify: All Faculty gowns here by 
5/15 if you want them steamed 

5/11/07  
Graduation Program first draft 
done 

  

5/11/07  
Distribute graduation program 
first grid to staff 

  

5/11/07  
Confirm with program 
participants 

  

5/11/07  
Inventory supplies, make 
shopping list 

  

5/11/07  Request flowers for graduation   

5/14/07  
Prepare photos, etc. for trade 
display and table display 

 
Add graduation photos to existing 
displays from Open House 

5/15/07  
Finalize program, distribute to 
participants 

  

5/17/07  
Final of Graduation Program 
printed 

  

5/17/07  Order cakes for reception  Have precut 
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5/17/07  
Board, Faculty, Graduates 
Line-up list 

  

5/17/07  Program details   

5/17/07  Program assembled  Cut, fold, assemble 

5/17/07  
Retrieve final grades for 
graduates 

  

5/18/07  
Reminder to program 
participants with program 
script 

  

5/18/07  Reminder to volunteers   

5/18/07  
Reminder to student 
volunteers 

  

5/18/07  
Reminder to Board, Faculty, 
and Staff 

  

5/18/07  
Reminder to graduates re: 
rehearsal 

  

5/18/07  Final audit for graduation   

5/18/07  Process all final grades   

5/18/07  
Steam student and faculty 
gowns 

 
Will be done between 
Wednesday and Friday the week 
before graduation 

  Day Before Graduation   

5/21/07 10:00am Rehearsal in auditorium   

5/21/07 1:00pm 
Pick up food and supplies for 
reception 

  

5/21/07  
Double check all caps and 
gowns 

  

5/21/07 10:00am Steam gowns  Last minute arrivals only. 
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  Day of Graduation   

  
Administrator will assign duties 
as needed to work/study 
students on hand 

  

Start 
by 
noon 

Finish 
by 4 
pm 

Set up auditorium & reception 
tent area 

  

Start 
by 
noon 

Finish 
by 4 
pm 

Tables, table cloths, ice, coolers    

Start 
by 
noon 

Finish 
by 4 
pm 

Vacuum, dust auditorium, 
common areas 

  

Start 
by 
noon 

Finish 
by 4 
pm 

Clean restrooms  check again at about 5:30 p.m. 

Start 
by 
noon 

Finish 
by 4 
pm 

Set up signage  
Outside (welcome banner) and 
inside (end of hallway to worship 
Center) 

Start 
by 
noon 

Finish 
by 4 
pm 

Yard, parking lot clean up   

Start 
by 
noon 

Finish 
by 4 
pm 

Set up round tables, chairs   

Start 
by 
noon 

Finish 
by 4 
pm 

Pick up ice, 4 water coolers   

Start 
by 
noon 

Finish 
by 4 
pm 

Set up display boards & signs 
in tent area 

 See layout for locations 

Start 
by 
noon 

Finish 
by 4 
pm 

Set up diplomas and awards 
table on stage 

 
Use 8' table and 8' college colors 
drape 

4:30 
finish 
by 
6:00 

Dance Ensemble Rehearsal   

1:00 
finish 
by 
4:00 

Flowers, beautification  
Coordinate with church flower 
committee for extra 
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4:30 
finish 
by 
7:00 

Hospitality Team arrive to set 
up 

 

1.  Prep and serve staff, volunteers, 
staff by 5:15pm.                   
2. Prep and move items from 
kitchen to staging area for 
reception area. 

4:30 
ready 
by 
6:00 

Tech team-sound/lights/ 
multimedia 

 Set up and run through all areas 

4:30 
finish 
by 
6:00 

Ensemble set up, rehearsal, 
sound check 

  

5:00 5:00 Staff spruced and ready  
We are out on the floor to support 
our team 

4:30  
Helpers will arrive to set up 
faculty and student regalia 

 Set up in Library 

4:45  Student volunteers arrive   

5:00  

Staff, Faculty, Board, 
Volunteers and graduates––
briefing and prayer and light 
snack 

 Assemble in staging room 

5:15  Parking Team set up  
Brief parking team, in position by 
5:30 

6:30  
Faculty, Board and Students 
dressed and ready in regalia 

 In staging area 

6:45  Line up for processional  In staging area 

6:55  
Move processional line to 
outside of entrance to 
graduation hall 
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Facilities––Providing a Healthy Learning Environment 
 

Students learn best when they are comfortable and not preoccupied with uncomfortable chairs, improper 
lighting or classroom temperature that is too hot or too cold.  Healthy classrooms are essential for 
success as Bible institutes and colleges.  Particular attention should be given to the following: 
 

1. Classroom location -- Classrooms should be as far away as possible from distracting noises. 
They should be located close to a drinking fountain and to bathrooms. 

 
2. Windows -- Classrooms that contain windows should be equipped with a way to block the 

outside light (blinds, shades, curtains) as well as block out outside distractions. 
 
3. Doors -- All classroom doors should have windows to protect the instructor’s reputation when 

he/she is left in the room with one student. The door should be located at the back of the room so 
that the distraction of people entering and leaving is minimized.  However, many states require 
that classrooms have two doors for fire safety reasons. 

 
4. Acoustics -- Classrooms must be arranged so that all students can hear the instructor. This can 

often be achieved by assigning classroom space according to the number of students in a class. 
Large areas are not appropriate for instructing a small number of students. If amplification is 
needed, it should be provided.  Room dividers can be used to create a controlled classroom 
environment in a larger room. 

 
5. Lighting -- The classroom should have enough light to enable students to read and write without 

straining their eyes. "True Light" or 5000k florescent bulbs/tubes are a more desirable choice for 
the overall educational environment, since they result in less eye fatigue and make reading much 
easier. 

 
6. Furniture -- The desks, chairs, and tables should be sized to accommodate adult bodies. 
 
7. Equipment -- Each classroom should have the following equipment available: 

Overhead or video projector and screen 
Dry erase board and markers and eraser (Avoid use of chalkboards due to allergy and vocal 

irritation caused by chalk dust). 
Access to a VCR/DVD player with video projector or monitor large enough to be seen in all 

parts of the room 
Relevant wall maps and charts as needed. 
 

8. Ventilation and airflow and ambient temperature -- All vents, heating, and air conditioning 
should be in proper working order.  Be sure that dust filters are changed frequently to cut down 
on dust allergies and protect instructor’s voices.  Rooms should be well ventilated, either with 
open windows when weather is appropriate and it is safe to do so, or with air conditioning.  Stale 
air tends to make students drowsy and it also increases possibility of airborne illness.  Classroom 
temperature should be set to about 72-74 degrees Fahrenheit for maximum alertness without 
making students too cold. 
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9. Maintenance -- The institute/college facilities should be cleaned regularly, and all classrooms 
and furnishings should be kept in good repair.  Pay special attention to the condition of chairs, so 
that no student ends up getting injured by a stressed or damaged chair collapsing.  Desk surfaces 
and doorknobs should be cleaned with a disinfectant cleaner to minimize transmission of germs 
from student to student on desk surfaces and doorknobs. 

 
10. Be sure to take into consideration and make accommodations for disabled students and faculty. 

www.ada.gov provides information and links to detailed information that should be considered 
by every institute/college. Churches are exempt from ADA requirements (the American with 
Disabilities Act). However, schools are not exempt from ADA. Not only is it legally wise to 
comply with these requirements, it is an excellent testimony to the community that the 
sponsoring church is concerned about every potential student and not just the able-bodied ones. 

 
Housing students 
Institutes and colleges located in more remote areas, those with significant numbers of interns, and those 
with significant numbers of out-of-town students, may want to consider providing housing for students. 
Sometimes a church member may be willing to dedicate a house or an apartment for housing students.  
Some schools affiliated with a large church may have the resources to purchase a small apartment 
building for student housing.  Others may choose to provide assistance to students in finding appropriate 
housing in the community, including renting rooms in the homes of church members.  Priority should be 
given to interns and out-of town students when allocating limited student housing.  Full-time students 
should have priority over part-time students.  Students whose families live nearby, should only be 
allowed to stay in student housing on a space-available basis, even though this may enhance their 
college experience.  
 

Sample housing policy 
To apply for student housing, incoming students and returning students must submit a housing 
application and application fee of $25.00 by July 1st for the Fall semester, or December 1st for the 
Spring semester.  Returning students must submit a housing application by the end of the Spring 
semester each year for the upcoming Fall semester of the next school year. 
 
The housing application fee will be refunded only if no housing is available or if the student is not 
granted admission to the college.  Housing applications will be good for the entire school year.  
Students moving out of the dorm, must give notice to the housing coordinator prior to the housing 
application deadline for the next semester or one month prior to vacating the dorm, whichever comes 
first. 
 
Housing fees 

• Monthly dorm rent is $375.00 per person and is due and payable at the institute office on the 
first of each month.  Any payments received after the 4th of the month will be assessed a 
$30.00 late fee.    

   
• Utilities: Electricity, water, and basic cable TV and are included in the rent.  Internet service 

is $10.00 additional per month for wireless access.  Phone service is not included. 
 
• Students moving into the dorm or vacating the dorm during a partial month will be assessed a 

pro-rata amount of rent for that month.  
 

• A security deposit of $325.00 will be required along with the first month's rent prior to the 
student taking occupancy in the dorm.  The security deposit will be returned to the student 
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upon vacating the dorm and upon an inspection of the dorm to insure that there are no 
damages or missing furnishings.  If any damages are found or any of the furnishings are 
missing, the cost of repairing the damage or replacing the missing items will be subtracted 
from the security deposit. 

 
• Parking at the dorm is very limited and subject to availability.  Students are encouraged to 

carpool or ride the bus, rather than bring a car. There is an additional fee of $35.00 per month 
to park a car at the dorm. 

 
Community Housing Options 

In the likely occurrence that housing applications exceed space available in school housing, the 
institute/college staff will be available to assist in the location of housing in the local community that 
will meet your needs. Students should be prepared to pay first and last month's rent when applying 
for housing in the community.  

 
• A room in a house or shared apartment runs from $400 - $600 per month.   
 
• A studio apartment typically rents for $700 - $1000 per month.   
 
• One-bedroom apartments rent for $800 - $1600 per month.   
 
• Two-bedroom units rent for $900 - $2000 per month.   
 
• Three-bedroom units rent for $1600 -$3500 per month.  

 
Should space become available in school housing at a later date, students will be notified of the 
space available based upon whether the space is available in a men's or women's apartment, student 
academic load, and how long the student has been on the waiting list. 
 

Sample Housing Rules from Pacific Rim Bible College 

 

DORMITORY/APARTMENTS INFORMATION AND REGULATIONS 

 
BY MOVING INTO THE RESIDENCE HALL THE STUDENT ACCEPTS THE FOLLOWING 

CONDITIONS AND AGREES TO ABIDE BY THESE REGULATIONS. 
By signing the dorm contract, the student agrees to abide by all the regulations set forth in this and other 
Institute/College documents and by school officials. 
 
HOUSING CLOSING HOURS 
The closing hours of Campus housing are:  Sunday-Saturday: 10:00 p.m.-5:00 a.m. 
 
___________ Bible Institute/College does not permit activities or random movement on or about the 
dorm/apartment facilities during the hours between 10:00 p.m. and 5:00 a.m. A resident returning to the 
campus after the closing hour should proceed directly to the place of residence. 
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OVERNIGHT ABSENCES                                        
A student who plans to be absent from the assigned housing unit for one or more nights must notify the 
Dormitory Director or the Resident Assistant of this intention, including intended length of absence, 
destination, and means of emergency contact, before 5:00 p.m. on the day of departure. 
 
QUIET HOURS  
Residents should be sufficiently quiet from 8:00 p.m. until 10:00 a.m. to permit students to rest or to 
study without being disturbed. At all times, the residents shall keep noise at a reasonable and prudent 
level. Residents are reminded that they are expected to be responsible and courteous to people around 
them. 
 
Residents of each floor are expected to deal with any problems of noise that may arise through 
communication, floor meetings, or consultation with the Resident Assistant. If a problem persists, 
residents who violate quiet hours are subject to disciplinary action. Vocal and instrumental practice is 
not permitted in residential buildings. There are no "playing fields" within residence halls, and games 
requiring physical activity must be played outside the building.                                                             
 
APPLIANCES 
In addition to the appliances provided in the student apartments by the school, the following electrical 
appliances are permitted: Desk lamps, computers and peripherals, typewriters, personal sound systems, 
television sets, video players, popcorn poppers (to be used for popping corn only), clocks, irons, razors, 
Coffee pots, toasters, electric blankets, toothbrushes, and air conditioners. (A student may install an air 
conditioner in the dormitory room if prior permission has been obtained from the Housing Director.) 
 
Personal sound systems and televisions must be operated at volume levels that do not disturb other 
residents. 
 
Please do not plug more than two appliances into an electrical outlet. 
 
APARTMENT FURNISHINGS  
An inventory of the furnishings and the state of repair is taken at the beginning of each year and 
maintained by the Housing Director. Residents are advised to check the inventory and the conditions of 
the room and furnishings with the Resident Assistant when the room is first occupied. 
 
Furniture may be removed from the dormitory room if the Housing Director approves and is notified of 
the location to which the furniture is moved. (The student will be responsible for the cost of storage if 
stored off campus)  The occupant must return any furniture removed from the room before departure. 
Residents are financially responsible for furnishings and for any damages to the room and its content.  
Arrangement of furniture in dormitory rooms is the prerogative of occupants. 
 
ROOM AND FACILITIES CARE 
Residents are responsible for the care and cleaning of their rooms. Consistently untidy apartments will 
require administrative action. 
The following suggestions can be helpful in maintaining rooms and facilities: 
If room floors are mopped and vacuumed regularly, they are easier to keep clean. The floors are waxed 
and sealed at the beginning of each year. Proper maintenance requires only periodic sweeping and 
mopping with clear water. Do not wax the floor because wax will not adhere to the sealer. 
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The custodial staff cleans external walkways. Residents can assist the staff and benefit themselves by 
placing refuse in proper containers and leaving the facilities in good condition for the next user. 
 
Lighting: Residents are requested to turn off lights, ceiling fans and air conditioners to conserve energy 
when they leave their rooms. Light bulb replacements may be obtained from the resident assistant or in 
the housing office. 
 
Room decorations: Nails, screws, or scotch tape are not to be used to hang items on walls. Residents 
are liable for damages to their rooms resulting from the use of these materials. Residents may not paint 
their rooms. All rooms are painted by dorm staff as necessary, when they are vacated.  Students may not 
paint their walls an alternative color. 
 
Window screens: Each resident is responsible for the window screens of the room. If screens are 
removed to accommodate air conditioners or fans, they should be stored in the room and replaced before 
the room is vacated. Residents will be charged for screens that are missing or damaged. 
 
ROOM CHANGES 
Students must remain in the rooms to which they have been assigned at least for the first two weeks of 
the semester. If a resident wishes to change rooms, a room change form must be completed and 
approved by the Housing Director. Residents who have obtained such approval may change rooms on 
the "moving day" announced by the Housing Director. After this date, no changes will be allowed 
except with the approval of the Housing Director. 
 
PRIVATE ROOMS 
The resident's room charge is based on double occupancy (two to a room). When one student occupies 
an apartment bedroom by request of the student, an additional charge of fifty percent (50%) of the rent 
will be charged that person. (Private rooms are generally unavailable at the beginning of the fall term.)  
If an incoming student needs the additional bed-space, the dorm room will resort back to double 
occupancy. 
 
PROTECTION OF PERSONAL PROPERTY 
The Institute/College is not responsible for the loss of money, valuables, or other personal effects. 
Residents should keep their apartments locked at all times. Report any loss of property immediately to 
the Resident Assistant or to the Housing Director. 
 
VACATING OF ROOM 
Each resident must observe the following procedures when departing permanently from a dormitory 
room or apartment: 
1.  Remove all personal items. 
2.  Return all keys to the housing office or to the Housing Director. 
3.  Have a resident assistant or the Housing Director to inspect the room at the time of departure. If there 

are any questions regarding damages or cleaning charges, they must be settled at this time. 
4.  Leave a forwarding address in the housing office or with the Housing Director if moving from the 

campus. 
5.  If the resident plans to return to the residence hall for the subsequent semester or academic year, 

he/she should determine the deadline for application and room deposit before departure. 
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STORAGE 
Storage areas are provided in under the staircases at either end of the building.  Priority for storage space 
is first given to dorm furnishings and maintenance equipment and supplies.  Any additional space is 
available on a first come first served basis.  Students may not store personal belongings in the storage 
space if they are moving out of the dorm temporarily (for the summer). All items must be labeled for 
identification before being placed in storage.  
 
FIRE PRECAUTIONS 
In the event of fire, residents are reminded to use the stairs leading to the nearest exit. The door and 
windows to the room should be closed before departing. To help prevent fire, residents are requested to 
observe the following precautions: 
 

1.  Smoking is prohibited in campus housing. 
2.  Do not overload or abuse electrical outlets. 
3.  Check appliance cords for frayed or worn areas. 
4.  Refrain from activities that involve fire or flame.   
5.  Students are not to burn candles, incense, oil lamps or use propane lanterns or stoves in the 

dormitory. 
6.  Fireworks of all kinds are strictly prohibited in campus housing or on its grounds. 
7.  Fire equipment is provided on each floor for the protection of human life and property. 

Tampering or playing with the fire fighting equipment is justifiable cause for disciplinary action.   
 KNOW WHERE THE CLOSEST FIRE EXTINGUISHER IS LOCATED. 
8.  Exercise caution when cooking.  Never leave cooking unattended.  Be especially attentive when 

frying foods as there is increased danger of fire. 
 
ACCIDENTS-EMERGENCIES 
A report of any accident or emergency, which occurs at any time in campus housing or on school 
property, is to be reported at once to the Housing Director. If the Housing Director is unavailable, a 
report is to be made to the Institute Director/Academic Dean, or if unavailable then to the Resident 
Assistant. 
 
Emergencies- In case of emergencies the dorm staff will have complete control of procedures. They 
will notify appropriate institute/college officials of the emergency situation. Students should read 
through the Emergency Preparedness Manual upon occupying the dorm. 
 
If a dorm resident becomes infected with a contagious illness, the student should notify the Housing 
Director immediately, particularly if quarantine is required. 
 
VISITORS 
Visitors of the opposite gender are not permitted in apartments from 10 p.m. until 10:00 a.m. of the 
following day.  Visitors of the opposite gender may only enter the living room and kitchens of 
apartments except to help students move in or out of their apartments.  They may not enter the bedrooms 
or bathrooms.  The front door should remain open for accountability purposes at any time that there is a 
visitor of the opposite gender present in the apartment. 
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OVERNIGHT GUESTS 
1.  Overnight guests of the same gender may be allowed to stay in the dorm for short periods of time (2-

3 days). The Housing Director and Resident Assistant should be notified of such visits prior to guest 
arrivals.  All overnight guests must be registered with the Housing Director.  Any guests staying for 
more than three nights may be assessed a per-night housing fee of $10. 

2.  Special permission must be received from the Housing Director for visitors less than 14 years of age. 
3.  The Institute/College student is responsible for the behavior of a non-student guest including any 

damages or violations of housing regulations committed by the non-student guest.  Student guests 
will be held responsible for their own actions. 

 
GUEST ROOMS                         
If a bed or dorm room is vacant, prospective students who may be visiting the campus may be put up 
overnight in campus housing.  Students with an empty bed in their apartment need to be prepared for the 
possibility that they may be requested to host a prospective student for a few days. Thus they should 
keep their apartment suitably clean at all times and the vacant bed unoccupied by personal belongings. 
 
LAUNDRY FACILITIES 
Washers and dryers are available in all apartment units. Students are expected to take proper care in 
using the laundry facilities for their apartment unit and to report any washer or dryer malfunctions 
immediately tot he Housing Director. 
 
KITCHEN FACILITIES 
Each apartment comes with a fully equipped kitchen.  All appliances and cooking utensils necessary for 
meal preparation are included, as are eating utensils.  If a student desires to use a kitchen appliance not 
provided by the school, it should be pre-approved by the Housing Director.  Students should exercise 
care when cooking and never leave their cooking unattended.  Students should be especially cautious 
when frying food as there is increased danger of fire.  Students should be aware of where the closest fire 
extinguisher is for use in emergencies. 
 
PARKING 
Parking spaces are provided beneath the dorm. Residents should purchase a parking permit that will 
allow them to park at the dorm. Parking at the dorm is limited to two vehicles for each apartment unit.  
Students are encouraged to carpool or ride the bus, rather than bring a car. There is an additional fee of 
$35.00 per month to park a car at the dorm.  
 
DRESS 
Members of the Institute/College community are expected to be appropriately dressed at all times.  
 
INCENSE 
The use of incense in school housing is prohibited because of allergies of residents and fire safety 
regulations. 
 
SUN BATHING 
Sunbathing on the limited lawn and balconies of the campus housing is not permitted.  There is no visual 
barrier between the dorm and surrounding residences and sunbathing on the premises could increase the 
risk of physical harm. 
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ROOF ACCESS 
Students are not permitted on the roof of the dorm. Access to the roof is strictly for repairs or 
maintenance to the roof. 
 
OTHER REGULATIONS 
Advertising -- All advertising posted or distributed in the dormitory must be approved by the Housing 
Director. 
 
Alcohol -- _______________ Bible Institute/College prohibits the use, possession or distribution of 
alcoholic beverages on school property or in conjunction with school activities. 
 
Bathrooms -- Bathrooms in each apartment should be cleaned weekly by the residents.  
 
Bicycles -- Bicycles, mopeds, scooters or motorcycles are not allowed inside the dormitory apartments 
at any time.   
 
Complaints -- All complaints should be directed toward the Resident Assistant.  They will forward 
these to the Housing Director. 
 
Damages -- Residents are responsible for all damages to their rooms and for other damages to the 
facility that they may cause. Residents will be required to make financial restitution for such damages 
and may face disciplinary action in severe cases of abuse or neglect. 
 
Discipline -- The Resident Assistant is the school's representative to the students and as such is 
responsible for the enforcement of discipline policies. Residents are expected to comply with directives 
from the RA at all times and treat the RA with maturity and respect. 
 
Entry, search, and seizure -- ____________ Bible Institute/College reserves the right to enter and 
inspect any dorm room at any time, if there is reason to believe a school policy is being violated or some 
person may be in danger.  The university will make a reasonable attempt to notify the resident(s) of such 
action, however, in the event that the resident(s) cannot be notified, officials will proceed with whatever 
action they feel is warranted under the circumstances. Except under extreme circumstances, searches of 
entire dorms will not be conducted. 
 
Furniture -- All dorms are fully furnished.  Any additional furnishings provided by the occupant must 
be approved by the Housing Director and the apartment roommates. 
 
Inventory, checkout and damages -- Each resident should inspect his/her room upon move-in and 
immediately report any damages or maintenance needs to the dorm staff so that the resident is not 
charged for these damages. Residents must complete a checkout procedure with the dorm staff or they 
may forfeit the dorm deposit.                       
 
Keys -- Keys will be issued upon arrival and check-in. Replacement of lost keys will be requested 
through the Housing Director. The resident will be charged $25.00 for each lost key. If keys are not 
returned at checkout the dorm deposit will be forfeited. 
 
Pets -- Pets other than small aquariums or fishbowls are prohibited in the dorms. 
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Phones -- Students are responsible to pay their own phone bills shared among the occupants of each 
apartment. 
 
Severe Weather -- During severe weather alerts the dorm staff will be in communication with school 
officials to determine if any actions should be taken. Instructions from staff should be followed 
immediately and explicitly in such situations.  Students should familiarize themselves with the severe 
weather procedures in the Emergency Preparedness Manual. 
 
Solicitation -- No solicitation is allowed in the dorm facilities. Salesmen or solicitors should be reported 
the Housing Director. 
 
Thefts -- The school does not assume responsibility for articles that may be lost or stolen from dorm 
rooms. Students are encouraged to exercise caution and safe habits in order to help ensure safety of their 
belongings. 
 
Vacation Periods -- _______________ Bible Institute/College Dorm apartments are open 365 days per 
year and rent is assessed year-round unless a student moves out of the dorm.  
 
Verbal Abuse -- Verbal abuse of dormitory staff will not be tolerated under any circumstances. Such 
action will result in disciplinary procedures. Any such abuse on the part of dorm staff should be reported 
immediately to the Housing Director or the Dean of Students. 
 
Waterbeds -- Waterbeds will not be allowed in the dorms. 
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Sample Host Handbook for Students Living in Family Homes from  

New Life School of Ministry at New Song Christian Fellowship 
 

NEW SONG CHRISTIAN FELLOWSHIP 
STUDENT INTERN 

 HOST HOME HANDBOOK 
 
What are New Song Christian Fellowship Host Homes? 
Host homes are an integral part of the Student Intern’s growth during the three-year New Song Christian 
Fellowship Student Internship Program.  The home will be a shelter and a refuge in the midst of an 
intense time of discipleship, ministry training and education.  It will become a familiar place of great 
challenges as well as great blessings.  Everyone involved is guaranteed to stretch and grow during this 
unique period of relationship. New Song Christian Fellowship host homes do not simply house a Student 
Intern; they become a father, mother, and mentor to the student(s) who will be part of their family.   
 

What is expected of Student Intern Host Homes?   
Being a host home is a great responsibility.  You are taking in, as a member of your family, a young man 
or woman embarking on a great mission.  Your Student Intern will spend the next three years being 
challenged to grow in many new areas of life, leadership and ministry.  Host homes will be a part of the 
frustration, excitement, fun and tears every Student Intern experiences.   
 

Following is a list of general expectations that New Song Christian Fellowship has for all host 

homes: 

A.  Student Intern Host Homes will have their families in order. 
 Please don’t confuse the term “in order” with “perfect.”  God’s work in our lives is often most 

clearly seen as we deal with the real imperfections that are inherent in all of us!  Our families are in 
order when we recognize our imperfections, surrender them to the truth of God’s Word and 
overcome them by His grace.   

 

 The “warts” of your family will not be hidden from the student; in fact, they may be glaringly 
obvious.  However, how you work through family problems (the small logistical ones as well as the 
large painful ones), will be seen by your family’s newest member and will be a great source of 
Godly training. 

 

B. Student Intern Host Homes will be willing to parent, mentor and participate in the life of the 
Student Intern. 

 The Student Intern who is living in your home (your own child or someone else’s), is in need of a 
parent and a mentor.  You must have faith that God placed this particular individual in your home 
and accept him / her as a gift from God for you to love and nurture. 

 

We strongly believe that the Holy Spirit will equip host homes with all that they need to guide and 
direct each Student Intern who is living in their home.  We also believe that the Lord will provide 
great opportunities during the year for students to experience many of the dynamics that make up the 
fabric of your family:  the traditions, birthdays and holidays, special meals, in-depth conversations, 
etc.  Along with these special times will be other occasions that may not be as enjoyable:  times of 
correction, rebuke, and sharing in tears during times of conflict or sorrow.  These are all part of the 
investment that is needed in the life of a Student Intern.  
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C. Student Intern Host Homes will avoid extremes. 
 Host homes are expected to avoid two extremes in working with their Student Intern.  The first 

extreme happens when some want to be “overly nice.”  If their student is going through a difficult 
season, they want to protect and defend them.  By doing this, however, the host home may be 
shielding the Student Intern from the dealings of God in his / her life.  When God is requiring 
repentance, change, obedience, or something else from the Student Intern, misplaced mercy can 
circumvent or diminish the work of the Holy Spirit.  This should not discourage host homes from 
comforting or encouraging their Student Intern; rather it is a reminder that all comfort and 
encouragement should lead the Student Intern toward God and His maturing work. 

 
 The other extreme can happen when some expect too much from the Student Intern too soon.  The 

Student Intern Program is a program that takes full three years – and for good reason.  Much of the 
deep work that is taking place in the Student Intern’s life cannot be gained overnight.  Often they 
enter the program with rough edges and issues that will need to be observed, corrected and then re-
evaluated.  All of these take time. 

 
D.  Student Intern Host Homes will be willing to learn.    
 The Student Intern living in your home will watch you nurture your family in love and discipline.  

The choices that you make as an experienced parent/adult are made with the wisdom that comes 
from time and knowledge.  While many of these determinations are made quickly and may seem 
almost automatic to you, these same determinations may seem foreign to the Student Intern.  The 
question may arise, “Why did you deal with the situation that way?” 

 
 You will have tremendous learning experiences as you dialog with your Student Intern.  There is 

nothing more stretching than being asked to take apart complex concepts and examine their logic 
and reasoning – and there are no concepts more complex than marriage and parenting!  If a Student 
Intern challenges the hows and whys of your family’s systems, practices, traditions, rules and 
decisions, you may want to ask yourself: 

 
  Why do I deal with problems this way? 
  Have I always made determinations like this? 
  Is this really effective with my children or spouse? 
 
 Willingness to learn will also be needed in another way.  The New Song staff will be seeking 

guidance and discernment for each Student Intern throughout the year and will turn to you, as host 
homes, for unique insights into your Student Intern’s life.  As you wait on the Lord for answers 
regarding your Student Intern, your faith and discernment will undoubtedly be stretched.  This 
stretching will result in an increased capacity for you to understand not only the needs of your 
Student Intern, but others’ needs as well, including those of your own family.  This understanding 
will lead to opportunities to adjust your leadership and grow to new levels of influence. 

 
E.  Student Intern Host Homes will work alongside the New Song Pastoral Team.  
 Training young men and women for successful living and ministry is an undertaking of the whole 

church.  The New Song Student Intern Director, Staff, Pastors, Host Homes and the congregation as 
a whole will touch and be touched in return by these Student Interns.  Be encouraged to work closely 
with the New Song Student Intern Director or Coordinators relating the happenings of your home- 
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 life on the monthly Student Intern Host Home Evaluation Form and whenever you feel prompted by 
the Holy Spirit.  As the Lord reveals things to you about the life of your Student Intern, be quick to 
share them with Toni Kline and her team.  What may appear to be a small matter to you may be the 
key that will unlock an important door in someone’s life. 

 

Student Evaluations 
The New Song staff desires to keep in close communication with host homes.  In order to help facilitate 
timely communication, we utilize a monthly “Host Home / Student Intern Evaluation” form.  It is a 
simple, yet thorough form that allows you to share what is happening in your home and in the life of the 
Student Intern.  These evaluations are due on the last Tuesday of each month.  You will find an example 
of the New Song Christian Fellowship Host Home Evaluation form on the following page in this 
handbook.  
 
Student Evaluation Guidelines 
1.  On the form you are asked to rate your Student Intern on a scale from one to five in a variety of areas.  

A “one” represents performance that is completely unsatisfactory; a “five” indicates performance 
that is perfect and needs no improvement. 

 
2.  The Student Intern Coordinators will be responsible for getting the form to you either through e-mail 

or a phone call, approximately one time every 4-6 weeks. 
 
3.  Be careful not to shield or protect your Student Intern by being “overly nice.”  Strive for honest, 

consistent evaluations that present an accurate picture of what is happening in the Student Intern’s 
life during the evaluation period. 

 
4. Your comments are windows of understanding into what occurs in the home.  Please feel free to write 

whatever you wish to help us see what you are observing. 
 
5.  Being open and honest in communicating with your student will encourage maturity and growth. 

Most students appreciate honest communication concerning areas of concern as well as positive 
affirmations. 

 
6.  It would be a good idea to use the evaluation as an opportunity to discuss your observations with the 

student intern. 
 
7.  The evaluation forms are not appropriate places to share confidential information.  
     Whenever you have confidential information that you need to share with the New Song staff, please 

do so by phone, email or in person. 
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Host Home Student Intern Evaluation 
Student Intern Program, Toni Kline, Director  
This form has been developed in order to keep close communication with our host homes.  It is a simple, yet 
thorough form that allows you to honestly share about what is happening in your home and in the life of each 
Student Intern.  If you need immediate assistance regarding any host home matter, please call Jan Hillenbrand 
(615) 370-3386 or Becky Peterson (615) 791-6653. 

 
Student Intern’s Name:        Age:    

Length of Time in your Home     

 
ATTITUDE:                     BRIEF COMMENTS: 

 1.   Attentive to host home’s requests and needs             1 2 3 4 5    

 2.   Courteous and respectful to everyone who lives in the home           1 2 3 4 5    

 3.   Ready and willing to do any task/chore; has a servant’s heart           1 2 3 4 5    

 4.   Receives instruction and correction well; has a teachable spirit         1 2 3 4 5    
 
TIME ISSUES: 

 5.   Consistently comes home at a respectful hour            1 2 3 4 5    

 6.   Communicates his/her schedule – when he/she will be home, etc.    1 2 3 4 5    

 7.   Appropriate use of TV, phone and computer             1 2 3 4 5    

 8.   Spends appropriate time with host home family            1 2 3 4 5    
 
EXCELLENCE OF EFFORT: 

 9.   Takes care of own personal needs without relying on others           1 2 3 4 5    

10.  Keeps his/her bedroom and bathroom areas clean            1 2 3 4 5    

11.  Takes initiative and does more than is required            1 2 3 4 5    

12.  Shows respect for the home, furnishings and resources           1 2 3 4 5    

13.  Has your Student Intern brought any issues to you?  Give an example.       

              

         

14.  Does your Student Intern receive permission before bringing others to your home?     

15.  Given your current experience, would you agree to be a host home again for a Student Intern? ________ 

16.  Any additional comments?             

              

         

Please check here if you would like the Host Home Staff to contact you regarding any matter:  

      Host Home Name or Signature     

 
 



Academic and Administrative Operations 

3.107 

Student Intern Host Home Meetings 
Twice a year we be conducting a meeting designed to orient and/or answer any questions the host family 
may have, address any issues that may arise, as well as provide training and information that will better 
equip our host home families.  Should you need to discuss something prior to these meetings, please feel 
free to contact your host home coordinator. 
 

The Importance of Sharing Expectations 
Where do frustrations come from?  Frustrations grow from unmet expectations!  And the truth is we 
have expectations about everything, from how quickly our coffee should be served to being remembered 
on our birthday.  When those expectations go unmet, it is easy for our frustrations to grow. 
When a Student Intern enters your home, you have certain expectations of what they should do and how 
they should respond to you in order for this housing arrangement to work out.  If the Student Intern falls 
short of your expectations, then your frustration level will certainly increase.  While some of that is 
probably going to happen simply because you are working mostly with young adults, the frustration 
level can be turned way down if you will clearly and concisely share your expectations with the Student 
Intern. 
We have begun this “expectation sharing” process for you during the orientation process of the Student 
Intern Program.  Each Student Intern is given clear instruction on what the Student Intern Program 
expects from him / her as they are living with a host family.  While that is a good start, there are many 
other nuances that are unique to you and your home environment that need to be communicated to your 
Student Intern so that they can succeed in your home. 
Here are several ideas that may help you think through what expectations you should communicate to 
your Student Intern: 

1. Whom should the Student Intern call if they have a change in plans or schedule? 
2. What chores should the Student Intern plan to complete on a daily or weekly basis? 
3. Is there a certain way that you prefer something to be done? 
4. Are there certain “quiet times” of which the Student Intern should be aware? 
5. Is there a certain place the Student Intern should park their vehicle? 
6. Is there a particular time in which the Student Intern can expect to do their laundry? 
7. What are your entertainment guidelines that the Student Intern needs to respect? 
8. What are the guidelines for your kitchen and for eating certain foods? Exp. Loading/unloading 

dishes, coffee making routines, cleaning etc… 
9. What are your guidelines for them having guests in your home? 

 
Remember that your Student Intern has a set of expectations about you as well!  It would be wise to help 
draw from your Student Intern what their expectations are so they can be addressed and modified as 
needed to fit with reality. 
 
Should I expect the Student Intern to help with household chores? 
Absolutely!  As a matter of fact, we encourage you to make a list of chores that are to be done weekly, 
and then meet with your Student Intern to discuss what chores will be assigned to them.  Keep in mind 
that your Student Intern’s idea of cleanliness may not be your idea of cleanliness.  Be prepared to 
physically show the Student Intern how you expect him or her to keep their room, as well as how 
you expect their assigned tasks to be completed.  You may have to actually show them how to clean 
and organize.  This is an area where they may have had little or no training. 
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Some suggestions for weekly chores may be: 
1. Clean their bedroom 
2. Clean their bathroom 
3. Sweep and mop the kitchen floor 
4. Spot clean the carpet 
5. Weed the flower beds and garden 
6. Clean the guest bathroom 
7. Vacuum and dust the bonus room 
8. Take out the trash as needed 
9. Empty the dishwasher 

 

Be sure to let the Student Intern know what your expectations are, including when the assigned chore(s) 
should be done.  We are not implying that the Student Intern should be responsible for cleaning the 
entire house.  However, assigning them a chore or two is reasonable and expected.   
 

Confrontation 
The home should be a haven of relationship and growth.  During the course of the Student Intern year, 
as Student Interns are being stretched by the Holy Spirit and learning to respond to the demands of 
curriculum, work and ministry, Student Interns will greatly appreciate the rest provided in their home 
environment.  At times, however, due to fatigue, stress, miscommunication or misunderstandings, there 
may be the need for the host home parents to lovingly confront the student due to poor attitudes or other 
unmet expectations.  Our goal is that each Student Intern will learn to quickly deal with confrontation in 
a positive manner. 
 

Please, always feel free to call your host home coordinator for support and additional suggestions when 
needed.  We are a team and we desire to work with you at any time. 
 

TEN STEPS TO CONFRONTING 
1. Clear the air personally.  Attempt the confrontation one-on-one if possible unless the situation is 

extreme.  Do not store up complaints against a person and then dump them all at once. 
2.  Confront in the right spirit.  Read Romans 12:10; Timothy 2:24; 2 Corinthians 10:1; Galatians 6:1.  

Leaders must be neither eager nor hesitant to confront.  Keep a balance with consistency. 
3.  Start on a positive note with affirmation. 
4.  Outline the problem: 

• What – Describe what the other is doing. 

• How – How does it make you feel? 

• Why – Why is this important to you? 
5.  Encourage a response.  People confronted will have feelings. 
6.  Show that you understand the other person’s position. 
7.  Explain why the action was wrong. 
8.  Indicate the desired action to be taken. 
9.  Reiterate the positive strength of the person. 
10. Put the issue in the past unless the problem occurs again or you are affirming the person.  If the issue 

occurs again, go back to step #5. 
 

Realize that nothing surprises God.  Ask for wisdom from Him and others.  Separate the message from 
the messenger.  Do not be defensive. Work in the areas of truth.  Seek for reconciliation.  Most of all, 
become accountable. 
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Questions and Answers 
Q:  What are the Student Intern’s financial responsibilities? 
A:  They are responsible to provide for their own insurance, medical care, transportation costs, toiletries, 

and personal items.  New Song Christian Fellowship provides the Student Interns with breakfast and 
lunch, Tuesdays through Fridays.  Due to the financial limitations of the students, we do ask host 
homes to provide meals or snacks at other times. If this becomes a problem or a concern, please 
contact your host home coordinator. 

 
Q:  What do I do if my Student Intern is eating foods that I have purchased for other family members, 

with no regard for others? 
A:  This can, and oftentimes does occur.  One suggestion would be to provide a designated place for 

food purchased for or by the Student Intern.  Find out what he / she likes and let them know that you 
will provide such items and they will be stored in a designated place.  Let them know that you would 
like for them to receive permission before eating other items, if this is a concern for you.  If this 
continues to be a problem, please contact your host home coordinator. 

 
Q:  At what point should I notify the Student Intern Coordinators if I have concerns regarding my 

Student Intern?  
A:  No concern is too insignificant to discuss with leadership. Notify the Coordinator whenever you feel 

it is necessary to pass along information or you want to seek support or advice. 
 
Q:  Is it okay to leave my student alone if we leave town? 
A:  This is left to the discretion of the host home.  However, if the mother leaves overnight and the 

Student Intern is a woman, we ask that the student stay with another family to avoid the appearance 
of evil (I Thessalonians 5:22).  The same would apply when the father leaves overnight and the 
Student Intern is a male. 

 
Q:  How should we help a student who is ill? 
A:  Student Interns are responsible for contacting their Team Leader and program Director if they are 

going to be out sick. For more serious physical complaints, each family will receive Emergency 
information for their Student Intern and should also call the Director if emergency treatment is 
needed. 

 

Suggestions for Student Intern Host Homes 
1.  Welcome the Student Intern into your home as a part of your family – not as a houseguest.   
2.  Let them clearly know your expectations from the beginning.  As an example, let them know when it 

is okay to do their laundry, and what your expectations are regarding housework, especially their 
bedroom and bathroom. 

3.  Be direct, but loving, when speaking with your Student Intern.  They need frequent communication. 
But remember, communication takes practice.  It takes time for them to trust you. 

4. Your place in the life of a Student Intern is that of a parent / mentor.  If you start with friendship, it 
can be difficult to work in correction later. 

5. Allow your Student Intern to be honest about their past, their feelings, their trials, and other areas in 
their lives, without judging them or always “having the answers.” 

6. Pray with your Student Intern. 
7. Let them get to know you, “warts” and all. 
8. Get to know them, “warts” and all. 
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9. Have fun.  Start traditions that are simple, like milkshakes after midweek service, playing board 
games on Sunday evening, etc.  Be creative. 

10. Speak positively about your Student Intern. 
11. Don’t assume these students already have Christ-like standard in their lives.  

 
What are some of the blessings of being a Student Intern Host Home? 
1. Seeing God change and mature the life of the Student Intern. 
2. Watching God shape and mold a Student Intern and at the same time seeing God shape and mold the 

family members of the host home. 
3. Seeing the Student Intern walk in God’s anointing. 
4. Seeing the Lord use the Student Intern to speak into the lives of the host home family. 
5. Being able to walk with the Student Intern during some of the greatest blessings and challenges of 

their lives. 
 

What are some of the challenges of being a Student Intern Host Home? 
1. Having to “re-parent” the Student Intern because they may not have been “parented” correctly in the 

past. 
2. Having patience with the Student Intern during the “re-parenting” phase. 
3. Confronting the Student Intern in love, when necessary. 
4. Finding time to relate and fellowship with the Student Intern. 
5. Learning to share your possessions, your food and your space. 
6. Treating them like part of the family and not as a houseguest. 
 

Why have others become Student Intern Host Homes? 
1. “The Student Intern became a big brother or sister, as well as a role-model, to our younger children.” 
2.  “It is a great opportunity to serve God and the church.  It may not be easy, but it is worth it.” 
3.  “It stretches you.” 
4.  “My daughters both became believers as a result of us hosting a Student Intern.  Now one of them is 

going into the Student Intern program!” 
5.  “It is a great experience that brings you closer to the Lord.” 
6.  “The challenges are nothing compared to the blessings.” 
7.  “It is an experience that causes the entire family to examine their walk with “the Lord and really 

press into what God is calling them to do. 
8.  “Having a Student Intern living in your home holds you accountable to the standards God calls us to 

live by.” 
9.  “It is a great way to give back to God for His wonderful provisions.” 
10.  “We are only managers of what God has given us to steward. What a great blessing!” 
 
The New Song Christian Fellowship Student Intern Program could not exist without you.  The very fact 
that you are willing to be a host home to one of these Student Interns is a clear indication that you 
believe in the destiny and in the call to ministry God has placed on the lives of these that are chosen to 
participate in this program.   
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Guidelines for Safety on and off Campus 
 

Each institute/college should publish a set of guidelines and procedures for maintaining safety and 
security on campus.  In compliance with the Federal Jeanne Clery Disclosure of Campus Security Policy 
and Crime Statistics Act, accredited colleges must annually publish and post online a Campus Safety 
and Crime Report.  It is important to provide a safe and secure learning environment.  The following 
information is presented with the intention of assisting you in providing a safe environment for the entire 
campus community.  These measures will not be successful without each student’s support and 
awareness. 
 
SECURITY SERVICES 
The following services are available to all ____________ Institute/College students. 
 
____________ Institute/College can assist members of the campus community who are victims of 
crime.  (institute phone number) 
 
Although ____________ Institute/College does not have a counseling center, we will assist members of 
the campus community who are victims of crimes by putting them in touch with capable counselors.   
(institute phone number) 
 
Safety lighting has been placed in strategic locations on campus.   
 
If you notice that the lights are not working, please contact the ____________ Institute/College office at 
(institute phone number). 
 
Policies and regulations concerning student conduct are in existence to address crimes against persons 
and property. 
 
The designated campus security officer for ____________ Institute/College is (institute director or 
another designee). 
 
Good Practices for General Safety 
Park cars in lighted areas.  Students are advised to lock their cars and not leave personal belongings and 
other valuables in the car while in class.  Students should always be aware of their surroundings and 
exercise appropriate caution, particularly during early morning hours and in the evening after dark.   
 

Students, faculty, and staff are encouraged to walk to and from the parking lot in pairs when it is dark 
outside.  Male students should volunteer to escort female students to their cars, or wait with them until 
their ride arrives.  Avoid walking alone, particularly after dark.  If walking alone is unavoidable, be 
aware of your surroundings.  Look behind and around you frequently.  Stay in well-lighted areas. 
 

Dress for mobility.  Carry your personal belongings in a backpack or similar container that will enable 
your arms and hands to be free at all times. 
 

Do not get close to a vehicle if you are walking and a vehicle approaches you. 
 

If you have a car alarm, carry your panic button in your hand when going to your car, in case you need 
to scare away an attacker. 
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Never allow someone to predict your route of travel.  When you are walking, driving, biking, or jogging, 
vary your route. 
 
Register, engrave, mark and/or photograph all your valuables including bicycles, stereos, jewelry, 
vehicles, computers, etc. 
 
Security in Campus Buildings 
Never leave your personal belongings unattended. 
 
Look around and be aware of your surroundings when you enter and exit a building. 
 
Always tell someone where you are going and when you expect to return. 
 
Report to the institute/college office any suspicious persons who have entered the building that you 
suspect do not belong there. 
 
Report any unattended suspicious packages to the institute/college office.  Do not pick them up. 
 
Keep unmonitored doors locked at all times.  Crash bars should be installed on all fire exits to allow the 
doors to be locked from the outside, but allowing easy escape in the case of an emergency. 
 
Security when Leaving Campus 
Exterior doors should be equipped with deadbolt locks and peepholes. Do not open your door to anyone 
you don't know.  If they are in uniform and you did not call them, contact their place of employment to 
verify their business. 
 
Use outside lighting and keep shrubbery trimmed around windows and doors. 
 
Know who to call in an emergency.  See below. 
 
WHO TO CONTACT for HELP and to REPORT CRIME 
Police, Fire   911 
Ambulance   911 
Security Office  (Institute Director Phone number) 
Crime Stoppers  (local number) 
 
Crimes in progress should be reported to the Institute office and the local Police Department.  Students 
can report crimes or information about crimes anonymously by calling Crime Stoppers at (local number) 
or leave a confidential recorded message at (local number). 
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Maintaining Campus Health and Safety During the Current 
Pandemic of Influenza A H1N1 (a.k.a. Swine Flu) 
(All information has been taken from the US Center for Disease Control and the World Health Organization websites) 

 
The US Department of Health has declared a health emergency. On June 9, 2009 the World Health 
Organization has raised the global Pandemic warning level to level 6 indicating that a global Influenza A 
H1N1 (a.k.a. Swine Flu) pandemic is underway.  Pandemic does not mean that the Novel A H1N1 
influenza is particularly dangerous, but rather that there is no immunity to this flu and that it is therefore 
highly contagious and has already been spreading across a wide geographic area.  Historically pandemic 
flu has occurred in waves of outbreaks over a 1-2 year period.  Though the current outbreak of April-
June 2009 appears to be waning, CDC and WHO expect a second wave of infection in the Fall and 
Winter seasons for the next two years coinciding with the regular seasonal flu season. 
 
What about severity? 
At this time, WHO considers the overall severity of the influenza pandemic to be moderate. This 
assessment is based on scientific evidence available to WHO, as well as input from its Member States on 
the pandemic's impact on their health systems, and their social and economic functioning. 

The moderate assessment reflects that: 

• Most people recover from infection without the need for hospitalization or medical care. 

• Overall, national levels of severe illness from Influenza A (H1N1) appear similar to levels seen during 
local seasonal influenza periods, although high levels of disease have occurred in some local 
areas and institutions. 

• Overall, hospitals and health care systems in most countries have been able to cope with the numbers 
of people seeking care, although some facilities and systems have been stressed in some 
localities. 

WHO is concerned about current patterns of serious cases and deaths that are occurring 
primarily among young persons, including the previously healthy and those with pre-existing 
medical conditions or pregnancy. 

Large outbreaks of disease have not yet been reported in many countries, and the full clinical 
spectrum of disease is not yet known. 
 
Like most flu, there is a significant risk of respiratory complications, particularly pneumonia that may 
result in death.  The high fever from flu can also cause death.  In normal seasonal flu, it is children and 
senior citizens that are most at risk.  In pandemic flu, including the current AH1N1 flu, healthy young 
adults (college age) are also highly vulnerable and often suffer the highest mortality rates due to an over-
aggressive immune response to the unique flu virus. 
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Institute Preparation and Response for a Local Novel Influenza A H1N1 Outbreak 
Since schools are a gathering place where individuals are in close proximity, it is very important that all 
institutes have a plan in place to protect its students, staff and faculty from the spread of this virus.  
 
0.  Pray daily for our national and local health care leaders and providers as they combat the spread of 
this flu.  Pray also for protection for your state and community and school. 
 
1.  It is important to weekly monitor your local news and your state's Department of Health and 
Department of Education websites to know if you area needs to take immediate protective actions.  Once 
school is in session in the Fall, also corresponding to the anticipated time of the second wave of the flu 
pandemic, this monitoring should become daily. 
 
2.  Though the CDC initially recommended school closures when a confirmed case of A H1N1 flu 
occurred locally, they have modified their recommendation based upon the currently moderate severity 
of this flu.  The CDC currently recommends that schools remain open, but that any student or staff 
member displaying flu like symptoms be quarantined at home for 7 days or until they have been 
symptom-free for 24 hours, whichever is longer. This recommendation may change again if the flu 
changes in its severity, so it is important to closely monitor the CDC www.cdc.gov and WHO 
www.who.int/en websites. If a situation arises where the scope or severity of an outbreak in your area 
gets to the level that the state calls for local schools or colleges to shut down temporarily, we ask that 
you also take the same action to protect your school population.   
 
3.  If there is a person at your school with flu like symptoms such as fever higher than 100 degrees, sore 
throat, sneezing or coughing, body ache, (and sometimes with nausea, vomiting, or diarrhea) send them 
home immediately and ask that they get medical attention immediately.  This flu responds well to 
antiviral medications if treated within the first two days of onset, so quick medical attention is very 
important to avoid the more severe complications of this flu.  Ask them to remain at home for at least 7 
days or until they have been symptom-free for 24 hours, whichever is longer. 
 
4.  In the meantime, it is good to remind all school personnel to practice good hygiene measures to avoid 
spreading germs:  Cover the mouth and nose when sneezing or coughing, wash hands frequently with 
soap and water or alcohol hand cleaner, disinfect high contact surfaces such as doorknobs and 
telephones frequently, and avoid touching your eyes or nose with your fingers.   Pregnant persons or 
persons with weak immune systems may be encouraged to wear facemasks to prevent accidental 
exposure to the flu. 
 
Also please review the emergency preparedness manual sections on pandemic flu on pages 3.122-124 of 
this handbook.  If there are variations between the Handbook recommendations and more recent CDC 
recommendations, always defer to the most current instructions from CDC. 
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CDC Interim Recommendations for Institutions of Higher Education: May 11, 2009 

• CDC is not currently recommending that institutions cancel or dismiss classes or other large 
gatherings. 

• If confirmed cases of novel influenza A (H1N1) virus infection or a large number of cases of 
influenza like illness (ILI) (i.e. fever with either cough or sore throat) occur among students, 
faculty, or staff or in the community, institutions officials should consult with state and local 
health officials regarding an appropriate response. 

• Because the spread of novel influenza A (H1N1) within a health professions school may pose special 
concerns, school administrators are strongly encouraged to contact their state and local public 
health authorities if they suspect that cases of ILI are present on their campuses. 

• Students, faculty or staff who live either on or off campus and who have ILI should self-isolate (i.e., 
stay away from others) in their dorm room or home for 7 days after the onset of illness or at least 
24 hours after symptoms have resolved, whichever is longer. 

• If possible, persons with ILI who wish to seek medical care should contact their health care provider 
or campus health services to report illness by telephone or other remote means before seeking 
care. Institutions should assure that all students, faculty and staff receive messages about what 
they should do if they become ill with ILI, including reporting ILI to health services. 

• If persons with ILI must leave their home or dorm room (for example, to seek medical care or other 
necessities) they should cover their nose and mouth when coughing or sneezing. A surgical 
loose-fitting mask can be helpful for persons who have access to these, but a tissue or other 
covering is appropriate as well. (See Interim Guidance for H1N1 Flu (Swine Flu): Taking Care 
of a Sick Person in Your Home). 

• Roommates, household members, or those caring for an ill person should follow guidance developed 
for caring for sick persons at home. (See Interim Guidance for H1N1 Flu (Swine Flu): Taking 
Care of a Sick Person in Your Home). 

• Persons who are at high risk of complications from novel influenza A (H1N1) infection (for example, 
persons with certain chronic medical conditions, children less than 5 years, persons 65 years or 
older, and pregnant women) should consider their risk of exposure to novel influenza if they 
attend public gatherings in communities where novel influenza A virus is circulating. In 
communities with several reported cases of novel influenza A (H1N1) virus infection, persons 
who are at risk of complications from influenza should consider staying away from public 
gatherings. 

Large gatherings 

On the basis of what is currently known about the ongoing spread of novel influenza A (H1N1) and, as a 

means to prevent the further spread of disease on and off campus, institutions should encourage persons 

with ILI to stay home and away from large gatherings. Persons who are sick should be instructed to limit 

their contact with other people as much as possible and to stay home for 7 days after their symptoms 

begin or until they have been symptom-free for 24 hours, whichever is longer. In addition, they should 

be reminded to use appropriate respiratory and hand hygiene. (See H1N1 Flu and You). Gatherings may 

include graduations and commencement activities, concerts, sporting events, and other gatherings where 

close contact is likely among a large number of attendees. 
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Large public gatherings offer a good opportunity for officials and event organizers to deliver key 

educational messages about measures attendees can take to help protect themselves and their family 

members from novel influenza A (H1N1) infection, including active promotion of good hygiene 

practices. (See H1N1 Flu and You) 

Institutions should consider the following in preparation for possible outbreaks of novel influenza A 
(H1N1): 

• Establishing a relationship with their state and local health departments 

• Keeping informed regarding the evolving situation through regular visits to the CDC's H1N1 Flu 
web site 

• Developing educational messages in a variety of formats regarding the illness and how to reduce 
the spread of influenza. (See H1N1 Flu and You). 

• Alternative educational delivery such as distance learning, web-based learning, or other ways to 
increase social distancing. 

• Planning for assistance for students with ILI, including provision for meals, medications, and 
other care. 

• Developing contingency plans for how to reduce exposure of non-ill students, staff and faculty to 
ill students, staff and faculty. 

• For more information, see: H1N1 Flu Guidance 
 
Groups at Higher Risk for Severe Illness from Novel Influenza A (H1N1) Infection 
Groups of people at higher risk for severe illness from novel influenza A (H1N1) infection are thought 
to be the same as those people at higher risk for severe illness from seasonal influenza. These groups 
include: 

• Children younger than 5 years old 

• Persons aged 65 years or older 

• Children and adolescents (younger than 18 years) who are receiving long-term aspirin therapy 
and who might be at risk for experiencing Reye syndrome after influenza virus infection 

• Pregnant women 

• Adults and children who have asthma, chronic pulmonary, cardiovascular, hepatic, 
hematological, neurologic, neuromuscular, or metabolic disorders such as diabetes; 

• Adults and children who have immunosuppression (including immunosuppression caused by 
medications or by HIV) 

• Residents of nursing homes and other chronic-care facilities. 
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Emergency Preparedness 
 

Each Institute/College should have an Emergency Preparedness Plan in order to have procedures in 
place when a threatening situation emerges.  It is a reasonable assumption is that at some future point in 
time an emergency or a disaster of significance may strike on or near the Institute/College campus.  The 
purpose of this plan is to establish a reasonable and effective method of dealing with such disasters and 
emergencies.  All faculty and staff should be equipped with a copy for their use and should review it 
before the start of each term.  A bound copy should be kept in the institute office in a well-marked 
location.  The following is a sample Emergency Preparedness Plan.  Please select the procedures that 
apply to potential emergencies that are relevant to your geographic location. 
 

Sample Emergency Preparedness Plan 
Purpose 
For the purpose of this document, the Director of Emergency Preparedness is the Institute Director/ 
College Dean.  In the event of his absence, the Office Manager will serve as acting Director of 
Emergency Preparedness until the Institute Director or College Dean arrives on the scene.  The Director 
of Emergency Preparedness will make decisions and issue directives in emergency situations. 
 
Function 
The primary function of the Director of Emergency Preparedness is: 

1.  To determine the nature and seriousness of the emergency. 
2.  To determine a course of action for the Institute/College. 
3.  To issue appropriate instructions for the implementation of the plan of action. 

 
Headquarters 
The headquarters for the Director of Emergency Preparedness will be Institute/College Office (Insert 
local institute address and phone number here) 
 
General Procedures 
News of an impending emergency or an already-occurring emergency may be received in any number of 
ways.  Upon receipt of such information the Director of Emergency Preparedness will: 

1.  Utilize all available methods to gather all available pertinent information as to the nature of the 
disaster or impending disaster. 

2.  Evaluate all pertinent information. 
3.  Make a decision as to whether or not a disaster plan should be implemented. 
4.  Choose the appropriate disaster plan. 
5.  Initiate the plan. 
6.  Determine message to be used by telephone operator in answer to any questions or to be left on 

the Institute/College voice mail in the event that the facility needs to be evacuated.  If necessary, 
determine message to be released to local news media in the event of emergency class 
cancellation. 

7.  Maintain a log of all actions taken and communications regarding the emergency, including an 
accurate log of all calls received and other contacts made during the crisis.  Keep all notes, 
memos and news releases, which will be useful in evaluating performance and response.  These 
are also useful in the event of lawsuits. 

8.  Provide counseling assistance and referrals to those affected by the emergency. 
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Specific Procedures (Utilize only those that are relevant to your geographic location) 

Fire 
The Institute/College office, library, and each classroom should each be equipped with an ABC rated 
fire extinguisher which is mounted in a visible and accessible location, well-maintained, and regularly 
inspected. All staff and faculty should be given instruction on the proper use of a fire extinguisher. 
 
There should be a clearly posted fire evacuation plan displayed in the Institute/College office, in the 
library and in each classroom.  Each staff and faculty member should be given a copy and be thoroughly 
familiar with their designated escape route. 
 
The fire department should make annual inspections of the institute/college site to look for any fire 
hazards or violations of any fire ordinances.  This will help prevent fires from occurring and minimize 
damage if they do occur. 
 
Smoke alarms and visual and audible fire alarms should be posted in the Institute/College office, library 
and in each classroom.  Pull-boxes for the fire alarm should be in highly visible well-marked locations.  
 
In the event of a fire, the following procedure should be followed: 

1.  If the fire is small and well contained, attempt to put out the fire with the fire extinguisher.  If not 
successful, sound the fire alarm and evacuate the building at once. 

2.  If the fire is larger and out of control, sound the fire alarm immediately and evacuate the building 
immediately.   

• Assist persons with disabilities in evacuating the building.  

• Close the office or classroom door if you are the last person to leave. 

• Leave the building by using the nearest exit; do not use elevators. 

• If the alarm stops (alarms may not sound continuously), continue to evacuate.  Warn others 
who may attempt to enter the building when the alarm is not sounding. 

• If the corridors or stairways are filled with smoke, or are extremely hot, remain in your room 
and keep the doors tightly closed.  Go to the balcony or window to await rescue. 

• Inform nearby building tenants of the fire as well.  

• Once outdoors, move to a clear area at least 500 feet away from the building. 
3.  Use the nearest phone outside the building or a cell phone to call the Fire Department (911). Keep 

roadways, fire lanes, hydrants and walkways clear for emergency vehicles and crews. 
4.  If class is in session, assemble class in parking lot and take attendance to verify that all students 

are out of the building.  If any are unaccounted for, report this to the Fire Department so they can 
search for any missing persons inside the building. 

5.  Render aid and assistance to anyone injured by the fire until emergency assistance arrives.   
6.  Dismiss class and assign special homework to make up for class time that was missed. 
7.  Wait for the Fire Department to arrive and extinguish the fire. If you are asked and if you wish to 

do so, assist the emergency crews. 
8.  Wait for the Fire Department to give the all clear before re-entering the building. 
9.  Call the insurance company to file a claim and have an investigator assess the damage to the 

facility. 
10. In conjunction with building owner, order repairs. 
11. Find a temporary location for classes to meet until repairs are completed. 
12. Find a temporary location for the office until the office is suitable for re-occupation. 
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Bomb Threat 
Although most bomb threats are hoaxes, all bomb threats must be taken seriously.  The most important 
actions that can be taken are proper handling of the threatening call and the identification of any device 
or suspicious package or article. 
 
If, at any time, you observe a suspicious object which you suspect might be a bomb: 

• Call Police at 911.  Do NOT use a cell phone. 

• Do not handle the object.  Also, do not open drawers, cabinets or turn lights on or off as such 
actions may trigger a bomb. 

• Follow Police directions regarding evacuation. 
A. Handling a Telephoned Bomb Threat: 

• Try to remain calm 

• Listen closely to the caller’s voice; attempt to record the conversation verbatim. 

• If time permits, try to keep the caller talking until you have obtained as much of the following 
information as possible: 

1. Ask the caller the following: 

• When is the bomb going to explode? 

• Where is the bomb located? 

• What does it look like? 

• What kind of bomb is it? 

• What will cause it to explode? 

• Why did you place the bomb? 
2. Note and record the following: 

• Phone number – outside or inside call. 

• Gender and approximate age of the caller. 

• Speech pattern, accent, distinctive characteristics, possible nationality, etc. 

• Emotional state of the caller. 

• Background noise. 
B. After the Call: 

1. Immediately notify Police of the threat by calling 911, providing that unit with any information 
you were able to gather.  Include your name, location and telephone number. 

2. If you should observe a suspicious object, package, etc., report it to Police, but under no 
circumstances should you touch, tamper with or move it in any way.  Do not open drawers, 
cabinets or turn lights on or off, as this may trigger a bomb. 

3. Inform the Institute/College Director or Dean and the Church Administrator of the bomb threat 
and issue instructions to carefully and cautiously evacuate the building. 

�C. Evacuation: 

• Police will advise occupants when to evacuate the building.  If requested, evacuate immediately.  
Move to a clear area at least 500 feet away from the building. 

• Assist persons with disabilities in exiting the building. 

• Keep roadways, fire lanes, hydrants and walkways clear for emergency vehicles and crews. 

• Dismiss class and assign special homework to make up for class time that was missed. 

• Wait for the Bomb Squad to arrive and search the building. 

• Wait for the Bomb threat to expire and the Bomb Squad to give the all clear before re-entering 
the building. 

• In the event of an actual bomb explosion: Call the insurance company, order repairs and find a 
temporary location to meet until repairs are completed. 
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Hostile Intruder/Gunman/Hostage Situation 
In the event of a hostile intruder or gunman or hostage situation, the following procedure should be 
followed:  

Hostile Intruder/Gunman 
When a hostile person(s) is actively causing death or serious bodily injury or the threat of imminent 
death or serious bodily injury to person(s) within a building or on Campus, it is recommended that the 
following procedure be implemented.  

• Faculty should immediately lock the students and themselves in the classroom. If possible cover 
any windows or openings that have a direct line of sight into the hallway. Barricade the doors 
with desk, tables, etc. If communication is available, immediately call the Police at (911).  Do 
not assume that someone else has called the Police. 

• Do not sound the fire alarm. A fire alarm would signal the occupants to evacuate the building 
and thus place them in potential harm as they attempt to exit. 

• Lock the windows and close blinds or curtains. 

• Stay away from the windows.  Do not try to “see what’s happening”. 

• Turn off lights and all audio equipment. 

• Try to remain as calm as possible. Comfort and assist any other persons with you and help them 
to ride out the situation alive. 

• Keep everyone together. 

• Keep classrooms secure until Police personnel arrive and give you directions. 

• If you are not in a classroom, try to get to a classroom or an office, and close and lock the doors. 

• Stay out of open areas and be as quiet as possible. 

• Do not confront or try to apprehend the intruder. 

• If for some reason you are caught in an open area such as a hallway or lounge, etc., you must 
decide what you are going to do. This is a very crucial time and it can possibly mean life or 
death. 
� You can try to hide, but make sure it is a well-hidden space or you may be found as the 

intruder moves through the building or area looking for victims.  Take into consideration the 
area in which you are hiding. Will I be found here? Is this really a good spot to remain 
hidden? 

� If you think you can safely make it out of the building or area by running, then do so. If you 
decide to run, do not run in a straight line. Attempt to keep objects such as desks, cabinets, 
fixtures, etc., between you and the hostile person(s). Once outside, do not run in a straight 
line. Use trees, vehicles and other objects to block you from the intruder’s view. When away 
from the immediate area of danger, summon help (911) any way you can and warn others. 

� If the person/s is causing death or serious physical injury to others and you are unable to run 
or hide, you may choose to play dead if other victims are around you. 

� Your last option if you are caught in an open area in a building may be to fight back. This is 
dangerous, but depending on your situation, this could be your last option. 

� If you are caught by the intruder and are not going to fight back, obey all commands and 
don’t look the intruder(s) in the eyes. 

 
When the Police arrive, obey all commands. This may involve your being handcuffed, or keeping 
your hands in the air. This is done for safety reasons and once the police evaluate circumstances, they 
will give you further directions to follow. Following the incident, the school should provide 
counseling and referral services to those who were involved in the crisis after the immediate threat 
has passed. 
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In a Hostage situation 
1.  When the Police arrive, cooperate completely with the police to secure safe release of all 

hostages. 
2.  If left on the inside with the gunman:   

a.  Co-operate with any instructions given by the gunman in order to preserve the lives of the 
hostages.   

b.  Follow any police instructions given from the outside.  
c.  Comfort and assist any other hostages and help them to ride out the situation alive. 

3.  Provide counseling and referral services to those who were involved in the hostage situation after 
the situation is resolved. 

 

Enemy Attack/Civil Defense Warning 
In the event of a Civil Defense Warning signaling an immanent enemy attack or missile strike, the 
following procedure should be followed: 

1.  Take immediate cover—away from windows and under desks in crouched position with head and 
eyes covered. 

2.  In the event of nuclear fallout, proceed as quickly as possible to closest available fallout shelter 
until able to evacuate the affected area completely. 

3.  Render assistance to the wounded until medical help is available.  Open Institute/College 
facilities, if still intact, for emergency crews to perform triage or other emergency procedures. 

4.  Assess damages to Institute/College facility. 
5.  Call the insurance company to file a claim and have an investigator assess the damage to the 

facility. 
6.  In conjunction with building owner, order repairs. 
7.  Find a temporary location for classes to meet until repairs are completed. 
8.  Find a temporary location for the office until the office is suitable for re-occupation. 
9.  If any of the instructors is injured, or killed in the attack, or called to emergency duty after the 

attack, make arrangements for a substitute instructor until the instructor is able to return to class. 
10. Secure building against theft and looting. 
11. Make provision for course completion for students assigned to special duty following the attack. 

 

Tornado Warning 
Civil defense sirens are sounded in the event of enemy attack or in the event of threatening weather.  
Cities with nuclear power plants may also use these sirens to warn citizens of leaks or explosions and to 
signal for immediate evacuation. 
 

A tornado is a particularly dangerous severe storm with rotary winds that can exceed 300 miles-per-
hour, usually accompanied by hail, severe thunderstorms and often-dangerous lightning.  Flying debris 
may become deadly missiles that injure and kill.  Most tornadoes move from southwest to northeast and 
generally occur in late spring, but they can happen any time.  When a tornado threatens, IMMEDIATE 
ACTION CAN SAVE LIVES. 

 
1.  Indoor Procedures: 

• Know the storm-warning signal used by your local Civil Defense warning system.  It will 
usually be tested on a monthly basis.  Learn to recognize it and follow the instructions for the 
emergency warning notification system in your area.  Be sure to have a battery-powered 
radio and flashlight on hand for this purpose.  Take it with you as you seek shelter. 
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• Go immediately to safe areas as designated by “Storm Shelter” signs. 

• Assist persons with disabilities. 

• If safe areas are not posted, go immediately to the basement or to an inner hall of a lower 
floor.  If there is no basement, go immediately to the lower floors and lie on the floors of the 
central corridors or rooms away from the direction of the storm.  Stay away from windows 
and protect yourself from flying debris by seeking shelter under a sturdy table or desk and 
covering your face. 

• Remain in safe areas until instructed by radio that all is clear.   
 

2.  Outdoor Procedures: 

• Take cover, lie face down in the nearest ditch, culvert or ravine.  This procedure is preferable 
to remaining in a vehicle, mobile home or lightweight structure.  Remember that tornadoes 
move swiftly and are often erratic. 

• Remain in safe areas until instructed that all is clear. 
 

3.  Following an actual tornado strike: If the building shows any signs of significant damage 
(beyond broken windows), evacuate the building as soon as the tornado has passed and go to an 
open area away from damaged structures. 

4.  Tend to any wounded and any who may be trapped in the building.   
5.  Contact emergency facilities (911) for assistance in treating any injured or trapped persons. 
6.  Have a trained expert survey the facility to determine if it is structurally sound and safe to re-

enter. 
7.  If the facility is safe to re-enter, survey the site for any damaged equipment and fixtures.  Report 

these to the insurance company.  Order any repairs needed. 
8.   If widespread damage has occurred due to tornado or classroom facilities are damaged, notify 

instructors for the day of the tornado and the day following the tornado that class has been 
cancelled.  Notify news media of class cancellations. 

9.   If no one from the institute is present in the building at the time of the Tornado, contact the host 
church administrator or Senior Pastor to find out if any of the classroom facilities has been 
damaged.  If no information is available, try to attempt to visit the site to secure information 
directly. 

10. Make arrangements for alternative meeting places if any of the classrooms is damaged. 
11. If any of the instructors is injured by the tornado or called to emergency duty after the tornado, 

make arrangements for a substitute instructor until the instructor is able to return to class. 
12. Secure building against theft and looting. 
13. Make provision for course completion for students assigned to special duty following the 

tornado. 
 

Severe Thunderstorm  
Thunderstorms affect relatively small areas when compared with hurricanes and winter storms.  The 
typical thunderstorm is 15 miles in diameter and lasts an average of 30 minutes.  There is more energy 
contained in a thunderstorm than in an atomic bomb.  Despite their small size, all thunderstorms are 
dangerous.  Every thunderstorm produces lightning, which kills more people each year than tornadoes.  
Heavy rain from thunderstorms can lead to flash flooding.  Strong winds and hail are also dangers 
associated with some thunderstorms. 
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In the event of Severe Thunderstorm Warning, the following precautions should be taken:  
 Indoors: 

• Remain calm. 

• Avoid water fixtures, telephone lines and any electrical conducting materials, such as computer 
network communication cables. 

Outdoors: 

• Go to the nearest ditch or ravine and lie down, but be alert to the possibility of flash flooding.   

• In a wooded area, go to a low area of smaller trees and bushes. 

• Do not stand in an open area or underneath a tall tree or structure. 

• Stay away from metal objects and open bodies of water. 

• If you are in a motor vehicle, remain there.  You are generally safe from lightning strikes since 
the tires act as effective electric insulators. 

 
1.  Monitor the local news and weather stations for notice of any areas experiencing flash flooding, 

high winds, hail, and torrential rain with poor visibility, or tornados.  Be alert for tornado 
warning signals. 

2.  In the event of high winds or tornado follow procedures for tornado warning. 
3.  In the event of hail or torrential rain, remain under cover until storm lessens, even if class has 

concluded for the day. Offer to let students or staff remain at the Institute/College site until it is 
safe to drive home. 

4.  However, if the local area is subject to immediate or impending flooding, dismiss classes or 
workers immediately.  Caution students and employees concerning which areas are experiencing 
flood conditions so that they may avoid them. 

 
Flash Flood Warning 
In the event of flash flood warning, the following precautions should be taken: 

1.  Monitor the local news and weather stations for notice of any areas experiencing flash flooding. 
2.  If the local area is subject to immediate or impending flooding, dismiss classes or workers early.  

Caution students and employees concerning which areas are experiencing flood conditions so 
that they may avoid them. 

3.  If the area near the school is free of flooding, but is experiencing poor visibility or poor driving 
conditions due to locally heavy downpour at the normal time of class dismissal, do not send 
people home right away, but offer to let students or staff remain at the Institute/College site until 
it is safe to drive home. 

 
Blizzard/White Out 

1. If blizzard conditions are impending or in progress, cancel all classes and notify students not to 
come to school for the day.  Notify local radio and TV stations of school closure for the day. 

2.  If blizzard conditions develop suddenly while classes are in session, depending on the severity of 
conditions, encourage students to remain on site until it is safe to drive home.  Notify local radio 
and TV stations of school closure for the rest of the day and following day (if conditions are 
expected to persist). 

 

Dust Storm/Severe Smog (or VOG if near a volcano) Alert/Heavy Smoke from Forest Fires 
1.   Dust storms, heavy smoke, smog or vog can cause poor visibility for drivers, though not usually 

to the point of being dangerous.  Staff, students and faculty should be encouraged to exercise 
caution while driving under these conditions. 
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2. However, these conditions may create significant breathing problems for people with asthma and 
other lung conditions.  Encourage students to remain well hydrated to help their mucous 
membranes clear particulate matter from their airways.  Run the air conditioning and minimize 
opening any outside doors and windows.  Students who leave the building should be encouraged 
to wear a facemask or cover their mouth and nose with a cloth to filter out the dust and smoke. 

3. Students that cannot attend classes due to respiratory distress should be granted a waiver of the 
normal attendance policy for the day. 

4. Get immediate medical assistance for any student who appears to be in respiratory distress that is 
not controlled by their normal medications. 

 
Hurricane Watch 
In the event of a Hurricane Watch, usually issued 36 hours prior to the possible arrival of a hurricane, 
the following actions will be taken: 

1.  Monitor progress of hurricane by listening to local news and weather forecasts.  In the event the 
watch is upgraded to a warning, follow procedures for Hurricane Warning. 

2.  Review procedures of Hurricane Warning in case the watch is upgraded to a warning. 
3.  Be sure center has needed supplies on hand in case watch is upgraded to a warning: 

Water Wide masking tape 
Flashlights Batteries—at least 16 D cells 
Radio with batteries Cell Phone 
Regular phone that is not dependent on electricity or PBX to function and       
Phone outlet to plug it into that does not go through the switchboard. 

4.  Tape Windows  
 

Hurricane Warning 
In the event of a Hurricane Warning, usually issued 24 hours or less prior to the probable arrival of a 
hurricane, the following actions will be taken: 

1.  Listen to local Emergency Broadcasting System information on Radio or Television for estimated 
time of arrival of Hurricane and areas most likely to be affected by the storm. 

2.  Send all employees and volunteers home that have children or live more than ten miles away.  In 
the event that roads are already impassible, direct them to the closest hurricane shelter after 
notifying relatives of where they are going.   

3.  If class is in session, dismiss classes and instruct students to drive carefully home.  If students are 
dependent upon spouses or the bus system to get home, arrange transportation for them and have 
them call their family to notify them that they have a ride. 

4.  Notify local radio and television stations that classes have been cancelled until the storm has 
passed.  If classrooms are damaged by the storm, further school closure announcements will be 
issued after the storm.  
 (List names or call letters and station phone numbers of local TV and radio stations here) 

5.  Notify by phone any instructors scheduled to teach that day not to report to class. 
6.  Take the following measures to secure the Institute/College facilities against storm damage: 

a.  Tape all windows with masking tape or board over with plywood secured by drywall screws 
to prevent flying glass. 

b.  Move all equipment and records that may be damaged if a window breaks to a protected area 
away from all windows. 

c.  Strike all tables in exposed classrooms and stack chairs to prevent any flying furniture, move 
AV equipment to a protected area away from windows. 
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d.  Notify alarm company that the institute is turning off the electricity ahead of the hurricane. 
e.  Turn off main switch for electricity. 
f.  Secure all doors and set alarm system. 

7.  Dismiss all remaining employees and tell them not to return to work until the storm has passed.   
 

In the event of actual Hurricane Strike, the following procedures will be followed: 
1.  Notify local radio and television stations that no classes will be held the day following the 

Hurricane in order to assess damage at all classroom sites.  
2.  Notify instructors for the day following the hurricane that class has been cancelled. 
3.  Assess any damages sustained by the Institute/College offices and classrooms. 
4.  Report any damages to the insurance company. 
5.  Make arrangements for alternative meeting places if any of the classrooms is damaged. 
6.  If any of the instructors is injured by the storm or called to emergency duty after the storm make 

arrangements for a substitute instructor until the instructor is able to return to class. 
7.  Order any repairs needed. 
8.  Secure building against theft and looting. 
9.  Make provision for course completion for students assigned to special duty following the 

hurricane. 
 

Tsunami Warning 
A Tsunami is a massive tidal wave generated by an underwater earthquake above magnitude 6.7 or an 
underwater landslide.  Depending on how close the seismic activity that generates the tsunamis is to you 
location, you may have only a few minutes or as many as eight hours before the wave arrives.  In the 
event that a Tsunami warning is issued the following procedures should be followed: 
 
IF THE INSTITUTE/COLLEGE IS LOCATED IN AN INUNDATION ZONE, EVACUATE 
IMMEDIATELY TO HIGH GROUND 
If the Institute/College and its classroom sites are not in inundation zones, the following precautions 
should be taken: 

1.  If there is a Tsunami Warning issued, any classes that are scheduled during the time covered by 
the warning should be cancelled (since all traffic routes need to be kept free of traffic to allow for 
evacuation of low lying areas).  If classes are in session, students should remain in place if the 
Tsunami is due in less than two hours rather than risk getting stuck on low lying roads.  If the 
warning is for a longer period of time, dismiss students immediately, especially those who have 
children in school that need to be picked up. 

2.  Notify the local news media of this cancellation. 
3.  Notify instructors for the evening if it is during the period covered by the warning.  Encourage 

them to call their students if possible. 
 
Explosive Volcanic Eruption with Widespread Fallout 
In the event of an explosive eruption with winds that carry the ash cloud in the direction of the 
Institute/College, a significant driving hazard as well as breathing hazard would be created.  
Classes should be cancelled and all employees sent home immediately until the fallout has ceased or the 
winds have changed, or unless instructed to stay put or evacuate by local authorities.  

1.   Dust clouds, heavy smoke, or vog released by a volcanic eruption can cause poor visibility for 
drivers, sometimes to the point of being highly hazardous.  Heavy fallout may also damage car  
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air intake systems. If possible, staff, students and faculty should be encouraged to avoid driving 
under these conditions, but if necessary, they should exercise caution while driving under these 
conditions. 

2. These conditions may create significant breathing problems for people with asthma and other 
lung conditions, particularly if concentrations of sulfur dioxide in the air are high.  Encourage 
students to remain well hydrated to help their mucous membranes clear particulate matter from 
their airways.  Run the air conditioning and minimize opening any outside doors and windows.  
Students who leave the building should be encouraged to wear a facemask or cover their mouth 
and nose with a cloth to filter out the dust and smoke. 

3. Students that cannot attend classes due to respiratory distress should be granted a waiver of the 
normal attendance policy for the day. 

4. Get immediate medical assistance for any student who appears to be in respiratory distress that is 
not controlled by their normal medications. 

 
Earthquake 
In the event of an earthquake, there is usually no reliable forewarning.  Therefore immediate responsive 
actions must be taken.  During an earthquake, remain calm and quickly do the following: 
A. Indoor Procedures: �  

1. If inside the office or classroom, instruct everyone to get away from the windows, which may 
burst during the stress of an earthquake and seek protection under a desk or in a framed doorway.  
Everyone should crouch low to the ground and cover their heads. 

2. If there isn't a table or desk near you, cover your face and head with your arms and crouch in an 
inside corner of the building or in a framed doorway. 

3. Stay away from glass, windows, outside doors and walls, and anything that could fall, such as 
lighting fixtures or furniture, library shelves, heavy equipment and outdoor walls. 

4. Do not use elevators. 
5. Be prepared for aftershocks. 
6. Be aware that the electricity may go out or the sprinkler systems or fire alarms may turn on. 
7. If telephones are working, call 911 if emergency help is needed after the initial shock. 
8. Report physical damage to Facilities Management. 
9. If there is a related emergency, such as a fire or gas leak, activate any available building alarm. 

  

After the shaking subsides, evacuate the building in the following manner: 
1. Assist persons with disabilities in exiting the building. 
2. Walk to the nearest exit and ask others to do the same. 
3. Do not use elevators; do not panic. 
4. Once outside, watch for falling debris and move to a clear area at least 500 feet away from the 

affected building(s).  Stay away from power lines, utility poles and trees. 
5. Keep roadways, fire lanes, hydrants and walkways clear for emergency crews. 
6. If you are asked and if you wish to do so, assist emergency crews. 
7. Keep clear of any emergency command posts unless you have official business. 
8. Do not re-enter an evacuated site unless directed to do so by authorities. 

� 

B. Outdoor Procedures: �  
1. Move away from buildings, trees and utility poles.  Remain at least 500 feet away from such 

structures. 
2. Avoid power or utility lines. 
3. Lie or sit down to avoid being thrown about the quake. 
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4. If you are in an automobile, pull over to the side of the road and stop.  Avoid power lines, trees, 
overpasses and masonry or high rise buildings.  Stay in the vehicle for the shelter it offers. 

 

Following an earthquake: The following responsive actions must be taken: 
1.   If the building shows any signs of significant damage (beyond broken windows), evacuate the 

building immediately and go to an open area away from damaged structures, remaining on the 
alert for aftershocks. 

2.   Tend to any wounded and any who may be trapped in the building.   
3. Contact emergency facilities (911) for assistance in treating any injured or trapped persons. 
4.   Have a trained expert survey the facility to determine if it is structurally sound and safe to re-

enter. 
5.   If the facility is safe to re-enter, survey the site for any damaged equipment and fixtures.  Report 

these to the insurance company.  Order any repairs needed. 
6.   Notify instructors for the day of the earthquake and the day following the earthquake that class 

has been cancelled.  Notify news media of class cancellations. 
7.   If no one from the institute is present in the building at the time of the earthquake, contact the 

host church administrator or Senior Pastor to find out if any of the classroom facilities has been 
damaged.  If no information is available, try to visit the site to secure information directly. 

8.   Make arrangements for alternative meeting places if any of the classrooms is damaged. 
9. If any of the instructors is injured by the earthquake or called to emergency duty after the 

earthquake, make arrangements for a substitute instructor until the instructor is able to return to 
class. 

10. Secure building against theft and looting. 
11. Make provision for course completion for students assigned to special duty following the 

earthquake. 
 

Electrical Power Failure 
Should an electrical system failure occur in an Institute/College building, depending on lighting and 
climate control (availability of windows) it may become necessary to evacuate the facility.  The Director 
or Dean will seek input from the facilities manager and local utilities prior to making a decision. 

1. If you are in an area where power has failed, after checking the circuit breaker box to verify that 
it is not just your part of the building that is without power, call the electric company, providing 
the dispatcher with your name, location and department.  Describe the nature of the problem and 
any additional locations that are without power.  Find out how widespread the outage is and how 
long the power is expected to be out. 

2. If the lights are out, proceed cautiously to an area that has emergency lights or outside windows.  
If possible continue on with class.  If it is not possible to continue teaching, because it is 
nighttime or there are no well lit areas to continue teaching in, dismiss class and give an 
assignment to make up for the missed class time. 

3. If you are trapped in an elevator, remain calm and use the emergency telephone or call button. 
4. If it is necessary to evacuate the building, assist persons with disabilities in exiting the building.  

Cancel all classes for the day, if the outage is expected to last that long, and dismiss faculty and 
staff to return home. 

 

Hazardous Gas Release or Gas Main Leak 
Should a hazardous gas release or gas main leak occur in or near an Institute/College building, under 
most circumstances it will be necessary to evacuate the facility.  The Director or Dean will seek input 
from emergency personnel and local utilities prior to making a decision. 
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1. If you smell gas or other noxious odor, call 911 immediately  (DO NOT USE A CELL PHONE 

AS THIS MAY TRIGGER AN EXPLOSION).   Describe the nature of the problem and follow 
whatever instructions they give you for safe evacuation. 

2. INSTRUCT EVERYONE IN THE BUILDING TO TURN OFF THEIR CELL PHONES AND 
NOT TO TURN ON OR OFF ANY LIGHT SWITCHES AS THESE MAY TRIGGER AN 
EXPLOSION. 

3. Proceed cautiously to an outside area that is well ventilated and at least 500 feet from the 
building if the leak is inside the building. 

4. If the leak is outside, follow whatever directions the authorities give you for safe exit of the 
building and area of hazardous gas release. 

5. Take roll to make sure all students are accounted for.  Dismiss class and give an assignment to 
make up for the missed class time. 

6. If it is necessary to evacuate the building, assist persons with disabilities in exiting the building.  
Cancel all classes for the day.   

7. Dismiss faculty and staff to return home. 
 

Medical Emergency 
In case of serious injury or illness at the Institute/College, observe the following procedures: 

1. Contact emergency medical response (ambulance/rescue squad/fire department) by dialing 911. 
2. Give your name. Describe the nature and severity of the medical problem and the location of the 

victim.  Provide as much information as possible regarding the nature of the injury or illness, 
whether or not the victim is conscious, etc. 

3. Do not move the injured/sick except for protection from further injury. 
4. Stay with the victim until the fire department and/or ambulance arrive.  Keep the person as 

comfortable as possible.  Pray with them and keep them as calm as possible.   
5. Do not administer first aid except for the following: 

• If the person is not breathing and someone is present who has been trained in CPR, 
administer CPR until the emergency response team arrives. 

• If there is severe bleeding, wearing rubber or vinyl gloves if possible, apply pressure to the 
wound to slow bleeding until help arrives. 

• Flush any chemical and/or fire burns with cold water or immerse the affected area in cold 
water if possible. 

6. When emergency help arrives, provide them a copy of the person’s emergency medical 
information form from the institute/college office. (Medical Info Form found on page 4.33)   

7. Notify family of person about medical situation and (if applicable) inform them regarding where 
the ambulance is taking the individual for treatment. 

8. If blood is present, do not attempt to clean the area yourself, get someone trained in proper 
cleaning and disposal techniques to clean up the blood to avoid any possible exposure to blood 
born contagion. 

 

Evacuation of Persons with Disabilities 
It is the responsibility of all Institute Directors and College Deans to ensure that plans are in place for 
assisting persons with disabilities within their school in the event of evacuation.  Plans should be in 
writing, provide appropriate levels of backup and be distributed to all staff and faculty 
members. Persons with disabilities must have significant input into the plans, as they are best aware of 
the level and type of assistance needed. 
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As a general rule, however, persons with disabilities who use wheelchairs or who have mobility 
impairments should observe the following procedures: 

1. All persons shall move toward the nearest marked exit.  As a first choice, the person who uses a 
wheelchair or who has a mobility impairment may use the building elevator, BUT NEVER IN 
THE CASE OF FIRE OR EARTHQUAKE OR POWER OUTAGE. 

2. As a second choice, when the person who uses a wheelchair or who has a mobility impairment 
reaches an obstruction, such as a staircase, he or she should request assistance from others in the 
area if possible. 

3. If assistance is not immediately available, the person who uses a wheelchair or who has a 
mobility impairment should stay in the exit corridor or the stairway landing (as these are areas 
that emergency personnel are trained to check for persons needing exit assistance).  He or she 
should continue to call for help until rescued.  Persons who cannot speak loudly should carry a 
whistle or have other means of attracting the attention of others. 

4. Institute/College staff and faculty members should be aware of any persons at the school who 
may need special assistance in an evacuation and take measures to designate someone to assist 
them in the event of an evacuation. 

5. If the building has been evacuated and the person(s) with disabilities is not accounted for, alert 
the emergency response team to be looking for them as they inspect the building. 

 

Epidemic/Pandemic Flu  
(From the US Department of Education Website) An influenza (flu) pandemic is a global outbreak of 
disease that occurs when a new flu virus appears that can spread easily from person to person. Because 
people have not been exposed to this new virus before, they have little or no immunity to the virus; 
therefore serious illness or death is more likely to result than during seasonal flu. 
 
It is difficult to predict when the next influenza pandemic will occur or how severe it will be. In 
addition, a pandemic may come and go in waves, each of which can last months at a time. The effects of 
a pandemic can be lessened if preparations are made ahead of time.  
 
The illness rates for both seasonal and pandemic influenza are high among children, and schools are 
likely to be an important contributor to the spread of influenza in a community.  Scientific models 
support school closure as an effective means of reducing overall illness rates within communities and 
suggest that the value of this intervention is greatest if school closure occurs early in the course of a 
community outbreak.  Therefore every Institute/College should have a plan in place should 
authorities determine that an epidemic or pandemic outbreak is imminent or in progress.  
Assistance for drafting this plan is available on the USDOE website, the NIH website, and most state 
department of health websites.  In particular, the school officials should be aware of plans in effect in 
their city. 
 

Differences between seasonal flu and pandemic flu:  
Seasonal Flu 
The Virus 

• Caused by influenza viruses that are closely related to viruses that have previously circulated; 
most people will have some immunity to it. 

• Symptoms include fever, cough, runny nose, and muscle pain.  

• Complications such as pneumonia are most common in the very young and very old and may 
result in death.  
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• Vaccine is produced each season to protect people from the three influenza strains predicted to 
be most likely to cause illness. 

Impact on the Community 

• Seasonal flu kills about 36,000 Americans each year and hospitalizes more than 200,000 children 
and adults.  

 
During normal flu season:  

1. Students should be advised to stay home when they are sick to avoid spreading the illness among 
other students.   

2. Students with sick children should not bring them with them to school.   
3. Students who appear ill in class should be sent home immediately. 
4. Sick students in student housing should minimize contact with roommates and observe proper 

hygiene. (Cover mouth and nose when sneezing and coughing.  Frequent hand washing.  No 
shared drinking or eating utensils.) 

5. Students with severe symptoms or complications should be taken to the emergency room at the 
nearest hospital. 

 
Mild to Moderate Pandemic 
The Virus 

• Caused by a new influenza virus that has not previously circulated among people and that can be 
easily spread. 

• Because most people will have no immunity to the new virus, it will likely cause illness in high 
numbers of people and more severe illness and deaths than seasonal influenza.  

• Symptoms are similar to seasonal flu, but may be more severe and have more frequent serious 
complications. 

• Healthy adults may be at increased risk for serious complications. 
Impact on the Community 

• May cause a moderate impact on society (e.g., some short-term school closings, encouragement 
of people who are sick to stay home). 

 
During mild to moderate flu pandemic:  

1. All normal attendance policies should be suspended for the sake of keeping the staff, faculty 
and students alive and well. 

2. Staff, faculty and students should be ordered to stay home when they are sick, or suspect they 
may be getting sick, to avoid spreading the illness among other students.   

3. Students with sick children should be ordered to not attend school until the child is well and 
they are sure they are not sick as well.    

4. Students who are aware that they have been exposed should be advised to take precautions and 
look for symptoms of developing flu.  If the flu strain is particularly dangerous, any exposed 
student should exercise self-quarantine until they are sure they are not sick. 

5. Students who appear ill in class should be sent home immediately.  All students they have been 
in contact with should be advised to take precautions and look for symptoms of developing flu. 
If the flu is particularly dangerous, all exposed students should exercise self-quarantine until 
they are sure they are not sick. 

6. If an outbreak begins to take hold at the school, close the school immediately, until the 
contagion has passed.  Notify authorities of outbreak and notify local broadcasters of the 
school closure. 
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7. Sick students in student housing should be quarantined from other students and given proper 
medical care and supervision as necessary.  

8. Students with severe symptoms or complications should be taken to the emergency room at the 
nearest hospital. 

 
Severe Pandemic 
The Virus 

• A severe strain causes more severe illness, results in greater loss of life, and has a greater impact 
on society. 

• During the peak of a severe pandemic, workplace absenteeism could reach up to 40% due to 
people being ill themselves or caring for family members. 

Impact on the Community 

• Schools and day care/child care facilities should be closed.  

• Public and social gatherings should be discouraged.  

• The patterns of daily life could be changed for some time with basic services and access to 
supplies possibly disrupted. 

 
During severe flu pandemic:  

1. All normal attendance policies should be suspended for the sake of keeping the staff, faculty 
and students alive and well. 

2. All Staff, faculty and students should be ordered to stay home until local health authorities 
have determined that the local pandemic threat has passed. 

3. Close the school immediately, until the contagion has passed.  Notify authorities of closure and 
notify local broadcasters of the school closure.  School may need to remain closed for up to 2 
months. 

4. Provisions of non-perishable food and medical supplies for up to two months should be 
delivered to any school housing so students can ride out the pandemic in isolation until the 
contagion has passed. 

5. Healthy students living in school housing should be sent home if possible. 
6. Sick students in student housing should be quarantined from other students and given proper 

medical care and supervision as necessary.  
7. Students with severe symptoms or complications should be taken to the emergency room at the 

nearest hospital. 
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Institute and College Staff 
 

Growing your institute staff 
When an Institute or School of Ministry first starts out, there will likely only be one staff member, the 
Director, to carry out most of the organizational and administrative functions of the school.  At this stage 
it can be quite helpful to enlist a few faithful volunteers to help with answering phones, do filing, help 
with registration and book ordering and sales.  It is important that the volunteers who have access to 
private information understand the basics of the Privacy Act (FERPA).  For the most part, only those 
who need to have access to student records and faculty records should have access to them, and those 
who do have access must understand that they are not to share that information without written consent 
from the individual.  Volunteers will also be needed to catalog and organize the school library.  A retired 
librarian would be ideal to head up the team of volunteers. 
 
A school needs to proceed carefully when growing its staff.  It must make sure that it has sufficient 
income, savings, and stability to support the additional salary and benefits.  If a school adds too many 
staff too quickly, it may find itself unable to make payroll, if there is a sudden drop in enrollment due to 
changes in the economy or a local natural disaster.   
 
Once an institute has been in operation for a while and it is generating significant and reliable income, it 
may be possible to add an additional staff member.  The best way to do this is to divide the tasks of 
running the school long these lines:  Keep the administrative, recruiting and public relations, student 
services, and faculty oversight responsibilities with the Director.  Allocate the academic record keeping, 
a portion of the academic advising, financial record keeping and accounts payable and receivable, to a 
Registrar/ Business Administrator.  Most institutes will probably only be able to add one staff member, 
unless they have more than a hundred students or have significant outside financial support. 
 
If the school continues to grow, particularly if it is working towards making a transition to becoming a 
church-based Bible college, and can afford to hire another staff member, divide the registrar functions 
from the business and financial administration functions.  After that, the next person to hire is someone 
to do recruiting and student services.  Then you might consider adding a full-time faculty member 
and/or a paid librarian.  Church-based Bible colleges will also want to add a development person to 
focus on fundraising and facilities development. 
 
Staff meetings 
Once there is more than one staff member at the institute, it will be very important to have a weekly staff 
meeting to keep the staff moving forward in the same direction.  Until then, the Institute Director should 
meet weekly with the sponsoring church pastor.  Staff meeting times can be used to build relationships 
with each other by taking time to share what is going on in each person’s life and taking time to pray for 
each other and for the faculty and students.  Use staff meeting time to coordinate the school calendar 
with the church calendar and to plan ahead for school events.  Each meeting you should take time to 
look at the upcoming weeks ahead and plot out what will need to be done to prepare for upcoming 
events like registration, recruiting opportunities, chapel or social events.  Assign responsibilities for each 
aspect of the event preparation as well as responsibilities for the actual day of the event.  Take time to 
review priority projects and determine what needs to be done to complete them and allocate 
responsibilities for the component parts.  Discuss any challenges the school is facing and work as a team 
to find an effective solution.  Take time to share success stories to encourage each other.  Debrief recent 
events to determine what worked well and what didn’t.  Then look at ways to improve those areas the  
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next time a similar event comes up.  Be sure to write down the results of each debrief and file them for 
easy access for future use.  Be sure to keep a record of all discussions and decisions made at each staff 
meeting and file them for easy access in case anyone is uncertain of their responsibilities or what they 
need to do to follow up after the meeting.  In fact it is good to give each staff member a printed agenda 
before each staff meeting and a printed summary after the meeting. 
 
Training your institute staff 
Since, in the beginning, the Institute Director does just about every aspect of running day-to-day 
operations of the institute, the Director will learn to do the basics of every staff member or volunteer 
who eventually becomes part of the institute team.  Thus the Director will have hands-on experience in 
every aspect of institute operations that will enable him or her to train each staff member or volunteer 
that is added.  This handbook gives the basics of how to do most aspects of institute operations and is an 
excellent tool to use in training new staff members.  New staff members should be instructed to read 
through the relevant portions of the handbook for their position.  The Director should then walk them 
through each aspect of their portion of operations.  The new staff member should then try doing those 
tasks with supervision to give feedback over areas that need improvement and to encourage them for 
those things they are dong well.  It will take some time to learn all aspects of institute operations, so 
introduce each aspect as it naturally occurs in the calendar sequence of the school year.  If there are 
multiple staff, it is good to provide cross-training so that each staff member can do basic functions of the 
other staff members when they are sick, away on business, or on vacation.  Every staff member should 
be thoroughly trained in certain vital aspects of operations such as term registration, academic advising, 
book sales, and recruiting, since these functions should be shared by all staff members, especially during 
recruiting and registration season. 
 
Customer Service 
One of the most important areas to train the institute staff is in the area of customer service.  It is also an 
important skill to teach the students, since ministry is basically a very special form of service industry.  
The long-term growth and success of an institute or college will be determined by how well its staff 
serves the needs and wants of students and prospective students.  Good customer service will transform 
students into promoters and recruiters for the school (free advertising).  Poor service will often result in 
students griping about the school and doing negative advertising which may even cause other students to 
drop out of school or change their plans about coming to school.  Most good customer service costs little 
in time or money to implement and will more than likely increase the income of the school through more 
successful recruiting.  Poor customer service does not save any time and may cost the school large sums 
of money in lost students and potential students.  Worse yet, poor customer service is counterproductive 
for the Kingdom of God.  Many people who are wrestling with the call of God are still unsure of 
themselves and even a bit timid.  It does not take very much to cause them to give up or avoid saying 
“Yes” to God’s call.  But a good listening ear, a warm smile, a few encouraging words, and a time or 
prayer together, can seal a person’s commitment to his or her call and help them to commit to take the 
first step to begin training to fulfill the call of God to ministry. 

 
The following basic tips concerning customer service were gleaned from a variety of articles on Ezine.  
To read the full articles, or for other useful resources on customer service, go to http://ezinearticles.com/  
under Business/Customer service.  (Items in parentheses were not part of the Ezine articles.) 

Know what your customers (students and prospective students and their families) want and need. 
Be a good listener. Listen to their words and their nonverbal as well.  Hear their heart. 
Identify and anticipate needs. 
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SMILE when appropriate.   (You are representing God and the church, show some true joy.) 
Smile when talking on the phone, it makes you sound friendlier and more interested. 
Call a person by their name.  Learn it the first time you meet them and call them by name every time 

you see them. 
Be empathetic.  Be caring and understanding of their life challenges.  (Pray with students and 

prospects.) 
Answer your business phone with your name. 
Be courteous.  Say “Please” and “Thank you.”   
Make customers feel important and appreciated. 
Help customers understand how your school works. 
Use positive body language and gestures. 
Make eye contact and listen with genuine interest (and don’t be afraid to minister to them in 

response to their spoken needs.) 
Dress and act professionally. 
Be accurate.  Know your programs and school policies and procedures. 
Be available.  Avoid relying on voice mail and automated phone services to answer the phones.   
Answer voice mail and email promptly, within 90 minutes or less if possible. 
Appreciate the power of “Yes.” 
Give more than expected. 
Get regular feedback. 
Treat employees well.  You are modeling good leadership for your students who are emerging 

leaders. 
Ask for feedback on your service.  “How can we do what we are doing better?” 
Invite your customer to come back. 
Take responsibility. 
Make commitments and keep them. 
Collaborate for solutions to challenges.  (And seal it with prayer together.)  
Know how to apologize when you make a mistake or when you can’t meet a need that a student or 

prospective student has. 
 

Instructional support services that should be provided by staff to faculty 
Each classroom should be equipped with either a 32" TV or a multimedia projector with DVD/VCR, a 
4'x8' whiteboard with markers and eraser and whiteboard cleaner.  A laptop should be available for 
PowerPoint presentations.  A CD player should be available for classroom use if needed.  Speech and 
preaching classes should be equipped with a video camera for recording student presentations for 
personal review and feedback.  The school may decide to video-record all classes for the sake of 
students who are absent from class, or for developing distance education. 
 

Computers should be provided in the library for faculty and student use for online research, writing, and 
class projects and preparation of PowerPoint presentations.  Listening and viewing stations should be 
available for audio and video materials used to supplement instruction.   The library should provide a 
reserved books section for any supplemental reading material requested by the faculty for their classes. 
 

The office staff should provide duplication and collating services for all instructors.  
 

It is very helpful if the school can offer a one-day three-hour seminar on term-paper style and formatting 
for students unfamiliar with the school’s designated style manual (MLA, APA, SBL, Chicago).  It may 
also be helpful to have a writing lab available a few hours each week, where instructors can send 
students who need additional assistance with the mechanics of good writing. 
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Sample Job Descriptions from Pacific Rim Bible College 
 

DIRECTOR OF PACIFIC RIM BIBLE INSTITUTE  
(From 1999-2001 additional institute staff included a Registrar/Business Administrator and a P/T 
recruiter) 
1.  Coordinate efforts to establish a school board and facilitate their efforts to charter and constitute the 

college as a legal non-profit corporation in the State of Hawaii. 
2.  Develop Policies and Procedures Manual for PRBI together with Registrar/Business Administrator. 
3.  Prepare for ABHE accreditation process and annual renewals of the Foursquare Bible Institute 

Certification 

• Provide leadership in fulfilling necessary steps to prepare for ABHE applicant status by June 
2005, candidate status by 2009, and full accreditation by 2013. 

• Administrate continuing certification as a Foursquare Institute. 
4.  Develop curriculum and new programs. 

• Work with President and Equipping Director in developing an ongoing comprehensive 
curriculum. 

• Explore possible partnerships with other ministry training programs in Hawaii. 

• Prepare the annual PRBI catalog. 

• Assist faculty in developing curriculum and teaching resources 
5.  Supervise Volunteer PRBI Librarian and give leadership to building the present reference library into 

a quality circulating library in cooperation with the PRBI Librarian. 
6.  Work with the PRBI Business Administrator to draft and administer the annual budget for PRBI and 

present it for approval to the school board. 
7.  Work with the PRBI Recruiter to prepare brochures for each major and degree program. 
8.  Develop and maintain a PRBI student Handbook. 
9.  Supervise the PRBI Registrar/Business Administrator and Recruiter. 
10.  Work with the President and Administrator and Recruiter in recruitment of new students. 
11.  Work with the President in building relationships with other churches, with mission fields, and with 

Foursquare denominational leadership. 
12.  Work with the President, Administrator, and Church Bookstore Manager to develop a line of PRBI 

logo products. 
13.  Monitor quality assurance and supervise faculty development. 

• Conduct annual faculty and staff evaluations. 

• Conduct annual student survey. 

• Conduct periodic alumni surveys. 

• Conduct semester course evaluations and review with faculty with suggestions for improvement. 

• Conduct biannual faculty development sessions. 

• Conduct faculty meetings twice each semester. 

• Make training opportunities and continuing education available to faculty. 
14.  Recruit and Hire faculty in cooperation with the President and with the approval of the school 

board.  Supervise faculty. 

• Verify faculty credentials and references. 

• Maintain personnel files on faculty, including copies of faculty credentials for later accreditation 
purposes. 

• Conduct faculty meetings. 

• Arrange for support services as needed by individual faculty. 

• Acquire necessary teaching resources as needed by faculty. 
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15.  Maintain a four-year course projection for planning and scheduling purposes. 
16.  Schedule courses throughout the school year in a variety of time slots, formats, and term lengths to 

best meet the needs of the student body. 
17.  Conduct annual review of student preferences as to time slots, formats, and term lengths, including 

faculty input regarding effectiveness. 
18.  Conduct weekly meetings with PRBI staff. 
19.  Oversee new student orientation and registration. 

• Bible Proficiency Exam 

• Written Communication Test 

• New Student Packets 

• President’s Address 

• Faculty introduction 

• Procedures review 

• Student Testimony 

• Lunch 

• Registration 

• Volunteers 
20.  Oversee graduation process 

• Registrar’s audit 

• Faculty approval of graduates 

• Diplomas and certificates 

• Graduation ceremony 

• Graduation festivities such as a banquet or breakfast. 

• Special recognitions and awards 

• Publicity and documentation 
21.  Coordinate student life activities and programs. 

• Chapel 

• Student fellowships and activities 

• Mentoring relationships 

• Spiritual growth events 

• Student disciplinary measures 

• Missions opportunities 
22.  Coordinate enrichment workshops for students and community 

• Study skills 

• Writing skills  

• Speaking skills 

• Small group dynamics 

• Basic Bible study methods 
23.  Enlist prayer support for PRBI faculty, staff and students. 
24.  Coordinate twice-a-year vision-renewal and vision-casting sessions with President, faculty, staff and 

board.   
25.  Coordinate long-range planning process. 
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VICE-PRESIDENT (Once PRBI constituted as Pacific Rim Bible College in 2001) 
Mission Statement 
The mission of the Vice-President is to ensure that the PRBC Mission and Objectives are carried out 
with excellence throughout the PRBC program and to continually seek to raise the standard of 
excellence as the school develops and matures. 
 
Objectives and Responsibilities 

• Serve as the Vice-President of the Pacific Rim Bible College Corporation. 
1. Serve as liaison between PRBC staff and the PRBC board of directors. 
2. Check signatory for all PRBC accounts. 

• Oversee ABHE accreditation process. 
1. Provide leadership in fulfilling necessary steps to prepare for ABHE applicant status by June 

2005, candidate status by 2009, and full accreditation by 2013. 
2. Oversight of processes for accreditation and evaluation visits. 

• Work with the PRBC Business Administrator to draft and administer the annual budget for 
PRBC and present it for approval to the PRBC board. 
1. Serve as purchasing authority for all major (non-real property) purchases. 
2. Set faculty and staff salaries in consultation with the President and with the approval of the 

Board of Directors, including recommending annual raises and merit increases. 

• Serve as second in command in the College. 
1. Supervise day-to-day operations of the College.  
2. Supervise the PRBC staff, faculty, and volunteers.  
3. Conduct weekly meetings with PRBC staff.  
4. Conduct meetings with individual staff members as needed. 
5. Develop and maintain Policies and Procedures Manual for PRBC. 
6. Recommend faculty for promotion in faculty rank to the Board of Directors. 
7. Hire all new staff in consultation with the President. 
8. Hire all new full-time faculty in consultation with the President, Academic Dean, and with the 

approval of the Board of Directors. 
9. Maintain personnel files on faculty and staff, including copies of faculty credentials for 

accreditation purposes.  
10. Coordinate once-a-year vision-renewal and vision-casting sessions with President, faculty, staff 

and Board of Directors.   
11. Coordinate long-range planning process. 
12. Conduct regular training of the PRBC staff and volunteers. 

• Enlist prayer support for PRBC faculty, staff and students. 

• Oversee the public relations and recruiting activities of the college. 
1. Work with the President, public relations volunteers, PRBC Recruiter and PRBC staff in 

recruitment of new students. 
2. Work with the President in building relationships with other churches, with mission fields, and 

with Foursquare denominational leadership. 
3. Work with the President, public relations volunteers, and students to develop a line of PRBC 

logo products. 
4. Work with the President, public relations volunteers, PRBC Recruiter and PRBC staff in 

developing promotional and advertising materials for the college. 
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ACADEMIC DEAN 
Mission Statement 
The mission of the Pacific Rim Bible College Academic Dean is to develop, oversee, assess, and gain 
recognition for the total academic program of the college. 
 
Objectives and Responsibilities 

• Ensure the smooth operation of academic instruction. 
1. Lead and supervise all areas of academic study.  
2. Assignment of faculty to classes. 
3. Interview and hire all adjunct faculty necessary to implement the full curriculum of the college. 
4. Supervise of all faculty and department chairs.  
5. Conduct faculty meetings. 
6. Arrange for support services as needed by individual faculty. 
7. Acquire necessary resources as needed by faculty. 
8. Evaluate faculty with in-class observation or review of teaching videos. 
9. Give faculty feedback and guidance for improvement of teaching based on class observation and 

semester evaluations.  
10. Supervise all instructional and academic support staff, including oversight of the campus 

Library, Student Center, and Community Education. 

• Oversee ongoing development of comprehensive curriculum.  
1. Develop annual goals and objectives for curriculum and instruction. 
2. Explore possible partnerships with other ministry training programs in Hawaii. 
3. Prepare the annual PRBC catalog and addenda. 
4. Prepare semester schedule of courses at least 12 weeks prior to the start of the new semester.  
5. Assist faculty in developing curriculum and teaching resources.  
6. Coordinate outreach and enrichment workshops for the local community in area such as: Study 

skills; Writing skills; Speaking skills; Small group dynamics; Basic Bible study methods; 
Worship and the Arts workshops; and Team leadership. 

• Coordinate institutional research, monitor quality assurance of the academic program, and 
supervise faculty development. 
1. Conduct annual faculty and staff evaluations. 
2. Conduct annual student surveys and periodic alumni surveys. 
3. Conduct semester course evaluations and review with faculty with suggestions for improvement. 
4. Conduct faculty meetings twice each semester and biannual faculty development sessions. 
5. Hold annual faculty retreat before each Fall semester. 
6. Make training opportunities and continuing education available to faculty. 
7. Administrate continuing certification as a Foursquare Formal Bible Institute. 
8.  Prepare academic portion of self-study for the ABHE accreditation process. 

• Oversee the academic planning processes within the College. 
1. Maintain a four-year course projection for planning and scheduling purposes. 
2. Schedule courses throughout the school year in a variety of time slots, formats, and term lengths 

to best meet the needs of the student body. 
3. Conduct annual review of student preferences as to time slots, formats, and term lengths, 

including faculty input regarding effectiveness. 

• Ensure that learning resources are available that are adequate to support the needs of the 
current academic program. 
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1. Lead the process of building the PRBC library into a quality college circulating library in 
cooperation with the PRBC Librarian.  

2. Supervise the PRBC Librarian. 
3. Negotiate library agreements with the University of Hawaii, Hawaii Theological Seminary, and 

other relevant post-secondary libraries on Oahu. 

• Oversee new student admissions. 
1. Interview all applicants for the PRBC degree programs prior to orientation as part of the 

admission process. 
2. Chair admissions committee. 
3. Sign letters of acceptance. 

• Oversee new student orientation. 
1. Proctor Bible Proficiency Exam and Writing Assessment Test. 
2. Welcome new students and distribute New Student Packets. 
3. Introduce faculty and review school behavioral policies and enrollment procedures. 
4. Oversee registration. 

• Oversee graduation process 
1. Review Registrar’s final audit. 
2. Facilitate Faculty and PRBC Board approval of graduates, 
3. Order Diplomas and certificates. 
4. Plan Graduation ceremony. 
5. Plan Graduation festivities such as a reception, banquet or breakfast. 
6. Administer Special recognitions and awards. 
7. Oversee Graduation publicity and documentation by media. 
Participation in campus promotional/recruitment activities. 
1. Work with the PRBC Recruiter to prepare general brochure and brochures for each major and 

degree program. 
2. Host and emcee annual PRBC Open House. 

• Oversee student life activities and programs in coordination with Dean of Students to ensure 
that they are in keeping with the growth and excellence of the rest of the PRBC program. 
1. Ensure that Chapel experiences are making a positive contribution to the spiritual growth and the 

development of Christian community at PRBC. 
2. Ensure that there are frequent student fellowships and activities that promote community among 

the student body and faculty and staff. 
3. Promote mentoring relationships between successful and growing established ministers and 

PRBC students. 
4. Participate in student retreats each semester to integrate new students into the PRBC family and 

to keep spiritual care and fervor alive. 
5. Facilitate partnerships with international churches and world Christian leaders to provide 

frequent missions opportunities for the students. 
6. Develop and maintain a PRBC Student Handbook.  
7. Refer student disciplinary measures to the Dean of Students and ensure that they are enforced. 
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REGISTRAR 
Mission Statement 
The mission of the Registrar of Pacific Rim Bible College is to process admissions, registrations and 
enrollments, provide academic advising, and maintain accurate and up-to-date academic records on all 
PRBC students, present and former. 
 
Objectives and Responsibilities  

• Coordinate the admissions process for each student. 
1. Receive, process and track prospective student inquiries, and coordinate the follow-up of 

inquiries with the Recruiter. 
2. Receive and process all new applicant paperwork.  
3. Coordinate interviews with Academic Dean after required paperwork has been received. 
4. Keep track of all incomplete admission files, and follow through to completion. 
5. Maintain accurate account of inactive files. 

• Maintain accurate and up to date student records. 
1. Create new student files. 
2. Place copy of student degree plan in student file. 
3. Print hard copies of enrollments and place in student file. 
4. Place copies of all course adds, drops, and incomplete forms in student files. 
5. File student Monthly Ministry Involvement Reports and keep an accurate summary of reports 

that have been submitted. 
6. Update student degree plan after each semester. 

• Coordinate and process registration and enrollment.   
1. Process all registration and enrollment paperwork.  
2. Input all enrollments into database.  
3. Print hard copy and place in student file. 
4. Process all adds and drops, and inform faculty members of enrollment changes. 

• Coordinate class size, classroom allocation and scheduling with Academic Dean and Business 
Administrator. 
1. Inform the Academic Dean and Administrator of class size for the semester as soon as tallied, or 

two days before class starts. 
2. Provide accurate class rosters for each instructor after students have completed the registration 

process. 
3. Provide copy of rosters for Academic Dean and Administrator. 

• Record and file all instructor paperwork as necessary. 
1. Receive and file a copy of each instructor’s syllabus. 
2. Receive and file a copy of each instructor’s final exam. 
3. Receive and file a copy of each instructor’s final grade report and attendance record. 
4. Receive and file a copy of a sample student work from each instructor. 

• Process instructor final grade reports. 
1. Provide grade sheets to instructors one week before finals. 
2. Receive final grade reports from instructors no later than two weeks after the end of each 

semester. 
3. Track all "incomplete" grades, process, and update student records. 
4. Input each student’s grades into computer after each semester. 
5. Make an official report card for each student, sign and send. 
6. Make a copy for each student’s file and post to transcript. 
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7. Notify the Academic Dean of all students who fail to maintain their minimum grade point 
average for the semester, or whose cumulative grade point average drops below 2.0. 

8. Keep track of all students on probation or suspension. 
9. Provide a list each semester to the Academic Dean of the students who have met the 

qualifications for honor roll. 

• Create and maintain an accurate degree plan for each degree-seeking student. 
1.  Determine with the student the appropriate degree the student is planning to attain. 
2.  Input student classes, grades, transfer credits to the degree plan of their choice. 

• Provide academic advising for each freshman and sophomore student. (Full–time faculty 
advise the Juniors and Seniors) 
1.  Guide the student at beginning of each semester regarding class selection in accordance with their 

degree program. 
2.  Track the progress of each student toward degree completion. 

• Prepare and audit files for graduation. 
1. Verify for accuracy the degree plans of students that have applied for graduation, that all classes 

needed have been taken and accounted for. 
2. Verify all other requirements for graduation have been fulfilled. 

• Process and record all transcript requests. 

• Maintain historical records of the annual/biannual college catalogs, semester course schedules, 
and related information. 

• Other tasks as assigned by Academic Dean. 
 

BUSINESS ADMINISTRATOR 
Mission Statement 
The Mission of the Pacific Rim Bible Business Administrator is to provide administrative, financial, and 
logistical support for all school operations; to coordinate facilities scheduling, upkeep, and maintenance; 
and to provide technological and multimedia support for faculty, staff, and students. 

 

Objectives and Responsibilities:  

• Establish and execute financial plan for each budget/school year. 
1. Develop an annual budget and financial plan that supports the overall mission and priorities of 

the college in cooperation with the Vice President/Academic Dean and Board of Directors by 
April 1 of each year. 

2. Daily execute the financial plan by collecting student tuition and fees and other income, 
maintaining a donor giving record database, managing accounts payables and receivables, and 
collecting delinquent accounts. 

3. Ensure the college is properly insured at all times. 
4. Provide monthly budget reports and bank reports to the President and Vice President by the 5th 

day of the next month. 
5. Provide monthly, quarterly and annual financial reports to the President and Vice President and 

to the Board of Directors. 
6. Serve as the Treasurer of the PRBC Corporation and the Board of Directors. 

• Coordinate student financial aid and student housing programs. 
1. Coordinate the student financial aid program with the Academic Dean and financial aid 

committee regarding financial aid awards and disbursement of PRBC scholarship funds. 
2. Serve as Housing Director and make housing assignments for new and returning students. 
3. Oversee maintenance and upkeep of student housing. 
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• Coordinate all volunteer and work-study student work assignments 
1. Maintain up to date, accurate records of work progress, completion, and hours. 
2. Coordinate spiritual care, fellowship, and growth of volunteers within the PRBC family. 
3. Coordinate volunteer and student worker appreciation opportunities throughout the school year. 

• Ensure the administrative records of the college are maintained efficiently and effectively. 
1. Maintain all financial and payroll records. 
2. Maintain up to date personnel benefits records on all employees. 
3. Maintain inventory of all physical assets, including computer software. 
4. Keep all agencies informed and relationships up to date: the Veterans Administration, Hawaii 

Department of Commerce and Consumer Affairs, and the Internal Revenue Service. 
5. Process Veterans Administration educational benefits and Hawaii State Division of Vocational 

Rehabilitation billings, New Hope Christian Fellowship and New Hope International staff 
billings each semester. 

• Ensure the facilities of the college are conducive to and meet the needs of faculty, staff, and 
students. 
1. Maintain the facilities, schedule work-study students and/or volunteers to keep classrooms, 

offices, and related facilities clean and prepared for use on a daily basis. 
2. Oversee facilities scheduling, logistics, facilities arrangements, and set up for special school 

events. 
3. Plan and manage the renovation of new facilities for the college in coordination with Church. 
4. Provide logistical plans and supervise execution of any facility moves and storage during 

transition and set up of any new facilities. 
5. Prepare annual IRS report by March 15 of each year. 
6. Execute procurement of all operational supplies, furnishings, and program materials. 
7. Prepare W-2 and 1099 forms for all employees by January 30 of each year. 
8. Coordinate bi-monthly payroll processing. 
9. Coordinate all generally distributed communication from PRBC under direction of VP. 

• Ensure multimedia, print, and electronic resources are available to facilitate the educational 
processes. 
1. Ensure classrooms and multimedia carts are equipped with operating televisions, VCR machines, 

DVD players, overhead projectors, and related equipment. 
2. Ensure an efficiently operating copier is available for staff, faculty, and student use. 
3. Ensure a high-speed computer network is installed, operating efficiently, and serving the needs 

of staff, faculty, and students at workstations, in the library, and in classrooms. 
4. Oversee a bookstore for the selling of textbooks and related resources to students. 
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DEAN OF STUDENTS/DIRECTOR OF STUDENT LIFE AND SERVICES  
Mission Statement 
The mission of the Dean of Students is to guide student ministry development, foster the building of 
student life, community and fellowship, maintain and enforce student behavioral standards, and enhance 
student spiritual growth at Pacific Rim Bible College. 
 
Objectives and Responsibilities 

• To assess the needs of each student to determine the ministry development necessary to 
maximize each one’s potential as a servant-leader within the Kingdom of God. 
1. Distribute, collect, track, and assess the monthly student Ministry Involvement Reports.  
2. Monitor and encourage active ministry involvement, in keeping with their gifts and natural 

abilities, within their local churches. 
3. Review all monthly Ministry Involvement reports for all degree-seeking students.  
4. Assist new students in finding appropriate placements for ministry involvement. 
5. Meet with each degree seeking student for 30 minutes each semester to review, process, and 

evaluate their ministry involvement and offer suggestions for additional opportunities for service 
that will round out their ministry skill development. 

• Follow up on all faculty and staff referrals regarding student behavioral problems and 
violations of PRBC behavioral standards. 
1. Interview student and determine the actual nature of the problem and any mitigating 

circumstances. 
2. When appropriate take disciplinary measures as head of disciplinary counsel as outlined in the 

PRBC Catalog. 
3. Meet weekly with any students on behavioral probation to monitor their progress. 

• Provide a spiritual covering for the student body by serving as the campus chaplain. 
1. Provide wise counsel for students on their spiritual development. 
2. Provide biblically based guidance and mentoring to those actively seeking help or who come to 

the attention of the Dean of Students. 
3. Assist students in their development of their leadership potential through ministry and service 

opportunities and mentoring sessions. 

• Provide opportunities for practical applications of biblical principles within the college, and to 
promote community outreach through service projects. 
1. Serve as faculty mentor and advisor to the Student Government. 
2. Facilitate student involvement in community outreach projects. 
3. Encourage students to minister to one another as the need arises. 

• Provide regular points of community and fellowship development within the student body. 
1. Oversee and facilitate weekly Ohana Lunches program. 
2. Plan and lead a variety of bi-monthly student activities in keeping with the interests of the 

student body in cooperation with the Student Government.  
3. Supervise the development and upkeep of a student lounge area to provide an area to interact 

with other students and faculty in a relaxed and enjoyable atmosphere where they can grow 
healthy relationships, build community, and engage in discussion of biblical, theological, 
ministerial, and social topics.  

4. Guide the Student Government in building school spirit through further development of the 
"PRBC Voyager" identity. 
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• To promote spiritual development of the students by facilitating, modeling, and promoting 
daily Bible reading, daily journaling, daily prayer, small group participation, and chapels. 
1. Continue to recommend each student participate in a daily Bible reading program and monitor 

that participation on the monthly student Pac Rim Ministry Involvement Report. 
2. Model, encourage, and facilitate daily journaling in conjunction with student daily Bible reading. 
3. Model and encourage daily prayer and provide weekly opportunities for college-wide 

intercessory prayer through the student-led prayer team. 
4. Facilitate student participation in at least one Life Group, Care Group or other small group, per 

week. 
5. Coordinate and enlist speakers for chapels. 
6. Coordinate and facilitate mentoring relationships between faculty or pastoral staff (from their 

respective churches) and students for all degree-seeking students.   
7. Personally mentor at least 4 students throughout the school year. 
8. Recruit, train, and assign big brother/big sisters to partner with and befriend each new student for 

the first month of their first semester of school beginning at orientation. 

• Administrate the PRBC Mentoring program. 
 

 
RECRUITER 
Mission Statement 
The PRBC Recruiter will increase public recognition of Pacific Rim Bible College and strengthen bonds 
of cooperation between PRBC and local churches and schools in order to nurture relationships that will 
result in more prospective ministers choosing PRBC as their place of training for ministry.  The 
Recruiter will meet with and correspond with prospective students and assist them through the 
admissions process at PRBC. 
 
Objectives and Responsibilities 

• To increase public recognition of PRBC locally, on Oahu, throughout the Hawaiian Islands, 
the Pacific Rim, and the continental United States. 
1. Develop a team of student speakers to promote PRBC in local youth groups, churches, and 

schools by the 5th week of the Fall semester each year. 
2. Develop a team of faculty speakers to promote PRBC at local events. 
3. Develop a master marketing plan that most effectively and efficiently promotes PRBC in a 

variety of media.  
4. Work with a team of skilled volunteers and/or professionals to develop cost-effective media 

promotional materials to promote PRBC through local media outlets. 
5. Research and purchase print, radio, and television ads to promote PRBC in consultation with the 

Vice-President of PRBC. 
6. Work with a team of skilled volunteers and/or professionals to script, develop, and distribute a 

two-minute videotape that promotes PRBC to potential students. 
7. Coordinate the production, publication and distribution of the PRBC newsletter, three times per 

year as a means of increased recognition of PRBC locally and in the mainland and to raise 
additional financial support for the college. 

8. Work with a team of skilled volunteers and/or professionals to develop a line of logo wear and 
other promotional products for sale and promotional distribution. 

9. Schedule at least four visits per month to local churches and schools to promote Pacific Rim 
Bible College. 
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10. Track the schedule for local church youth retreats and camps and attempt to provide student 
representatives to assist as staff at each event and thereby promote awareness of PRBC among 
local Christian youth. 

11. Work with a team of skilled volunteers and/or professionals to develop PRBC promotional 
displays.  

12. Train and coordinate a team of skilled volunteers, staff and/or students to recruit new students 
and promote PRBC at booths at all weekend services at each of the New Hope Oahu campuses 
and at any area churches or events where the PRBC musical or drama ensemble performs. 

13. Train and coordinate a team of skilled volunteers, staff, and/or students to recruit new students 
and promote PRBC at booths at the annual Honolulu 200X conventions, the annual Hawaii 
College and Career Fairs, the annual Christian Colleges Fair, the annual Hawaii State 
Homeschoolers Convention, the annual Statewide Missions Conference, military educational 
fairs, and other conventions and fairs as they are available. 

14. Distribute PRBC material to each pastor in attendance at NHO Leadership Practicum and DCAT 
Conference and develop ongoing relationships with them beginning at the practicum and 
continued through correspondence afterward.   

15. Maintain an active database of all DCAT and Leadership Practicum participants from other 
churches and include them in mail outs of promotional materials such as PRBC Newsletter. 

• To build relationships between PRBC and local churches and schools through ministerial 
outreach and mutually beneficial projects. 
1. Schedule at least two appointments per month to visit with local post-secondary school officials, 

especially targeting the school principals and guidance counselors, to acquaint them with the 
PRBC degree programs. 

2. Schedule at least two appointments per month to visit with pastors, youth pastors and leaders, 
and young adult pastors and leaders, of local churches to acquaint them with the PRBC degree 
programs. 

3. Partner, as a college, with New Hope Oahu on the monthly community outreach projects to get 
the PRBC name recognized out in the community and associated with making a positive 
difference and contribution in the community. 

4. Partner with a local school(s) to provide student mentors to young students to assist them in their 
academic and social development. 

5. Accompany the PRBC ensemble when they go out to lead worship or perform specials at local 
churches and other public arenas to promote recognition of PRBC. 

6. Attend Young Adult ministry and High School Ministry at least once monthly to nurture 
relationships with students and college age working adults, assist those who are wrestling with a 
call to ministry, and promote PRBC. 

7. Develop, organize and promote a PRBC Day in local area churches to promote awareness of 
PRBC, to give students an opportunity to serve in those churches, and to grow the base of PRBC 
donors. 

• Actively recruit prospective students and see them through the application and admissions 
process. 

1. Develop and maintain an active database of all inquiries and prospective students. 
2. Send out promotional and admissions materials to all new inquiries. 
3. Send out personalized follow-up letters to prospective students every two weeks and after every 

phone contact or contact by letter or e-mail, until they enroll in the next term or notify the school 
that they are no longer interested in attending PRBC. 
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4. Visit all prospective students under 20 years old in their homes to promote trust by the 
prospective student's parents and to build a relationship between the student and the school. 

5. Make arrangements for all interested prospective students to visit in a class during the semester 
prior to their first enrollment. 

6. Host a mid-semester PRBC Preview Day for prospective students. 
7. Plan, coordinate, and help host the annual PRBC Open House. 
8. Develop, recruit, train and supervise a team of student recruiters. 
9. Send personalized follow-up letters to parents of all new students under 20 years old during the 

second week of school to inform them of how their child is becoming acclimated to PRBC. 
10. Develop, train, and outfit a team of regionally based alumni recruiter associates to promote 

PRBC outside Oahu and meet with area prospective students.  
 

COLLEGE LIBRARIAN           
The college Librarian is an advocate for the library in that the Librarian provides an environment that 
encourages research and scholarly inquiry. The Librarian leads by example through his/her own 
teachable spirit, and in the bibliographic instruction of others. The Librarian’s passion is for people and 
for information literacy, ever watchful for systems that better manage the library’s resources by 
conserving them and by making them accessible. The Librarian leads the library staff and works in full 
cooperation and communication with entities inside and outside the college community; i.e., faculty 
members, other academic libraries, professional organizations, etc.  Working with the Academic Dean, 
the Library Committee and the library support staff, the college Librarian proposes and implements the 
budget to carry on daily activities, and documents evidence of enhancements and improved outcomes—
successful servant leaders   
Mission: 
To oversee the fulfillment of the library's mission—to create and sustain a first-class academic learning 
center that provides and promotes the use of information resources in support of the college mission and 
student goals—by learning, teaching and pastoring.  
 

General Library Supervision 
1. Maintain morale and prepare work schedule for library volunteers and work-study students. 
2. Maintain friendly welcome and handle policy issues with compassion for patrons.   
3. Maintain safety and protect property.   
4. Help prepare the library budget, oversee expenditures and make periodic deposits of funds 

collected from printer and copier fees, book sales and fines.   
5. Maintain, oversee and review policies, procedures and recommendations.   
6. Make statistical reports to various governmental and accrediting agencies.   
7. Provide reference service and bibliographic/research instruction. 

Collection development 
1. Select, and alert faculty to, options among books, videos, periodicals, internet sites and databases 

to add to the collection.   
2. Cull out unsatisfactory resources.  
3. Upgrade to, and maintain, current levels of information technology. 

Circulation  
1. Oversee all duties related to circulation desk management: 

a. Check library materials out and in. 
b. Maintain special reserves. 
c. Research and answer reference questions. 
d. Offer assistance in the use of patron computers. 
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e. Locate needed resources. 
f. Proctor student exams. 
g. Maintain atmosphere conducive to studying. 

2. Keep records of usage and reference transactions and generate reports. 
3. Enforce library rules and regulations. 

Procurement 
1. Find best prices on products (books, videos, software, audiocassettes, furniture, supplies, etc.). 
2. Order books 
3. Purchase library supply products. 
4. Maintain accurate records of all orders and purchases. 
5. Document donations and thank donors. 
6. Avoid duplication, except where duplication is intentional. 
7. Recommend materials, supplies and methods of procurement. 

Technical processing  
1. Oversee processing of newly acquired materials into various collections of the library's holdings: 

a. Classify and catalog new items. 
b. Create and input bibliographic records. 
c. Run computer-generated label sets. 
d. Check "shelf-readiness." 

2. Maintain shelf list catalog. 
3. Correct cataloging, incomplete records, typo, filing and shelving errors. 
4. Withdraw culled materials. 
5. Oversee book repair. 
6. Oversee inventory project. 

Training and meetings 
1. Attend workshops and professional library conferences as afforded in the budget.   
2. Interface with all segments of the college, especially the faculty.   
3. Attend faculty and staff meetings.   
4. Convene and provide agenda for library staff meetings, and Library Committee meetings.   

Other responsibilities 
1. Oversee periodical management. 
2. Develop and oversee annual bindery project. 
3. Develop and oversee annual Duplicate Exchange project. 
4. Maintain working knowledge of library's AV equipment and oversee its use. 
5. Recommend new material resources for purchase. 
6. Oversee "need" and "new book" lists. 
7. Provide library instruction in the use of various resources. 
8. Oversee the creating and posting of signage. 
9. Train and supervise student staff. 
10. Update Library Policies and Procedures Manual. 
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ADMINISTRATIVE ASSISTANT FOR FACULTY AND ADMINISTRATIVE SUPPORT 
Faculty Support 

1.  Syllabi 
 a.  Each semester type syllabi for faculty as needed. 
 b.  Collect syllabi. 
 c.  File syllabi by course. 

2.  Final exams 
 a.  Copy exams for instructors. 
 b.  Collect and file final exams and sample student papers. 
 c.  Collect faculty course assessments. 

3.  Faculty copying as needed. 
4.  Type and mail out faculty correspondence as needed. 
5.  Faculty meeting 

 a.  Prepare and set out faculty folders. 
 b.  Set up meeting room for faculty meeting. 
 c.  Set out faculty supplies for meeting. 
 d.  Coordinate food for faculty meeting. 
 e.  Attend faculty meeting.           
Administrative Support 

1.  Keep list of faculty and staff phone numbers, addresses, and birthdays current, and distribute to 
office staff and counselors.   

2.  Semester Course Evaluations 
 a.  Prepare folders for semester course evaluations.  
 b.  Type out comments from evaluations and process numerical questions in Database. 
 c.  Prepare copies of evaluations for Director, faculty member and faculty personnel file. 

3.  Schedules 
 a.  Type preliminary schedule into computer and emend and update it until finalized. 
 b.  Have Director proofread the schedule.  
 c.  Send out schedule to VA and area churches and students. 
 d.  Print schedule for distribution. 

4.  Adjunct faculty contracts and pay requisitions 
 a.  Prepare adjunct faculty contracts and pay requisitions for Director’s signature.  
 b.  Have faculty members sign contracts at faculty meeting. 
 c.  Give adjunct faculty contracts and pay requisitions to Business Administrator. 
 d.  Give a copy of the contracts to Director for personnel files. 

5.  Administrative correspondence 
 a.  Type administrative correspondence as needed. 
 b.  Mail administrative correspondence as needed. 

6.  Send out 3 copies of each new catalog to VA with Director certification of correctness statement. 
7.  Graduation 

 a.  Graduation responsibilities as assigned at graduation planning meeting.  
b. Assign faculty regalia according to their degrees and height and weight. 
c. Assign faculty marching order and photo order for graduation procession. 

8.  Assist with preparation for ABHE accreditation visit as directed by Director. 
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Bookstore 
1.  Inventory 

 a.  Inventory all books in stock at the close of each semester’s book sales period. 
 b.  Add books to inventory as they are received from the publishers. 

c.  Reconcile inventory at the end of each book sales period and note missing books.  
2.  Order books for classes each semester.  
3.  Check in books as they arrive from the publisher, and forward packing lists to Business 

Administrator. 
4.  Prepare book list with current prices as determined by cost/markup formula.  
5.  Prepare used book list for all titles that are not new editions or new texts each semester. 
6.  Determine which books will be accepted as buy backs for used book sales. 
7.  Request charge backs for all books not being used in the following semester in consultation with 

Director. 
8.  Carry out all bookstore correspondence. 
9.  Order desk copies for professors who do not have copies of the current textbook for the upcoming 

term.  Order instructor’s accessories, if available, as requested by faculty. 
Other duties as assigned by Director/VP & Academic Dean 
 

ASSOCIATE PROFESSOR OF BIBLE AND BIBLICAL LANGUAGES 
 

Mission Statement 
The mission for the Associate Professor of Bible and Biblical Languages is to serve as Anchor Faculty 
member in the area of Bible, theology and Biblical languages. 
 

Objectives and Responsibilities 

• Teach 4 courses per semester (11-13 semester hours per term/ 24 semester hours per year).  
1. Thoroughly research course content for each course. 
2. Prepare course syllabus for each course. 
3. Prepare instructional material and lectures for each class. 
4. Design appropriate evaluation tools for each class taught, including tests, projects, practicum, 

presentations, etc. 
5. Select appropriate textbooks and learning resources for each class taught at least 12 weeks prior 

to the beginning of the next semester. 
6. Maintain regularly scheduled office hours before and/or after each class session to provide 

access to students for questions, guidance, and further exploration. 
7. Evaluate and update each course each semester in light of student evaluations and 

recommendations, as well as the Academic Dean's and peer evaluations. 
 

• Provide academic advising to all upper class students. 

• Remain current in new literature in the fields of Bible and Theology. 

• Provide peer review for all Bible instructors and other full-time PRBC faculty each semester. 

• Oversee and resource other faculty in the discipline. 

• Provide support to the Academic Dean for the ongoing development of the Bible and Theology 
curriculum 
1. Annually review course descriptions and contents in area courses. 
2. Develop and recommend new courses for the Bible and Theology curriculum. 
3. Review Bible and Theology curriculum annually, and recommend revisions to the Academic 

Dean. 
4. Recommend new library resources in Bible and Theology each year by August 1. 
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Job Descriptions from Life Pacific College 
PRESIDENT OF LIFE PACIFIC COLLEGE 

Mission The President is appointed by the Board of Regents and is principally responsible for all 
matters concerning the college community and college’s relationship with the ICFG.  The President 
shall provide spiritual leadership and vision in a manner that fosters the advancement of the college in 
accordance with the calling, doctrine and values of the International Church of the Foursquare Gospel. 

The President serves as administrative leader of: 

• The Office of the Vice President 

• The Office of the Academic Dean 

• The Facilities Manager 

• The Office of Development 

• The Office of Technical Operations 
The President is a member of: 

• The college Board of Regents 

• The college Administrative Council (Chairman) 

• The college Personnel Committee (Chairman) 

• The college Campus Council (Chairman) 

• Ex-officio member of any committees of the college as needed 

• ICFG Cabinet and other committees as designated 
Immediate superordinate: 

• The college Board of Regents 
Immediate subordinate: 

• Vice President 

• Academic Dean 

• Facilities Manager 

• Director of Development 

• Director of Technical Operations 
 

Responsibilities 
1. Directly responsible to the Board of Regents for the spiritual mission, training program and fiscal 

administration of the college. 
2. Serve as chief executive officer. 
3. Charged with the supervision of the work of the members of the faculty and the safeguarding of 

the academic interest of the college. 
4. Chief custodian where applicable of the properties of the college. 
5. Sign all documents that bind the college on all degrees issued by the college. 
6. Authorized to execute on behalf of the Board of Regents outlined instruments generally 

connected with his office. 
7. Approve all administrators, faculty and staff and recommend their employment to the Board of 

Regents. 
8. Responsible to see that adequate information concerning the college is to insure interest in and 

response to its ministry among all its campus groups and church constituency. 
9. Represent the college to appropriate accrediting agencies. 
10. Constantly study ways of improving, safeguarding, and advancing the college. 
11. Prepare or cause to have prepared the necessary reports of the college operation for the Board of 

Regents, church constituency and accrediting agencies. 
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12. Apprise the Board of Regents of the needs of the college and direct the planning and installation 
of authorized facilities and equipment. 

13. Communicate to the faculty and staff on appropriate occasions his conception of the desires of 
the Board of Regents, the Board of Trustees, the church constituency, and the general work of 
God throughout the global church. 

14. Recommend to the Board of Regents all matters pertaining to promotion, salaries, and retention 
of faculty and staff. 

15. Hold the prerogative of chief disciplinary officer of the college. 
16. Promote a rich spiritual life among students, staff and faculty. 
17. Approve faculty committees on the recommendation of the Administrative Council. 
18. Direct, with the help of appropriate staff, the preparation of the annual budget, and after it has 

been duly approved, see that it is properly administered. 
19. Coordinate the public relations and information program of the college through the appropriate 

offices. 
20. Arrange for representation of the college at all possible events which will enlarge awareness of 

the college’s ministry among those who may participate in, appropriately be advised of, or 
support the college. 

21. Receive gifts, bequests, and grants in the name of and for the benefit of the college.  He shall 
assist in cultivating financial support for the college. 

22. Plan for the maintenance of the college facilities in collaboration with the appropriate offices. 
23. Collaborate with the Chairman of the Board of Regents in preparing the agenda for Board 

meetings. 
 

Other Sample Job Descriptions 
DIRECTOR OF DEVELOPMENT 
 

Position Summary:  
The Director will develop a comprehensive strategic and operational fundraising plan, will organize  
and implement all fund raising programs and special campaigns and will develop and manage donor  
relations and recognition programs. He or she will supervise the Development staff, will be a member  
of the Advancement team, and will report to the President. 
 
Characteristic Duties: 

1. Develop fundraising policies and procedures and ensure adherence. 
2. Plan, manage and coordinate fundraising campaigns. 
3. Set annual and three-year targets for various components of fund-raising program 
4. Identify possible fund-raising sources. 
5. Cultivate and manage relationships with current and potential donors and donor groups. 
6. Develop creative strategies to attract major donors, and coordinate contact between major  

donors and the President. 
7. Supervise maintenance of accurate donor information and donation records. 
8. Track fund-raising results, and provide timely reports on donations and trends. 
9. Coordinate University College constituency meetings and events. 
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Chapter 4 Records and Record-Keeping 
 

How to Use Section Four 
 

Section Four is a comprehensive collection of forms for use in school record keeping.  One of the most 
important, yet tedious, aspects of running a school is maintaining accurate records for students, faculty 
and staff, and for the institution.  This section tries to simplify this process by providing you with 
comprehensive lists of records that need to be kept, directions on how they are each supposed to be 
used and filed, and form templates for each of the records that can be easily adapted for use at your 
school.  The section is organized into three parts: student records, faculty and staff records, and 
institutional records (including documents for Foursquare Certification and for Articulation with Life 
Pacific College). 
 
This section is designed in such a way that you will be able to drag-and-drop forms from the 
Handbook into MS Word, easily place the name of your school on each document and add information 
such as your school address, phone number and e-mail address, and be ready to print them out and use 
the forms for school administration.  
 
Updates of Foursquare Ministry Training Forms and updates to the Handbook and Viewbook will 
be available for you to download on the Foursquare Ministry Training website. 
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Record Keeping  
 

The record-keeping, procedures of the institute should meet high standards of accuracy, confidentiality, 
and permanence. The integrity of the institute/college can be gravely undermined if proper 
record-keeping procedures are not followed. Major student records, such as financial records, enrollment 
records, attendance records and grades, should be kept in a fireproof, tamper-proof place, such as a 
locked fire-safe file cabinet able to withstand temperatures up to 1800 degrees Fahrenheit for 1 hour.  
 

It is recommended that student's records also be kept on a computer so that off-site back-up copies can 
be made on a weekly basis. For example, the person in charge of records could back up all information 
on a weekly basis and store the records at home at the end of week. They should not be carried around 
on their person due to the danger of identity theft should records fall into the wrong hands, such as if a 
purse, laptop, or briefcase containing the backup information is stolen.  
 

By making weekly off-site backups of all academic and financial records, records will always be 
available should the on-site records be lost or destroyed by theft, computer disk failure, and fire or 
flooding.  In some states, it is a crime to be in unauthorized possession of confidential personal 
information that could be used to compromise personal identity.  Some states require that the person 
storing information off-site be designated by the school in writing so that they are not arrested for 
possessing private information under state identity theft protection laws.  So a formal record of who is 
authorized to store the off-site backup of student records should be kept on file at the school and a copy 
should also be given to the person storing the backup copies off-site. 
 

By law, schools are required to keep student records on file for fifty years after a student’s last 
enrollment or graduation.  This is so that students can have access to their transcripts for their reasonable 
life expectancy.  However, it is best to keep all student records permanently, since some students are 
now returning to college in their seventies and eighties. 
 

Most states also require that a trustee of school records be appointed if the school ever chooses to close 
its doors.  This is usually another Bible College in the area or perhaps one of the Foursquare Bible 
Colleges.  Sometimes the State Post-secondary Board of Education will serve as trustee of all school 
records in that state.  If a school closes, all records are entrusted for permanent storage and access at the 
designated trustee institution.  When the school closes, the State Post-secondary Board of Education and 
all former students and alumni should be notified in writing by the school regarding the identity of the 
trustee, in case former students or alumni need access to their school records or transcripts for 
employment or further education. 
 
Right of Access to and Limitations of Disclosure of Student Records 
Schools and Colleges are required by law to observe the Family Educational Rights and Privacy Act of 

1974 (see pages 2.7-2.8 for a full list of the provisions of FERPA). Thus, with a few exceptions provided 
by law, students may review their educational records upon request. Access should be granted upon 
submission of a written request. The only items that should be excluded from their review are items, 
such as external references, when students have waived their right to see them.  Students may request 
the amendment or notation of their educational records if they feel the records are not accurate. 

 

With certain exceptions provided by law (directory information such as name, current address, telephone 
number, e-mail address, date and place of birth, major dates of attendance, degrees and honors received, 
and enrolled units), institutes/colleges should not release information concerning students to others, 
including prospective employers, government agencies, credit bureaus, even parents or spouses, etc. 
without the student's written consent. 
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Processing Transcript Requests 
A transcript is a record of all the work that a student has completed with the institute/college and all 
classes that have been transferred into the school; this includes grades earned and the cumulative GPA 
and any notations regarding honor roll, awards, academic probation or suspension, or disciplinary 
action.  
 
Under the provisions of FERPA, all requests for student records, including transcripts, must be made in 
writing (fax and online requests with ID verification are okay, unsigned e-mail requests are not).  To 
request a transcript, a student or former student should complete and sign a transcript request form and 
give it to the Registrar.   The student's academic file must be complete, and the student's financial 
account must be current in order for the transcript request to be processed.  A $5.00 transcript fee is a 
reasonable charge for each transcript, though unofficial copies and the first official copy at most schools 
are usually free.  Official copies of the transcript should be either on special transcript paper or school 
letterhead with a registrar signature and raised school registrar’s seal. (A raised seal can be ordered from 
any rubber stamp maker.)  Xeroxed transcripts without the signature and seal, and faxed transcripts are 
considered unofficial. Transcripts released directly to a student should be marked “released to student” 
and are also considered unofficial. An official transcript is one that is received in a sealed envelope and 
has a registrar signature and school seal. If a student asks for an official transcript to be sent to another 
institution, the institution must receive it in a sealed envelope. If the student wishes to deliver the 
transcript personally, the envelope must still remain sealed and the envelope must have the registrar's 
signature written across the seal of the envelope. A transcript in an opened envelope is not considered 
official. 
 
If an institute or college is not yet accredited, it may be helpful to attach to the transcript a list of the 
names of all instructors and their earned degrees for each course taken for the purpose of evaluating 
transferability of coursework.  

 
Student records that should be kept: 

• Student record/information card––This should contain personal data for each student. The data 
should include: the name; date of birth; contact information including phone numbers, e-mail 
addresses and cell phone; permanent address (if it is different from their address while in 
school); home church; date of admission; date of withdrawal or graduation; person to contact in 
an emergency; any medical condition(s) that may require special treatment or attention in an 
emergency; and student ID number (It is illegal for schools to use Social Security card numbers 
for student file identification due to the danger of identity theft.). 
 

• Emergency medical information–– It is important to have some basic medical information for 
each student on hand for staff to give to emergency responders if there is a medical emergency. 
If a school retreat or other event takes place offsite, the staff member overseeing the event should 
carry copies of this information for each of the persons involved for use in case of emergency.   
Information on the sheet should include:  Full legal name, address, phone number, person to 
contact in an emergency, medical insurance provider and policy number, the name of their 
primary care physician, any known pre-existing medical conditions, any daily medications, and 
any medical condition(s) that may require special treatment or attention in an emergency. 
 

• Application for Admission, all accompanying references, and transcripts from other schools. 
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• Academic progress sheet or degree plan––This sheet should list all of the courses required for the 
completion of the course of study offered by the institute. It should indicate each course that the 
student has completed (including semester taken and grade received), and all those in which 
he/she is currently enrolled; it should also include all classes that have been transferred from 
another institution (including the name of the school the credit was transferred from and the 
grade received for the course).  
 

• Attendance record––Each student's attendance must be recorded for every class session. All 
explanatory information relating to absences should be kept on file. 

 

• Financial record––This should reflect all charges for tuition and fees for each term, financial aid 
or other assistance payments for each term, and all tuition and fees payments by date for each  
term.  Any defaults or failure to pay should be flagged so that transcripts cannot be issued until 
the account has been paid in full. 
 

• Copies of all registration paperwork—Signed copies of all registration paperwork and enrollment 
contracts, including payment plans and tuition waivers.  Any changes to schedule, such as 
courses added or course withdrawals should be kept as well. 

 

• Copies of all grade reports/report cards for each term. 
 

• Current copy of student transcript of credits, including any transfer credit accepted toward 
program or degree completion. 

 

• Copies of any Requests for Incomplete and any Grade Change Reports. 
 

• Copies of any internship reports (if applicable), mentoring reports and evaluations, or monthly 
ministry involvement reports. 

 

• Record of any awards or honors received while in school, including honor roll. 
 

• Record of any disciplinary measures for student behavior and/or academic probations, 
suspensions or dismissals. 

 

• Application for Graduation and record of graduation, including the name of the program or 
degree completed. 

 

• Record of all job placements during school and after graduation, particularly if the school 
assisted in the placement process. 

 

• Record of requests for transcript and where they were sent. 
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Sample Student File Contents and Order of Documents 

1) Label on file folder tab:  Last Name, First Name 

2) Student File Checklist after student has fully completed admissions process 

3) Student Profile 

4) Degree Plan (if degree-seeking) 

5) Grade Reports: in chronological order, most current on top 

6) Enrollment Forms: in chronological order, most current on top 

7) Student Financial Statements: in chronological order, most current on top 

8) Bible Proficiency Exam 

9) Writing Sample 

10) Post High School Transcripts (technical schools, colleges, universities) filed alphabetically* 

11) High School Transcript (if student has not successfully completed a minimum of 24 semester 
hours at post secondary institutions)* 
 

12) Correspondence to Student: in chronological order, most current on top 

13) Copy of Acceptance Letter to Student 

14) Copy of Letter to Acknowledge Receipt of Application 

15) Application for Admission* 

16) Student Photo attached to top right corner of application* 

17) Spiritual Autobiography* 

18) Pastor's Reference Form* 

19) Christian Friend Reference Form 1* 

20) Christian Friend Reference Form 2* 

Stapled to the front inside cover of the file folder: 
1) Most current record of student contact information 
2) Record of transcript requests, including when and where they were sent 

 
Stapled to back inside cover of file folder: 

1) Medical Information Form*  

2) Medical Form/Proof of Immunization* 

3) TB Clearance* & MMR Vaccination Record 

 
* Required to complete application for admission process. 
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Faculty records that should be kept: 

• Faculty and Staff record/information card––This should contain personal data for each faculty 
and staff member. The data should include: the name; date of birth; contact information 
including phone numbers, e-mail addresses and cell phone; home address; home church; person 
to contact in an emergency; any medical condition(s) that may require special treatment or 
attention in an emergency. 
 

• Emergency medical information–– It is important to have some basic medical information for 
each staff and faculty member on hand to give to emergency responders if there is a medical 
emergency. If a school retreat or other event takes place offsite, the staff member overseeing the 
event should carry copies of this information for each of the persons involved for use in case of 
emergency.  Information on the sheet should include:  Full legal name, address, phone number, 
person to contact in an emergency, medical insurance provider and policy number, the name of 
their primary care physician, any known pre-existing medical conditions, any daily medications, 
and any medical condition(s) that may require special treatment or attention in an emergency. 
 

• Faculty or Staff Application. 
 

• Professional Resume––This should include both education and relevant work experience.  
 

• Transcripts ––This should include official transcripts for each instructor for each degree 
completed and/or post-secondary school attended. 
 

• Teaching Contracts for each term of instruction or annual contracts of full-time staff members. 
 

• Course Evaluations (by students)–– This should contain the compiled results of the teaching 
evaluations done near the end of each course. 
 

• Classroom Observation Evaluations (by other faculty)––This should contain the peer review 
evaluations made by any other faculty or Institute Director/Academic Dean with observations, 
commendations and suggestions for improvement. 
 

• Staff evaluations by the Institute Director/College Dean, or staff evaluations of the Director/ 
Dean. 

 

• Financial record––This should include the salaries, stipends or honoraria paid and tax 
information. Each institute staff member and full-time instructors should have taxes withheld and 
receive IRS Form W-2; part-time instructors not on institute staff receive IRS Form 1099. 
 

• Forms related to employee benefits, such as insurance or voluntary withholding. 
 

• Vacation and sick-leave records, including any vacation or leave time accrued and leave taken. 
 

• Record of any awards or recognitions of the faculty or staff member. 
 

• Record of any complaints filed against the instructor and actions taken in response to those 
complaints, or any disciplinary measures taken against the staff or faculty member. 
 

• Record of termination, whether by resignation or involuntary termination. 
 

• Record of any requests for references and where they were sent. 
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Documents and Records for Student Files 
 
Grade Reports––Each student should receive a grade report at the end of the term of instruction. Grade 
reports can be generated as soon as instructors submit their end-of-term grades. Each grade report should 
contain grades earned in all classes, absences, current term's GPA, cumulative GPA, and any notations 
regarding honor roll, academic probation, or suspension, or any disciplinary measures. 
 
Sample Semester Grade Report 
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Transcripts––A transcript is a record of all the work that a student has completed with the institute and 
all classes that have been transferred into the institute; this includes grades earned and the cumulative 
GPA and any notations regarding honor roll, academic probation or suspension.  
 

If a student requests that a transcript be sent to another institution for transfer of credit, it may be helpful 
to attach a list of the names of all instructors and their earned degrees for each course taken for the 
purpose of evaluating transferability of coursework.  
 

The registrar or other appointed officer must sign transcripts. A transcript should be on a form that has 
the raised institute or college seal. However, if the institute does not have a seal, important institute 
information should appear on the transcript stationery. (A raised seal can be ordered from any rubber 
stamp maker.) 
 

An official transcript is one that has the school raised-seal embossed on it, signed with the Registrar’s 
signature and received in a sealed envelope. If a student asks for an official transcript to be sent to 
another institution, the institution must receive it in a sealed envelope. If the student wishes to deliver 
the transcript personally, the envelope must still remain sealed and the envelope must have the registrar's 
signature written across the seal. A transcript in an opened envelope is not considered official. 
 

Transcript Request Form––By law (FERPA), all requests for school transcripts must be in writing and 
signed by the student, designating to whom the transcript is to be released.  Each request is only good 
for releasing the transcript to one person or institution.  Multiple requests must be submitted on multiple 
forms. 
 

Transcript Request 
DATE: __ __/__ __/__ __ 
 

TO: Office of the Registrar 
FROM: Name:_________________________________________________________________  
              Last                                                      First                        Middle          (Maiden)  
 Address: _______________________________________________________________ 

 ______________________________________________________________________ 

 SS#: __ __ __- __ __-__ __ __ __ Birth Date: __ __/__ __/__ __ 

 Day Phone: __ __ __-__ __ __-__ __ __ __ Evening Phone: __ __ __-__ __ __-__ __ __ __ 

 Dates Attended:  from  __ __/__ __/__ __   to  __ __/__ __/__ __ 

Please send official transcript to:  
School Name: __________________________________________________________________  

Address: ______________________________________________________________________ 

 ______________________________________________________________________ 

*Transcript Request Fee: $________ enclosed  
 

Student’s Signature: __________________________________________Date:  __ __/__ __/__ __ 
 

Date Transcript was process and sent: __ __/__ __/__ __ 
 

Registrar Signature: ___________________________________________________ 
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Sample Transcript-- Print on letterhead or special transcript paper   
 

 

Impress 
with 
Registrar’s 
seal here 
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Transfer-of-credit form––Each institute will need to generate a form for transferring credits that 
students have earned in other institutions. This form will need to list all of the courses that are offered by 
the institute and the number of credit hours assigned to each class. If a student has transcripts of work 
done in other institutions, the appropriate designations should be made for each class, which the institute 
will accept for transfer. Once a class has been transferred, the class must be listed on a student's 
academic progress sheet/degree plan and transcript.  Any time you have transferred credit in from 
another institution, it is very helpful to compile a composite list so that evaluations of future credit from 
the same institute can be made more quickly.  This list is called an articulation table and lists the 
courses at a given institution that are equivalent (at least 2/3 equivalent in content and hours) to courses 
at your school.  Thus you will only have to evaluate any new courses that are submitted for evaluation 
and not have to reevaluate the same course multiple times. 
 

Sample Transfer of Credit Worksheet for Associate of Arts in Christian Ministry 

ASSOCIATE OF ARTS IN STUDENT 

NAME CHRISTIAN MINISTRY 

SEM HRS 
REQUIRED  

SEM. 
HRS 
EARNED GRADE SOURCE COMMENTS 

GENERAL 
EDUCATION   18 sh         

English GE 1301 College Composition 3 sh         

  GE 1302 Written Comm. for Ministry 3 sh         

Speech  
GE 2303 Public Speaking and 
Theatrical Presence 3 sh         

World Civilization I or II,** or  

History GE 3311 History of Christianity 3 sh         

Social Science GE 2306 General Psychology 3 sh         

Science and 
Mathematics  

College Science,** College Math** 
OR GE 2310 Introduction to Science 
and Faith 3 sh         

BIBLE AND 
THEOLOGY   22 sh         

Bible Core BI 1401 Old Testament Survey 4 sh         

  BI 1302 New Testament Survey 3 sh         

  
BI 2306 Introduction to Biblical 
Exegesis  3 sh         

Bible Electives 1000-2000 level Bible electives (6 sh)           

              

              

Theology Core TH 2303 Christian Doctrine I 3 sh         

  TH 2304 Christian Doctrine II 3 sh         

LEADERSHIP   4 sh         

Leadership Core LD 1201 Leadership Principles  2 sh         

  
LD 1202 People Skills and Time 
Management 2 sh         

MINISTRY   20 sh         

Ministry Core GM 1300 Spiritual Transformation  3 sh         

  GM 1301 Personal Evangelism  3 sh         

  MS 1301 Biblical Basis of Missions 3 sh         

  WA 1301 Heart and Art of Worship  3 sh         

  
PM 3205 Creative Biblical 
Communication 2 sh         

  
PM 3105 Creative Biblical Comm. 
Lab           

  
GM 2209 Spir. Gifts, Miracles & 
Revival 2 sh         

  Ministry electives  3 sh         
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Academic progress sheet/Degree Plan––Each institute will need to generate a progress sheet that lists 
all courses necessary to complete each program offered by the institute or college.  A separate progress 
sheet should be generated for each program.  The Director, Academic Advisor, or Registrar should fill 
out the form and update it each competed term to help the student track progress toward completion of 
the program.  This will include all transfer work and any work completed at your school.  This form will 
be used in academic advising each term to help the student select the proper courses needed to complete 
his or her program in the desired amount of time.  This form will also be used during the final review to 
determine if the student is ready to graduate from your program. 
 
Sample Degree Plan/Progress Sheet 

 Student 

Name DEGREE PROGRAM 
SEM HRS 
REQUIRED  

SEMESTER                 
HRS 
EARNED GRADE SOURCE COMMENTS 

  

ASSOCIATE OF ARTS IN  

CHRISTIAN MINISTRY 64 SH         

GENERAL 

EDUCATION   18 sh         

English GE 1301 College Composition 3 sh 3 A UHM  ENG 100 

  GE 1302 Written Communication for Ministry 3 sh 3 A UHM  ENG 256 

Speech  GE 2303 Public Speaking 3 sh 3 A UHM  SP 151 

History 
World Civilization I or II,** 
or GE 3311 History of Christianity 3 sh 3 B UHM  HIST 152 

Social Science GE 2306 General Psychology 3 sh 3 B UHM  PSY 100 

Science and 
Mathematics  

College Science,** College Math** or  
GE 2310 Introduction to Science  & Faith 3 sh         

BIBLE & 

THEOLOGY   22 sh         

Bible Core BI 1401 Old Testament Survey 4 sh 3 A FALL 00 BI 1301 

  BI 1302 New Testament Survey 3 sh 3 A SPR 00   

  BI 2306 Introduction to Biblical Exegesis  3 sh 3   SPR 02   

Bible Electives 1000-2000 level Bible electives (total of 6 sh)           

  BI 1303 SYNOPTIC GOSPELS 3 SH 3 A FALL 00   

  BI 2311 OT WORSHIP AND WISDOM LIT 3 SH 3 A SPR 01   

  GK 3301 ELEMENTARY BIBLICAL GREEK I 3 SH 3 A FALL 01   

  GK 3302 ELEMENTARY BIBLICAL GREEK II 3 SH 3   SPR 02   

Theology Core TH 2303 Christian Doctrine I 3 sh 3 A FALL 01   

  TH 2304 Christian Doctrine II 3 sh 3   SPR 02   

LEADERSHIP   4 sh         

Leadership Core LD 1201 Leadership Principles  2 sh 2 A FALL 99   

  LD 1202 People Skills and Time Management 2 sh 2 A SPR 00   

MINISTRY   20 sh         

Ministry Core GM 1300 Spiritual Transformation  3 sh 2 A FALL 99 
BI 1205 Biblical Disciplines for 
Spiritual Growth 

  GM 1301 Personal Evangelism  3 sh 3 A SPR 00   

  MS 1301 Biblical Basis of Missions 3 sh 3 A FALL 00   

  WA 1301 Heart and Art of Worship  3 sh 3   SPR 02   
  PM 3205 Creative Biblical Communication 2 sh 2 A SPR 01   

  PM 3105 Creative Biblical Communication Lab   2 A- SPR 01   

  GM 2209 Spiritual Gifts, Miracles and Revival 2 sh 2 A FALL 01   

  Ministry electives 3 sh 3 A- SPR 00 
FL 1302 Unleashing the Arts 
in Ministry 
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Application for Admission Packet––Each institute/college will need to generate an application form 
and accompanying reference forms appropriate for screening potential applicants to their program in the 
areas of academic readiness, call to ministry, Christian walk and character, maturity, and any other area 
you deem vital for participation in your program.  Many states require that all new school employees 
and students provide the school with TB Screening Results and proof of MMR vaccination or immunity. 

 
APPLICATION PACKET 

 
All of the forms necessary for completion of the application process: an application for admissions form, four reference 
forms and a transcript request form, are available from the Institute/College offices or may be downloaded from the school 
website (www._________.edu).  Please submit the completed application forms along with the $50.00 application fee to:
 INSERT SCHOOL NAME AND ADDRESS HERE 
  
Please also include: 
• A detailed three-page typewritten (double spaced in 12 point type) spiritual autobiography, which includes a description 

of your conversion experience, an assessment of your current spiritual growth, and an account of your call to ministry. 
• Medical Form (including Tuberculosis examination certificate and MMR vaccination record if born after 1957.) 
• (If applying for housing) Housing Application (due July 1 for Fall semester or December 1 for Spring semester) Late 

applications will be considered if space is still available.  Students applying to live in the dormitory must also submit the 
results of a doctor’s physical examination showing them to be in sufficient good health to complete their studies and to 
be free of all communicable diseases. 

• (If applying for financial aid) Financial Aid Application (due July 1 for Fall semester or December 1 for Spring 
semester).  Late applications will be considered if funds or work-study positions are still available. 

 
The following forms are to be completed as part of the admissions process.  Please have each form mailed from the sender 
directly to _______________ Bible Institute/College. 
• Pastor's Reference Form completed by the senior pastor, or if in a large church, by the staff pastor with whom you have 

the closest relationship.  If the pastor is your parent, please have another staff pastor complete the form, if available. 
• Christian Friend Reference Forms (2) (no family members please) 
• Academic Reference Form from a former teacher or school counselor or administrator, if you have graduated from High 

School in the last five years.    OR 
• Employer or Volunteer Supervisor Reference Form, if you have graduated from High School more than five years ago. 
• Official transcripts from all previous post-secondary educational institutions that you have attended. If you have not 

previously attended college or have accumulated less than 24 semester hours (or 36 quarter hours) of previous college 
credit, please request either a high school transcript or a certificate indicating successful completion of the GED. 

 
All admissions materials for degree seeking students must be turned in to the Admissions Office by July 1, for the fall 
semester, and December 1, for the spring semester.  If space is available, late applications will be accepted until the Monday 
prior to new student orientation each semester.  A $50 late application fee will apply.  When all application materials have 
been received, the Admissions Office will call to arrange an admissions interview with the Academic Dean or a member of 
the admissions committee.  The interview is required before admission to ____________ Bible Institute/College is complete.  
Upon admission to ___________ Bible Institute/College, the Registrar will issue a letter of admission to the new student. 
  
Transient, auditor, and non-degree-seeking students must complete all admissions paperwork prior to the end of the add-drop 
period of each semester.  The admission fee is waived for non-degree-seeking students. Interviews are not normally required 
for these non-degree-seeking students unless their references or autobiography warrant it. These students will not be formally 
admitted to _______________ Bible Institute/College.  A letter, indicating acceptance as a transient, audit, or non-degree 
student will be sent by the Registrar to indicate all admissions paperwork has been received.  If a non-degree- seeking student 
wishes to become a degree-seeking student, he or she must submit a new application for admission by the deadline for the 
next semester and go through the normal admission process.  Transient students must submit a transcript from their college or 
university of record. 
 
The Admissions Office will be in contact with all applicants regarding the status of their application file.  Applications for 
admission are valid for one year from the date of their sub-mission.  Applicants are welcome to call the Admissions Office at 
(phone #______________________). 
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Application For Admission 
 

For Semester (Circle semester and school year applying for) 
 Fall   Spring  Summer Year 2009 – 2010       Year 2010-2011 
 

Educational goal (Circle one) 
 Diploma in Ministry Leadership      Certificate of Biblical Studies       Community Enrichment 
 

1. Personal Data 
Full Legal Name (Circle appropriate title) 
 Miss   Ms. Mrs. Mr. Rev. Dr. 
Last_____________________________ First (legal)__________________Middle Initial _________ 

Maiden Name_____________________ First Name you prefer to be called ____________________  

Permanent Address _________________________________________________________________ 

City_______________________________________ State_________________ Zip______________ 

Mailing Address____________________________________________________________________ 

City_______________________________________ State_________________ Zip______________ 

Home Phone_______________________ Cell Phone___________________ Fax_________________ 

E-mail (1) __________________________________ E-mail (2) ______________________________ 

Social Security Number_______________________ Date of Birth ____________________________ 

Birthplace__________________________________ Citizenship   U.S.        Other _____________ 

If not a U.S. citizen, what type of visa do you hold? __________Date of Expiration _______________ 

Ethnic Background (Circle one)  African American, Non Hispanic       American Indian/Alaskan Native          

Asian, Pacific Islander      Hispanic        White, Non-Hispanic           Mixed Race          

What is your first language? ____________________________________________________________ 

________________ Bible Institute/College does not discriminate in its admission policies on the basis of race, color, national 
origin, gender, age, disability, status as a veteran, or any other characteristic protected by law. 

 
2. Spiritual Data 
When were you baptized in water? 

________________________________________________________ 

What church do you attend? 

_____________________________________________________________ 

What Denomination is your home church? ______________ Senior Pastor’s name _________________ 

Address ____________________________________________________________________________ 

City_________________________________________ State_________________ Zip______________ 

Phone______________________________ If Foursquare, which district? _______________________ 

How long have you regularly attended this church? ______________ years and/or ___________ months 
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3. Christian Service (attach another sheet if necessary) 
In what type(s) of Christian ministry have you been involved during the past 5 years? 
___________________________________________________________________________________  
What type(s) of Christian ministry will you enter after completing your studies at_____________ Bible 
Institute/College? 
___________________________________________________________________________________  
Why do you want to attend _____________Bible Institute/College? 
___________________________________________________________________________________  
4. Spiritual Autobiography 
Please attach a detailed 2 -3 page autobiography that describes your conversion experience, your present 
stage of Spiritual maturity and your call to ministry. 
5. Enrollment Plans 
I will enter as a:   Freshman       Transfer        Transient Student       Returning Student       Audit Student 
Term beginning Fall Spring    Summer     Year 20_______ 
I will be attending:      Full-time Part-time 
Are you pursuing the completion of a degree program at ______ Bible Institute/College?  Yes No 
I am applying for admission to the:  Traditional Bachelor of Arts     Degree Completion Bachelor of Arts 
  Bachelor of Theology               Associate of Arts                 Certificate  Non-Degree 
Intended major : ______________________________________________________________________ 
6. Education 
High School you attended __________________________ City __________________State _________ 
Choose one:  I have graduated from High School.  Graduation date: (Month) _________/ (Year) ______ 
I will graduate from High School.  Anticipated graduation date: (Month)  __________/ (Year) ________ 
I have received my GED.  Date received: (Month)  ________/ (Year) _____State __________________ 
List all colleges in which you have enrolled or are currently enrolled, even if no credit was earned. It is the responsibility of 
the student to provide official transcripts of all college work done to date. Failure to list all colleges attended is considered 
grounds for immediate suspension. 

Name of Colleges attended City State Date Last date Hours Degree Eligible to return? 
  entered enrolled earned earned Yes?          No? 

 

 

 

 
 

Have you ever been denied readmission, suspended, or placed on probation at this or any other 
institution?               Yes  No 
If yes, please attach an explanation. 
 

7. Application for Admission 
I hereby apply for admission to _____________Bible Institute/College and certify that to the best of my knowledge the 
information given in this form is true. I understand that I am submitting confidential forms to persons named for reference on 
this application, and that these forms are to be returned by them directly to the Admissions Office. I waive my right to see the 
completed references. I understand that my file may be made available to any appropriate faculty member, admissions panel, 
or administrative officer of  _____________Bible Institute/College. 
 

Signature ___________________________________________________ Date ______________ 
 

Please submit application with $50.00 application fee to:   INSERT INSTITUTE/COLLEGE NAME  
       AND ADDRESS HERE 
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Pastor’s Reference Form 
 
Name of applicant 
Last_______________________________ First (legal)___________________ Middle Initial _____ 
 
I understand that I am submitting confidential forms to persons named for reference on this form for 
the purpose of admission to __________ Institute/College, and that these forms are to be returned 
directly to the admissions office.  I waive my right to review the completed reference forms under 
the provisions of the Family and Educational Rights and Privacy Act of 1974.  I understand that my 
file may be made available to any appropriate faculty member, admissions panel or administrative 
officer of ___________________ Institute/College. 
 
Applicant Signature________________________________________ Date ____________________ 
 
Have you known the applicant for at least one year?  Yes No 
Have you known him/her to live a consistent Christian life? Yes No 
How long has he/she been an active part of your church fellowship? 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
Please circle the number on the following scale indicating your assessment of the applicant’s 
participation in the life of the church: 
   POOR        SUPERIOR 
Dependability  1 2 3 4 5 6 7 8 9 10 
Cooperation  1 2 3 4 5 6 7 8 9 10 
Initiative  1 2 3 4 5 6 7 8 9 10 
Leadership  1 2 3 4 5 6 7 8 9 10 
Attitude & Respect 1 2 3 4 5 6 7 8 9 10 

for Authority  
Teachableness  1 2 3 4 5 6 7 8 9 10 
 
Please circle the following concerning this applicant: 
   POOR        SUPERIOR 
Mental Ability 1 2 3 4 5 6 7 8 9 10 
Personality 1 2 3 4 5 6 7 8 9 10 
Financial Integrity 1 2 3 4 5 6 7 8 9 10 
Financial Ability 1 2 3 4 5 6 7 8 9 10 
General Health 1 2 3 4 5 6 7 8 9 10 
Personal Appearance 1 2 3 4 5 6 7 8 9 10 
Emotional Stability 1 2 3 4 5 6 7 8 9 10 
Family Relationships 1 2 3 4 5 6 7 8 9 10 
Inter-Personal Relationships 1 2 3 4 5 6 7 8 9 10 
Spiritual Maturity 1 2 3 4 5 6 7 8 9 10 
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Would you consider this person for a position of leadership in your church provided that he/she had 
the proper training and abilities for the position?  
 
       Yes              No       If no, why not? ______________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
In your judgment, has this applicant attained the spiritual maturity necessary to begin preparation for 
ministry?       Yes           No 
Do you recommend him/her without reservation?          Yes                No 
Please comment on the individual’s suitability for this program and expand on any of your answers 
from above as appropriate: 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
________________________________________________________________________________  
 
 

Signature _________________________________________ Date _______________________ 
 

Print Name _____________________________________________________________________  
 

Your position in the church ________________________________________________________ 
 

Church Name and Denomination____________________________________________________  
 

Church Phone  __________________________________________________________________  
 

Church Mailing Address___________________________________________________________ 
 

City_________________________________________ State _____________  Zip_____________ 
 
Thank you for completing this reference form. Please sign, seal, and return your completed form in 
the envelope provided as soon as possible to:  INSERT SCHOOL NAME AND ADDRESS HERE 
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Academic Reference Form 
 
Name of applicant 
Last_______________________________ First (legal)___________________ Middle Initial _____ 
I understand that I am submitting confidential forms to persons named for reference on this form for 
the purpose of admission to __________ Institute/College, and that these forms are to be returned 
directly to the admissions office.  I waive my right to review the completed reference forms under 
the provisions of the Family and Educational Rights and Privacy Act of 1974.  I understand that my 
file may be made available to any appropriate faculty member, admissions panel or administrative 
officer of ___________________ Institute/College. 
 
Applicant Signature_______________________________________ Date_________________ 
Have you known the applicant for at least one year?  Yes No 
Does it surprise you that the applicant is applying to attend Bible College?          Yes          No 
Why? or Why not? 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

Based upon your current knowledge of this applicant, what is your assessment of his or her potential 
for success in college? 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
Please circle the number on the following scale indicating your assessment of the applicant’s school 
involvement and performance: 
   POOR        SUPERIOR 
Dependability 1 2 3 4 5 6 7 8 9 10 
Cooperation 1 2 3 4 5 6 7 8 9 10 
Initiative 1 2 3 4 5 6 7 8 9 10 
Leadership 1 2 3 4 5 6 7 8 9 10 
Attitude & Respect for Authority  1 2 3 4 5 6 7 8 9 10 
Teachability 1 2 3 4 5 6 7 8 9 10 
Inter-Personal Relationships 1 2 3 4 5 6 7 8 9 10 
Conduct/Behavior 1 2 3 4 5 6 7 8 9 10 
Academic Ability 1 2 3 4 5 6 7 8 9 10 
Verbal Communication 1 2 3 4 5 6 7 8 9 10 
Study Skills 1 2 3 4 5 6 7 8 9 10 
Academic Honesty/Integrity 1 2 3 4 5 6 7 8 9 10 
Diligence/Perseverance 1 2 3 4 5 6 7 8 9 10 
Work Ethic/Attention to Detail 1 2 3 4 5 6 7 8 9 10 
Reading Ability 1 2 3 4 5 6 7 8 9 10 
Writing Ability 1 2 3 4 5 6 7 8 9 10 
Critical Thinking 1 2 3 4 5 6 7 8 9 10 
Mental Focus/ Concentration  1 2 3 4 5 6 7 8 9 10 
Maturity 1 2 3 4 5 6 7 8 9 10 
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In your judgment, has this applicant attained the personal and academic maturity necessary to begin 
college study?    Yes           No 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

In your judgment, has this applicant attained the personal and academic maturity necessary to begin 
preparation for ministry?       Yes           No 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

Do you recommend him/her to this college without reservation?          Yes                No 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

 
Assuming that the candidate continues to mature at a steady rate and does well in his or her studies, 
would you consider attending a church or participating in a ministry led by this individual upon 
graduation? (This does not commit you to actually do so)  
Yes              No       Why? or Why not?  
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

Please comment on the individual’s suitability for this program and expand on any of your answers 
from above as appropriate; 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 
Signature _________________________________________ Date _________________________ 
 

Print Name ______________________________________________________________________  
 

Your position in the School __________________________Teaching Subject _________________ 
 

School Name and Location __________________________________________________________  
 

Phone  __________________________________________________________________________  
 

Mailing Address___________________________________________________________________ 
 

City ________________________________________ State _____________  Zip______________ 
 
Thank you for completing this reference form. Please sign, seal, and return your completed form in 
the envelope provided as soon as possible to:   INSERT INSTITUTE/COLLEGE NAME AND  
       ADDRESS HERE 
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Employer’s Reference Form 
 
Name of applicant 
Last_______________________________ First (legal)___________________ Middle Initial _____ 
I understand that I am submitting confidential forms to persons named for reference on this form for 
the purpose of admission to __________ Institute/College, and that these forms are to be returned 
directly to the admissions office.  I waive my right to review the completed reference forms under 
the provisions of the Family and Educational Rights and Privacy Act of 1974.  I understand that my 
file may be made available to any appropriate faculty member, admissions panel or administrative 
officer of ___________________ Institute/College. 
 
Applicant Signature_______________________________________ Date_________________ 
Have you known the applicant for at least one year?  Yes No 
Does it surprise you that the applicant is applying to attend Bible College?          Yes          No 
Why? or Why not? 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

Based upon your current knowledge of this applicant, what is your assessment of his or her potential 
for success in college? 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
Please circle the number on the following scale indicating your assessment of the applicant’s work 
involvement and job performance: 
   POOR        SUPERIOR 
Dependability 1 2 3 4 5 6 7 8 9 10 
Cooperation 1 2 3 4 5 6 7 8 9 10 
Initiative 1 2 3 4 5 6 7 8 9 10 
Leadership 1 2 3 4 5 6 7 8 9 10 
Attitude & Respect for Authority 1 2 3 4 5 6 7 8 9 10 
Teachability 1 2 3 4 5 6 7 8 9 10 
Inter-Personal Relationships 1 2 3 4 5 6 7 8 9 10 
Conduct/Behavior 1 2 3 4 5 6 7 8 9 10 
Mental Ability 1 2 3 4 5 6 7 8 9 10 
Verbal Communication 1 2 3 4 5 6 7 8 9 10 
Job Skills/Attention to Detail 1 2 3 4 5 6 7 8 9 10 
Honesty/Integrity 1 2 3 4 5 6 7 8 9 10 
Diligence/Perseverance 1 2 3 4 5 6 7 8 9 10 
Work Ethic 1 2 3 4 5 6 7 8 9 10 
Reading Ability 1 2 3 4 5 6 7 8 9 10 
Writing Ability 1 2 3 4 5 6 7 8 9 10 
Critical Thinking 1 2 3 4 5 6 7 8 9 10 
Mental Focus/ Concentration  1 2 3 4 5 6 7 8 9 10 
Maturity 1 2 3 4 5 6 7 8 9 10 
 

 



Records and Record Keeping 
 

4.22 

In your judgment, has this applicant attained the personal and academic maturity necessary to begin 
college study?    Yes           No 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

In your judgment, has this applicant attained the personal and academic maturity necessary to begin 
preparation for ministry?       Yes           No 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

Do you recommend him/her to this college without reservation?          Yes                No 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

 
Assuming that the candidate continues to mature at a steady rate and does well in his or her studies, 
would you consider attending a church or participating in a ministry led by this individual upon 
graduation? (This does not commit you to actually do so)  
Yes              No       Why? or Why not?  
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

Please comment on the individual’s suitability for this program and expand on any of your answers 
from above as appropriate; 
________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 
Signature _________________________________________ Date _______________________ 
 

Print Name _____________________________________________________________________  
 

Your position in relation to the applicant (e.g. Supervisor) ________________________________ 
  

Job Title _________________________Place of Employment_____________________________  
 

Phone  _________________________________________________________________________  
 

Mailing Address__________________________________________________________________ 
 

City_________________________________________ State _____________  Zip_____________ 
 
Thank you for completing this reference form. Please sign, seal, and return your completed form in 
the envelope provided as soon as possible to:   INSERT INSTITUTE/COLLEGE NAME AND  
       ADDRESS HERE 
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Christian Friend Reference Form 
 
Name of applicant 
Last_______________________________ First (legal)___________________ Middle Initial _____ 
I understand that I am submitting confidential forms to persons named for reference on this form for 
the purpose of admission to __________ Institute/College, and that these forms are to be returned 
directly to the admissions office.  I waive my right to review the completed reference forms under 
the provisions of the Family and Educational Rights and Privacy Act of 1974.  I understand that my 
file may be made available to any appropriate faculty member, admissions panel or administrative 
officer of ___________________ Institute/College. 
 
Applicant Signature_______________________________________ Date_________________ 
 
Please circle the statement in each category which best describes the applicant over the past six 
months. 
 
SPIRITUALITY - Consider his/her personal devotion and testimony to others. 
 Vital and contagious Genuine, but mild Extreme and overly emotional Relatively superficial 
 
MORAL INTEGRITY - Consider his/her life-style at home and in the estimation of others. 
 Without question  Acceptable  

 Questionable       Is growing, but has several lingering problems   

RELIABILITY - Consider dependability, willingness, and consistency. 
 Reliable Usually reliable Erratic Unreliable 
 
COOPERATION - Consider dependability, willingness to work with people in various capacities, loyalty. 
 Outstanding Usually cooperative Indifferent Uncooperative 
 
INITIATIVE AND PERSEVERANCE - Consider his/her ability to see things to do and to be diligent in 
accomplishing tasks. 
 Completes tasks regardless of the difficulty Does ordinary assignments  

 Completes tasks if supervised Needs consistent prodding 

EMOTIONS - Consider the way he or she reacts in various situations. 
 Well-balanced Fairly well-balanced Easily depressed or elated Not responsive 
 
JUDGEMENT AND COMMON SENSE - Consider the way he or she makes decisions.  
 Sound decisions Fair deductions Poor results Lacks ability 
 
LEADERSHIP - Consider his/her leadership potential in relationships with others. 
 Consistently is a leader      Leads occasionally        Seldom leads Never leads 
 
PERSONALITY AND TACT - Consider his/her general impression in relationships. 
 Well-liked Accepted Tolerated Rejected by others 
 
INTELLIGENCE - Consider mental alertness 
 Intelligent responses  Average responses  

 Fails to apply knowledge Never thinks things through 
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Do you recommend this applicant to become a student at _______________ Bible Institute/College? 
 With enthusiasm With no hesitation With some hesitation With much hesitation 
 
How long have you know this applicant? _______________________________________________________________  
 
In what capacity?__________________________________________________________________________________  
 
Is he or she related to you in any way?             Yes              No       If yes, please explain: _________________________  
 
________________________________________________________________________________________________  
 
What is your profession or position?___________________________________________________________________  
 
Please comment on the individual’s suitability for this program/expand on your answers above as appropriate: 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 

________________________________________________________________________________  
 
 
Signature _________________________________________ Date _____________________ 
 

Print Name ________________________________________   Phone____________________  
 

Thank you for completing this reference form. Please sign, seal, and return your completed form in the envelope 
provided as soon as possible to:  
 

 INSERT INSTITUTE/COLLEGE NAME AND     
 ADDRESS HERE 
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Transcript Request Form 
 
 
Date                        /                        /                         
 
TO      Office of the Registrar 
 
School Name ________________________________________________ 
 
Address ________________________________________________ 
  
 ________________________________________________ 
 
From 
Last____________________________________First___________________Middle Initial ______ 
 
Maiden Name ____________________________ Social Security Number_____________________ 
 
Address ________________________________________________________________________  
 
City   ___________________________________ State _______________ Zip _________________  
 
Day Phone ________________________________ Evening Phone __________________________ 
 
Birth Date ________________________________ 
 
Dates Attended 
From                        /                        /                        to                        /                        /                         
 
Please send official transcript to:  INSERT INSTITUTE/COLLEGE NAME HERE 
   
 
 
 
 
 
 
Transcript request fee of  $________________.00 enclosed.  
 
Student’s Signature__________________________________________Date___________________ 
 
*Note to student:  Most institutions charge a fee of $5-10 for transcript processing.  Please contact 
the school for information regarding the appropriate fee, and enclose a check or money order for the 
appropriate amount to expedite your request.  
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Financial Aid Applications, Award Letters, and Financial Aid Agreements––If your institute or 
college provides any form of financial assistance to students, whether it is a tuition waiver, grant, 
scholarship or work-study agreement, there must be some form of accountability for how the financial 
assistance is awarded, particularly if it is coming from donated funds.  Students should be required to fill 
out an application that gives their name, current monthly income, previous year’s adjusted gross income, 
savings, any other sources of support (such as parents) and the amount of that support monthly, 
anticipated student course load for each semester of that year, student ministry commitments, and any 
other pertinent information that will help in the award process of financial assistance.  There should be a 
clearly set deadline for application and a set process for evaluating the completed applications, so that 
the aid will be distributed as fairly and evenhandedly as possible.  It is best to have at least three persons 
(if possible) involved in the award evaluation process.  A good team would be the Institute 
Director/Academic Dean, Sr. Pastor of the sponsoring church or Dean of Students, and a member of the 
Faculty or Institute Advisory Board/College Board of Directors.  The amount awarded should be printed 
on the application and an award letter and Financial Aid Agreement should be given to the student to 
sign accepting the aid, with any stipulations, such as work-study obligations, being noted. 
 

Financial Aid Application 
 

SCHOOL YEAR o 2008-2009    OR       o 2009-2010  (Check ONE) 
 

CRITERIA:  Eligibility will be determined by the following: 
1. Enrolled for the purpose of seeking a BA, BTh, AA, or Certificate program. 
2.   Enrolled in eight or more credit hours of classes in each semester receiving financial aid. 
3.   If enrolled previously or transferring from another college, have at least a grade point average of 2.0. 
4.   Demonstrated financial need. 
 

This information will be used only by __________ Bible Institute/College for the purpose of 
determining financial aid.  The information will not be disclosed to any other organization without the 
written permission of the student. 
1. Last_____________________________ First (legal)__________________Middle Initial ________ 

2. Permanent Address ________________________________________________________________ 

 City_______________________________________ State ________________ Zip______________ 

3.   SS# ______________________________________ 
 

4. Birth Date _________________________________ 
 

5. Home Phone_______________________ Cell Phone _________________ Fax________________ 

6.  E-mail (1) _________________________________ E-mail (2) _____________________________ 
 

7.   U.S. Citizen? Yes                No 
 

8.   If no,   Country _________________________ Visa Type ______________________________ 
 

9.   Marital Status: single, divorced, widowed married separated 
 

10.  I will enroll o Fall   o 8 credits or more   o less than 8 credits 

    o Spring   o 8 credits or more o less than 8 credits 
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11. Eligible for veterans’ education benefits?  o Yes     o No  
 o Montgomery GI Bill o  National Guard   o VA Vocation Rehabilitation 
 Applied for VA education benefits?   o Yes       o No 
 
Students: Report for you and your spouse (if married) Enter N/A if any block is not applicable to you: 
12.  What was your adjusted gross income for 2007 for 2008-2009 school year (2008 for 2009-2010)?   
 $          ,          .00  Use amount reported to IRS Form 1040-line 33;1040A-line 18; or 1040EZ-line 4. 
 (Please include spouse’s income in total, if married) 
 
13. Total current balance of cash, savings, and checking accounts: $         ,           .00 
 

14. Do you live at home with your parents? o Yes    o No 
 

15. Are you financially independent of your parents according to the IRS rules? o Yes o No 
 If no, what was your parent’s adjusted gross income for 2007 for 2008-2009 school year (2008 for 

2009-2010): $         ,           .00 
 
16. What level of financial support do you expect to receive from your parents for school per semester? 

  o 100% tuition, fees, books and living expenses o No support from parents 

 Or enter a dollar level of o partial support per semester:  
       $ _________________________ Fall      $ ________________________ Spring 
 
17. Indicate the amount and source if you are receiving other financial aid/scholarships: 
 $   _________________________    Source _________________________ 
 $   _________________________            Source _________________________ 
18. If your financial situation has changed since December 31, 2007 (2008 for 2009 -2010 school year), 

please explain:  ________________________________________________________________ 

 _______________________________________________________________________________ 

 _______________________________________________________________________________ 

19. Are you currently employed?    o yes    o no     If yes, is it     o part time    or   o full time           
 If yes, what is your current monthly income: $         ,           .00 
 

20.  Are you willing to participate in the work/study program?   oYes     o No 
21.  If you are not awarded financial aid, what is your plan for financing your education? 
 _______________________________________________________________________________ 

 _______________________________________________________________________________ 

Student’s Signature _________________________ Date _________________________ 
 
School Official Signature _________________________ Date_________________________ 
 
Award Amount  $         ,           .00 
 
Application Due Date: July 1 for fall term; December 1 for spring term.  Please submit completed 
application to Financial Aid Director, insert school address. 
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Sample Financial Aid Award Letter 
January 16, 2008 
 
John Q. Public 
 
 
Dear JQ, 
 
We have been blessed with the responsibility to steward well all that God has given to our school for the 
purpose of training and equipping leaders who have been called to serve Him here in (State) and 
throughout the world.  It is also a privilege for an educational institution as young as __________ Bible 
Institute/College to be able to provide financial assistance to our students. 
 
We are pleased to inform you that your financial aid award for the Spring 2008 semester is as follows: 
 

• Enrolled for #_______ semester hours 
 Work Study  $ amount 
 Financial Aid  $ amount 
 Academic  $ amount 
 Emerging Leader Scholarship $ amount 
 Other   $ amount  
 
Please read and sign the enclosed agreement regarding your acceptance of this award, and return it to the 
Registrar.   
 
In accepting this award, I ask that you would always uphold your service to the Lord by honoring Him 
in prayer, serving excellently with your whole heart, and responsibly fulfilling this agreement as a 
student in good standing of ____________ Bible Institute/College. 
 
May God continue to guide and bless you as you faithfully seek Him daily. 
 
In His service, 
 
 
 
Director or Dean’s name 
Director/Academic Dean 
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(School Name) Financial Aid Agreement 
 

I agree to the following conditions for receiving financial aid: 
 

� This agreement is effective during the semester in which I am enrolled, subject to continuing 
status as a student in good standing at (School Name).  

 
� The financial aid may be used for tuition, fees, or books.   

 
� The acceptance of financial aid requires the student maintain the cumulative GPA standards in 

the catalog for continued enrollment.  A student placed on academic probation will have one 
semester to raise their cumulative GPA to a satisfactory level before losing financial aid. 

 
� If I withdraw from school during the semester or I am suspended due to conduct or 

administrative reasons by (School Name), the financial aid will be prorated based on the number 
of weeks of the semester completed.  The unused portion of the financial aid will be withdrawn 
from the student’s account and the student responsible for any balance due to (School Name).  

 
� This agreement may be revoked by (School Name), pending student submission of mitigating 

facts, if I do not fulfill the conditions of this agreement at any time during the semester. 
 

� My signature below gives consent to the conditions of this agreement, and indicates that I have 
received a copy of this contract for my records. 

 
Dollar amount of financial aid: $__Award Amount 
 
Period of agreement: January 16 – May 16, 2008 
 
Student Name:    ___John Q. Public_________ 
     
 
Signature: ________________________________ Date: ________________ 
 
 
 
 
_________________________________________ 
(Director/ Dean Name) Signature 
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Housing Application––For those institutes/colleges that provide school housing or provide assistance 
finding housing for students during their time in the program, a housing application will be needed to 
provide the information necessary for assigning or finding students housing.  Important items to include 
on the form are student full name, permanent address, phone numbers, e-mail addresses, age, gender, 
housing type preference, price range they can afford per month for rent, whether they will have their 
own car or be using public transportation, and any other information that you may find useful for 
helping assign or find housing for the student. 

 

Housing Application Form 
 

____________ Bible College has two types of housing for Students: School-owned or managed housing; or a room in a 
house or a shared apartment in the local community.  Students who desire to arrange for housing while in school must fill out 
this form.  Every attempt will be made to obtain accommodations that meet the criteria the student listed. 
 

Last_____________________________ First (legal)__________________Middle Initial _________ 

Permanent Address _________________________________________________________________ 

City_______________________________________ State_________________ Zip______________ 

Mailing Address____________________________________________________________________ 

City_______________________________________ State_________________ Zip______________ 

Home Phone_______________________ Cell Phone___________________ Fax_________________ 

E-mail (1) __________________________________ E-mail (2) ______________________________ 

Date housing required: ___ ___ / ___ ___ / ___ ___  
Type of Housing:  Check the type of housing desired and answer the questions. 

o Share school dormitory apartment with 3 roommates--2 bedroom fully furnished, utilities included 

  o name of requested roommate _________________________ or  o assign me one 

  oI plan to bring a vehicle and park at the dorm. 

o Apartment in the community, Utility costs to be shared, including telephone and cable TV  

  o Share with roommate  Yes  No 

  Max number of roommates o 1, o 2,  or  o 3 

  o Furnished  o Partially furnished   
  I plan to bring a vehicle and park at the apartment.        Yes                    No 

o Room in a House  
  Private bathroom  Required  Preferred 
  Willing to share bathroom  Yes  No 
  Kitchen access  Required  Preferred  Not Required 
  Washer/Dryer access               Required         Preferred         Not Required 
  Telephone access  Required  Preferred  Not Required  
  Transportation needs  Plan to use bus    Will have own vehicle 
    Desire carpool or will share expenses 
Please attach any other information pertinent to your housing request to back of form. 
Application Due Date: July 1 for Fall term; December 1 for Spring term.  Please submit completed 
application with $25.00 to Housing Director, Insert School address here 
 

Signature______________________________                 Date________________________ 
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Student Profile–– This should contain up-to-date personal data for each student, former student, or 
graduate.  The data should include: the name; date of birth; contact information including the most up-to 
date phone numbers, mailing address, e-mail addresses and cell phone; permanent address (if it is 
different from the school address); home church; date of admission; date of withdrawal or graduation; 
person to contact in an emergency; any medical condition(s) that may require special treatment or 
attention in an emergency; and student ID number (It is no longer recommended that schools use Social 
Security card numbers for student file identification due to the danger of identity theft.  In fact some 
states prohibit use of Social security numbers on State ID and Driver’s licenses and School IDs.). 

 

Student Profile 
 
Please print clearly. 
 
Name:___________________________________________________________________ SS#:__ __ __- __ __-__ __ __ __ 
             Last                                                                                       First                                             Middle 
 

Day Phone:________________________ Evening Phone:_____________________ E-mail:__________________________ 
 
Local Address: ____________________________________________________________________________________  

 ____________________________________________________________________________________  
  
Birthplace:  __________________________________________________________________ Birth Date:__ __/__ __/__ __ 
 

Marital Status: o Single o Married Anniversary:__ __/__ __/__ __ 
 
Spouse’s Name_____________________________________ Birth Date:__ __/__ __/__ __

 Occupation:______________________ 

Please list below information on your family:  
Child’s Name Birth Date School Currently Attending 

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

 
When did you receive Jesus Christ as your personal Savior? __________________________________________  

When and where were you baptized? _________________________________________________________  

What are your spiritual gifts? _______________________________________________________________  

Church you attend/Denomination: ___________________________________________________________  

 

Point of Community:   o Midweek Service  o Ministry Group        o Care Group  Name of Group: _______   
 
 



Records and Record Keeping 
 

4.32 

Have you attended/participated in the following: 
 

o Church membership class        o Experiencing God  o Other:  __________________________   
 

Do you currently have a: o Mentor      o Accountability Partner o Prayer Partner o Other ____________  
 

Are you currently discipling someone:  o Yes _______________________________ o No ______________  
 
Ministries you are currently involved in: __________________________________________________________________  
 

__________________________________________________________________________________________________  
 
Ministry Experience: _________________________________________________________________________________  

__________________________________________________________________________________________________  

__________________________________________________________________________________________________  

What group, culture, or country do you have a passion to minister to? ____________________________________  

___________________________________________________________________________________  

Who has most influenced your Christian growth? _________________________________________________  

 

How? ______________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

Do you feel called to full-time ministry?  What kind of ministry? _______________________________________  

Are you planning to be a part of a church-planting team? ____________________________________________  

What “position” on the team? ______________________________________________________________  

Where do you feel called to serve? ___________________________________________________________  

How long have you been attending __________ Bible Institute/College?  

o First Semester o Second Semester                  o Third Semester                  o Fourth Semester 
 

Student Status:   o Full-time (12+ semester hours)   o Part-time (less than 12 sh)     o Other___________  
  

Track/Major:  o Pastoral Ministry      o Marketplace Ministry   o Worship & the Arts o Christian Ministry 
 

Please list all post high school institutions you have attended: 
Name of School  City, State  Dates Attended Degree Received 

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

Your Current Employer:__________________________________________  Position: ___________________________  
 
Signature: _____________________________________________________  Date:______________________________  
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Emergency medical information sheet–– It is important to have some basic medical information for 
each student on hand for staff to give to emergency responders if there is a medical emergency. If a 
school retreat or other event takes place offsite, the staff member overseeing the event should carry 
copies of this information for each of the persons involved for use in case of emergency.  Information on 
the sheet should include:  Full legal name, address, phone number, person to contact in an emergency, 
medical insurance provider and policy number, the name of their primary care physician, any known 
pre-existing medical conditions, any daily medications, and any medical condition(s) that may require 
special treatment or attention in an emergency. 

 

Emergency Medical Information 
 
Please print clearly. 
 Name: ______________________________________________________________________________             
Last                                                                         First                                   Middle                         (Maiden)  

 
 Address: ____________________________________________________________________________ 
 
   
 SS#: __ __ __- __ __-__ __ __ __ Birth Date: __ __/__ __/__ __ 
 
 
 Day Phone: __ __ __-__ __ __-__ __ __ __  Evening Phone: __ __ __-__ __ __-__ __ __ __ 
 
In case of emergency, contact: ____________________________________________________________________ 
                                                                     Name                                                                                                   Relationship 
 
 Phone: __ __ __-__ __ __-__ __ __ __ 
 
Or contact: ___________________________________________________________________________________ 
                                                                     Name                                                                                                   Relationship 
 
 Phone: __ __ __-__ __ __-__ __ __ __ 
 
Medical conditions:_____________________________________________________________________________ 
 
____________________________________________________________________________________________ 

 
Medications: __________________________________________________________________________________ 
 
____________________________________________________________________________________________ 

 
Medical Insurance Carrier Name __________________________________________________________________ 
 
Medical Insurance Group Name and Number ________________________________________________________ 
 
Policy Number and Name of Primary Insured ________________________________________________________ 
 
Primary Care Physician__________________________________________________________________________ 
 
 Physician’s Phone: __ __ __-__ __ __-__ __ __ __   
 
**Please attach current Tuberculosis Examination Certificate and MMR Vaccination Record 

   
Signature:___________________________________________________ Date:  __ __/__ __/__ __  
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Registration Forms––Each institute should generate a form for use in registering students for classes 
each term.  It should include full legal name, school ID#, current contact information (mailing address, 
e-mail addresses, phone numbers), names and course # of courses, dates of class meeting, class meeting 
times, class location if more than one teaching location is used by the institute, number of credit hours 
for each course, tuition cost for each course, any fees, and an indication of method of payment.  There 
should be a place for the student and the academic advisor to sign the form. 

 

 Registration Form 
 

Date Semester Begins   __________________________Date Semester Ends       ___________________________________ 
 
Name ___________________________________________________________________ ___________________________ 
 Last                                                               First                                      Middle                         (Maiden)  
 

Address______________________________________________________________   
 

____________________________________________________________________  Day Phone ___________________  
 

____________________________________________________________________  Evening Phone _______________  
 

E-mail Address ________________________________________________________  Cell/Pager ___________________  
 

Degree Program _______________________________________________________  Major _______________________  
 

Course No. Day Time Instructor Credit 
Hours 

Cost/Hour Tuition 
Charges 

       

       

       

       

       

       

       

Total Charges  Financial Aid /Credit Payment  
Tuition $ ______________  Scholarship $ _____________  Balance Due $_____________  

Registration Fee $ ______________  Tuition Assistance $ _____________  Amount Paid $_____________  

Library Use Fee $ ______________  Work/Study $ _____________  Balance Due $_____________  

Student Life $ ______________  Staff__________  $ _____________  Payment Method  

Books $ ______________  GI Bill ______________    (Check, cash, credit card) 

Other $ ______________  Other/Waiver $ ______________    ___________________________   

Specify _______________________     Specify ______________________       

Total Charges $ ______________  Total Credits $ ______________  Payment Plan  Yes ____ No ____ 

I have read, understand, and agree to the conditions on the attached enrollment contract regarding the above course(s) and 
fees.  This Registration Form and the Enrollment Contract are legally binding instruments when signed by the student and 
accepted by this institution. 

______________________________________________________________________  
Student Signature Date School Official Signature 
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Enrollment Contracts––This form is a legal necessity.  It defines the rights and responsibilities of the 
students upon enrolling in classes. It should outline any financial obligations the student has to the 
school, especially if a payment plan is involved.  It should include a refund schedule for course 
withdrawals that specifies how much tuition will be refunded based upon which week of the term the 
student withdraws from classes.  Normally fees are not refunded after the first week of class.  Most 
importantly, there should be a place for the student to sign the form, since this is a legally binding 
contract for services. 
 

 

Enrollment Contract 
 

Date Semester Begins ________________________ Date Semester Ends ___________________ 
 
Name_______________________________________________________________________________  
 Last                                                                             First                                      Middle                          
 
I have read, understand, and agree that this Enrollment Contract is a legally binding instrument with all 
conditions herein.  I am fully responsible for payment of the costs incurred by enrolling.  I will submit 
all required information to facilitate the receipt of financial aid funding, but agree that I am solely 
responsible for the payment of the account resulting from the costs of my enrollment. 
 
I will submit official forms to the Registrar to cancel enrollment, change classes, or withdraw.  I 
understand and agree that the refund due my account will be based upon the date I submit the official 
form to the Registrar. 
 
I am responsible for all tuition costs upon withdrawal from courses as follows: 
 Through the first week of class........................................No Penalty 
 Through the second week of class ..................... 20% of total tuition 
 Through the third week of class......................... 40% of total tuition 
 Through the fourth week of class....................... 60% of total tuition 
 Through the fifth week of class ......................... 80% of total tuition 
 After the fifth week of class............................. 100% of total tuition 
 

• I will be responsible for payment of all collection costs and late fees if my account becomes past due 
as determined by _______________________ Bible Institute/College.   

• My account must be paid in full before I can officially withdraw, receive transcripts, diploma, grade 
reports, or re-enroll in future terms.  

• Transcripts will not be issued unless I furnish official transcripts from all previous schools attended 
within the first term I am enrolled at _______________________ Bible Institute/College.    

• I will request official transcripts in writing from the Registrar, _______________________ Bible 
Institute/College. 

 
____________________________________________________________________________________ 
Student Signature Date School Official Signature 
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Payment Plan Contract (May be included at bottom of enrollment contract)––If an institute or college 
allows students to pay for tuition over the course of the term rather than expecting payment-in-full at the 
beginning of the semester, then the student must be required to sign a payment plan contract that 
outlines the total amount due and each date that a payment is due with the amount due on each payment 
date.  Only tuition should be paid for on a payment plan, all fees should be collected at the beginning of 
the term along with the first portion of the tuition. Any penalties, such as late fees or interest should be 
spelled out as well as the penalty for default on the payment plan, which is usually involuntary 
withdrawal from all courses until the payment is made.  Most importantly, there should be a place for 
the student to sign the form, since this is a legally binding contract for payment. 
 

Semester Payment Plan 
 
I have requested and been approved to pay tuition costs in three installments, on the Tuition Payment 
Plan, and agree to the following schedule and payments (fees are due with the first payment): 
 
Tuition to be paid in three installments $ _______________  
 
 1/3 of tuition & all fees =First tuition payment payable immediately $_____________   
 1/3 of tuition due for each subsequent payment $ ___________ 
  
      FIRST payment due at registration:       =  $ _____________ 
 
 SECOND payment due date__________:  =  $ _____________ 
 
 THIRD payment due date____________:  =  $_____________ 
 
I agree to pay late fees and other collection costs resulting from past due payments.  I understand and 
agree that my withdrawal from a course does not cancel my obligation to pay all remaining payments.  
Refunds due will be repaid to me by _______________________ Bible Institute/College.  No notices 
will be sent. I will keep this form as a reminder of payment due dates. 

 

____________________________________________________________________________________ 
Student Signature Date School Official Signature 
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Application for Course by Directed Study 
(Attach to the Registration Form) 

 

The following checklist must be completed before the application can be made for a directed study: 
 YES OR NO  
1.  How many hours of Directed studies have you had? _____  

(No more than six hours are allowed) 
2. Are you a graduating Senior? _____  
3. Have you completed at least 12 semester hours toward your major? _____  

and 12 semester hours toward your minor (if applicable)?  _____  
4. Has a substitute course been investigated with the Director/Academic Dean? ______  
5.  Is this course needed either Junior or senior level? ______  
6. Is this need for the directed study because of a class schedule conflict? ______  
 
ADDITIONAL REQUIREMENTS:  
1.  A minimum of one hour each week must be spent with the instructor, who must be a full-time 

faculty member at ____________Bible Institute/College.  
2.  Directed study courses may not be for lower division courses in the General Education.  
3.  The study time required to complete the course must be at least equal to that required for a regular 

class.  
4. A qualified professor must agree to teach the Directed Study course. Approval by the Institute 

Director/Academic Dean is then required. These approvals should be obtained prior to registration 
day.  

 
The following must be completed, with all signatures.  

Student ID No. ________________________Semester to be taken _______________________  

I hereby make application to take__________________________________________________ 
 (Prefix and number)  (Title)  
as a Directed Study because  _____________________________________________________ 

_____________________________________________________________________________ 

Print or type name of student __________________________________ Date ______________ 

Signature of Student ____________________________________________________________ 

Current Address _______________________________________________________________ 

_____________________________________________________________________________ 
 (city)  (state)  (zip code)  

1.  Approved: Instructor______________________________________ Date _______________ 

 Director/Academic Dean __________________________________ Date _______________ 

2.  Not Approved: __________________________________________ Date _______________ 
 Signature of person rejecting request    
 

THE REGISTRATION PROCESS MUST BE COMPLETE IN ORDER TO RECEIVE CREDIT FOR THIS COURSE.  
Original-Registrar, Copies to Student, Instructor, and Director/Dean.  
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Prerequisite Waiver Request Form 
Under special circumstances, such as when a required prerequisite for a course has not been offered in 
more than two years or could not be taken previously due to a scheduling conflict, a student may request 
a waiver of the normally required course prerequisite. Another possible justification for a prerequisite 
waiver is if the student has taken a related, though not identical course to the required prerequisite that 
may provide adequate academic preparation for the course in question. The prerequisite waiver request 
must be approved in writing by the Institute Director or Academic Dean and by the major professor in 
the discipline.  A copy of the approval should be kept in the student’s academic record and be noted on 
their degree program progress sheet or degree plan. 

 
Prerequisite Waiver Request 

 
 
Name_______________________________________________________________________________ 
             Last                                                                    First                                        Middle                           
 
 
Address _____________________________________________________________________________ 
 
 
____________________________________________________________________________________ 
 
 
COURSE TO BE TAKEN: ____________________________________________________________             
                                                   Course Number          Course Title                                                                      
  
PREREQUISITE REQUIRED: __________________________________________________________       
                                                  Course Number           Course Title                                                                      
 
 Waiver of Prerequisite requested for the following reasons:____________________________________ 
 
____________________________________________________________________________________ 
 
____________________________________________________________________________________ 
 
Student’s Signature __________________________________________  Date____________________ 
 
 
Course waiver request            □ approved                                 □ not approved  
  
 
Director/Dean’s Signature ______________________________________________________________ 
 
Date: ___________________________________ 
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Course Substitution Request Form 
Under special circumstances, such as when a required course has not been offered in more than two 
years, a student may request to substitute another course in the curriculum for the normally required 
course. Course substitution must be approved in writing by the Institute Director or Academic Dean and 
by the major professor in the discipline.  A copy of the approval should be kept in the student’s 
academic record and be noted on their degree program progress sheet or degree plan. 
 

Course Substitution Request 
 

Name______________________________________________________________________________  
             Last                                               First                                                      Middle                           
 
Address ____________________________________________________________________________   
 
____________________________________________________________________________________ 
 
I hereby request permission for the following course substitution: 
 
SUBSTITUTE COURSE:      
 
____________________________________________________________________________________                                                            
Course Number                    Course Title                                   
 
____________________________________________________________________________________                                                            
School course was taken at/to be taken at                                                                                                                                             
  
for REQUIRED COURSE: __________________________________________________________________ 
                                       Course Number       Course Title                                                                                                                                       
                                   
To meet the requirements for the degree of _________________________________________________ 
                                                                     Name of Degree Program 
 
 
for the following reasons: _______________________________________________________________ 
 
____________________________________________________________________________________ 
 
 
Student’s Signature __________________________________________  Date____________________ 
 

Course substitution request     □approved                        □ not approved by: 

 
___________________________________________________________________________________  
Director/ Dean’s Signature                                                                           Date:  
 
Reason for rejection, if rejected:_________________________________________________________  
 

___________________________________________________________________________________  
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Change of Enrollment form (also called an Add/Drop Form)––Institutes/colleges should generate a 
form for students to change their term schedule after their initial registration for the term.  This form will 
be used to drop or withdraw from a class or add additional classes.  Usually courses can only be added 
before the class has met for the third weekly teaching session in a fifteen-week term.  If a student drops 
and adds a course at the same time, there is usually no fee or penalty.  If a student adds a class, they 
must pay the additional tuition for the new class.  If a student drops a class, there is usually a withdrawal 
fee of $10-15 and a pro-rated portion of the tuition will be refunded according to the published course 
refund schedule depending on what week the course is dropped during the term.  This form should be 
signed by the student, course instructor, and Registrar or Director/Dean. 
 

Change of Enrollment Form 

 
Term_______________  Routing 
Date _______________  Enr ______ 
Time_______________  Fin ______  
 
 DROP ONLY           DROP AND ADD           ADD ONLY  
 
[Student:  please fill out sections marked with an asterisk*] 

 
*Name (print 

clearly)_______________________________________________*SS#_______________________ 
 
*Street 
Address_________________________________City_______________State______Zip____________ 
 
*DROP COURSE: ___________    ________    ____________________________    _______________ 
                               Course  Number                Section #                                         Course Title                             Professor’s Name 
 

*Reason for 
Drop___________________________________________________________________________ 
 
Refund due to student (circle one):   
100% during 1st week      80% during 2nd week      60% during 3rd week      
40% during 4th week     20% during 5th week      0% after 5th week  
    

Drop fee:  $10.00 (drop one course) PLUS unpaid tuition balance due = $______________  
 
*ADD COURSE: ____________    ________    ____________________________    _______________ 
                               Course  Number               Section #                                         Course Title                             Professor’s Name 
 

Tuition:  Drop and Add = even exchange                     Add only tuition payment = $____________ 
 
*Payment Methods (circle all that apply) :    
Check    Cash    Money Order     Visa      MC    Discover #___________________VA Scholarship         
                
*Student Signature_________________________  Faculty Signature____________________________ 
  
Director/Dean’s Signature____________________ Registrar Signature__________________________ 
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Change of Degree Program Form––Sometimes a student will begin in one degree program or major 
and desire to change to another degree program or major.  This needs to be formally requested in writing 
and filed in the student file.  Some schools charge a $25.00 fee for this process, since a whole new 
degree plan needs to be generated, which can take a significant investment of time. 

 
Change of Degree Program Request 

 
I request to be changed from the _______________________________________degree 
 
 
program to the  ___________________________________________degree program. 
 
 
Signature  _________________________________________ 
 
 
Print name  _________________________________________ 
 
 
Date  __________________________________________ 
 
 
Approved by:  __________________________________________ 
 
 
Date:__________________________________________________ 
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Unsatisfactory Progress Report Form–– This form is used after the first set of exams or term 
assignments have been graded and no later than the eighth week of class to alert students that they are 
not performing at a satisfactory level of progress for the course, either due to poor grades on the first 
assignment or exam or failure to turn in a major assignment when it was due.  Should a student continue 
to perform at this level they can expect to receive a “D” or “F” in the class.  Instructions should be given 
for how the student can improve their standing in the class and encouraged or offered assistance to do 
so. 

Unsatisfactory Progress Report 
A separate form must be filled out for each student and each class 

 

Date: _________________ 
 
To:_________________________________________________________________________________ 

Student’s Name 

 
From:_______________________________________________________________________________ 

Instructor’s Name 
 

Re: Course:   _________________________________________________________________________ 
 Course Number Course Title 

 
Reason for the unsatisfactory progress status: _______________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

Work required to re-establish satisfactory progress in this course: _______________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

Comments: __________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Instructor’s Signature __________________________________________________________________ 
 

Institute Director or College Dean’s Signature_______________________________________________ 
 

First copy to student, second copy to instructor, third copy to student file 
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Request for Incomplete form––Under extraordinary circumstances like a family emergency, prolonged 
illness, death in the family, serious accident or injury, military deployment, natural disaster or terrorism 
response team deployment, or similar circumstances, a student may be granted additional time to 
complete any remaining incomplete coursework or exams after the end of the term.  This extension must 
be requested by the student and approved by the instructor and the Director or Dean.  It is not granted 
automatically.  Normally a student is given a grade of “I” at the end of the term and given until the fifth 
week of the next full-length term to complete the incomplete work and receive a letter grade for the 
course.  Though an instructor may grant less than this amount of time, if he or she feels that the student 
needs to be held to a shorter deadline.  If the extraordinary life situation continues over an extended 
period of time, the Institute Director or College Dean has the authority to extend the Incomplete for a 
longer period of time than the amount originally granted by the instructor.  
 
This form should include the reason for the Incomplete, a list of incomplete assignments or exams that 
must be completed to finish the course and their percentage value as part of the overall course grade, the 
deadline for completing the coursework and exams, the current score that the student has for completed 
work thus far, and the grade that will be received if the incomplete work is not completed.  This form 
should be signed by the student, course instructor, and the Registrar or Director/Dean.  When the work is 
completed, the instructor will grade the material.  If the instructor is not available, then the Director will 
assign another instructor to grade the material.  The instructor will then assign a grade for the completed 
course and turn in a change of grade form to change the grade of Incomplete to a letter grade. 

 

Professor’s Incomplete Report 
A separate form must be filled out for EACH incomplete given. 

 
Semester ____________________________  

Name______________________________________________________________________________  

             Last                                                                                                        First  

Course ______________________________ _____________________________________________   

                    Department                                       Number                                              Title of Course 

Reason for the grade of Incomplete:______________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

What work is required by the student to complete this course? _________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

Instructions for grading the work:________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  
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The process to be used to calculate the student’s final grade: __________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

• Student’s daily grades ______ to count as ______________________________ % of final 
 

• Student’s test grades ______ to count as ______________________________ % of final 
 

• Student’s other grades ______ to count as ______________________________ % of final 
 

• Student’s final exam grade  _____  to count as ______________________________ % of final 
 

• Student’s completed work grade  _____ to count as ___________________________ % of final 
 

• Unless otherwise stipulated the grade scale in the current catalog will be used. 
 
 
The grade of Incomplete is given on ___ ___ / ___ ___ / ___ ___ , and will automatically become the 
grade of _______ based upon the percentage of the amount of work completed for the course if the work 
is not completed by___ ___ / ___ ___ / ___ ___ . 
 
__________________________________________  
   Student’s Signature 
 
__________________________________________  
   Professor’s Signature  
 
__________________________________________ 
   Director or Dean’s Signature 
 
__________________________________________ 
   Registrar’s Signature 
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Change of Grade form––Under some circumstances a faculty member may need to change a student’s 
grade from the grade originally assigned at the end of the term.  This is true when a student completes 
incomplete work after being assigned an “I” (Incomplete).  It may also be the case when a student 
appeals a grade given on a major assignment or exam or turns in tardy work and the instructor 
graciously accepts it and changes the grade, or if the instructor had previously miscalculated the course 
grade.  The form should include the student name, course name and number, original grade given, new 
letter grade and the reason for the change of grade.  It should be signed by the instructor and the Director 
or Dean. 
 

Change of Grade Form 
 

 

Student’s Name______________________________________________________________________  
               Last                                                                                                                    First  
 
Attention Registrar:  Please make the following grade change: 
  
Semester__________________________________________ 
 
Course ______________________________ _____________________________________________  
                                 Course Number                                                    Course Title 
 
Change final grade from _____   to _____  
 
Reason for grade change_______________________________________________________________  
  
 ________________________________________________________________________________  
 
Instructor’s  Signature________________________________________  Date___________________  

 
This grade change is not final until this form has been received and recorded by the Registrar. 

 
Registrar’s  Signature ________________________________________  Date Received ___________  
 
 Date Recorded___________  
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Ministry Involvement Report––Two and Four-Year Church-Based Bible Colleges desiring 
accreditation with ABHE must require their students to participate in ministry at least five hours each 
week (besides attending worship and Bible study).   The colleges are required to keep a record of this 
ministry involvement and report student compliance level annually.  Ideally this monthly report should 
be discussed with the field supervisor and any mentor or advisor at the school.  Both should sign the 
report and add comments or suggestions for growth and improvement or how to deal with the challenges 
the student is facing.  In addition, Institutes participating with Emerging Leaders Network (ELN) must 
require their students to be involved in 15 hours of hands-on ministry each week, which must be tracked 
and reported.  This is not required of other institutes, but it is a good standard to apply at all institutes. 
  

The Ministry Involvement Report should be filled out monthly and should list the name of student, place 
of service, name of field supervisor, hours of ministry per week, type of ministry conducted, as well as a 
place to report any challenges they are facing in ministry, a place to report any special stories or 
successes, a place for the student field supervisor to sign, as well as the academic advisor or mentor, and 
Registrar or Institute Director/College Dean. There should also be a place where the field supervisor and 
mentor can give feedback and suggestions. 
 

Ministry Involvement Report 
The following reflects the ministries I am currently serving in and the total amount of time this month I 
have invested in each ministry: All certificate and degree-seeking students are required to serve at least 
five (ELN Students fifteen) hours per week in ministry. 

Ministry Name Total hours served this month 

______________________________________________________ _______________________  

______________________________________________________ _______________________  

______________________________________________________ _______________________  

Grand total of hours served this month: _______________________   

On a scale of 1 to 10, how would you rate your effectiveness, commitment, and growth this month in 
your primary ministry area?      

 

Effectiveness  Circle one:     1     2     3     4     5     6     7     8     9     10  
Commitment  Circle one:     1     2     3     4     5     6     7     8     9     10  
Growth  Circle one:     1     2     3     4     5     6     7     8     9     10  

 

How have you exercised your primary spiritual gift in ministry this month?  How has your gifting grown 
as a result? 
 
Share briefly a highlight of one thing God did or showed you during your ministry time this month: 
 
Field Supervisor Comments: 
 
Mentor comments: 

 

Reviewed by (Signature of Field Supervisor): _______________________ Date reviewed: __________ 
 
Reviewed by (Signature of Mentor): ______________________________ Date reviewed: __________ 
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Mentoring Contracts, Reports and Self-Evaluation forms––For those institutes and colleges that 
have a mentoring element in their program, it is very helpful to assess character development and life 
disciplines as part of the mentoring process.  This process should involve both student self-assessment as 
well as the mentor’s assessment of the student.  These forms can be a springboard for discussion 
between the mentor and mentoree, as well as a platform from which the mentor can give assignments for 
developing specific life-disciplines and character traits.  There is no standard format for doing this.  
Each institute/college that desires to utilize such an approach should decide which character traits and 
life disciplines it wants to evaluate and track.  The most important elements you will want to include, in 
addition to the evaluative portion, are name of the student and mentor, the date the form was filled out 
and the date the form was reviewed with the mentor, the signature of the student, and the signature and 
comments and assignments given by the mentor. 
 
 

Mentor Contract  
 

Student Name: ______________________________________________________________________ 

Church: ____________________________________________________________________________ 

Assigned Mentor: ____________________________________________________________________ 

The mentor program is designed to help students receive practical, hands-on experience with ministry skills. The 

responsibilities of each party (the student, the mentor, the institute) are explained in the sections that follow.  
 

Student Responsibilities:  
 

• The student will carry out all assignments while demonstrating a good attitude and a teachable heart.  
• The student will devote the amount of time required to complete satisfactorily all tasks.  

• The student will attempt to gain the maximum benefit from the ministry training that he/she receives.  

• The student will complete and submit to the institute the required reports for all completed ministry experiences.  

 
Mentor Responsibilities:  
 

• The mentor will give the student the agreed-upon number and variety of ministry opportunities.  

• The mentor will devote at least 1 hour per week to instructing the student in ministry philosophy and/or skills.  

• The mentor will complete and submit to the institute the required reports for evaluating the student’s performance.  
 
Institute Responsibilities:  
 

• The institute/college will function as an intermediary between the student and the mentor, making sure that 
both parties are in compliance with the guidelines of the mentor program.  

• The institute/college will maintain consistent contact with both student and mentor.  
• The institute/college will receive and maintain all reports from the student and the mentor.  

 
We, the undersigned, agree to fulfill the responsibilities listed above:  
 

Student : ___________________________________________________________________________ 

Mentor: ____________________________________________________________________________ 

Institute/College Representative: _______________________________________________________ 
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Monthly Head, Hands, and Heart Self-Assessment 

STUDENT: Based on guidance from your mentor, please complete the “heart,” “hands,” or “head” portion of this form, 

in addition to the “Ministry Hours” portion of the form each month, and submit to your mentor at your monthly 

individual mentoring meeting.  Your mentor will add comments, sign, and submit the completed form to the Registrar 

within 10 days of your meeting.   

PLEASE PRINT CLEARLY. 

Mentoree: _________________________________________________________________________________________________ 

Mentor: ___________________________________________________________________________________________________ 

Local Church Home: ________________________________________________________________________________________ 

Primary Ministry: ___________________________________________________________________________________________ 

Month (circle one):   Aug  Sep   Oct   Nov   Dec   Jan   Feb   Mar   Apr   May  Year (circle one):   2008  2009  2010  2011 

HEART:  CHARACTER DEVELOPMENT 

• I have grown the most over the past month in the following area(s) of character development: 
 

• To what do you attribute that growth? 
 

• I have faced my greatest challenge in the area of character over the past month in the following area(s):   
 

• How can your mentor help you most with this challenge? 
 

• I have taken the following steps this month toward the fulfillment of God’s call in my life for this season:   
 

• I have taken the following steps toward the fulfillment of my lifetime calling this past month: 
 

• My mentor can help me grow towards God’s call on my life by: 
 

Devotional Life 

• On average I have spent time reading God’s word  _____ out of seven days per week this month.  
 

• On average I have submitted myself to Divine mentoring by journaling on my daily Bible reading _____ out of 
seven days per week for this month. 

 

• On average I have sought God in prayer _____ out of seven days per week for this month. 
 

• I am struggling in the following part of my devotional life: 
 

• How can your mentor help you most with this struggle? 
 

• Share a brief highlight of one insight God taught you during your devotions this month? 
 

Christian Community 

• I have attended weekend worship services _____ weeks this month. 

• I have attended a point of Christian community (midweek service, small group, ministry group) _____ weeks this 
month. 

• My biggest challenge in Christian community is:  
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HEAD:  ACADEMIC DEVELOPMENT 
Are you keeping up in each class? And have you given your best effort in each of your classes, including reading all 
assigned readings prior to class, actively participating in class discussion, and completing all course assignments and projects 
on time?  

 

In what ways are you struggling and in need of assistance? 

 

How can your mentor help you most with this struggle? 

 

I am doing my best quality work in my  _______________________________________________________________ class. 

 

I am doing my poorest quality work in my  ____________________________________________________________ class. 

 

I am struggling in the following class(es):  ________________________________________________________________ 
and need help.   What kind of help do you need? 

 

HANDS:  MINISTRY INVOLVEMENT 

The following reflects the ministries I am currently serving in and the total amount of time this month I have invested in each 
ministry: (Note:  All certificate and degree-seeking students are required to serve at least five hours per week in ministry.) 

Ministry name Your role in that ministry Total hours served this month 

__________________________________________________________________________________________________  

__________________________________________________________________________________________________  

__________________________________________________________________________________________________   

Total hours served this month: ____________________   
On a scale of 1 to 10, how would you rate your effectiveness, commitment, and growth this month in your primary ministry 
area?      

Circle one:     1 (poor)    2     3     4     5     6     7     8     9     10 (excellent)  
How have you exercised your primary spiritual gift in ministry this month?   
 
How has your gifting grown as a result? 

 
I need help growing my spiritual gift in the following ways: 
 
 
Share briefly a highlight of one thing God did or showed you during your ministry time this month: 
 
 
 
I am currently facing the following ministry challenges: 

 
How can your mentor help you most with this challenge? 

 
 
Student Signature _____________________________________________________ Date form submitted: ____________  
MENTOR COMMENTS (Briefly assess how the student is progressing this month and offer suggestions to help the 
student reach his or her potential in Christ, including any referrals that might be needed. Attach additional sheet if 
necessary.  Add your comments, sign and submit this form, within ten days of your meeting, to the Registrar.) 
 

 
Reviewed by (Signature of Mentor): ______________________________________ Date form reviewed: ____________  
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Five-Year Projection and Self Evaluation  
 

Name: _____________________________________________________________________________ 

Degree Program: ____________________________________________________________________ 

Major: _____________________________________________________________________________ 

 
Spiritual Growth  
 

In what way has your relationship with God grown over the past year?  
 
 
 
 
 
In what ways do you desire to see it mature over the next year?  
 
 
 
 
 
In what ways do you desire to see it mature over the next five years?  
 
 
 
 
 
What spiritual disciplines are you presently employing and how frequent are they?  
 
 
 
 
 
What spiritual disciplines do I need to develop and to what frequency?  

 
 
 
 
 
Ministry Growth  

 
What are your 5 and 10-year goals?  
 
 
 
 
 
What are some 1-year goals to help you on your way to achieve your 5 and 10-year goals?  
 
 
 
 
In which of these areas do you need some counsel to help bring things into clearer focus?  
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Who do I need to meet with to better understand how to develop a strategic l-year plan?  
 
 
 
 
 
Who do I need to help me monitor my progress?  
 
 
 
 
 
What other books/resources do I need to help me to achieve my one-year goal?  
 
 
 
 
 
List 5 people who are willing to partner with you in prayer over this next year.  
 
 
 
 
 
 
 
Who is your mentor?  
 
 
What do I expect from him/her?  
 
 
 
 
 
 
Who is your accountability partner?  
 
 
What do I expect from him/her?  
 
 
 
 
 
 
List significant obstacles to achieving your 1-year goal?  
 
 
 
 
 
 
 
How do you plan to gain victory over these obstacles?  
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Mentoring Development Plan and Journal Notes 
 
Mentor:� ___________________________________________________ 
Mentoree:� _________________________________________________ 
Meeting Date: _______________________________________________ 
 
Complete the form below at each meeting: 
Developmental Goal (State the goal in terms of the outcome or end result, rather than the�process 
you will use to get there)_____________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
__________________________________________________________________________________  
 

ACTION STEPS TARGET DATES  RESOURCES               STATUS/PROGRESS 
  REQUIRED 

(Steps taken to  (Target dates for  (Additional resources (Notes for self-  
achieve goals) each step taken) needed–funds/people)   reinforcement) 
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 Application for Graduation form––Each Institute/College will need to generate an application 
form for prospective graduates.  The most critical information on this form is the name of the 
program the student is applying to graduate from.  This form will trigger a final review of the 
academic progress form called an academic audit to clear the student for graduation.  It should also 
include information such as preferred name for use on the diploma or certificate of completion.  If 
academic regalia will be worn at graduation, the student’s hat size, weight and height for ordering 
graduation caps and gowns should also be included. 

 

Application for Graduation 
 
Please type or print clearly, black ink only. 
 
 
NAME: _____________________________________________________________________________________ 
                          LAST                                                                                          FIRST                                                      MIDDLE 

 
 
SS#:  ___ ___ ___ - ___ ___ - ___ ___ ___ ___ BIRTHDATE:  ___ ___  - ___ ___  - ___ ___ 
 
 
ADDRESS: __________________________________________________________________________________ 
 
 __________________________________________________________________________________ 
 
PHONE:  ___ ___ ___ - ___ ___ ___ ___ CELL/PAGER:  ___ ___ ___ - ___ ___ ___ ___ 
 
EMAIL:  _____________________________________________________________________________________ 
 
NAME AS DESIRED ON DIPLOMA: 
 
____________________________________________________________________________________________ 

 FIRST                                                                              MIDDLE                                                               LAST 

 
CHECK ONE:  _______ BACHELOR OF ARTS Specify: ___________________________________________ 
 
 _______ BACHELOR OF THEOLOGY 
 
 _______ ASSOCIATE OF ARTS Specify: ___________________________________________  
 
 _______ CERTIFICATE Specify:__________________________________________________ 
 
MEASUREMENTS FOR CAP AND GOWN:  
 
HEIGHT: _______ FT. _______ IN.      WEIGHT: _______ LBS.       HAT SIZE: _______        GENDER: _______ 
 
ETHNICITY (FOR STATISTICAL PURPOSES ONLY):  
 
_______ Caucasian  _______ African American  _______ Hawaiian/Part-Hawaiian  _______ Asian/Pacific Islander 
 
_______  Hispanic   _______  Other: ______________________________________________________________ 
 
MY APPLICATION FEE OF $70.00 IS ATTACHED: Cash. _______ Check no. ______________ 
 
Notice to Applicant:  As a student in good standing of ______________Bible Institute/College, your attendance and participation at the 
Commencement Exercises on _________________(date) is required.  If for any reason you are unable to be in attendance, please attach a 
letter to graduate in absentia to the Institute Director/Academic Dean. 
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Graduating Student Survey and Exit Exams 
A very important part of the assessment process in the information collected from graduating students as 
they complete the program.  The Bible Proficiency exam should be administered to both 2-year and 4-
year graduates at the end of their programs.  This, when compared with their Bible Proficiency Exam 
from when they entered school will serve as documentation of how much Bible they learned as a result 
of completing their studies at your school.  The scores can also be compared with other schools if a 
nationally normed Bible test, such as the one available from ABHE is used.  This will show how 
graduates of your program compare with graduating students from 2-year and 4-year Bible Colleges 
across the country and in Canada. 
 
Other exit exams may be given in spiritual formation, ministry preparation, and general education (such 
as the College Board Academic Profile).  Again, if nationally normed, you can compare your graduates 
with results from graduating students from 2-year and 4-year Bible Colleges across the country.  This 
will help identify areas in the curriculum that may need to be strengthened or it may affirm how well 
you are doing as a school. 
 
It is also good to take a survey of graduating students to get their overall evaluation of the program, their 
satisfaction level, and suggestions for improvements. 
 

Graduating Student Survey 
 
Dear Student:  Completion of this form is mandatory.  This survey is vital to the continued growth of _________Bible 
Institute/College as well as the self-evaluation process toward accreditation. The two pages of this survey will be separated 
so that you can give anonymous feedback on the second page. Please answer each question as completely as possible. Return 
to the office today!  
 
1. Name ___________________________________________________________________________________________  

2. Email ___________________________________________________________________________________________  

3. What is your final degree goal?    Certificate    AA    BA    BTh    Major ______________________________________  

4. I am graduating this graduation with:    Certificate    AA    BA    BTh    Major __________________________________  

5. Do you plan to pursue a Masters-level degree?    Yes     No    Where?_________________________________________  

6. Church you currently attend _________________________________________________________________________  

7. Denomination ____________________________________________________________________________________  

8. Are you currently a volunteer at your church?  Number of hours per week:_____________________________________  

9. Are you on staff at your church?    Intern    Part-time    Full-time   Position ____________________________________  

10. Is it a paid or self-supported position?__________________________________________________________________  

11. Title of your current position_________________________________________________________________________  

12. What kind of ministry/position do you feel called to upon completion of your degree?____________________________  

13. Are you planning to be a member of a church planting team after you complete your degree? ______________________  

14. Are you currently a member of a church planting team?  Where? ____________________________________________  

15. Are you planning to serve in the International Church of the Foursquare Gospel?________________________________  

16. Where are you planning on serving (geographically) after graduation?  Specify _________________________________  

17. Will you be a member of a short-term missions trip team this summer? _______________________________________   
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18.      Where? _______________  Length of mission trip? _______________    Is this your first mission trip?   Yes    No 

19.  Will you be leading the team? ___________  Indicate total number of mission trips you took during school._________ 

20. Who provided your primary support for school expenses (tuition, housing, books, meals, etc.)? ___________________ 

21.  Are you willing to assist _________ Bible Institute/College’s efforts to recruit new students? ____________________ 

22. Did _________Bible Institute/College assign you an appropriate mentor?____________________________________ 

23. Have you met nearly every week with that mentor in group sessions? _______________________________________ 

24.  Have you met individually at least once every full month with your mentor? _________________________________ 

25.  How has the _________Bible Institute/College Mentoring Program helped you? ______________________________ 

 ______________________________________________________________________________________________ 

26.  How can the _________Bible Institute/College Mentoring Program be improved? _____________________________ 

 ______________________________________________________________________________________________ 

For the following questions, “1” means “strongly disagree,” while “5” means “strongly agree.” 

27. _________Bible Institute/College student programs (chapels, student activities) have contributed to my personal 

growth in character and spirituality.   

  1 2 3 4 5  

28. _________Bible Institute/College courses have significantly contributed to my personal growth in character and 

spirituality.   

  1 2 3 4 5  

29. How could _________Bible Institute/College improve in its efforts to help you grow in character and spirituality? ___ 

 ______________________________________________________________________________________________ 

30. _________Bible Institute/College student programs (chapels, student activities) have contributed to my growth in 

ministry and leadership skills.   

  1 2 3 4 5  

31. _________Bible Institute/College courses have contributed to my growth in ministry and leadership skills.             

 1 2 3           4           5 

32. How could _________Bible Institute/College improve in its efforts to help you grow in ministry and leadership skills?  

 ______________________________________________________________________________________________ 

33. _________Bible Institute/College classes have contributed to my growth in “academic” skills (critical thinking, 

research and writing, Christian worldview, loving God with all my mind).   

  1 2 3 4 5  

34. How can _________Bible Institute/College improve in its efforts to help you grow in academic skills?_____________ 

 ______________________________________________________________________________________________ 

35.  How can _________Bible Institute/College improve your overall student experience here? ______________________  

 ______________________________________________________________________________________________ 

 ______________________________________________________________________________________________ 

 ______________________________________________________________________________________________ 

 ______________________________________________________________________________________________ 
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Dean’s List Certificates––At the conclusion of each grading period, the Academic Dean posts an honor 
roll called the Dean’s List.  Its purpose is to recognize and encourage scholastic achievement.  To 
qualify, a student must have pursued a study load of at least 12 units and have earned a semester grade 
point average of 3.5-3.89. 
 
President’s List Certificates––Students who have pursued a study load of at least 12 units and have 
earned a semester grade point average of 3.9-4.0 will be honored with the President’s Honor Roll in 
recognition of outstanding academic achievement. 

   
Place School  

Seal Here 
 

Dean's Honor Roll  
presented to 

 

Student Name 
 

having pursued a study load of 12 semester hours  
and having earned a semester grade point average of 3.5-3.89 

 

in the Fall Semester of 2009 
 

   _________________________ 
                              Dean’s Name , Academic Dean 

 
 
 
 
 

Place School  
Seal Here 

 

President's Honor Roll  
presented to 

 

Student Name 
 

having pursued a study load of 12 semester hours  
and having earned a semester grade point average of 3.9-4.0 

 

in the Spring Semester of 2009 
   ____________________________ 

 President’s Name, President 
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Non- Formal Training or Seminar Training  
Application for Credit 

 
Please note: To insure proper processing and notification and approval (or adjustment) prior to the 
training session, this form should be submitted at least 7 days before the training date. 
 
Following the training session, please have your instructor sign at the bottom and return it to the Institute 
Director’s office along with a copy of your notes and training materials. 
Name_______________________________________________________________________________ 

Semester:  Fall_______________ Spring _________________ 

Date of training: _____________________________________________________________________ 

Description of training: _______________________________________________________________ 

Sponsoring church/group: _____________________________________________________________ 

Name of Instructor: __________________________________________________________________ 

Actual training time: (does not include breaks ________________________ hrs. 

Training Category: (check one) 
______ Course Related  ______ Management 
______ Administration  ______ Media 
______ Computer  ______ Missions 
______ Children  ______ Music 
______ Youth  ______ People Skills 
______ Adults  ______ Drama 
______ Senior Adults  ______ Other 

If other, please explain:   
____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Approved Recorded __________________________________________________________________ 

Signature: ___________________________________________________ Date:__________________ 
Instructor 
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Documents and Records for Faculty and Staff Employee Files 
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Faculty and Staff Application––Though in most cases institutes/colleges will be hiring individuals to 
teach that already have a relationship with the institute/college through the sponsoring church or sister 
churches, it is good to remain accountable by requiring all candidates for staff or faculty positions to go 
through the same application process.  It also may prove effective to keep out those who want to 
infiltrate the Bible Institute/College for less than honorable purposes.  If the same process is used for all 
applicants, then it will be harder for them to scream “discrimination” when you reject them.  Or at least 
if you follow your own internal procedures, it will protect you from any litigious applicants trying to 
push their agenda.   
 
Items that should be included in your application are:  Full legal name (and any other previous legal 
name, including maiden name if female); contact information (address, e-mail addresses, phone 
numbers, best method and time for contact); academic qualifications; ministry experience; signed 
statement that they are in full agreement and compliance with the school mission, vision, core values, 
code of conduct, and statement of faith (If there are any reservations, they should explain the 
reservations in writing.  It may be a minor difference that you can live with, if they are otherwise the 
best candidate.); position they are applying for and their statement regarding why they feel they are 
qualified for the position or what unique contributions they feel they have to offer.  
 
They should attach a copy of their Christian testimony and all post-secondary and graduate transcripts. 

 

Faculty Application 
 
Please type or print. 
 
PERSONAL 
 
Name 
 
Mailing Address 
 
City/State/Zip code 
 
Home Phone  Cell Phone 
 
E-mail Fax   
 
Place of Birth Date of Birth 
 
Citizenship   
 
If not a U.S. citizen, do you have a legal right to work in US? 
 
Church Membership  
 

 
Pastor 
 
Church Address 
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Denomination   
 
Ordination with   Date Ordained 
 
Name and Location of High School 
 
Date Graduated 
 
 
EDUCATION 
List all post-secondary schools attended, most current institution first. 
 
                 College or University          Dates             Degree  Areas of Concentration 
 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

Title of Master's Thesis 
 
 
 
Title of Doctoral Dissertation 
 
 
 
Describe briefly the focus of your academic preparation for teaching. 
 
 
 
 
 
 
 
 
If you are currently working on an academic degree, please describe where you are in the process. 
 
 
 
 
EMPLOYMENT 
In the spaces below please complete the requested information regarding your last four places of 
employment.  List in order of most recent experience. 
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  Company or Institution     Dates            Position  Description 
 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
Describe your present position and why you are open to a change. 
(If applying for full-time faculty position only.) 
 
 
 
 
 
TEACHING EXPERIENCE 
Courses you have taught:  
 
 
 
 
 
 
 
 
Courses you feel qualified to teach: 
 
 
 
 
 
 
 
 
Courses you would be excited to teach/develop: 
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SCHOLARSHIP 
Current memberships in professional, scholarly, and honor societies. 
 
 
 
 
 
 
 
Publications (books, articles, reviews, with publication data) and current research. 
 
 
 
 
 
 
 
SPIRITUAL GROWTH AND LEADERSHIP 
Please share briefly your current involvement/participation in discipleship, mentoring, church and 
community leadership, and personal growth. 
 
 
 
 
 
 
 
REFERENCES 
List three professional references that are familiar with you, your qualifications, and your suitability for 
teaching at _________________ Bible Institute/College. 
 

Name and Position Address              Telephone 
 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
Please request that official transcripts of all academic work be sent to ________________ Bible 
Institute/College at the address at the bottom of the last page. 
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Please support your application by:  
 
1.  Attaching a copy of your resume/curriculum vitae.  

 
2.  Providing a brief statement regarding  

a. Your teaching philosophy,  
b.  Your view of the integration of faith and learning.  
 

3.  Provide an essay on your personal spiritual pilgrimage and your basic statement of faith 
 

4.  Provide any additional support you feel would assist faculty and administration in evaluating you for 
available positions. 

 
By signing this application you confirm that you have read, understand, and agree with the philosophy, 
purpose, mission, and Statement of Faith of _________________ Bible Institute/College, and will 
commit to uphold and preserve these positions if employed with the institution. 
 
______________________________________________________________________________ 
Signature                                                                                                             Date 
 
_________________ Bible Institute/College, in affirmative compliance with the laws of the United 
States and all applicable regulations, provides equal opportunity for all qualified persons in the 
educational programs and activities offered. _________________ Bible Institute/College does not 
discriminate on the basis of race, color, national or ethnic origin, age, sex, or physical handicap in its 
admissions policy, educational programs, or other activities it provides. 
 
 
Please send all application materials to: 
Name, Academic Dean 
____________Bible Institute/College 
School Address 
Phone 
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A Faculty Handbook that spells out all of the school policies and procedures that affect faculty, 
including pay scales and benefit information.  See example on Resource CD. 
 
A Staff Handbook that spells out all of the school policies and procedures that affect staff, including 
pay scales and benefit information. See example on Resource CD. 
 
Employment Contract––Both full-time faculty and part-time faculty should be issued a written 
contract that spells out the job description (a sample full-time faculty job description may be found on 
page 3.142), basic expectations of the position, what materials must be turned in each semester before 
receiving payment for teaching (part-time faculty only), pay scale based upon class enrollment (part-
time faculty only), salary and benefits (full-time faculty), signature of the Director or Dean, and 
signature of the employee. 
 

Adjunct or Part-Time Teaching Contract 
Date________________ 
 
Confirmation of Teaching Appointment for spring 20_____ Semester 
 
INSTRUCTOR: Teacher Name 
TITLE: Adjunct Faculty 
COURSE: Course Title 
TIME: Day of Week, Class Meeting Time 
 
This is to confirm that you are scheduled to teach the course listed above.  In accepting this appointment, 
you hereby agree to provide 37.5 contact hours (15 weeks with 3 fifty-minute hours (plus breaks) of 
class time plus final exams in week 16) of instruction for this assignment, and to diligently document 
compliance with the attendance policy of _______________ Bible Institute/College. 
 
This course may be cancelled for any reason, in which case no payment will be made.  Payment will be 
made at the end of the semester upon receipt of the course syllabus, final grades, record of student 
attendance, and a copy of the final exam. 
 
PAYMENT SCHEDULE: 

Students Enrolled Rate Per Semester Hour Total 
Minimum of  5 students $500.00 per semester hour $1,500.00 
7-9 students $550.00 per semester hour $1,650.00 
10+ students $600.00 per semester hour $1,800.00 

 
______________________________________________________________________________  
Instructor Name, Adjunct Faculty Date 
 
______________________________________________________________________________ 
Director or Dean’s Name, Academic Dean Date 
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Full-Time Faculty Contract 
 

Notice of Full-Time Appointment 
Ten-Month Contract 

 
Office of the President 
Academic Year 2008-09 

    
To:  John Q. Faculty Date:  June 16, 2010 
 
This is to confirm your appointment to a full-time position on the faculty of ____________Bible College for the 
purpose of teaching not more than 25 units (or its equivalent in administrative responsibilities).  Appointment is 
effective August 4, 2008 and terminates on June 7, 2009.    Acceptance of this appointment must be within three 
weeks of the date of this contract to be valid.   
 
This appointment requires your affirmation of the policies and regulations regarding cooperation with the 
administration; loyalty to the College and its mission; efficient performance of duties; worthy and exemplary 
conduct; adherence to the Statement of Faith; agreement and compliance with the procedures, policies, principles 
and standards for faculty as outlined in the College's Faculty Handbook. 
 
This appointment expires on the date indicated above, but may be renewed by the mutual consent of you and the 
College.  If the College does not contemplate reappointment, notice will be given no later than May 1, 2009. 
 
              
President      VP of Academic Affairs 
 
I hereby accept this appointment and promise to serve wholeheartedly in carrying out the duties attendant to the 
appointment.  I agree, by God's help, to live an exemplary Christian life, and to work cooperatively with the 
faculty, staff and administration.  I accept the Statement of Faith and will comply with the procedures, policies, 
principles, and standards as outlined for the faculty of ______________ College. 
 
 
SIGNED:      
   Faculty Name 
 

DATE:        
 

 
 
RANK:    Associate Professor 
 
SALARY:     $XXXXX/year 
 
BENEFITS:     Outlined in the faculty handbook 
     
 

Please return the original, signed contract to the Academic Office. 
You may use the envelope provided.  Please keep the photocopied contract for your own records.  
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Confidential Term Course Evaluation Form––for accountability and continued growth and 
improvement, the students should evaluate all courses and instructors every semester a few weeks before 
the end of the term.  (Do not do this the same week as final exams, because student stress may skew the 
results.)  The evaluation forms should be confidential so that students are comfortable being honest 
about the quality of instruction they are receiving without fearing reprisal from the instructor or being 
tempted to butter-up the instructor before grades are determined. A staff member should tally the results 
for each course as well as type out all written responses onto an evaluation summary that includes 
average scores and range of scores for each objective question and the compiled results from the written 
comments.  A copy of the results should go to the instructor, to the Director or Dean, and one should be 
placed in the faculty member’s faculty file.  It is also helpful to keep a copy of all evaluations grouped 
by term, and grouped by course title each time the course is offered.  This provides a broader perspective 
that can be used in academic assessment.  The Director or Dean should take time to review the 
evaluations with the instructors, make suggestions for any needed improvement, encourage them if a 
particular required course always gets lower scores, and have them sign and date the copy for their 
faculty file. 
 
A good mix of objective questions and questions requiring a written response, as well as room for 
comments, will make for a more balanced evaluation.  Each institute or college will want to design their 
own evaluation so that they are evaluating the things that they have identified as most important for their 
location in their mission statement and core values.  Be sure to include questions regarding: course 
content, effectiveness of delivery methods, student satisfaction level, use of library, whether the course 
content matched the course description, effectiveness of syllabus and whether it was followed, 
classroom setting (lighting, comfort, air temperature, noise level), whether the student feels like the 
course helped fulfill the school mission, whether they feel it prepared them well for ministry and how it 
did so, adequate access to resources, quality and appropriateness of textbook, quality and fairness of 
exams, and appropriateness and effectiveness of other learning assignments in the class (such as term 
papers, book reviews, fieldwork projects, or class presentations).  

 
Administering the Semester Evaluations:  During the 12th and 13th weeks of each semester, class 
evaluations should be conducted in each of the classes. The Director or Dean should try to get out to as 
many of the classes personally as possible.  This will allow him/her to keep a hand on the pulse of the 
whole school as well as get to know the students better.  If the Director or Dean doesn’t conduct the 
evaluations, there is a lot of information that will never be written down by the students and the staff and 
faculty will be left in the dark for lack of adequate feedback.  You do not want to wait until problems are 
full blown to discover problems that are arising.  This is also a great forum to try out new ideas on the 
students and make announcements about upcoming events. Ask students to be honest in their 
evaluations and to be as specific as possible as they fill out their evaluations.  Be sure to encourage 
comments and suggestions for improvement.  Assure them that the instructor will only see a computer 
summary and not their original comments or evaluations.  If the Dean or Director is teaching a particular 
course, have a student collect the evaluations, seal them in an envelope, and return the evaluations to the 
school office.  
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Semester Course Evaluation 
 

TERM: ______________ COURSE NUMBER & COURSE NAME: ___________________________ 
Please take some time to provide us with your honest feedback on this course.  Your constructive 
suggestions are an important element in improving this course. Your evaluations will be kept on file in 
the Institute/College Office. Your responses are anonymous. Your instructor will receive a typed 
summary of all student responses after final grades for the semester have been posted. 

 
Semester Course Evaluation – Core Competency Development  

 
Scoring:  1= Strongly Disagree   2=Disagree   3= Neutral   4=Agree   5=Strongly Agree 
 
1. This course accomplished the objectives given by the 

instructor.  
  1      2      3      4      5 N/A 

2. This course has made a positive contribution to my spiritual 
growth.  

  1      2      3      4      5 N/A 

3. This class has helped me to have a more explicitly Christian 
worldview.  

  1      2      3      4      5 N/A 

4. This class has encouraged me to pursue deeper spirituality 
as a basis for ministry. 

  1      2      3      4      5 N/A 

5. This class has led me to think about ministry from a more 
theological or biblical basis. 

  1      2      3      4      5 N/A 

6. This class has had a positive impact on my ability to lead in 
ministry. 

  1      2      3      4      5 N/A 

7. This class has had a positive impact on my ability to work 
as part of a ministry team. 

  1      2      3      4      5 N/A 

8. I have gained confidence in using the skills taught in this 
course. 

  1      2      3      4      5 N/A 

9. This class has enabled me to think more critically or clearly 
about its subject matter. 

  1      2      3      4      5 N/A 

10. This class has improved my oral communication skills.   1      2      3      4      5 N/A 

11. This class has improved my written communication skills.   1      2      3      4      5 N/A 

12. This class has helped me learn how to do better research.    1      2      3      4      5 N/A 

13. This class has helped me learn how to interpret or apply 
Scripture more effectively.  

  1      2      3      4      5 N/A 

14. I have gained confidence in my grasp of the course content.   1      2      3      4      5 N/A 

15. The instructor encouraged students to explore opposing 
viewpoints. 

  1      2      3      4      5 N/A 

16. This course required me to use library resources, including 
internet. 

  1      2      3      4      5 N/A 

17. I had access to sufficient library resources to meet the 
requirements of this course. 

  1      2      3      4      5 N/A 

18. Out-of-class assignments were useful to my learning 
experience. 

  1      2      3      4      5 N/A 
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Semester Course Evaluation – General Instructional Performance 
 

Scoring:  1= Strongly Disagree   2=Disagree   3= Neutral   4=Agree   5=Strongly Agree 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1  2  3  4  5 1.  The instructor provided a clear statement of objectives for the course. 

1  2  3  4  5 2.  The instructor taught to the course objectives as stated in the syllabus. 

1  2  3  4  5 3.  The tests were related to the course objectives stated in the syllabus. 

1  2  3  4  5 4.  The instructor consistently arrived on time for class. 

1  2  3  4  5 5.  The instructor consistently dismissed class at the appropriate time. 

1  2  3  4  5 6.  The instructor was enthusiastic about the course content. 

1  2  3  4  5 7.  The instructor presented the material in an organized manner. 

1  2  3  4  5 8.  The instructor's method of delivery (lecture, discussion, etc.) was helpful in my 
learning the material. 

1  2  3  4  5 9.  The instructor used appropriate audio-visual aids (such as videos, overhead 
projectors, whiteboard, maps or charts, music, or PowerPoint presentations, etc.). 

1  2  3  4  5 10.  The instructor demonstrated appropriate knowledge of the course. 

1  2  3  4  5 11.  The instructor was accessible to students. 

1  2  3  4  5 12.  The instructor encouraged students to explore opposing viewpoints. 

1  2  3  4  5 13.  The instructor exhibited a caring attitude toward students. 

1  2  3  4  5 14.  Out-of-class assignments were useful to my learning experience. 

1  2  3  4  5 15.  The textbook was a useful tool in meeting the course objectives. 

1  2  3  4  5 16.  This course required me to use library resources, including internet resources. 

1  2  3  4  5 17.  I had access to sufficient library resources to meet the requirements of this course. 

1  2  3  4  5 18.  I have attended class regularly, missing only when absolutely necessary. 

1  2  3  4  5 19.  I have exercised self-discipline to study the necessary hours to learn the subject 
matter. 

1  2  3  4  5 20.  This course is relevant to the future ministry for which I am preparing. 

1  2  3  4  5 21.  This course met or exceeded my expectations when I signed up for this course. 
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Semester Course Evaluation – Comments 
 
Please provide some comments for each of the following questions. Your instructor will only receive a 
typed copy of your written comments after grades are submitted this semester. 
 
1.  What about the class did you find the most useful? 
 
 
 
 
 
 
 
 
2.  What about the class did you find the least useful? 
 
 
 
 
 
 
 
 
3.  Comment on the quality and/or usefulness of the assignments: a) reading; b) writing; c) other 

projects. 
 
 
 
 
 
 
 
 
4.  Other than the class day or time, please give some suggestions for improving this course. Feel free to 

give suggestions about the content, use of class time, or assignments. 
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Peer Classroom Observation Evaluation Form––It is also helpful, whenever possible, to have 
instructors sit in on each other’s classes once per year and give feedback on what they observed, as well 
as any suggestions for how to improve their instructional skills.  Full-time faculty members, if available, 
are the best persons to do this, but if none are available, other part-time faculty could be recruited to 
each sit in on one class of another instructor.  Only one peer evaluation needs to be performed on each 
instructor per year, unless they are brand new, then one per term might be helpful.  Others can request 
additional visits if they are having a particular challenge with a class and need input to overcome the 
challenge. The form should include, the instructor’s name, course title, date of observation, name of 
faculty observer, a place for notes, a place for feedback on instructional style and any unusual physical 
habits, a place for comment on use of teaching aids, a place for comment on organization of material and 
presentation, a place for comments on classroom control and management, a place for comment about 
student involvement, a place for comment on content and how it was tied in to ministry application, and 
a place for commendations and suggestions for improvement. A copy of the results should go to the 
instructor, to the Director or Dean, and one should be placed in the faculty member’s faculty file. The 
Director or Dean should take time to review the evaluations with the instructors, make any suggestions 
for improvement, and have them sign and date the copy for their faculty file. 
 

Classroom Observation Report 
Instructor evaluated _______________________________________________________ 

Course ________________________ Number of students present __________________ 

Date __________ Evaluator(s) ______________________________________________ 

Purpose- The purpose of this classroom observation is to improve faculty performance.  

Instructions- Please consider each item carefully and assign the highest scores only for unusually 

effective performance. Questions 12 and 13 have been deliberately left blank. You and the instructor 

being evaluated are encouraged to add your own items.  Each instructor should be observed on two 

occasions, and the observer(s) should remain in the classroom for the full class period.  It is suggested 

that the observer(s) arrange both pre- and post-visit meeting with the instructor.  

Highest 
 

Good Satisfactory Low Lowest Not 
Applicable 

5 4 3 2 1 NA 

  

____ 1.  Defines objectives for the class presentation. 

____ 2.  Effectively organizes learning situations to meet the objectives of the class presentation. 

____ 3.  Uses instructional methods encouraging relevant student participation in the learning process. 
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____ 4.  Uses class time effectively. 

____ 5.  Demonstrates enthusiasm for the subject matter. 

____ 6.  Communicates clearly and effectively to the level of the students. 

____ 7.  Explains important ideas simply and clearly. 

____ 8.  Demonstrates command of the subject matter.  

____ 9.  Responds appropriately to student questions and comments. 

____ 10. Encourages critical thinking and analysis. 

____ 11. Considering the previous items, how would you rate this instructor in comparison to others in 
the department. 

 
Add additional observation topics in numbers 12 and 13 

____ 12.  

____ 13.  

____ 14. Overall rating 

Would you recommend this instructor to students you are advising? (Please explain) 

 

 

 

What specific suggestions would you make concerning how this particular class could have been 
improved? 
 

 

 

Did you have a pre-visit conference? ____ 

Did you have a post-visit conference? ____ 
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Staff Evaluation Forms–– for accountability and continued growth and improvement, the Director or 
Dean should evaluate all institute/college staff every six months.  Though the primary purpose of such 
an evaluation is to continue to improve the level of operational excellence of the institute/college, if any 
employee is consistently not performing up to the level of expectation, unable to fulfill the job 
description, or violating school policies, this evaluation will also serve as a paper trail for terminating 
the employee with cause.  On the positive side, a positive evaluation not only serves as an excellent form 
of encouragement to a good employee, but also can be used to justify a well-deserved raise for the 
employee when preparing the annual budget.   
 
Items to include are: the employee’s name, job title, date of evaluation, name of Director completing the 
evaluation, a place for notes, a place for feedback on overall job performance, a place for comment on 
use of time, a place for comment on organizational skills, a place for comments on employee initiative 
and diligence, a place for comment about quality and attitude of service rendered to students, a place for 
comments on how well the employee works with other staff, a place for comment on personal 
professional appearance and workspace cleanliness and organization, and a place for commendations 
and suggestions for improvement. A copy of the results should go to the employee, to the Director or 
Dean, and one should be placed in the employee’s file. The Director or Dean should take time to review 
the evaluations with the staff members, make any suggestions for improvement, and have them sign and 
date the copy for their file. 
 
 

Sample Staff Performance Self-Evaluation and Supervisor’s Evaluation forms from Life Pacific 

College 
  

Life Pacific College – Human Resources 
Performance Self- Appraisal 

 
 
 
Name           Date     
 
 

 

Instructions:  Mark the box that best describes you and the work you perform according to your 
job description. 

 

 
Quality of Work - Consider your ability to produce work that meets acceptable standards -- indicate 
rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Errors are extremely few.  Quality 
is well above acceptable standards. 
 

Doing Fine 

� 6 � 5 
Does good, neat and accurate 
work.  Seldom makes errors.  
Quality is above minimum 
standards. 

Improvement Needed 

� 4 � 3 
Work needs excessive inspection.  
Makes more errors than should be 
made. 

Unacceptable Performance 

� 2 � 1 
Makes excessive mistakes.  
Cannot be given work that 
requires accuracy. 
 

 

Notes/Examples Regarding Quality of Work:  
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Quantity of Work - Consider quantity of work produced and the promptness with which it is completed 
-- indicate rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Consistently high production.   
Works with speed and accuracy.  
Does more than expected.  
Reviews work for correctness. 
 

Doing Fine 

� 6 � 5 
Produces high quantity of work.  
Works at steady pace.  Is thorough 
and careful worker.    Seldom 
slacks off. 
 

Improvement Needed 

� 4 � 3 
Production below average.  Does 
enough to get by.  Needs higher 
quantity standards. 

Unacceptable Performance 

� 2 � 1 
Seldom completes acceptable 
amount of work in timely manner.  
Wastes time.  Productivity 
inadequate. 

Notes/Examples Regarding Quantity of Work:  
 
 
 
 

 
Knowledge of Job - Consider basic knowledge of the job and comprehensive understanding of 
department’s function -- indicate rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Thoroughly knows and follows 
correct procedures.  Has 
comprehensive understanding of 
all phases of job.  Has excellent 
grasp of details. 
 

Doing Fine 

� 6 � 5 
Has good knowledge of job and 
procedures.  Has good 
understanding of details required. 
 

Improvement Needed 

� 4 � 3 
Sometimes slow to grasp details 
required.  Has acquired limited 
knowledge of job.  Needs more 
instructions. 

Unacceptable Performance 

� 2 � 1 
After sufficient instructions, has 
inadequate knowledge of job 
procedures.   Can grasp only most 
elementary concepts of job. 

Notes/Examples Regarding Knowledge of Job:  
 
 
 
 
 

 
Dependability - Consider amount of supervision required, punctuality and attendance -- indicate rate 
accordingly. 
 
Exceptional Performance 

� 8 � 7 
Is self-starter who is resourceful 
and self-reliant.   Requires little or 
no supervision.  Follows 
instructions with great accuracy.  
Has excellent attendance and 
punctuality habits. 
 

Doing Fine 

� 6 � 5 
Works well and steadily with 
minimum supervision.  Follows 
instructions and shows initiative.  
Has good attendance record.  Is 
rarely absent or tardy. 
 

Improvement Needed 

� 4 � 3 
Requires more than normal 
supervision.  Lacks initiative and 
is easily distracted.  Is absent or 
tardy frequently. 

Unacceptable Performance 

� 2 � 1 
Requires constant supervision.  
Lacks follow through.  Cannot be 
depended upon. Is absent often 
and frequently tardy. 

Notes/Examples Regarding Dependability:  
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Working Relations - Consider willingness to work with and help others; ability to accept constructive 
criticism; attitude and cooperativeness with subordinates, co-workers and supervisors -- indicate rate 
accordingly. 
 
Exceptional Performance 

� 8 � 7 
Is tactful and courteous.  Very 
effective in dealing with co-
workers.  Does full share of 
assignment.  Is a loyal worker. 
 

Doing Fine 

� 6 � 5 
Is responsive to assignments and 
cooperates well with co-workers.  
Is always ready to do his/her share 
willingly. 
 

Improvement Needed 

� 4 � 3 
Usually assumes share of work, 
but lacks interest in some 
assignments.  Sometimes is 
reluctant to cooperate. 

Unacceptable Performance 

� 2 � 1 
Does not cooperate.  Resents 
criticism and supervision.  Gets 

along poorly with co-workers. 
  

Notes/Examples Regarding Working Relations:  

 
 
 
 
 
 

 
 Exceptional Doing Fine     Improvement Needed    Unacceptable 
TOTAL SCORE       35-40      25-34 15-24 5-14 
 
 

Instructions:  Consider each of the following question and briefly answer all that apply. 
If a particular question does not apply to you, you should leave it blank. 

 

 

What do you enjoy most about your job? 
 
 
 
 

 

What accomplishments have you achieved or abilities have you acquired since your last review? 
 
 
 
 

 

Have you experienced any difficulties performing your job during this period? 
 
 
 
 

 

Are there any unclear areas in your job? If so, what are they? 
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Are there specific areas of your job you think you could improve upon? 
 
 
 

 

Is there anything your manager could do to help you do a better job? 
 
 
 
 

 

Are there any areas of concern that you would like to discuss? 
 
 
 
 

 

Do you have skills or abilities that are not fully used in this job? 
 
 
 
 

 

What training, if any, would be helpful in your job? 
 
 
 
 

 

What goals would you like to accomplish by next year? 
 
 
 
 

 
 
 

Instructions: When you have completed this form, please return it to your Manager 
or the person who will be doing your performance appraisal.  Be sure to 

note your appointment date and time. 
 

 
 
Staff Member’s Signature          Date     
 
 
YOUR PERFORMANCE APPRAISAL APPOINTMENT IS ON    at     
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Life Pacific College – Human Resources 
Staff Performance Appraisal 

 
Name:         Appraisal Date:      
 
Department:        Manager:       
 
New:  �  30 or 90 Day     � 180 Day       Regular:  �  Annual     �  Other 
 

Quality of Work - Consider their ability and accuracy to produce work that meets acceptable standards 
and indicate rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Errors are extremely few.  Quality 
is well above acceptable standards. 

Doing Fine 

� 6 � 5 
Does good, neat and accurate 
work.  Seldom makes errors.  
Quality is above minimum 
standards. 

Improvement Needed 

� 4 � 3 
Work needs excessive inspection.  
Makes more errors than should be 
made. 

Unacceptable Performance 

� 2 � 1 
Makes excessive mistakes.  
Cannot be given work that 
requires accuracy. 

Notes/Examples Regarding Quality of Work:  
 
 
 
 

Quantity of Work - Consider quantity of work turned out and the promptness with which is completed 
and indicate rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Consistently high production.   
Works with speed and accuracy.  
Does more than expected.  
Reviews work for correctness. 
 

Doing Fine 

� 6 � 5 
Produces a high quantity of work.  
Works at a steady pace.  A 
thorough and careful worker.    
Seldom slacks off. 

Improvement Needed 

� 4 � 3 
Production below average.  Does 
enough to get by.  Needs higher 
quantity standards. 

Unacceptable Performance 

� 2 � 1 
Seldom completes an acceptable 
amount of work in timely manner.  
Wastes time.  Productivity 
inadequate.

Notes/Examples Regarding Quantity of Work:  
 
 
 
 

Knowledge of Job - Consider basic knowledge of the job and the total picture of department’s function 
and indicate rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Thoroughly knows and follows 
correct procedures.  Has 
comprehensive understanding of 
all phases of job.  Has excellent 
grasp of details. 

Doing Fine 

� 6 � 5 
Has good knowledge of job and 
procedures.  Has good 
understanding of details required. 

Improvement Needed 

� 4 � 3 
Sometimes slow to grasp details 
required.  Has acquired limited 
knowledge of job.  Needs more 
instructions. 

Unacceptable Performance 

� 2 � 1 
After sufficient instructions, has 
inadequate knowledge of job 
procedures.   Can grasp only most 
elementary concepts of job. 

 

Notes/Examples Regarding Knowledge of Job:  
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Dependability - Consider amount of supervision required, punctuality and attendance and indicate rate 
accordingly. 
 
Exceptional Performance 

� 8 � 7 
Is self -starter who is resourceful 
and self-reliant.  Requires little or 
no supervision.  Follows 
instructions with great accuracy.  
Has excellent attendance and 
punctuality habits. 
 

Doing Fine 

� 6 � 5 
Works well and steadily with 
minimum supervision.  Follows 
instructions and shows initiative.  
Has good attendance record.  Is 
rarely absent or tardy. 
 

Improvement Needed 

� 4 � 3 
Requires more than normal 
supervision.  Lacks initiative and 
is easily distracted.  Is absent or 
tardy frequently. 

Unacceptable Performance 

� 2 � 1 
Requires constant supervision.  
Lacks follow through.  Cannot be 
depended upon.  Is absent often 
and frequently tardy. 

Notes/Examples Regarding Dependability:  
 
 
 
 

Working Relations - Consider willingness to work with and help others.  Consider ability of accept 
constructive criticism, attitude and cooperativeness with subordinates, co-workers and supervisors and 
indicate rate accordingly.
Exceptional Performance 

� 8 � 7 
Is tactful and courteous.  Very 
effective in dealing with co-
workers.  Does full share of 
assignments.  Is a loyal 
worker. 
 

Doing Fine 

� 6 � 5 
Is responsive to assignments 
and cooperates well with co-
workers.  Is always ready to 
do his/her share willingly. 
 

Improvement Needed 

� 4 � 3 
Usually assumes share of 
work, but lacks interest in 
some assignments.  
Sometimes is reluctant to 
cooperate. 

Unacceptable Performance 

� 2 � 1 
Does not cooperate.  Resents 
criticism and supervision.  
Gets along poorly with co-
workers. 

  
 

Notes/Examples Regarding Working Relations:  
 
 
 
 

Overall Job Performance Rating - Consider how staff member compares with other staff members 
with the same/similar job description and length of service and indicate rate accordingly. 
 
Exceptional Performance 

� 8 � 7 
Represents outstanding overall 
performance.  Staff member 
consistently performs tasks at 
high level of competency. 

Doing Fine 

� 6 � 5 
Represents a high level of 
achievement.  Staff member 
clearly demonstrates an ability 
to excel in job related tasks. 
 

Improvement Needed 

� 4 � 3 
Represents a minimum level 
of performance.  Efforts need 
to be made to bring 
performance to a higher level. 

Unacceptable Performance 

� 2 � 1 

Represents an unsatisfactory level of performance.  Staff member should be considered for probation. 

Notes/Examples Regarding Overall Job Performance: 
 
 
 
 

    Exceptional Doing Fine    Improvement Needed     Unacceptable 
   TOTAL SCORE       42-48      30-41           18-29          6-17          
Initials_________ 
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Specific Areas of Noteworthy Accomplishment: 
 
 
 
 
 

 

Specific Areas of Needed Improvement: 
 
 
 
 
 
 

 

Do you recommend professional development such as seminars, training, etc?   
� No, not at this time       � Yes 
 
If yes, what are your suggestions?  
 
 
 
 

 
Is a follow up review requested/desired?    � No    � Yes         
If yes, proposed follow up date      
 

Staff Member’s Comments: 
 
 
 
 
 
 
 
 
 

 
 

I have received a copy of this appraisal form.  It has been reviewed with me and I understand it will 

be placed in my personnel file. 
 

 
 
Staff Member’s Signature          Date     
    
   
Manager’s Signature              Date     
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Administrator Evaluation Form––for accountability and continued growth and improvement, the 
institute or college staff should evaluate all Institute Directors or College Deans every year.  Though the 
primary purpose of such an evaluation is to continue to improve the level of operational excellence of 
the institute/college, if a Director or Dean is consistently not performing up to the level of expectation, 
unable to fulfill the job description, or violating school policies, this evaluation will also serve as a paper 
trail for terminating the employee with cause.  On the positive side, a positive evaluation not only serves 
as an excellent form of encouragement to a good leader, but also can be used to justify a well-deserved 
raise for the leader when preparing the annual budget.   
 
Items to include are: the Director or Dean’s name, job title, date of evaluation, (the employees filling out 
the evaluation should remain anonymous if possible), a place for notes, a place for comments on overall 
administrative effectiveness, a place for comment on use of time, a place for comment on organizational 
skills, a place for comments on administrative initiative and diligence, a place for comment about 
quality and attitude of service rendered to students and staff, a place for comments on how well the 
administrator leads and works with other staff, a place for comment on personal professional appearance 
and workspace cleanliness and organization, and a place for commendations and suggestions for 
improvement. A copy of the results should go to the Director’s supervisor or the Sponsoring Pastor of 
the Institute/College, to the Director or Dean, and one should be placed in the Director’s employee file. 
The Supervisor should take time to review the evaluations with the Director or Dean, make any 
suggestions for improvement, and have him or her sign and date the copy for their file. 
 
Sample Administrator/Supervisor Evaluation Form from Life Pacific College 
 

Life Pacific College – Human Resources 
Staff Appraisal of Manager 

 
Manager           Date     
 

 
Instructions:  This form is designed to help you give your manager feedback on how he/she is 
doing.  As you answer the questions, please be as specific as possible.  Be honest and constructive.  
Give examples. 
 

 
1. My manager’s words and actions are consistent. 

 
� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
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2.  My manager has a positive effect on morale and attendance. 
� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

 
3.  My manager treats all department members the same. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

 
4.  My manager’s management style is appropriate for our department and helps create a positive 

working environment. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

 
5.  My manager keeps us informed about company/department changes. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
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Examples:   
 
 
 

 
6.  My manager listens carefully to what I have to say. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

 
7.  My manager asks for input and ideas. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

 
8.  My manager stresses the importance of working safely. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

 
 
 



Records and Record Keeping 
 

4.82 

10.  My manager schedules enough time to get work done. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

              
11.  If correction is needed, my manager speaks to me discretely and confidentially. 
 

� 1 Almost never 
� 2 Seldom 
� 3 Occasionally 
� 4 Frequently 
� 5 Almost always 
 

Examples:   
 
 
 

              
 Exceptional    Doing Fine  Improvement Needed Unacceptable 
  ______TOTAL SCORE   40-50   30-39 20-29 10-19 
 
 

 
Thank you for your honest comments. 

 

 
 
 
Staff Member’s Signature          Date     
    
   
Manager’s Signature         Date     
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Faculty and Staff Information Sheet––This should contain up-to-date personal data for each faculty 
and staff member. Even if an instructor has not taught in a while, it is good to keep the file information 
up-to-date, in case there is a future need for them to teach a class.  Also, for any staff member who has 
left employment, it is good to maintain up-to-date contact information, in case there is a need to contact 
them for important information, or in case you are contacted for a job reference and need to contact 
them.   
 
The data should include: the name; date of birth; contact information including the most up-to date 
phone numbers, mailing address, e-mail addresses and cell phone numbers; home church; date of hire; 
date of end of employment and reason for leaving or dismissal; person to contact in an emergency; any 
medical condition(s) that may require special treatment or attention in an emergency; and Social security 
number.  
 

Faculty and Staff Information Sheet 

 
Name: ______________________________________________________________________________ 
             Last                                                                       First                                      Middle 
 
Day Phone:_______________ Evening Phone:_______________ E-mail:________________________ 
 
Local Address: _______________________________________________________________________  

 ________________________________________________________________________ 
  
Birthplace:_______________________________________ Your Birth Date:___ ___/___ ___/___ ___ 
 
 
Marital Status: _____ Single _____ Married Wedding Anniversary:___ ___/___ ___/___ ___ 
 
Spouse’s Name: ______________________________________  Birth Date:___ ___/___ ___/___ ___ 
 
Spouse's Occupation: __________________________________  
 
Child’s Name Birth Date School Currently Attending 
 
____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

What are your spiritual gifts? ____________________________________________________________ 

____________________________________________________________________________________ 
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What church do you currently attend? _____________________________________________________ 

 
Ministries you are currently involved in: ___________________________________________________ 

____________________________________________________________________________________ 

 
Who has most influenced your Christian growth? ____________________________________________ 

How? ______________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 
Your hometown: _____________________________________________________________________   

 
Your current occupation: _______________________________________________________________ 

 
What do you enjoy doing in your free time?  Hobbies, interests:_________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

What is your life verse/favorite Scripture verse? _____________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 
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Emergency medical information sheet–– It is important to have some basic medical information for 
each faculty and staff member on hand for staff to give to emergency responders if there is a medical 
emergency. If a school retreat or other event takes place offsite, the staff member overseeing the event 
should carry copies of this information for each of the persons involved for use in case of emergency.  
Information on the sheet should include:  Full legal name, address, phone number, person to contact in 
an emergency, medical insurance provider and policy number, the name of their primary care physician, 
any known pre-existing medical conditions, any daily medications, and any medical condition(s) that 
may require special treatment or attention in an emergency. 

 

Emergency Medical Information 
 
Please print clearly. 
 Name: ______________________________________________________________________________             
Last                                                                         First                                   Middle                         (Maiden)  

 
 Address: ____________________________________________________________________________ 
 
   
 SS#: __ __ __- __ __-__ __ __ __ Birth Date: __ __/__ __/__ __ 
 
 
 Day Phone: __ __ __-__ __ __-__ __ __ __  Evening Phone: __ __ __-__ __ __-__ __ __ __ 
 
In case of emergency, contact: ____________________________________________________________________ 
                                                                     Name                                                                                                   Relationship 
 
 Phone: __ __ __-__ __ __-__ __ __ __ 
 
Or contact: ___________________________________________________________________________________ 
                                                                     Name                                                                                                   Relationship 
 
 Phone: __ __ __-__ __ __-__ __ __ __ 
 
Medical conditions:_____________________________________________________________________________ 
 
____________________________________________________________________________________________ 

 
Medications: __________________________________________________________________________________ 
 
____________________________________________________________________________________________ 

 
Medical Insurance Carrier Name __________________________________________________________________ 
 
Medical Insurance Group Name and Number ________________________________________________________ 
 
Policy Number and Name of Primary Insured ________________________________________________________ 
 
Primary Care Physician__________________________________________________________________________ 
 
 Physician’s Phone: __ __ __-__ __ __-__ __ __ __   
 
**Please attach current Tuberculosis Examination Certificate and MMR Vaccination Record 

   
Signature:___________________________________________________ Date:  __ __/__ __/__ __  
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W-2, W-4, and I-9 for employees––Federal law requires all employers to verify eligibility for 
employment in the USA by filling out a form I-9 for each new employee accompanied by a photocopy 
of their Social security card, Green card, or US Passport.  All salaried employees must also fill out a W-
4 for IRS withholding.  Each year a W-2 must be issued to each employee by January 31 of the new 
calendar year.  In most institutes, the person in the sponsoring church who handles personnel and 
benefits will do this. Since it legally is a separate non-profit corporation from the church, a Church-
Based Bible College must maintain its own federal EIN (Employer Identification Number), it must do its 
own federal reporting of wages, and it must maintain its own employment and benefit files. 
 
1099-MISC and I-9 for part-time instructors–– Though part-time instructors or adjunct faulty are 
considered as contract workers for employment purposes, Federal law requires all employers to verify 
eligibility for employment in the USA by filling out a form I-9 for each new employee (even part-time 
adjunct instructors) accompanied by a photocopy of their Social security card, Green card, or US 
Passport. Each year an IRS Form 1099-MISC must be issued to each contract worker who received an 
honorarium or stipend from the institute or college by January 31 of the new calendar year.  In most 
institutes, the person in the sponsoring church who handles personnel and benefits will do this. Since it 
legally is a separate non-profit corporation from the church, a Church-Based Bible College must 
maintain its own federal EIN (Employer Identification Number), it must do its own federal reporting of 
wages, and it must maintain its own employment and benefit files. 
 
See www.irs.gov for samples of these forms. 
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Vacation and leave request forms––The Institute Director, College Business Administrator,  or Church 
HR person should track accrued vacation time and sick leave and its use.  A simple form that lists the 
employees name, date of request, date(s) of absence, type of leave, reason for request, signature of 
employee and signature of Director’s approval of request.  A copy of the approved form should be 
returned to the employee and a copy should be placed in the employee file. 
 

 

Vacation/Sick Leave Request Form 
 
 
Date of Request:   _______________________________________________ 
 
Employee Name: _______________________________________________ 
 
Employee Signature: ______________________________________________ 
 
Type of Leave: _____   Vacation    _____ Sick Leave  
   _____   Leave of Absence (w/pay) 
   _____   Leave of Absence (w/o pay) 
 
Period: From _______________   to _________________ 
   
  Number of days:  _________ 
 
Emergency Contact:______________________________________________________________ 
          Name       Phone Number 

 
Special Instructions: 
  

__________________________________________________________ 
 
 __________________________________________________________ 
  
 __________________________________________________________ 
 
Total of Available Leave Days Accrued  ________ 
 
Approvals: 
 
 Director:     ____________________________ 

 
Please forward to Institute office upon completion. 
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Documents for Institutional Files, Foursquare Certification  
and LPC Articulation 

 

Donation Release Form–– If large donations valued over $1000 are given to an institute, the 
following release form in should be used: 
 

Financial Contribution Release Form for use in a 
Foursquare Bible Institute or Church-Based Bible College 

 

I, _____________________________, make the attached donation in the amount of $_____________ 

or the gift of tangible property (describe), ________________________________________________ 

for the express purpose of establishing or assisting an existing Bible Institute or Church-Based Bible 

College operating under the ministry covering of ___________________________________________ 

Foursquare Church. 

I understand that, despite this gift, the endeavor to establish or operate a Bible Institute or Church-Based 

Bible College may not succeed.  ________________________________________________________ 

Foursquare Church has complete discretion to discontinue the efforts to establish or operate its Bible 

Institute or Church-Based Bible College if, in the judgment of ________________________________ 

Foursquare Church, doing so would be in its best interests. 

If the attempt to establish operate the Bible Institute or Church-Based Bible College is unsuccessful, and 

thus ended, I release _________________________________________ Foursquare Church from any 

claim, right, or obligation to return any funds that I have donated at anytime to me. 

Donor  Date 

________________________________________ ______________________ 
Witness  Date 

________________________________________ ______________________ 
Senior Pastor  Date 

________________________________________ ______________________ 
Institute Director/College Dean  Date 

Each party must receive a copy of this agreement with additional copies filed in the institute office, the sponsoring church, 
and the district office. 
 

Foursquare Ministry Training Institutes, 1910 W. Sunset Blvd.; Suite 500, Los Angeles, CA. 90026 
(888) 635-4234, ext. 4387     institutes@foursquare.org 
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Foursquare Ministry Training Annual Report––All Institutes, Schools of Ministry, and Church-
Based Bible Colleges are required to file an Annual Report with the Foursquare Ministry Training 
Office each year by July 15, and no later than August 1.  Institute Certification will not be renewed 
without this report.  The report should be sent in with a $100 annual renewal fee.  This form will 
normally be mailed out to each institute in May, but it is also available for download from the 
Foursquare Ministry Training Website under Forms and Application. 
 
 
Sample Annual Report Instructions Letter 
June 12, 2009 
 

Dear Institute Director, 
  

Enclosed you will find a copy of the Annual Report Form for the 2008-2009 school year that ends on 
June 30, 2009.  Please submit your Annual Report by July 15th, along with the renewal fee of $100.  
These two items are required for all certified institutes, schools of ministry and church-based Bible 
colleges.  If your school has undergone a significant change (such as a name change, a change in 
directors, a status change, etc.) please also submit a Substantive Change Form. A copy of this form is 
included. Both the Annual Report Form and the Substantive Change Form can also be obtained in 
writable pdf format at www.foursquare.org/contact/institutes_form.sd.  (There will be a $50 late fee for 
any report and renewal fee received after August 1, 2009. Please submit your report via email 
bmead@foursquare.org, then submit a hard copy by mail with a check for $100 made out to ICFG to: 
 

 Foursquare Ministry Training  
 1910 W. Sunset Blvd.; Suite 500 
 Los Angeles, CA  90026 
 

You will notice that the annual student survey is included with this mailing. We are requesting that each 
school have every student fill out a Student Profile Card.  It is also available in writable pdf format at 
www.foursquare.org/contact/institutes_form.sd. This information will be used to track and analyze 
trends within our nationwide student body. It is designed to help us better serve our institutes, schools of 
ministry and church-based Bible colleges. After you have your students complete these surveys, please 
mail them back (or e-mail electronic copies) to us along with your annual report and renewal fee. If you 
have any questions regarding this requirement, please let us know. 
 

Lastly, you will find a copy of your current viewbook page.  Please review it for accuracy and update 
any changes in contact information in red as well as update the current enrollment and total number of 
graduates to date in red. Please submit your updated viwwbook page via email bmead@foursquare.org. 
If you would like to update your viewbook photos, please submit them with your updated viewbook 
page. Please let us know if you have any questions at all.  If you do not have a current viewbook page, 
please complete the enclosed viewbook questionnaire. 
 

Please do not hesitate to contact us by email at bmead@foursquare.org or via phone at 213-989-4258 if 
we can be of assistance to you or if you need any additional information. 
 

In His Service, 
Beth Mead 
Foursquare Ministry Training Institutes 
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Foursquare Ministry Training  
Annual Report 

Due: July 15th 
 
1. This report is for the year of July 1, 2008 to June 30, 2009 

2. Name of Institute/SOM/College _________________________________________________ 

3. Name of Sponsoring Church ____________________________________________________ 

4. Name of Foursquare District ____________________________________________________ 

5. Name(s) of other sponsoring churches ____________________________________________ 

6. Date school was established on _____________ and certified on _______________________. 

7. Classification of the Institute 

� School of Ministry 

� Non-Formal Institute 

� Formal Institute 

� Church-Based Bible College 

Branch or related schools? _________________(If yes, attach names and descriptions) 

8. Director of the Institute/College _____________________________  � full-time � part-time 

 
9. Is your program � One Year � Two Year � Four Year  �  other ____________________? 

 
10. What was your total enrollment for the past academic year (2008-2009)? 
 _____________ (specify full-time ___________and part-time_____________) 
 
11. What was your total enrollment for the past three academic years? 
 2007-2008 _____   2006-2007 _____   2005-2006 _____ (specify full- or part-time) 
 
12. How many students graduated from your Institute/College this year? _________________ 
 
13. Do you have an articulation agreement for transfer of academic credit with Life Pacific College or 

any other academic institution?   � Yes   � No 

 
If yes, please specify ________________________________________________ 

14.  If a Church-Based Bible College, are you accredited or seeking accreditation?   � Yes   � No 

 
If so, with which accreditor? __________________________________________________ 
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15. List the names of your regular faculty along with each of their academic degrees 
 

Name  Degree and Major Courses Taught at Institute/College 

 

 

 

 

 

 

 

 

 

 

 

 
   
 (Attach additional names if needed) 
 
List any faculty you have qualified by professional experience: 
 

Name  Demonstrated Competence in Subject Area Courses Taught 
 & Relevant Ministry Experience  

 

 

 

 

 

 

 

 

 

 
   
16. How many of your students are preparing for a Foursquare Ministry License? _________________ 

17. How many of your students are preparing to become church planters? ________________________ 

18. How many of your students intend to use their training to serve on staff at an established local 

church? ___________   How many of your students intend to use their training to serve as trained 

laypersons in their local church? ___________ 

 
19. Briefly describe the current financial status of your institute: 
__________________________________________________________________________________  
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__________________________________________________________________________________  
20. Do you offer a  � diploma,   �� certificate,    �� degree,    or � other _____________? 
21. Please describe the curriculum you are currently using: 
__________________________________________________________________________________  
 
__________________________________________________________________________________  
 
__________________________________________________________________________________  
 
22. Please describe any internship or practical experience program currently offered: 
 
__________________________________________________________________________________  
 
__________________________________________________________________________________  
 
__________________________________________________________________________________  
 
23.  Is your Institute/SOM/College affiliated with Foursquare Emerging Leader Network or Ignite?     
 � Yes   � No 

 
24.  Please update name, address, and phone and e-mail if needed 
__________________________________________________________________________________  
 
__________________________________________________________________________________  
 
Please include a sample of your current catalog and promotional brochures! 
 
Please send your completed Annual Report, along with the $100 Annual Renewal Fee to: 
 

Foursquare Ministry Training 
1910 W. Sunset Blvd.; Suite 500 

Los Angeles, CA. 90026 
(888) 635-4234, ext. 4248 
institutes@foursquare.org 

 

QuickTime™ and a
 decompressor

are needed to see this picture.
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Substantive Change form–– Any school that has undergone any significant changes in curriculum, 
administrative leadership or structure, governance, or location, should submit a Substantive Change 
Form at the time of the change, or it may be submitted with the Foursquare Ministry Training Annual 
Report. This form is available for download from the Foursquare Ministry Training Website under 
Forms and Application. 
 

Foursquare Ministry Training  

Substantive Change Form 
 

A substantive change is any major change in the constitution or program of a Foursquare Training Institute/School of Ministry/Church-Based Bible College. 
Changes in governance, curriculum, administration, location, and any other significant change must be presented or explained on the Substantive Change 

Form and attached to the Annual Report. 
 

1. Name of Institute/SOM/College: ______________________________________________________ 

2. Name of Sponsoring Church: _____________________________________________ 

3. Director of Institute/SOM/College: ____________________________________________________ 

4. Mailing Address: ______________________________________________________ 

5. Phone Number(s): _____________________________________________________ 

6. Email Address: ________________________________________________________ 

7. Date of Submission of this form: __________________________________________ 

8. Effective Date of Substantive Change: _____________________________________ 

9. Type of Substantive Change (Please check applicable boxes and fill in applicable blanks): 
� Name Change 

a. Current Institute/SOM/College Name: _____________________________________ 

b. New Institute/SOM/College Name: _______________________________________ 

� Classification Change Request 
 
a. Current Classification: 
� School of Ministry 
� Non-Formal Institute 

� Formal Institute 
� Church-Based Bible College 

 
b. Requested Classification: 
� School of Ministry 
� Non-Formal Institute 

� Formal Institute 
� Church-Based Bible College 
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� Change of School Leadership 
a. Current Institute Director/College Dean: ___________________________________ 

b. New Institute Director/College Dean: _____________________________________ 

� Other 
a. Please briefly describe the change proposed below: 

_________________________________________________________ 
_________________________________________________________ 

10. Please attach a separate letter explaining the reasons behind the proposed change. 

11. Please also attach a separate letter explaining how the change is being managed.  
(For Example: Explain the method you are using to publicize the School’s name change.) 

 
12. Please obtain the following signatures: 
 
______________________________  ______________________________ 
Institute Director/College Dean  Pastor of the Sponsoring Church 

 
________________________________ 

Member of the Institute Advisory Committee/ 
College Board of Directors 

 
Send completed forms to: 

Foursquare Ministry Training 
1910 W. Sunset Blvd. Ste. 500 P.O. 26902 

Los Angeles, CA. 90026-0176 
(888) 635-4234, ext. 4248 
institutes@foursquare.org 

 
Institutes Office Use Only: 
Date Received: __________ Date Evaluated __________ 
Copy of Form to: 
�  Sponsoring Church 
�  Advisory Committee 
�  Educational Committee 
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Foursquare Annual Student Survey regarding the entire school program.   
 

 

Foursquare Ministry Training 
Annual Student Survey 

 

Dear Student:  Completion of this form is mandatory.  This survey is vital to the continued growth of ____________ Bible 
Institute/College  Please answer each question as completely as possible. Return to the office today. 
 

1. Name__________________________________________________________________________________________ 

2. Email__________________________________________________________________________________________ 

3. Are you pursuing the completion of a diploma, certificate or degree program?_________________________________ 

4. What is your final degree goal? Diploma   Certificate AA BA BTh Major _______________________ 

5. Class level at the end of this semester: Fr So Jr Sr Graduating 

6. Do you plan to pursue further formal ministry training upon graduation?_____________________________________ 

 At what level? __________________________________________________________________________________ 

7. Church you currently attend ________________________________________________________________________  

8. Denomination ___________________________________________________________________________________  

9. Are you currently a volunteer at your church?  Number of hours per week: ___________________________________ 

10. Are you on staff at your church? Intern Part-time Full-time 

11. Is it a paid or self-supported position? ________________________________________________________________ 

12. Title of your current position _______________________________________________________________________ 

13. What kind of ministry/position do you feel called to upon graduation? _______________________________________ 

14. Are you planning to be a member of a church-planting team after you graduate? _______________________________ 

 Where? ________________________________________________________________________________________ 

15. Are you currently a member of a church planting team?  Where? ___________________________________________ 

16. In which denomination do you plan to serve in ministry? _________________________________________________ 

17. Where are you planning to serve (geographically) upon graduation?  Specify _________________________________ 

18. Will you be a member of a short-term missions trip team this summer? ______________________________________  

19. Where? _______________  Length of mission trip? __________    Is this your first mission trip? _______________  

20.  Will you be leading the team? ___________  Indicate total number of missions take since enrolling in school. _______ 

21. Church/organization sponsoring this mission?__________________________________________________________ 

22. Will you be enrolling in the Fall 2009 semester?_________________  Number of semester hours Fall 2009 ______ 

23.     When do you plan to complete your current program? ____________________________ 
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Application for Certification––It is recommended that any new institute, school of ministry, or church-
based Bible college that desires to be recognized as Certified by Foursquare Ministry Training apply for 
certification prior to offering its first classes.  However, the Application for Certification by Foursquare 
Ministry Training may be completed at any time. It should be completed and finalized by December 31, 
for recognition at the Annual Foursquare Ministry Training Symposium held each year in February. This 
form in writable pdf format is available for download from the Foursquare Institutes Forms webpage 
www.foursquare.org/contact/institutes_form.sd.  A $100 Application Fee must accompany the 
application. 
 

INTERNATIONAL CHURCH OF THE FOURSQUARE GOSPEL 

Foursquare Ministry Training  
Application for Certification 

 
As defined on pages 1.17 – 1.22 of the Foursquare Ministry Training guidelines, we plan to start a Bible 
Institute that will operate as a: 

� School of Ministry 
� Non-Formal Bible Institute 
� Formal Bible Institute 
� Church-Based Bible College 

 

Name of Institute/SOM/College   Date ____________ 
 
Church   Pastor/Administrator   
 
Address   City   St   Zip   
 
Phone   Email Address   
 
Website Address, if applicable   
 
Do you want your website to be listed on and linked with the foursquare.org site?   Yes   No 
 

Proposed Start Date   
 

Organizational / Administrative Matters 
A. List your three main reasons for wanting to be Certified by Foursquare Bible Training: 

 
1.   
 
2.   
 
3.   
 

B. Please attach the mission statement for your Institute/SOM/College. 
 

 
C.  Is your Institute/SOM/College to be affiliated with Foursquare Emerging Leader Network or 

Ignite?  ___ Yes  ___ No 
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C. Has an administrative committee been established to oversee the school?    Yes    No 
(See guidelines page 2.3) 

Is the Senior Pastor the Chairman?    Yes    No 
Does the administrative committee consist of at least five members?    Yes    No 
Is at least one person (other than the Pastor) a church council member?    Yes    No 
Does this committee meet at least once a month?    Yes    No 
Are all financial decisions of this committee reviewed by the council?    Yes    No 

Please explain all “no” answers on a separate, attached sheet. 
 

List names of the current administrative committee: 
 

      
 
      
 
      
 
      
 
      

 
D. Who is the Director/Dean of the Institute/SOM/College?   
 

State experience and educational qualifications:   
 
  
 
  

 
E. What tuition rate has been determined and approved by the school’s administrative committee? 
 

  
 

II.  EDUCATIONAL MATTERS: 
A. Please Attach Documents: (Catalog, schedule, calendar, etc.) that contain the following 

information: 

• A description of the school’s approach to instruction: formal, non-formal, or combination. 
(See guidelines pages 1.17 – 1.22 for definition of formal and non-formal.) 

• An explanation of how the Institute/SOM/College will meet the required hours of training. 
 

Please include the following: 

• A brief description of each course offered. 
 If the Systematic Theology classes as listed on page 2.26 of the guidelines are not being 

taught, please also describe how the content of those classes will be covered. 

• A description of total class time. 
 Include the length of each class in minutes, how many times a week the class will meet, 

and the number of weeks it will meet. 

• A description of non-formal training, if it will be included as a part of the required hours. 

• A list of faculty members and their qualifications, including education and experience. 
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B. Check yes or no after each of the following statements:  Yes No 
 

Admission criteria reflect the mission of the Institute/SOM/College.  ____ ____ 
Each entrant has a high school diploma or the equivalent of a high school 

 diploma.  ____ ____ 
The attendance policy requires students to attend at least 80% of the 

 class sessions.  ____ ____ 
The textbooks and instruction are college level.  ____ ____ 
Tools for evaluation include exams, papers, reports, and projects.  ____ ____ 
Course outlines are developed for each course taught.  ____ ____ 
An academic scoring system has been established.  ____ ____ 
All student records are kept permanently and stored in a confidential ____ ____ 
 secure and fire-safe place. 
The Institute/SOM/College has an on-site library.  ____ ____ 

 

Please explain all “no” answers on a separate, attached sheet. 
 

C. If you are pursuing the possibility of the credits from your Institute/SOM/College being 
transferable, please answer the following questions: 
Are you in dialogue with an institution? Which one?   
Do you currently have a Letter of Articulation from that institution?    Yes    No 
If yes, please enclose a copy of that agreement. 

 

III. DENOMINATIONAL MATTERS 
A. What percentage of faculty members and administrators are active members of a Foursquare 

Church? ______   If not 100%, please explain_________________________________________ 
 
_________________________________________________________________________________ 

B. Does your communication, both oral and written, affirm the following facts? 

• Licensing is a church function and is handled by the district offices. 

• Graduating from a Bible Institute/SOM/College does not necessarily qualify a person for 
licensing. 

• A person must meet all of the standards for licensing which are set by the district office that 
serves the area in which he/she resides.    Yes    No 

 

IV. LEGAL MATTERS              Check Yes or No 
A. The State Department of Education has been contacted and all requirements met.  Yes No 
 Please enclose a copy of documentation. 

B. Insurance carrier, if other than ICFG, has been notified and insurance procured 
to cover the school.   Yes No 

C. Separate bookkeeping has been set up for the Institute/SOM/College.  Yes No 
D. Catalog and/or brochures include or will include the non-discriminatory policy.   Yes No 
E. We have read and will comply with the guidelines regarding truth in advertising.   Yes No 

 

 (Page 2.12 of the guidelines) 
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The following resolution was presented by the pastor and agreed to by the church council: 
 

RESOLVED: We petition the Board of Directors of the International Church of the Foursquare Gospel 
for permission to operate a Bible Institute, School of Ministry or Church-Based Bible College in 
conjunction with the local Foursquare church of     , understanding that all 
properties secured and buildings erected for the purpose of conducting such  a school shall be held in the 
name of the International Church of the Foursquare Gospel, a religious corporation of California. 

 
Signatures of Church Council: 

 
      

 
      

 
      

 
      

 
      

Signature of Pastor    Signature of Secretary 
 

Committee Use Only: 
 
Date Received: _______ Date Evaluated ________ Approved ______ Disapproved __________ 
 
Comments or Contingencies 

______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 

 
 
Please remember to include the $100.00 application fee, in the form of a check or money order payable to: 

The Foursquare Church. 
 

Send completed applications to: 
 

Foursquare Ministry Training 
1910 W. Sunset Blvd. Ste. 500 P.O. 26902 

Los Angeles, CA. 90026-0176 
(888) 635-4234, ext. 4248 
institutes@foursquare.org 
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Foursquare Ministry Training Annual Symposium Registration––All Foursquare Ministry Training 
Institutes, Schools of Ministry or Church-Based Bible Colleges are required to send at least one 
representative to the Foursquare Ministry Training Annual Symposium held in February of each year.  
This is a very valuable training and networking opportunity for institute directors and college leaders 
that should not be missed.  Registration forms are usually e-mailed to Institute Directors/College Deans 
several months prior to the Symposium each year.  Travel Scholarships are sometimes available for 
institutes and schools of ministry with limited budgets.  
 
Sample Registration Form for Foursquare Ministry Training Annual Symposium 
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Annual Information Update for Foursquare Ministry Training View-book––Each summer, each 
Institute, School of Ministry and Church-Based Bible College will be asked to update its information 
and photos for the Foursquare Ministry Training View-book.  This important information and net-
working tool helps Institute Directors and College Deans connect with other leaders across the country 
that are operating similar types of Institutes/SOM/Colleges providing up-to-date contact information, 
and information about the nature, mission, operational format, and demographics of each school. 
 

Foursquare Ministry Training  
Viewbook Questionnaire 

Completing this questionnaire will help us as we develop a comprehensive, electronic directory of our 
certified schools which will be made available via our website. If you have any questions, please email 
bmead@foursquare.org. You may submit this questionnaire via email or postal mail.  
Thank you for your cooperation! 
1. Name of Institute, School of Ministry and Church-Based Bible College: ______________________ 

__________________________________________________________________________________ 

2. Director/Dean: ___________________________________________________________________ 

3. Sponsoring Church: _______________________________________________________________ 

4. District: ________________________________________________________________________ 

5. Type of School:  �  School of Ministry     �  Non-Formal Bible Institute 
   �  Formal Bible Institute       �  Church-Based Bible College 

6. Address: _______________________________________________________________________ 

7. Phone Number: (______) ______ - __________  

8. Email Address: __________________________________________________________________ 

9. Website: _______________________________________________________________________ 

10. Date school was founded: _____________________________________ 

11. Current Number of Students Enrolled: ___________________________ 

12. Total number of students who have completed the program: __________ 

13. Please use a separate sheet and write a brief paragraph describing/highlighting your school. 
14. Please provide one photograph that represents your school (picture of student body, faculty, 

classroom, artwork, etc.)  
 A high-resolution, digital picture can be submitted via email to: bmead@foursquare.org. 
15. Please provide a photograph of the Director/Dean.  
 A high-resolution, digital picture can be submitted via email to: bmead@foursquare.org. 
16. Please use a separate sheet to list the names of additional school staff and their specialties. 
17. Please provide a copy of your school’s Mission Statement. 
18. Please describe, on a separate sheet, the focus demographics of your school  
 (i.e. the primary target group or the breakdown of the school population by ethnicity; age group; 

traditional vs. non-traditional age students; language of instruction, etc.) 
19. Please describe, on a separate sheet, the primary types of ministry that you are training your students 

for (such as urban ministry, church planting, youth ministry, senior pastors or other special focuses.) 
20. On a separate sheet, please list and describe the diploma, certificate, or degree programs offered and 

the length of these programs. 
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The Formal Institute and Church-Based Bible College Self-Study Criteria Worksheet—These 
guidelines are used to develop an Institute self-study as part of the initial application for an articulation 
agreement with Life Pacific College.   The results also serve as an excellent self-study for use with any 
other college that your institute is seeking an articulation agreement with. 

 
 FORMAL INSTITUTE AND CHURCH-BASED BIBLE COLLEGE  

ARTICULATION SELF-STUDY  

Requirements for Consideration for Transfer of Units to Life Pacific College 
 

PURPOSE 
The purpose of the institutional self-study is two-fold: (1) it assists both the institute or college and LPC 
in determining a student’s readiness to transfer earned credits to Life Pacific College (LPC), and (2) it 
can serve as a way to strengthen and improve the institution’s own teaching and learning mission to 
ministry students. The self-study asks the institute or church-based Bible college to examine and report 
on various aspects of the institution in relationship to LPC’s criteria for transfer.  

 
MINIMUM REQUIREMENTS TO START 

• A copy of the Foursquare Ministry Training Application and verification from ICFG that you are 
currently approved as a Formal Bible Institute or Church-Based Bible College. (Generally we 
are unable to evaluate Non-Formal Bible Institutes and Schools of Ministry)  

• A copy of your self-study report.  

• A cover letter signed by the senior pastor and institute director/college dean requesting an 
articulation agreement. 
 

HOW IT WORKS 
Many of the minimum criteria for transfer have been incorporated into ICFG’s approval process for 
Formal Bible Institutes and Church-Based Bible Colleges. Generally, the self-study will not require you 
to re-create these criteria, but will ask you to document it. The self-study will ask you to evaluate 
additional practices and polices required by LPC that are not a part of ICFG’s normal approval process.  
Using the criteria in this self-study as a guide, document the institution’s processes and mail a copy of 
the completed report to: 
 

Transcript Evaluator 
Life Pacific College 
1100 Covina Blvd. 
San Dimas, CA 91773 

 
Alternatively, you may submit the self-study document as an MS Word or PDF attachment to 
aadams@lifepacific.edu.  Please use the following format for your self-study report: 
 

• 8 1/2” x 11” paper size 

• 10-12 point standard font (Times New Roman, Arial, Helvetica or similar) 

• Single-spaced  

• One inch margins 

• Maximum of 10 pages 
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Once a self-study is approved by LPC, a letter of articulation will be awarded stating that several classes 
are transferable as long as the Bible institute or church-based Bible college continues to meet the 
minimum requirements. LPC is unable to pre-approve the transferability of specific courses because of 
changes that may occur in the course at either the institute or at LPC. Please note LPC evaluates each 
course for potential transfer credit, which must meet the following standards: 
 

• The student must have received a final grade of a C- or higher. 

• The course must be 2/3 equivalent in content to the corresponding LPC course. 

• The course must equal at least ½ of the units assigned to the corresponding LPC course. 

• The course must be a part of the lower division curriculum at LPC (some exceptions apply). 

• A maximum of 64 units are transferable into LPC.   
 
CRITERIA – FRAMEWORK FOR SELF-STUDY 
The following six points are the minimum criteria for articulation approval.  All nine points should be 
addressed in your self-study narrative.  If your institute does not meet the following criteria, please 
explain your current situation and your planned steps toward progress. 
 
1. Institutional Context 

Please begin with the following information: 

• The name(s) and address(es) of the institute and the church.  

• A brief history of the institute – founding date, enrollment scheme (rolling, semester, quarter, 
trimester, etc.), mission statement, goals, and objectives. 

• Four-year historical and current student headcount. 
 
2. Organization    

The institute must be organized and managed in a way that demonstrates academic and fiscal 
credibility. 

• A director/dean must be responsible for the oversight of the institute/college program; however, 
the director/dean may have other responsibilities at the church unrelated to the institute/college 
program.   

• The institute/college should clearly be under the direct oversight of an administrative committee 
or college board. This committee should provide guidance to the institute/college and ensure the 
integrity of the academic program. 

• The institute/college should be able to provide reasonable assurances that it is financially solvent 
and plans to operate on an ongoing basis, e.g. last year’s annual budget report and the previous 
actual quarterly report.    

 
3. Faculty Credentials  

The institute/college should employ qualified faculty in a number that is sufficient to sustain the 
level and programs promised. (A sample faculty table is enclosed)   

• Faculty members should have attained the educational level of a master’s degree (bachelor’s 
degree minimum if a two-year Institute or two-year Church-Based Bible College) from an 
accredited institution in the field in which they instruct. (Example: an M.S. degree in 
Engineering does not qualify someone to teach Bible classes.)  Faculty should also have 
adequate ministry experience to warrant teaching their appointed subjects.  It is a person’s 
education and experience in a given field that qualifies him or her to teach in that field.   
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• If an instructor has an unaccredited degree he/she must be currently enrolled and actively 
pursuing an accredited graduate degree.  The instructor should have at least 1 full year of 
graduate level work completed.  

• Instruction should be limited to the same field in which the degree has been earned (i.e. an M.S. 
degree in engineering does not qualify someone to teach a Bible class). Adequate ministry 
experience in the field taught. 

• Appeals can be filed for faculty that do not have the appropriate academic credentials but may be 
qualified by other valid measurements. 

• All faculty credential updates must be reported to LPC annually. 
 

4.  Course Outlines 
All course outlines should be approved by the institute director/college dean and/or the 
administrative committee before the beginning of each term.  The institute/college should clearly 
document the course outline development and approval process. (Sample outlines can be found on 
the LPC Institute Resource Center website at www.lifepacific.edu/institute). 

• Basic course information - the name of the instructor, the course number/name, and date of the 
current semester. 

• If a course is team-taught, the professor of record should teach at least 60% of the course. 

• Institutional mission statement should appear in every course outline. 

• Course description – a synopsis of the course content. 

• Course objectives – developed from the course description and reflects the mission statement. 

• Textbooks and materials - listed by author, title, volume number, publisher, and copyright date.   

• Course requirements - should include a schedule listing due dates and value of all assignments, 
tests, and quizzes. 

• Course policies – any attendance, assignment policies, and grade scales, etc. should be included 
in the course outline. 

 
5.   Required Student Workload 

The institute/college must require adequate time in class and work outside of class to ensure a 
quality education.   

• Each semester unit requires a minimum of 12.5 hours of seat time. (Breaks cannot be included in 
this number, only instruction time.) 

• Each quarter unit requires a minimum of 8.5 hours of seat time. (Breaks cannot be included in 
this number, only instruction time.) 

• Each unit must also require approximately 1.5 to 2 hours of homework per seat time hour. 
 
6. Communication Practices 

The institute/college must clearly communicate its policies and advertising claims to the general 
public. 

• Any published statement regarding exceptions to the minimum requirement of a high school 
diploma or equivalent (GED) must be clearly articulated.   

• The institute will receive approval from LPC prior to advertising, publishing, or disseminating 
any statement concerning transferability of credits to LPC 
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POLICIES & BEST PRACTICES 
1.   Record Keeping 
      The record-keeping methods of the institute should meet high standards that ensure accuracy and 

permanence.   

• Maintain accurate student records in a safe, fireproof, and tamper-proof place. 

• Keep a permanent copy of every published catalog/pamphlet. 

• Be able to provide official transcripts (sample enclosed) at the student’s request. 

• Be able to provide faculty qualifications for current and former instructors. 

• Be able to provide copies of all course outlines for the previous 10 years.  

• Record retention policies should be modeled after the standards applied at LPC (a copy of LPC’s 
retention policies may be requested through the Transcript Evaluator). 

• Have provisions in place so that if the institute/college closes it can continue to provide student 
and institute/college records for a minimum of 10 years after closing. 

 
2.   Learning Resources 

The institute/college should work towards developing an on-site library that enhances the academic 
and spiritual development of their students.   

• Materials for reference and circulation should include: encyclopedias, books, periodicals, 
audiocassettes and CD’s, videos, CD-ROMs and DVD-ROMs.  (LPC retains about 40,000 
books) 

• Equipment such as DVD players, VCRs, TVs, computers and multimedia projectors should be 
made available and kept in good working order. 

• A strong library will also provide services such as electronic indexes, internet access, and inter-
library loan systems. 

• The resources should be available at regularly scheduled times that are convenient to the student 
population. 

 
3.   Advertising and Publications  

All advertising claims and publications should be clearly articulated and the institute/college is 
strongly encouraged to implement the following policies. 

• The institute/college should not seek, obtain, or advertise official accreditation with any agency 
other than a governmental agency, or an accreditation agency recognized either by the United 
States Department of Education or the Council on Higher Education Accreditation.  If the 
institute/college has been formally recognized by another agency, please name the agency and 
include any publicized statements regarding this affiliation. 

• New catalogs/pamphlets/brochures should be printed on at least a bi-annual basis and copies 
mailed to the transcript evaluator soon after each new publication.   

• The “catalog” should contain a minimum of a list of courses offered, faculty qualifications, basic 
admissions criteria, basic academic requirements and a list of tuition and fees.    

 
4.  Complimentary Service 

The institute can send two or three graded papers to the Transcript Evaluator.  These papers will be 
submitted to faculty who teach in a similar field of study. LPC will re-grade the papers so that your 
institute can assess the differentials in the grading process. 
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APPROVAL PROCESS 
1.   After LPC receives all documents and verifications, the self-study will be reviewed.  The review will 

culminate in one of the following three responses:  

• If the review demonstrates full compliance with all criteria, LPC will award a letter of 
articulation to the institute/college.  

• If the review suggests significant compliance, LPC will request clarifications, further 
information, or revisions of the self-study report. The request may be communicated by 
telephone, email, or letter.  If further review demonstrates full compliance with all criteria, LPC 
will award a renewable letter of articulation to the institute/college. 

• If the review suggests that the institute/college is not within significant compliance, LPC will 
provide written recommendations for needed changes. The institute/college will then have 12 
months to submit an amendment to the self-study addressing all required changes.  

o If the amendment adequately demonstrates full compliance with all previously unmet 
criteria, LPC will award a renewable letter of articulation to the institute/college.  

o If the institute/college is still in non-compliance at the end of the 12-month period, the 
institute/college will need to submit a new cover letter, ICFG verification, and self-study 
document for review. 

 
2.   After an institute/college has been granted an articulation agreement, the agreement may be renewed 

if the following steps are followed:  

• A copy of the Foursquare Ministry Training Annual Report and the LIFE Supplemental 
Questionnaire are submitted to LPC every year by August 1st. 

• Approximately every 5 years LPC will mail an in-depth evaluation to the institute/college.  Upon 
its return, LPC will review the evaluation to determine if changes are needed before a new 
articulation agreement is awarded. 

 
LPC is pleased to establish an articulation agreement with any Formal Bible Institute or Church-Based 
Bible College that meets the basic standards.  Please contact Audrey Adams, the Transcript Evaluator at 
Life Pacific College at aadams@lifepacific.edu.  or at 909-706-3454 for further information or for 
guidance concerning the completion of the self-study process. 
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The Non-Formal Institute Criteria Worksheet—These guidelines are used to develop an Institute 
self-study as part of the initial application for an articulation agreement with Life Pacific College for 
non-formal institutes that are transitioning to formal institute status.    
 

 NON-FORMAL INSTITUTE CRITERIA WORKSHEET 

Requirements for Consideration for Transfer of Units to Life Pacific College 
 

PURPOSE 
The purpose of this report is two-fold: (1) it assists both the institute and the Life Pacific College (LPC), 
in determining a student’s readiness to transfer earned credits to LPC and (2) it can serve as a way to 
strengthen and improve the institute’s own teaching and learning mission to ministry students.  The 
criteria worksheet asks the institute to examine and report on various aspects of its program in 
relationship to LPC’s criteria for transfer. 
 
MINIMUM REQUIREMENTS TO START 

• A copy of your report responding to the criteria worksheet 

• A cover letter signed by the senior pastor and/or institution director requesting an articulation 
agreement 

 
HOW IT WORKS 
Using the criteria in this worksheet as a guide, document the institute’s processes and mail a copy of the 
complete report to: 
 

Transcript Evaluator 
Life Pacific College 
1100 Covina Blvd. 
San Dimas, CA 91773 

 

Alternatively, you may submit your report as an MS Word or PDF attachment to 
aadams@lifepacific.edu.  Please use the following format:  
 

• 8 ½’ x 1’ paper size 

• 10-12 point standard font (Times New Roman, Arial, Helvetica, or similar) 

• Single-spaced 

• One-inch margins 

• Maximum of 10 pages 
 

Once the report has been approved by LPC, a letter of articulation will be awarded stating that courses 
are transferable as long as the institute continues to meet the minimum requirements.  LPC is unable to 
pre-approve the transferability of specific courses because of changes that may occur in the course at 
either the institute or at LPC.  Please note LPC evaluates each course for potential transfer credit that 
must meet the following standards:  

• The course must equal at least ½ of the units assigned to the corresponding course at LPC (i.e., 
If Synoptic Gospels is offered for 2 semester units at an institute/college, it will fulfill the 
requirement for Synoptic Gospels at LPC, but the remaining unit must be made up with another 
Bible unit.). 
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• The course must be at least 2/3 equivalent in course content (i.e., If an institute only covers 9 of 
the 11 books in History of Ancient Israel the course will still transfer.).  

• The student must receive a final grade of a C- or higher.  

• If the course is part of the upper division Bible curriculum at LPC, it will not transfer for that 
particular course if it does not maintain similar pre-requisites or meet the upper division faculty 
qualifications.  

 

GENERAL CONCERNS 
A Institutional Context 

Please begin with the following information:  

• The name(s) and address(es) of the institute and sponsoring church.  

• A brief history of the institute—founding date, enrollment scheme (rolling, semester, quarter, 
trimester, etc.), mission statement, goals, and objectives. 

• Four-year historical and current headcount. 
 

B Mission 

• The institute should have a mission statement, which clearly defines the intention of the institute 
to train men and women for specific church-related ministries (i.e., senior pastor, assistant pastor, 
youth pastor, Christian formation pastor, etc.). 

• Each course offered should support the mission of the institute.  Instructional materials should 
be chosen within the guidelines of the mission statement and the subject matter of the course. 

 

C Organization 
The institute must be organized in a way that demonstrates academic and fiscal credibility.  

• The institute should clearly be under the direct oversight of an administrative board that will be 
responsible for ensuring sufficient structure, accurate record keeping and a program that fulfills 
the institute’s stated purpose.  

• The institution should also have a Director whose responsibility is the oversight of the institute 
program.  If the director has other responsibilities (e.g., staff pastor), his or her primary 
responsibility must be the institute.  

• The institute must have sufficient structure to ensure the fulfillment of its stated mission and 
publicized purpose.   

• The institute should assign a per-course or per-unit tuition rate for each course in order to 
demonstrate that the education in the institute is credible. 

• The institute should be able to provide reasonable assurances that it is financially solvent and 
plans to operate on an ongoing basis, e.g. last year’s annual budget report and the previous actual 
quarterly report. 

• The institute must be in full compliance with all applicable local, state and federal regulations.  
A.A., B.A., and B.Th. degrees should not be offered. 

  
D Publications and Advertising 

The institute should publish a catalog or at least a pamphlet on an annual or biannual basis that 
clearly describes program offerings, faculty qualifications, basic academic and admission 
requirements and financial information.  

• The institute will receive approval from Life Pacific College prior to advertising, publishing, or 
disseminating any statement concerning transferability of credits to Life Pacific College.   

• A new catalog should be mailed to the transcript evaluator soon after publication.  
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EDUCATIONAL MATTERS 
1. Faculty 

The institute should use qualified faculty who have earned degrees from institutions that are 
accredited by an agency recognized by CHEA (the Council for Higher Education Accreditation). 

• Faculty members should have attained the educational level of a master’s degree (bachelor’s 
degree minimum if a two-year Institute) from an accredited institution in the field in which they 

instruct. (Example: an M.S. degree in Engineering does not qualify someone to teach Bible 
classes.)  Faculty should also have adequate ministry experience to warrant teaching their 
appointed subjects.  It is a person’s education and experience in a given field that qualifies him 
or her to teach in that field.   

• Should any faculty member have an unaccredited B.A., he or she must be currently enrolled in 
and actively pursing an accredited graduate degree.  At least one year of graduate work must be 
completed before the person will be accepted as a professor.  

• The institute must employ sufficient faculty to sustain the level of and programming promised 
by the institute.  

• If a course is team-taught, the professor of record will be noted as the one who taught 60% or 
more of the class.  
 

2. Student Qualifications 
The institute should have specific criteria for admission to its program.  

• The admission criteria should reflect the mission and purpose of the institute.  

• Students admitted to the program should have a high school diploma or a document evidencing 
equivalency (GED).  Some exceptions may apply.  

• Religious institutions should require applicants to address issues regarding their spiritual life. 
 
3. Curriculum 

The curriculum of the institute must be adequate in terms of hours in training and breadth of 

subjects to accomplish its mission.  
 

4. Hours in Class/Homework 
The institute must require adequate time in class and work outside of class to ensure quality 
education.  It should also consider if it will require attendance, and records of attendance. 

• To receive one unit of academic credit under a quarter system, the class must meet for a 
minimum of 10 class hours (10 sessions at 50 minutes each), which equals approximately 8.5 
hours of seat time plus 13 hours of homework.   

• Semester hours are generally a minimum of 15 class hours (15 sessions at 50 minutes each=12.5 
hours of seat time) plus 19 hours of homework.  Breaks cannot be included in seat time hours.  
Institutes wishing to transfer credit to LPC will have their units evaluated according to a 
minimum requirement of 1.5 hours of homework per seat time hour.   

• Institutes requiring fewer hours will either be assessed for fewer units or may not be accepted at 
all.  At LPC, 1 semester unit equals 15 class hours and approximately 30 hours of homework.  

 
5. Textbooks 

Textbooks used for each institute course should be appropriate to college-level instruction.  

• The textbooks and materials used should be college-level and capable of being used to formulate 
examination materials during the duration of the course.  

• For a book to be considered college-level, the following criteria must be met:  
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o The author must be a recognized authority (in terms of education and experience) in the 
field in which he or she writes.  For example, a book on theology, written by a botanist, is 
not considered college material.  

o The author must use standard college research and documentation methods in the book.  
o The vocabulary of the text should require college-level reading ability.  

• The student should be expected to complete consistent reading assignments from the textbooks 
and materials used in teaching the course.  These readings should also become part of the 
examinations given in the course.  

 
6. Level of Instruction 

The courses taught in the institute should be at college level.  

• College-level instruction means that the instructors teach from a college-level textbook, use 
standard research and documentation procedures in their class preparations, and have sufficient 
education and experience in the area in which they are teaching to qualify them to teach.  

• College-level instruction also means that the students will do a minimum of 1.5 to 2 hours of 
outside work for every hour in class.  They will usually be required to do a major research 
assignment or project that takes principles learned in the course and applies them in a 
professional, yet practical way.  

 
7. Testing 

The institute should see that proper means of evaluation are used in all of its courses.  

• Periodic examinations should be given throughout a course.  The examinations should be 
difficult enough to reflect the levels of differences among the students in the course.   

• It is common for institutes to include a mid-term examination, a final examination, and several 
quizzes.   

• The instructor may choose to use other means of evaluation such as a major ministry project or 
report, but all means of evaluation should clearly determine the level of learning in the students 
and demonstrate different levels of learning among them.  Examinations and projects should be 
noted in the course outlines and approved by the institute’s director.  

 
8. Grading 

Letter grades are recommended at the end of each course, and the grade distribution should 
demonstrate that generally there are a certain percentage of students at each level.  

• The institute must establish a standard academic scoring system that reflects the scoring 
generally used in college-level institutions.  The teacher’s grading scale, of course, should reflect 
the student’s fulfillment of the required assignments as delineated on the course information 
sheet.  It is expected that grades from each course should approximately reflect a normal 

distribution of grades as noted on the curve scale.  The recommended standard curve for grade 
distribution in the institute course may be set as follows:  

 
Standard Grade Distribution Curve Scale 

Letter Grade      Percentage of Students 
A        10% 
B        30% 
C        45% 
D        10% 
F          5% 

 



Records and Record Keeping 
   

4.111 

• A course in which all students earn “A’s” is not a college-level course!  Exceptions to this rule 
might occur in highly technical situations where all of the students are academically advanced. 

• Also, courses originally audited by a student and then changed to credit courses without 
additional workload or class hours will not be accepted for transfer by Life Pacific College.  

• All grades should be prepared and released to the students within three weeks of the completion 
of the class.  

 
9. Course Outlines 

Each course must have a course outline, which gives the name and number of the course and the 
instructor’s name at the top of the first page.  All course outlines for a given quarter or semester 
should be approved by the institute’s director and/or administrative board before the beginning of 
each term.  

• The ideal course outline should contain the mission statement of the institution as well as 
defined course objectives that reflect the statement.  

• The course description should give a synopsis of the course content and state the goals of the 
course.  

• The textbook and materials used should be listed by author, title, volume number, publisher and 
copyright date.  

• Course requirements should be clearly delineated both in the course outline and orally during 
the first course session, including dates on all assignments.  

• Course policies regarding attendance and completion of assignments should be clearly explained 
and used as a guideline for those who successfully complete the course.  

• A schedule of subjects to be covered, reading assignments to be completed and examinations 
and quizzes should be attached to the course outline to be distributed in the first class session.  

• Samples of course outlines are available from Life Pacific College website or by request.  
 
10. Records 

The record-keeping methods of the institute should meet high standards that ensure accuracy and 
permanence.  

• It is recommended that the record system initiated by the institute include the following:  
o An official transcript for each student that contains personal data and grades for all 

courses he or she has taken.  
o Financial records for each student to track payment of required fees.  We recommend 

that the institute require that all fees be paid before a grade report or transcript is released.  
o A transcript request form that authorizes the institute to release transcripts to a third 

party in compliance with Federal FERPA standards.  

• The institute should be prepared to keep all major student records (especially transcripts and 
grades) in a safe (fireproof, tamper-proof, and private) place.   

• If for any reason the institute closes its doors, arrangements should already be in place to 
maintain all major student records for at least an additional 10 years.  A designated person 
should continue to issue transcripts and answer general questions regarding the institute and its 
policies.  

 
11. Library 

The institute should work towards developing an on-site library that strongly supports the instruction 
given to the students.  
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• The library should include books, periodicals, videos, audiocassettes and CD’s, CD-ROMs and 
DVD-ROMs and other forms of reference materials that support learning in subject areas taught 
in the institute and enhance the academic and spiritual development of the students.  Equipment 
such as TVs, computers and multimedia projectors should be made available and kept in good 
working order.  A strong library also provides services such as electronic indexes, internet 
access, and inter-library loan systems.  

• The library functions to assist the faculty in their teaching function, to support the institute 
curriculum, and thus to meet the broad educational needs of the students.  Courses taught in the 
institute should therefore require the students to use the library for research purposes when 
possible.  

 
12. Facilities 

The facilities should provide adequate classrooms equipped to properly support the courses of the 
institute with attention given to heating/cooling, proper lighting, freedom from distraction, 
appropriate classroom furniture and equipment, and basic audio-visual resources and supplies.  
 

APPROVAL PROCESS 
1.   After LPC receives all documents and verifications, they will be reviewed.  The review will 

culminate in one of the following three responses:  

• If the review demonstrates full compliance with all criteria, LPC will award a letter of 
articulation to the institute.  

• If the review suggests significant compliance, LPC will request clarifications, further 
information, or revisions of the report. The request may be communicated by telephone, email, 
or by letter. If further review demonstrates full compliance with all criteria, LPC will award a 
renewable letter of articulation to the institute. 

• If the review suggests that the institute is not within significant compliance, LPC will provide 
written recommendations for needed changes. The institute will then have 12 months to submit 
an amendment to the report addressing all required changes.  

o If the amendment adequately demonstrates full compliance with all previously unmet 
criteria, LPC will award a renewable letter of articulation to the institute.  

o If the institute is still in non-compliance at the end of the 12-month period, the institute 
will need to submit a new cover letter and report for review. 

 
2.   After an institute has been granted an articulation agreement, the agreement may be renewed if the 

following steps are followed.   

• The LIFE Supplemental Questionnaire will be sent to the institute and must be returned to LPC 
every year by August 1st. 

• Approximately every 5 years LPC will mail an in-depth evaluation to the institute.  Upon its 
return, LPC will review the evaluation to determine if changes are needed before a new 
articulation agreement is awarded. 

 
Please contact Audrey Adams, the Transcript Evaluator at Life Pacific College, aadams@lifepacific.edu. 
or at 909-706-3454 for further information or for guidance concerning the completion of the process. 
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Sample Articulation Agreement with Life Pacific College 
 

 
Life Pacific College 

hereby awards an Articulation Agreement to 

{Institution name} 

an extension ministry of 

(church name, city, & state} 

 
This agreement provides pre-approval for transferability, but does not assure transfer of every course or 
transfer at the same unit rate. This agreement is an acknowledgement of the overall program at 
_____________ Institute/College but does not address specific areas that can be adjusted or changed 
each term. A maximum of 64 units is transferable into Life Pacific College (LPC). 
 
The purpose of this agreement is to assure students that their work will be acknowledged, and transfer 
credit will be accepted by LPC for many or most of their completed classes. This agreement will help 
the student avoid duplication of courses and will provide an avenue of open communication between the 
institutions. Each institution must remain aware of the areas in which they share a common purpose, yet 
respect their differences when comparing their mission, goals, and objectives. 
 
Specific classes, unit totals, and faculty qualifications are not addressed in this agreement so that both 
institutions have the freedom to alter their course materials and classes to meet the needs of their current 
population. Generally, courses taught at institutions that are upper division status at LPC are not 
transferable. However, LPC can at its own discretion choose to accept an upper division course based 
upon the professor’s qualifications and course content. Transferability for any course can be withdrawn 
without prior notification. 
 
All communication, whether written or verbal should be addressed to the Transcript Evaluator, unless 
advised otherwise. Each time the institute/college publishes a new catalog, whether annually or bi-
annually, a hard copy will be mailed to LPC. 
 
This agreement remains valid if  _________ Institute/College meets the following criteria: 

1.  The institution must maintain its certification as a Formal Bible Institute or Church-Based Bible 
College with the International Church of the Foursquare Gospel. 

2.  The institution must continue to meet all of the standards that were established during the self-
study. If any standards are compromised, these changes must be immediately reported to LPC. 

3.  Course outlines must be submitted for all new courses or if significant changes are made to 
former course outlines. 

4.  Qualifications on all new instructors or updates on current instructors must be submitted before 
the new term begins. 
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Life Pacific College agrees to the following: 
1.  To transfer in courses in a consistent manner while taking into consideration the instructor’s 

qualifications and the course outline and materials that were used during the particular term in 
which a course was taken. 

2.  To discuss issues of concern in a timely manner with  _________ Institute/College giving the 
institution adequate time to modify or correct a situation. 

3.  To notify the institution of any policy changes that would affect this agreement regarding its 
current standing or its future. 

 
It is the responsibility of _________ Institute/College to submit a copy of the Foursquare Ministry 
Training Annual Report and the LPC Supplemental Questionnaire each year to Life Pacific College. 
These documents must be postmarked no later than August 1st for the agreement to remain intact. 
Approximately every 5 years an in-depth evaluation will be sent to the institution from Life Pacific 
College. The completed evaluation must be submitted before a new articulation agreement will be 
awarded. 
 
As an authorized representative, I hereby declare that I have reviewed and approved all of the terms set 
forth in this Articulation Agreement. 

________________________________   ___________ 
Signature of (______ Institute/College) Representative  Date 

________________________________ 
Title of (________ Institute/College) Representative 
_____________________________________   _____________ 
Signature of Life Pacific College Representative   Date 
_____________________________________ 
Title of Life Pacific College Representative 
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Sample Transcript Format Showing Work Completed from an Institute 
 

San Dimas Foursquare Institute        Student:  John Doe 
1100 Covina Blvd          SSN:  111-22-3333 
San Dimas, CA 91773 
909-599-5433 
www.sdfi.edu 

 
 

Course  
Number 

Course Title Professor Grade Units  
Attem 

Units 
Earn 

Quality 
Points 

GPA 

 

 2008 Fall Semester       
La131 Bib Lang & Exeg Powers C+   3.0   3.0      6.9  
Co103 English Comp Schwartz A     3.0     3.0    12.0  
EV 102 Evang & Disciple Gleason B     2.0     2.0      6.0  
Bi113 Intro to Bib Lit Turner F     R     
Ev110 Multicultural Evang Larkin F     3.0       0.0  
 Term Totals     11.0     8.0    24.9 2.26 
 Cumulative Totals     11.0     8.0 24.9 2.26 
        
2009 Spring Semester       
So131 Cultures of Anct Civ Lee A-     3.0     3.0    11.1  
Bi101 Pentateuch Tremper C     3.0     3.0      6.0  
Co201 Speech & Present Shelton WP                
Bi113 Intro to Bib Lit Turner B*     3.0     3.0      9.9  
 Term Totals       9.0     9.0    27.0 3.00 
 Cumulative Totals     20.0   17.0    51.9 2.59 

 

 
 
Grade/grade point:  
A = 4.0 A- = 3.7 B+= 3.3 B = 3.0 B- = 2.7 C+ = 2.3   
C =2.0  C- = 1.7    D = 1.0    F = 0    WF = 0         WP = no points 
 
Marks:  WP = withdraw pass     WF = withdraw fail     I = Incomplete     * = repeat 
 
TRANSCRIPT IS OFFICIAL IF SIGNED AND SEALED BY THE REGISTRAR 
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Annual Articulation Reports to any schools your institute or college has articulations with––If 
your institute or college has an articulation agreement with any college, you will need to update your 
information with them annually, usually in the summer.  Any time you publish a new catalog, it should 
be sent to them.  Any time you add new faculty, you will need to send them an updated faculty 
qualifications chart.  Usually the college will stipulate on the articulation agreement what information 
will need to be updated and how often.  Even between updates, it is good to keep the lines of 
communication open between your schools to develop long-lasting relationships that will benefit your 
students for years to come. 
 

Life Pacific College 
Supplemental Institutional Questionnaire 

For institutions holding an articulation agreement with Life Pacific College in San Dimas, CA 
 

This questionnaire and a copy of the Foursquare Ministry Training Annual Report are to be submitted 
annually to the Registrar’s Office by August 1st each year.   
 

Institute’s/College’s name:            

Director’s/Dean’s name:           

Sponsoring Church’s name:           

Sponsoring Senior Pastor’s Name:           

Contact phone number and/or email address:         

Date submitted:            

Yes  No   
� � 1. Is the director’s primary responsibility to the institute?  

� � 2. Is the administrative committee meeting regularly to provide guidance and to ensure 
academic integrity? 

 

� � 3. Are your admission standards the same as those stated in your last report? 

� � 4. Did you receive approval from LPC before advertising, publishing, or disseminating any 
statement within the past year regarding transferability of credits to LPC? 

 

� � 5. Are your permanent records kept in a safe, fireproof, and tamper-proof location?  

� � 6. Are you keeping permanent copies of previous catalogs and copies of all course outlines for 
at least 10 years?  

 

� � 7. Are you developing or increasing the resources for your on-site library? 

� � 8. Has the number of weeks in a term changed since your last report? 

� � 9. Has the number of class hours or homework hours changed since your last report? 

� � 10. Has any agency formally recognized you that you have not yet reported to LPC? 
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Please explain any “no” answers from questions 1 – 7 and/or a “yes” answer from questions 8-10.  
Additional space available on second page. 

              
              
              
               
              
              
              
              
              
              
              
               
 
Please include any updated information for continuing and new instructors (if not listed on the 
Foursquare Ministry Training Annual Report): 
 

Name  Degree  Field of 
Study 

Grad 
Date 

Name of 
Institution 

City & State/ 
Country 

      

      

      

      

      

      

      

      

      

      

 
Please include a hard copy of your latest catalog, new/revised advertising brochures, course outlines for 
all new courses, and at least one course outline from each new instructor. 
 
Mail to: 
Registrar’s Office 
Life Pacific College 
1100 Covina Blvd 
San Dimas, CA 91773  
 

Thank you for taking time to complete and return this questionnaire! 
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Annual IRS Non-profit Information Return–– Once a Church-Based Bible College has received its 
approval as a Federal 501 (C) (3) Non-Profit Corporation, it will need to complete an Annual Non-Profit 
Information Report each year.  IRS Form 990 Return of Organization Exempt from Income Tax should 
be turned in no later than the fifteenth day of the fifth month after the completion of the school fiscal 
year. Though no taxes are due, there is a significant financial penalty for failure to file this form on time. 
(You may file for an extension if you need more time). This nine-page form is very complicated and is 
best completed by a CPA.  If you have a CPA firm do your annual financial audit, they will usually fill 
out the Non-Profit Report for an add-on fee of about $1000.  It is well worth the money, since it would 
take weeks for an untrained person to complete this form.  See www.irs.gov for a sample of the form. 
 
Donation acknowledgment and annual giving report form––All gifts to the Institute/College, both 
monetary and in-kind gifts, should be acknowledged in writing with a letter acknowledging the donation 
and thanking the donor and a statement stating that the donation is tax-deductible under the Church or 
School 501 (C) (3) non-profit corporation status. At the end of each year, an individual donation 
summary/giving report should be sent to all institute or college donors for use in their annual income tax 
preparation.  Institutes come under the Foursquare 501 (C) (3), and all gifts to the institute are tax 
deductible.  Church-Based Bible Colleges should apply for their own 501 (C) (3) status as soon as they 
constitute as an educational non-profit corporation.  Tax-deductible status of donations to the school is 
normally retroactive to the time of incorporation, up to 18 months, during the period of the application 
and approval process for Federal 501 (C) (3) status.   
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Large Value Donations 
If large donations valued over $1000 are given to an institute, the following release form should be 
used: 
 

Financial Contribution Release Form for use in a 
Foursquare Bible Institute or Church-Based Bible College 

 
I, ______________________________, make the attached donation in the amount of $___________.__ 

or the gift of tangible property (describe),__________________________________________________ 

____________________________________________________________________________________ 

for the express purpose of establishing or assisting an existing Bible Institute or Church-Based Bible 
College operating under the ministry covering of a Foursquare Church. 
 
I understand that, despite this gift, the endeavor to establish or operate a Bible Institute may not succeed. 
__________________________ Foursquare Church has complete discretion to discontinue the efforts to 

establish or operate its Bible Institute or Bible College if, in the judgment of ______________________  

Foursquare Church, doing so would be in its best interests. 

 
If the attempt to establish and operate the Bible Institute is unsuccessful, and thus ended, I release 
__________________________ Foursquare Church from any claim, right, or obligation to return any 

funds that I have donated at anytime to me. 

 
_____________________________ ___________________ 
Donor       Date 

_____________________________ ___________________ 
Witness      Date 

_____________________________ ___________________ 
Senior Pastor      Date 

_____________________________ ___________________ 
Institute Director     Date 
 
Each party must receive a copy of this agreement with additional copies filed in the National Foursquare 
Ministry Training Institutes office, the sponsoring church, and the district office. 
 

Foursquare Ministry Training Institutes, Dr. Daniel Hedges, Director  dhedges@foursquare.org 
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Three -Year Course Rotation Grid––The best way to plot out a three-year course rotation is on a 
spreadsheet that lists all of the terms for the next three to five years and all of the courses that need to be 
offered each year for the next three to five years. This should be updated yearly, so that students and 
advisors can use the rotation chart to plan which courses they will take each semester in order to 
graduate in the time frame that they desire to graduate.  A more detailed description of how to project 
which courses need to be offered is covered on pages 3.22-23 in the section on Course Rotation and 
Scheduling.  A sample course rotation chart is provided below (only 2 years are shown due to space 
constraints): 
 

  COURSE 
FALL 
2008 

SPR 
2009 

SUM 
2009 

FALL 
2009 

SPR 
2010 

SUM 
2010 

FALL 
2010 

GENERAL 
EDUCATION                 

Preparation 
Courses 

GE 0001 English as a Second 
Language (offered as needed)              

  
GE 0090 Basic Writing and Study 
Skills I  0 0 0 0 0 0 0 

  
GE 0091 Basic Writing and Study 
Skills II    0    0     

English GE 1301  College Composition 3     3     3 

  
GE 1302  Written 
Communication for Ministry   3     3     

Speech  GE 2303  Public Speaking    3     3     

Communication GE 2313  Small Group Dynamics        3     3 

 History GE 3311 History of Christianity                                     3     3 

Social Science GE 2306 General Psychology **       3     3 

Humanities 
GE  2309 Introduction to 
Humanities**    3     3     

Science and 
Mathematics  

GE 2310 Introduction to Science 
and Faith        3     3 

Elective 
GE 1300 Reading and Research 
Methods**        3     3 

Bible BI 1401 Old Testament Survey I 3     4     4 

  BI 1301 Old Testament Survey II         3     

  BI 1302 New Testament Survey    3   3     3 

  
BI 2306 Introduction to Biblical 
Exegesis     3     3     

  BI 3303 Synoptic Gospels (3)  3           3 

  BI 3304 Pentateuch (3)       3       

  BI 3307 History/Ancient Israel(3)              3 
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  COURSE 
FALL 
2008 

SPR 
2009 

SUM 
2009 

FALL 
2009 

SPR 
2010 

SUM 
2010 

FALL 
2010 

  BI 3308 Life & Letters of Paul(3)    3           

  BI 3309 Gospel of John (3)      3         

  BI 3310 Hebrew Prophets (3)  3           3 

  
BI 3311 Old Testament Worship 
and Wisdom Literature (3)    3           

  
BI 3312 General Epistles and 
Revelation (3)        3       

  
BI 4314/ Old Testament 
Theology (3)   3             

  
BI 4315 New Testament 
Theology (3)         3     

  BI 4213  Acts of the Apostles (2)          2     

  
BI 4262  Paul’s Epistle to the 
Romans (2)       2       

  BI 4264  Genesis (2)     2          

  BI 4366  Isaiah (2)           2   

  
BI 4272 Paul's Epistle to the 
Galatians (2)             2 

  BI 4277 1 & 2 Corinthians (2)           2   

Theology TH 2303 Christian Doctrine I 3     3     3 

  TH 2304 Christian Doctrine II    3     3     

Leadership Core LD 1201 Leadership Principles 2     2     2 

  
LD 1202 People Skills and Time 
Management   2     2     

  
LD 2203 Principles of Leading 
21st Century Churches I  2     2     2 

  
LD 2204 Principles of Leading 
21st Century Churches II   2     2     

  
LD 3205 Organizational 
Leadership and Management        2     2 

  
LD 3206 Strategic Leadership 
and Management          2     

  
LD 4307 Strategic Leadership for 
Church Planting              3 

Ministry Core 
GM 1300 Spiritual 
Transformation   3     3     3 
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  COURSE 
FALL 
2008 

SPR 
2009 

SUM 
2009 

FALL 
2009 

SPR 
2010 

SUM 
2010 

FAL
L 
2010 

  
GM 1301 Personal Evangelism and 
Discipleship     3    3     

  WO 1301 Heart and Art of Worship  3     3     3 

  MS 1301 Biblical Basis of Missions    3     3     

  
GM 4150 & 4151 Supervised 
Ministry   1  1    1  1   1 

Biblical 
Languages 

GK 3301 Elementary Biblical 
Greek I       3       

  
GK 3302 Elementary Biblical 
Greek II         3     

  
HB 4301 Elementary Biblical 
Hebrew I              3 

  
HB 4302 Elementary Biblical 
Hebrew II                

Pastoral Ministry 
Core 

PM 3302 Basic Pastoral Care and 
Counseling Skills       3     3 

  
PM 3205 Creative Biblical 
Communication   2     2     

  
PM 3105 Creative Biblical 
Communication Lab   1     1     

  
PM 4308 Practicum in Bible 
Teaching             3 

  
PM 4320  The Senior Leader and 
the 21st Century Church  3             

  
MS 3204 Prep for Short-Term 
Missions (2)       2    2 

  
MS 2209 Work & Ministry of Holy 
Spirit (2)     2     2     

  
PM 3307 Youth Ministry and 
Evangelism (3)     3         

Administration  AD 4201 Pastoral Administration             2 

Worship and the 
Arts 

WA 1302 Unleashing the Arts in 
Ministry    3     3     

  
WA 3204 Introduction to Effective 
Multimedia**        3     3 

  WA 2305 Worship Team Leading          3     

  WA 2306 Drama and Creative Arts        3     3 

  Total Credit Hours / Semester 28 30 13 67 59 10 88 
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Reprinted here with permission from the Association for Biblical Higher Education. 
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Chapter 5 The Institute or Bible College Library 
 

How to Use Section Five 
 
Section Five is a Library Operations Manual that can be printed out and given to the person 
overseeing the development of the school library and any library volunteers or student workers.  
Sections 5.7-5.9 may be extracted and customized with the name and address of your school and names 
of any library personnel, and given to faculty and students as a Library Users Manual. 
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Table of Contents 
 
The Institute or Bible College Library 
5.1 How to Use Section Five 
5.2 Section Five Table of Contents 
5.3 Library Cards 
5.3 The Library Collection 

5.4 Library Resources from Life Pacific College 
5.4 Cataloguing the Collection 
5.4 Building the Library Collection 

5.5 Library Shelving and Floor Plan Layout 
5.6 Library Lighting 
5.6 Processing Supplies and Book Preservation 
5.6 Periodicals 

5.7  Theological Journal Library 
5.8 Sample List of Inexpensive Paid Subscription Periodicals for Your Library 
5.9 Display, Storage, and Preservation of Periodicals 

5.9 Library Computer Use 
5.9   Sample Computer Use Policy 

5.10 Lending Policies 
5.11 Online Access and Database Research 
5.12 Library Supervision 
5.12 Library Agreements 

5.13 Sample Library Agreement 
5.16 Library Use Survey 
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Developing The Institute or Bible College Library 
 

The Bible Institute/College should have an on-site library, which supports the instruction it offers. The 
library should include books, periodicals, multi-media and other materials that provide resource 
information for the courses that are included in the school curriculum. Since research is part of effective 
learning, access to a good library is vital. In addition to providing resources for students, the library 
should also provide as many resources as possible to help instructors maintain a high level of knowledge 
and skill in their particular areas.  The library should also included resources that assist the institute staff 
in performing the various aspects of their work, such as fundraising, assessment, institutional 
management and strategic planning.  
 

Library Cards 
Students should be issued an Institute/College identification card and nametag at registration.  They 
should be required to wear their nametags whenever they are on campus and in class.  This will allow 
the church receptionists, staff and volunteers, and library workers to easily recognize them as an 
Institute/College student. Their student ID will give them access to the library, and the ID bar code may 
be used in the book checkout process once all books have been cataloged and bar-coded and the 
checkout process is automated.  
 

The Library Collection 
Because the resources in the on-site library must be support the curriculum, each book, periodical, 
computer program, etc. must be chosen carefully. This is especially true, given the limited financial 
resources available at most institutes and church-based Bible colleges.  Every dollar invested in library 
resources should be made to count.  It is not enough to have large numbers of resources; they must be 
high-quality resources that undergird the various components of the school curriculum. It is important to 
consider the following standards when resources are being selected: 
 

1.  The resource relates directly to the content of at least one course in the curriculum. 
2.  The resource provides information that broadens or deepens the scope of classroom instruction. 
3.  The resource is written and/or produced at a scholarly or professional level. 
4.  The resource is written by a credible, qualified author with significant training and experience in 

the field. 
5.  The resource, if theological in content, is consistent with orthodox Christian theology, with the 

bulk of theological resources coming from the Protestant, Evangelical, and Pentecostal-
Charismatic branches of Christianity.  (Though Catholic resources, particularly in the area of 
Biblical Studies and Biblical Languages, should not be overlooked.)  Note: It may be necessary 
to provide some information concerning other theologies such as the cults and world religions to 
equip students to minister more effectively to members of those groups.  Sources that include 
such content should be clearly labeled as “Cult Literature,” in order to avoid confusion (unless 
the title of the book clearly identifies the book with a cult or world religion, such as:  The 
Teachings of Buddha, or the Book of Mormon). 

6.  Publications need to be consistently added or updated to address current trends, methods, and 
concerns. 

7.  The resources selected should represent a variety of subjects, with special attention given to 
reference tools.   (I.e.: Multiple copies of popular books, though useful in ministry, and therefore 
appropriate content for inclusion in the general collection of the library, do not provide adequate 
reference tools for research). 
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A list of recommended books for beginning a library and cataloging information are available on the 
Resource CD. 
 

Library Resources from Life Pacific College 
Life Pacific College’s library often has extra volumes of books because of donations. Institutes and 
Church-Based Bible Colleges can inquire about the availability of books to help supplement build their 
own libraries.  LPC will send up to 100 volumes to schools upon request and payment of shipping costs. 
 

Cataloging the collection 
Paper-based card catalogs are expensive and inefficient and very space intensive.  They are not 
recommended for institute or college use.  Electronic card catalogs are far less expensive, are easy to 
produce and readily accessible online.  Inexpensive methods of on-line cataloging are available through 
www.libraryworld.com.   At just $365 per year, (versus thousands per year if the school hosted its 
catalog on its own database and had to purchase hardware with redundant back-up capability and 
software to manage its collection) this service is an amazing bargain.  It is basically a drag and drop 
cataloging system that makes it possible for student workers to catalog most of the institute collection 
with minimal supervision.  The catalog can be accessed online from any computer with Internet access.  
It is compatible with inexpensive bar-code scanners for more advanced operations.  It will also generate 
shelf-lists for checking the shelf sequence of the books in the collection and overdue notices (if bar-
codes are used with bar-coded student Library cards). 
 

Building the library collection 
An effective way to help build the library collection is to charge a library fee of $50-75 each term. Have 
faculty members give you a list of the resources they consider are essential to support the classes they 
are scheduled to teach during the year. Try to purchase those books ahead of the term in which the 
courses will be taught so the resources are cataloged and available by the time they are needed to 
support the class.   
 

To maximize your spending power, look for seasonal sales, clearance sales and closeout sales on 
Christianbook.com and Christian Book Distributors.  Around Christmas each year they often include 
free shipping coupons with completed orders.  This can be worth hundreds of dollars on a big order, but 
must be used in just a few months time.  Look for 10% discount coupons in Charisma Magazine and 
other periodicals.  Again, this will at least cover the cost of shipping.  Also look for sales on 
Amazon.com, DoveBooks.com (specialists in quality new and used theological resources), and 
Booksamillion.com for great discounts, especially on large orders.  Another good source of bargains on 
excellent books are book clubs, but read the details of membership carefully.  One excellent book club is 
the InterVarsity Press Book Club that sends shipments of all new publications at 50% discount every six 
weeks or so. 
 

Also look for library sales at your local and state public libraries or nearby college and seminary 
libraries.  You can often buy used books at these sales for pennies on the dollar.  And don’t neglect 
shopping at used bookstores, especially if there is a Christian College or University or Seminary nearby.  
These can be a great source of quality gently used theological resources, even rare out of print ones that 
are a real treasure. 
 

The best way to stretch your acquisition budget is to ask area pastors and retired pastors if they might be 
willing to donate the portion of their personal study libraries that they are no longer using. They may be 
extra willing to do so if you give them perpetual lending privileges at the institute/college library in  
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exchange for the donation.  Retiring pastors short on cash may also be interested in selling their 
libraries.  These again can be a source of great treasures.  (But it is best to select the books from the 
library that you would like to purchase, since many are not worth having.  That is unless they give you 
an unbelievable offer for the whole library and it has lots of good resources in it.  You can get rid of 
duds later).  
 
Targeted library donation requests in the church bulletin can have positive results, but be specific about 
what kind of books you are looking for.  You might do this several times a year and focus on different 
areas of study in each appeal (Bible and Biblical Languages one month, theology another, missions and 
evangelism and church growth another, church history and polity another, leadership another, worship 
and music another, etc). 
 
If you receive a large quantity of donations, you will inevitably end up with many duplicates, beyond 
what you need.  You may choose to adopt another emerging institute or an overseas Bible college as the 
designated recipient of your quality duplicates.  Most Bible colleges overseas, especially in third world 
countries, have very few library resources.  Their students cannot afford to buy textbooks, so they often 
need ten copies of a book in the library, especially if it is of textbook quality, so students can all read 
their assignments in the library before class.  The other way to dispose of unwanted donated books is to 
hold an annual book sale or have a sale shelf in the library.  (Be advised, this is considered fundraising 
income and is taxable in many states).  The proceeds from the book sale can be used to supplement the 
acquisitions budget of the library. 
 

Library Shelving and Floor Plan Layout 
One of the biggest library expenses is the library shelving.  You may be able to get away with 
inexpensive wood and particleboard shelving for 1-2 years, but the heavy weight and density of books 
will warp most non-metal shelves in a short period of time, especially if there is a lot of humidity in your 
region.  Eventually it will be necessary to invest in quality steel library shelving from a library supply 
dealer.  Expect to pay around $300 for each single sided 90”H x 36” W x 11”D section for along the 
walls and around $550 for each double sided 90”H x 36” W x 24”D section for free-standing rows of 
books.  The freight charges are on top of this amount.  But this shelving will last a century, and with 
cross bracing will even withstand an earthquake (Not one book fell at PRBC when a 6.7 quake hit in 
2006).  The uprights are interchangeable and can also be used for specialized periodical shelving and 
multi-media shelving.  For CDs and DVDs you can probably do fine with multi-media shelving from 
your local office supply store and save hundreds of dollars, since these disks are very lightweight.  The 
main suppliers of quality library shelving are Gaylord, Highsmith and Brodart.  Get on their mailing 
lists.  They often run sales 3-4 times a year that can save you hundreds of dollars.  Also get on their 
online mailing lists to enjoy seasonal specials.  
 
One of the biggest space allocations for the institute/college will need to be for a good library.  You will 
need to allow enough space for storage and access to the entire collection.  Be sure to leave enough 
room between bookshelves for students in wheelchairs to access the books (at least 36” between the 
shelves at ground level and sufficient room to turn around or go around the corner at the end of the 
aisles).  If possible, choose a room that is away from most outside noise.  It should not have a sprinkler 
system and should be as dry and cool as possible.  You may need to install a dehumidifier in the library 
if the room is too moist.  Otherwise mold and mildew will ruin the books.    
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Be sure to provide study carrels or tables that are well lighted. The desks, chairs, and tables should be 
sized to accommodate adult bodies.  Have a designated space for a viewing videos and listening station 
for audio media.  Have at least a few computers available for word processing and online research and 
database research with adequate workspace around them for working on research papers. Also provide a 
desk for circulation and a space for processing and repairing incoming library materials.  The Gaylord 
website offers free brochures on library layout and design. 
 

Library Lighting 
The Library should have enough light to enable students to read and write without straining their eyes. 
"True Light" or 5000k florescent bulbs/tubes are a more desirable choice for the library environment, 
since they result in less eye fatigue and make reading much easier.  There is a slightly greater expense to 
use these bulbs, but the increase in brightness and decrease in eyestrain are well worth it. 

 

Processing Supplies and Book Preservation 
To process the books for circulation and preserve them during use, you will need to purchase spine 
labels, spine label covers, dust jacket covers, date due slips, book cards and pockets, clear media pockets 
and cards, spine repair tape, reserve book cards, reference stickers, etc.  You will also need to purchase a 
few basic items to repairing damaged books, such as cloth spine tape, page repair tape, spine glue, 
corner protectors, hinge protectors, clear spine tape for paperbacks, bone or Teflon folder, a few good 
brushes, a razor, scissors, clear archival quality scotch tape, and a weighted tape dispenser.  The main 
suppliers of quality library processing and preservation supplies are Gaylord, Highsmith and Brodart.  
 
Get on their mailing lists.  They often run sales 3-4 times a year that can save you hundreds of dollars.  
Also get on their online mailing lists to enjoy seasonal specials.   
 
The Gaylord website offers instructional help on book care, repair and maintenance, proper shelving 
techniques, printing book labels and making book jacket covers.  The Brodart website offers 
instructional help on religious Library resources, archival preservation, bar coding, paperback 
protection, applying book jacket covers, book care and repair, and label templates. 
 

Periodicals 
Periodicals, such as journals and magazines, are the best way to stay current with new developments in 
scholarship and technology in any field.  It generally takes 6 months to 2 years for information to get 
published in a periodical, but 8-10 years for it to make it into print in a book.  
 
Theological journals are a tremendous resource for Biblical, Theological and Ministry studies. On a 
quarterly or semi-annual basis, most seminaries and theological societies produce a 100-150 page book 
consisting of thoroughly researched and well written articles dealing with fields of biblical, theological 
and historical interest; discussions of practical matters concerning the Christian life and work; surveys of 
contemporary trends in theology and religion; and reviews of books and magazine articles. 
 
But back-issue copies of theological journals are often difficult or impossible to find, and even if you are 
fortunate enough to have a library of journals in print form, they take up lots of shelf space.  Plus, 
finding the topic or Bible passage you are interested in can be difficult - to say the least. 
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Many excellent periodicals are available in electronic form, especially back issues.  This is a relatively 
inexpensive way to acquire multiple years of back issues of an important journal.  Others are available 
as part of theological databases.  Some are relatively inexpensive, such as the Theological Journal 
Library from Galaxie Software at $399 ($340 at Christianbook.com) for 50 years worth of 15 
theological journals of excellent quality:  
 

The Theological Journal Library on CD-ROM combines several of the best conservative, scholarly, 
evangelical journals in one easy to use CD-ROM that allows you to rapidly search through several 
titles for the words phrases, topics, authors, passages, etc. which you are interested in. It is an 
invaluable tool for anyone who studies teaches or preaches Scripture.  The latest version of the 
TJLCD includes 50 years of journal articles. Many users have commented that the TJLCD is the 
most valuable and most often used resource in their electronic library. (This database is only 
available for Windows).  Updates of TJLCD are published annually for about $50 per year. 
 
Theological Journal Library Contents: 50 Years of Journal Articles 

Bibliotheca Sacra  Westminster Theological Journal  
Trinity Journal  Master's Seminary Journal  
Journal for Biblical Manhood and Womanhood  Journal of the Evangelical Theological Society  
Conservative Theological Journal  Chafer Theological Seminary Journal  
Journal of the Grace Evangelical Society  Reformation and Revival  
Journal of Ministry and Theology  Detroit Baptist Seminary Journal  
Bible and Spade  Emmaus Journal  
Review and Expositor  

 

Others theological journal databases are quite costly, but very high quality, such as the ATLAS Serials 
database from the American Theological Libraries Association (ATLA), which covers 297 journals for 
85 years but costs about $2500+ per year.   Only Colleges and Seminaries can probably afford this 
excellent resource.  But if your school has a library agreement with a seminary or Christian college 
library, you may get access to this collection as a library patron for only a small library card fee per year. 
 
Complete runs of some periodicals are offered on CDROM by individual title for relatively little money 
for the quality of the resource provided.  These include (others may be available):  Biblical Archaeology 
Review (1975-2005), Bible Review (1985-2005), Archaeology Odyssey (1998-2006), National 
Geographic, Biblical Archaeologist (1938-1998, Changed name to Near Eastern Archaeology in 1999), 
and Discipleship Journal. 
 
Many excellent periodicals in the ministry field and other related fields are available for a relatively 
inexpensive subscription rate per year.  Some are available for free, such as (Foursquare) Advance 
Magazine, Campus Facility Maintenance, Christian Computing Magazine (online), Christian Video 
Magazine (online), Christian Retailing, Church Production, Lumunos (formerly Faith at Work), Front of 
the House, Man in the Mirror, Network Computing, Presentations, PLSN (Projection, Lights and 
Staging News), ProSound News, Technology & Learning, The Voice of the Martyrs, University 
Business, Videomaker, and Your Church. Several mission societies, such as Wycliffe Bible Translators, 
also publish free periodicals. 
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Sample list of inexpensive paid subscription periodicals for your library: 
American Cinematographer Archaeology Odyssey (CDROM only)  
Asian Theological Seminary Phronesis Bass Player  
Bible and Spade Bible Review (CD ROM only)   
Biblical Archaeologist (CDROM only) Biblical Archeology Review (CDROM & Current) 
Bibliotheca Sacra Books & Culture 
Building Church Leaders Quarterly Campus LIFE 
Catholic Biblical Quarterly Contemporary Christian Music 
Charisma Children's Ministry 
Christian History & Biography Christian Scholar's Review 
Christianity Today Church Executive  
Church Law & Tax Report Church Art Pro 
Current Thoughts & Trends Digital Connect Magazine 
Discipleship Journal Drama Ministry 
Enrichment Journal Film & Video 
Group Guideposts 
Guitar Player Hebrew Studies (NAPH) 
Homiletics International Bulletin of Missionary Research 
Interpretation Ignite Your Faith 
Image Interpretation 
Journal of the American Society for Church Growth Journal of Biblical Literature (SBL) 
Journal of the Evangelical Theological Society Journal of Psychology and Theology 
Keyboard Leadership 
Marriage Partnership Mars Hill Audio Journal 
MediaLine Ministries Today 
Ministry Today National Geographic (CD & Current Subscription) 
Near Eastern Archaeology Outreach 
Plugged In Pneuma  
Pneuma Review Pray! 
Preaching Pulpit Helps 
Reader's Digest Relevant Magazine 
Religious Education Research News & Opportunities in Science 
Rev. Review and Expositor 
Science & Spirit Science & Theology News 
Serving in Mission Together Society of Biblical Literature 
Sojourners Magazine (Integrity) Song Discovery (incl Worship Leader) 
SpiritLed Woman Strategies for Today's Leader 
The Christian Century The Chronicle of Higher Education 
The Chronicle of Philanthropy The Journal of Pastoral Care & Counseling 
The Other Side The Spirit & Church 
Theology Today TIME Magazine 
Today's Christian Today's Christian Woman 
Touchstone Vital Theology 
Wired WORLD 
World Christian Worship Leader & Song Discovery 
Your Church YouthWorker Journal 
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Others are only published online.  Don’t overlook these, because some of the most cutting-edge 
resources are published this way, since they can “go to press” instantly, such as Christian Computing, 
Christian Video magazine and Leadership Network’s Advance (All 3 are free). A large free database of 
high quality academic periodicals is available at Directory of Open Access Journals at 
http://www.doaj.org/.  
 
Display, Storage and Preservation of Periodicals 
To best preserve hard copy periodicals, buy cardboard magazine storage boxes from the office supply 
store.  For online journals, print them up and store them in three-ring binders labeled on the cover and 
spine.  For more permanent protection of printed journals, most publishers offer covers for their 
periodical that will bind 1-3 year’s worth of journals in one binder.  Or you can have them permanently 
hardbound at a bindery or monastery.   
 
It is wise to have a policy that periodicals can only be used in the library and cannot be checked out, 
since they are hard to replace and easily damaged in a backpack or briefcase.  If a student wishes to take 
an article home for research, they can photocopy it in the library and bring the copy home.  This is not a 
violation of copyright law when used for personal research purposes.   
 
Special periodical shelves are available that display the current issue face out and store the past issues on 
a shelf behind the lift-up display shelf.  At the end of each school year, the back issues should be moved  
to a more permanent location in magazine storage boxes, where all the back issue periodicals are 
available for use.  
 

Library Computer Use 
Every institute/college library should provide computers with Internet access for online research.  They 
should also have word-processing software for typing term papers and other assignments.  It would be 
good to also provide a place for students who have their own laptops to access the Internet, either 
wirelessly or by Ethernet.   
 
Since most institutes and church-based Bible colleges will not be able to afford a large number of 
computers, it will be important to have strict policies for in library computer use to keep the computers 
in optimum running condition and to give access to the most students possible.  You may be able to get 
reasonably good computers (for online research and word-processing) donated by a local business that is 
upgrading their office hardware.  Some local foundations also specialize in providing electronic 
equipment to local area schools. 
 
Sample computer use policy: 

____________Institute/College has made the library computers available for word processing as 
well as Internet and CD-ROM based research. Their use should be primarily for these purposes.   
E-mail can be checked, however, Internet use should be limited to research activities only. 
Students who wish to make use of the computers for study purposes have priority. 
 

Internet service in the library is for educational, ministry, and research purposes only.  Games, on-
line shopping, instant messaging and other personal use are not allowed.  Access to adult websites, 
social networking sites, and file-swapping websites is strictly forbidden and may incur disciplinary 
action. 
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Use the computer equipment properly.  If you are not familiar with the equipment or software, 
always seek advice on how to operate it. 
 

Do not move any equipment or alter any of the computer settings or connecting cables. 
 

No food or drinks are allowed in the library or around computers, since these can seriously 
damage keyboards and processor units. 

 

Do not store any data on the hard drive.  Please store all data on a USB thumb drive or CD. Data 
left on the hard disk will be periodically deleted. 
 
Please try to avoid downloading e-mail attachments via the Internet. E-mail attachments are the 
#1 source of computer viruses.  
 
Please do not use disks or USB thumb drives that have accessed public computers such as 
Internet Cafés or the public library.   Infected disks and drives are the #2 source of computer 
viruses.  
 
Do not load any software via CD, USB thumb drive or Internet download.  This would include 
programs such as “AOL Instant Messenger” and “Microsoft Messenger.” 
 
Please do not make any system changes such as altering the desktop wallpaper, screensaver or 
desktop themes. 
 
Printing can be done via (insert type and location of printer here) for a cost of ten cents per page. 

 

Lending Policies 
Each institute/college library should have a published set of library lending policies that are widely 
distributed and clearly posted.  This is especially important if there is no lending librarian present to 
supervise circulation.   
 
Sample lending policies:  
 

Books may be checked out for a three-week period, and may be renewed for three weeks upon  
return.  Books are subject to recall after the first week of lending if requested by a faculty member, 
and after the second week of lending if requested by another student. Books should be returned by 
placing them in the book return slot located at the front of the library circulation desk.  Do not place 
returned books on the book cart or on the library shelves.  Books that are used for in-library use 
without checking them out should be returned to the book cart and not placed back on the library 
shelf.  
 
Reserved Books are placed by faculty members on a special shelf behind the library circulation desk 
in support of their course assignments.  Due to their limited availability and the high demand for 
their use, reserve books may be checked out for a period of only three days at a time.  Reserve books 
are subject to one-day recall if requested by a faculty member or another student.  Books that are 
used for in-library use without being checked out should be returned to the library Reserved Books 
shelf after the blue reserved book card has been placed back in the book. 
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Multimedia may be checked out for a period of three days and may be renewed for an additional 
three days.  Multi-media items are subject to one-day recall if requested by a faculty member for 
classroom use. Audio and video media may also be used in the library on the audio and video 
equipment.  Please use headphones in order to preserve the quiet study atmosphere of the library.  
 
Reference Books may only be used in the library and may not be checked out by students.  Faculty 
members may check out references at the end of the day and must return them the next morning by 
10:00 a.m.   
 
Periodicals are for in-library use only. Periodicals that are used should be returned to the book cart 
and not placed back on the periodical shelf.  
 
Computer CDROM databases and software disks cannot be checked out.  Their contents should 
be permanently installed in a large hard-drive on one computer for library use so that the expensive 
original disks are never lent out even for library use. 
 
ABSOLUTELY NO FOOD OR BEVERAGES ARE TO BE BROUGHT INTO THE LIBRARY 
OR DISCARDED IN THE LIBRARY TRASH.  These items attract rodents and insects, which also 
like to eat the glue and paper in the books.  Please help us to preserve our library resources by 
consuming all foods and beverages outside of the library and discarding all food waste outside of the 
library. 
 
Overdue Fines––All library materials returned after the due date will be charged an overdue fine of 
25 cents per item per day. Overdue Reserve items will be fined $0.25 per hour, not to exceed $5.00 
per 24-hour period.  Students who lose library materials must pay the full replacement cost of the 
item plus a $10.00 re-processing fee.  Fines should be paid to the institute/college office.  
 
Computer printouts and photocopies are ten cents per page. 
 
Library carrels are available for individual quiet study on a first come, first served basis.   
Group work can be conducted in the space provided outside of the library.  Personal property is not 
to be left in the study carrels when not in use or overnight.  The library is not responsible for the loss 
of any personal property.  

 

Online Access and Database Research 
The are an amazing number of excellent websites for doing research in the field of Biblical Studies, 
Archaeology, Theology, Church History, World Religions, Missions, Ministry, and Leadership.  
Students should be guided to these sites when doing online research with either bookmarks on the 
computer Internet search engine, or in an online research manual.  These will need to be updated 
frequently, since web addresses change frequently and new sites are added almost daily.  The following 
are a list of web super-sites that are great places to start research in the field of religion: 
 
http://www.religion-online.org/  Full texts by recognized biblical scholars. 
http://www.wabashcenter.wabash.edu/resources/guide_headings.aspx  Internet Guide to Religion. 
http://www.ccel.org/ Collection of classic Christian texts from the Early Church Fathers to around1900. 
http://virtualreligion.net/vri/  Virtual religion index compiled to advance research in the field of religion. 
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http://www.biblegateway.com/  An online bible search engine in multiple translations and languages. 
http://www.bible-researcher.com/index.html   Internet research tools for biblical researchers. 
http://tabs-online.com/TABS/index.htm  Tyndale Archive of Biblical Studies. 
http://www.sbl-site.org/educational/sitesofinterest.aspx  Websites compiled by the Society of Biblical 
Literature for research in Biblical Studies. 
http://www.deinde.org/biblical-studies-glossary/  An online glossary of terms used in Biblical studies. 
http://www.torreys.org/bible/ Torrey Seland of Volda College (Norway) provides monthly updates of 
scholarly resources for biblical studies on the Internet. Extensive annotated lists on biblical languages & 
texts, the Mediterranean social world & Philo of Alexandria. Especially good for locating electronic 
journals & articles published at scattered sites. 
http://lii.org/ Librarian’s Internet Index of high–quality websites selected by librarians and organized by 
subject. 
http://ipl.org/ Internet Public Library guide to resources on the Web; includes subject collections and 
ready reference. 
http://ipl.org/div/searchresults/?searchtype=traditional&words=religion  websites compiled by the 
Internet Public Library in the field of religion. 
http://www.doaj.org  Directory of Open Access Journals (Free online scholarly journals in dozens of 
academic disciplines) 
 
There are also thousands of excellent databases on CDROM and DVDROM of excellent resources in the 
field of Biblical Studies, Archaeology, Theology, Church History, World Religions, Missions, Ministry, 
Christian Education, and Leadership.  This is an excellent way to get copies of older rare and out-of-
print classic titles and resources with a of minimum storage space required.  However, be sure to read 
user agreements carefully.  Most are only allowed to be installed in one computer at a time.  You may 
want to designate one computer and supplementary hard drive in the library to database collections.  
 
There are also many excellent Modern Language and Biblical Language resources and tutorials 
available on CDROM.  Even musical instrument tutorials are available, some that even focus on how to 
play a particular instrument in worship.   
 
Check Christianbook.com and Dovebooks.com for an up-to-date list of available CDROM titles at 
discounted prices.   
 

Library Supervision 
It is important that the person(s) responsible for the library be trained in the essentials of library science, 
processes, and functions. If resources are not properly catalogued and maintained from the beginning, 
they provide limited instructional support.  This does not mean you have to have a full-time salaried  
MLS or MLIS trained librarian on staff at your institute/college.  Few institutes or even church-based 
Bible colleges can afford to do that, though more established institutes and church-based Bible colleges 
should aim for at least a half-time librarian. 
 
For most institutes it will suffice to ask a retired or current school or public librarian who is a member of 
one of the sponsoring churches to give a few hours of volunteer supervision each week to train and 
supervise student workers and volunteers in the library and to set up the online cataloging process and to 
standardize library procedures.  With careful training and limited supervision, students on work-study 
and church volunteers can do the bulk of the work in-processing and cataloging the library collection as 
well as keeping the library clean, neat, and well organized. 
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Library Agreements 
Many state public libraries and some university and college libraries provide valuable supplemental 
resources. Library access to state and county public libraries is usually free, though students must 
usually acquire a library card to borrow books.  
 
Faculty and students alike may benefit by the institute's investing in off-site library use possibilities 
through formal library use agreements. The best arrangement may be to set up a formal library 
agreement with another area college or university whereby students and faculty have borrowing 
privileges for a small fee, usually around $50 per person per year.  Only the students or faculty who 
desire to use the off-site library should be required to purchase a card.  The school budget should cover 
the cost of the cards for institute/college faculty.  Such agreements greatly expand the faculty and 
students’ access to quality research resources.  Most library agreements require that officials of both 
schools sign the agreement and that the school be responsible for any fines or lost books if a student fails 
to pay for them.  This is because your school, as the student’s parent institution, has the authority to 
withhold grades and transcripts until your school has been paid.  The other school has no way to 
guarantee re-payment for their loss if the student fails to return a resource.  This is a small liability to 
incur to gain access to such a vast library resource as most college and university library holdings.  A 
sample of a library agreement is found below. 
 
Once your institute/college library has acquired a sizeable collection, you may be able to enter into 
consortium agreements with other area institutes or small colleges. This type of agreement would 
provide mutual access for all students and faculty of every member school to every library in the 
consortium as well as more coordinated collection development to avoid unnecessary overlap in the 
collections. 
 
Sample Library Agreement 

Memorandum of Understanding 
Between 

The University of Hawai`i at Manoa Libraries 
And 

Pacific Rim Bible College 
Purpose 
This agreement provides that the University of Hawai`i at Manoa Libraries enters into an agreement to 
provide library services by subscription for one year for students and/or employees of Pacific Rim Bible 
College. The University of Hawai`i at Manoa Libraries extend borrowing privileges to your institution’s 
designees subject to compliance with the terms and conditions of this agreement. 
 
The University of Hawai`i Library will: 
1.  Provide access, according to establish policies governing the use of materials within the library, to 

all reference, periodical, document and microform collections. 
2.  Provide local and remote access to the online public access catalog of the libraries’ collections, and 

access to commercial databases as permitted by equipment capabilities and contractual agreement 
between the University of Hawai`i at Manoa Libraries and the database vendor. 

3.  Provide non-transferable borrower’s cards, which may be renewed annually. 
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4.  Provide borrowing privileges for circulating book material (up to ten items checked out to an 
individual at anytime). 

 

Cost for Service and Eligibility 
1.  The University if Hawai`i at Manoa Libraries will issue each eligible employee a special University 

of Hawaii at Manoa Libraries Research Card at the cost of one hundred ten dollars ($110.00) for the 
first two cards and fifty dollars ($50.00) per card for each student and/or employee thereafter 
wishing to receive borrowing privileges. 

2.  Eligible students and/or employees are those included on a list of all those eligible for the card 
forwarded to the University of Hawai`i at Manoa Libraries, Access Services Department office.  

 
 The list must include the names and social security numbers of eligible employees and students.  

(Attach additional sheet(s) if necessary) 
Name  Social Security # 
1. 
2. 
3. 
4. 

 

Billing Procedure 
1.  The University of Hawai`i Library Access Services Department will bill Pacific Rim Bible College 

for each individual included on the list of those eligible. 
2.  Pacific Rim Bible College will pay the invoice for library subscription services within thirty (30) 

days of receipt of invoice 
3. Checks and purchase orders should be made payable to: 

University of Hawai`i at Manoa Libraries 
Access Services Department 
Hamilton Library, Room 101 
2550b McCarthy Mall 
Honolulu, HI 96822 

4. Failure to pay will result in immediate suspension of this agreement. 
 
Borrowing Procedures and Policies 
1.  Eligible students and/or employees will be issued a special University of Hawai`i at Manoa Libraries 

Research Card once the subscription has been paid. Pacific Rim Bible College will ensure that 
eligible students and/ or employees provide University of Hawai`i at Manoa Libraries with proof of 
identity if requested. Research Cards will be mailed to Pacific Rim Bible College. Existing cards 
may be brought to the circulation desk to have the expiration date on the card updated. 

2.  Any outstanding fees, fines or lost book charges due to the University of Hawai’i at Manoa Libraries 
must be paid by Pacific Rim Bible College before a Research Card is issued or renewed, or before a 
new Memorandum of Understanding is issued. 

3.  Eligible students and/or employees borrowing library materials must show proper identification-their 
borrower’s card, as well as a photo ID. 

4.  Borrowing privileges expire one year from the date of payment of agreement. 
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5.  Borrowing privileges are assigned to an individual and are not transferable, and no proxies will be 
honored 

6.  The loan period is twenty-eight (28) days or less, depending on the nature of the item to be 
borrowed. All items are subject to recall. Material may be renewed once. Renewals may be done in 
person by presenting the item and proper identification at the Circulation Desk, or by using the Your 
Account feature in Hawai`i Voyager. Overdue items cannot be renewed unless all fines are paid in 
full. 

7.  Borrowing privileges will be blocked if fines exceed ten dollars ($10.00). 
 
8.  Failure to return library materials in accordance with library procedures will result in a bill for 

replacement of the material, which includes a processing fee for each title plus the replacement cost 
of each title. 

9.  Audiovisual material may at the Wong Audiovisual Center may be used in-house or borrowed for a 
four (4)-day loan on the Island of Oahu only at a fee of twenty-three dollars ($23.00) per item. 

10. Other facilities and service of the library, including Interlibrary Services, lockers, group study 
rooms, and he CLIC Computer Lab and Software use are restricted to University of Hawai`i 
students, faculty, and staff only. 

 
Liability 
Pacific Rim Bible College will pay for lost books or other library obligations of its employees and 
students after the University of Hawai`i at Manoa Libraries determine, in accordance with its published 
policies, that fines, fees or lost items cannot be recovered from the individual borrower. 
 
Effective Dates of Service 
1.  This agreement will become effective and cards issued once the list of eligible employees and 

students has been received and payment has been made. 
2.  This agreement may be renewed annually at the subscription service rates effective at the time of 

renewal. 
 
Termination 
1.  Termination may be effected by either party upon thirty (30) days written notice. 
2.  Should termination occur, Pacific Rim Bible College will be responsible for the return of all 

materials and the payment of all outstanding charges within thirty (30) days from the date of 
termination. 

3.  Refunds of the service fee or processing fee will not be given. 
4.  Borrowers’ cards are non-refundable. 
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Library Use Survey 

We value your ideas and opinions.  Your input will help us improve our library and our service to you. 
 
1.  Check the following that apply: 
 __ Freshman  __ Sophomore  __ Junior  __ Senior 
 __ Staff  __ Faculty  __ Alumnus  __ Community patron 
 

2.  How often do you frequent the Library? 
 __ Daily  __ 2-4 times a week __ Weekly __ Monthly __ Rarely 
 

3.  How successful have you been at finding the resources required by your professors? 
 __ Extremely  __ Very __  Satisfactory __ Sort of __ Not good 
 

4.  Is our collection up-to-date in the areas of your needs? 
 0   1   2  3   4   5  (0 being not at all, 5 not needing improvement) 
 

5.  How often do you request library materials to be ordered for the library collection? 
 0   1   2  3   4   5   (0 being not at all, 5 being a lot) 
 

6.  How often do you access our online and database resources? 
 0   1   2  3   4   5   (0 being not at all, 5 being a lot) 
  

7.  Describe the library’s atmosphere (check all that apply): 
 __ Too loud  __ Too hot  __ Sufficient lighting  __ Clean     
 __ Quiet enough __ Too cold  __ Insufficient lighting __ Messy/Dirty 
 
 __ Too crowded __ Friendly  __ Comfortable seating  
    __ Intimidating __ Uncomfortable seating 
 

 __ Other__________________________________________________. 
 

8. As a laptop computer user, how good is the WiFi internet access reception and are their enough power 
outlets available to you? 

 __ Good   __ Somewhat Good   ___  OK __ Poor    ___Not at all   __ Not applicable 
 

9.  How helpful is the library staff? 
 __ Extremely   __ Very   __ Somewhat   __ Less than helpful   __ Not at all 
 
10.  I would check out more library materials if: 
 ______________________________________________________________________________ 
11.  I would come to the Library more often if: 
 ______________________________________________________________________________ 
 

12. Are you aware that the library has a suggestion box? 
 __ Yes __ No  If so have you ever used it  __Yes   __No  
  
We would appreciate any additional comments that would help us to meet your needs: 
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Chapter 6 Faculty Resources  
for Church-Based Ministry Training 

 
How to Use Section Six 

 
Section Six is a collection of faculty resources designed to introduce instructors at your school to the 
basic principles of church-based ministry training and the Foursquare ministry licensing process.  It will 
help them to prepare their courses before the term, prepare effective lesson plans and evaluation 
instruments (tests and term projects), keep accurate classroom records of attendance and coursework, 
and calculate grades at the end of the term.  Sections 6.4-6.81 may be extracted and customized with just 
the addition of a brief letter of introduction from you, as Institute Director, to your institute faculty and 
given to every faculty member as a Faculty Handbook. 
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6.72 Study Tips for Success! 
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6.74 Attendance 
6.74 Sample attendance sheet 
6.75 Sample Grade Sheet 
6.76 Unsatisfactory Progress Report 

6.77 Evaluating Student Performance 
6.77 Testing and Term Projects 
6.78 A Word on Test Design 
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Subjective Items 
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6.83 Incomplete Grade Request 
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Preparing Faculty for the New Term 
 

Faculty Meetings 
Faculty meeting should be held about 1-2 weeks before the new term starts.  Have instructors turn in 
their syllabi for the upcoming semester when they turn in grades for the previous term.  First-time 
instructors should turn in their syllabi to the office three weeks before the start of the term.  That way the 
Director or Academic Dean can have time to review the quality and format of the syllabi and give 
suggestions by faculty meeting time for any corrections or improvements that need to be made before 
the course starts.  A snack/light meal before the meeting can provide an opportunity for faculty to get to 
know each other better.  Always remind the faculty about keeping attendance, reporting stowaways 
(unregistered students or students not yet on the class roster who show up) and no-shows (registered 
students who are not in attendance the first class), grade inflation, writing style workshops or writing 
labs, course selections for the following term, graduation, keys and alarm codes. Faculty development 
should be a portion of each faculty meeting, focusing on some area of skill development that will help 
them grow as instructors. See page 6:5-6 for more on faculty development ideas. 
 

Instructional support services that should be provided by staff to faculty 
The office staff should provide duplication and collating services for all instructors. Each classroom 
should be equipped with either a 32" TV or a multimedia projector with DVD/VCR, a 4'x8' whiteboard 
with markers and eraser and whiteboard cleaner.  A laptop should be available for PowerPoint 
presentations.  A CD player should be available for classroom use if needed.  Speech and preaching 
classes should be equipped with a video camera for recording student presentations for personal review 
and feedback.  The school may decide to video-record all classes for the sake of students who are absent 
from class, or for developing distance education. 
 

Computers should be provided in the library for faculty and student use for online research, writing, and 
PowerPoint preparation.  Listening and viewing stations should be available for audio and video 
materials used to supplement instruction.   The library should provide a reserved books section for any 
supplemental reading material requested by the faculty for their classes.  The library should intentionally 
build a collection of videos and CDs that support or supplement classroom instruction. 
 

It is very helpful if the school can offer a one-day three-hour seminar on term-paper style and formatting 
for students unfamiliar with the school’s designated style manual (MLA, APA, SBL, Chicago).  It may 
also be helpful to have a writing lab available a few hours each week, where instructors can send 
students who need additional assistance with the mechanics of good writing. 
 

New Faculty Employment Packet Contents 
Invitation to Faculty Meeting Letter from Academic Dean with Packet 
Overview of the Semester List of Faculty with Info 
Faculty File Checklist Faculty Information Sheet 
Academic Calendar Current Schedule of Courses 
Instructions RE: Reading Handbook Faculty Handbook 
Syllabus Instructions Syllabus Master 
Faculty Application Instruction Sheet Faculty Application 
School Statement of Faith Faculty Info Update 
Attendance Sheet and Grade Sheet Add/Drop Form 
Final Grade Sheet Sample Incomplete Grade Forms 
Unsatisfactory Progress Report Academic Catalog  
Instruction sheet about Enrollment/Attendance/Grades/Drops/Incompletes/unsatisfactory progress 
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Choosing an Official School Form and Style Manual 
At the very first faculty meeting, the Institute Director/College Dean and the faculty of the school should 
vote to decide which manual of form and style will be used for all writing assignments at the school—
APA (American Psychological Association—used mostly in Business and Social Sciences), MLA 
(Modern Language Association—used mostly in the Humanities), Chicago (a.k.a. Turabian—very 
formal, old-style documentation), or SBL (Society of Biblical Literature—used in scholarly theological 
periodicals).  Most schools will want to choose MLA, since it is the most widely used style manual in 
American Colleges and the most simple to use.  Once a style manual has been chosen for the school, 
copies of the manual should be provided to all faculty members and should be placed in the library.  A 
simple style sheet should be provided to students for use in term projects.  Any writing classes should 
include instruction on how to properly use the school’s chosen form and style manual.  A brief 3-hour 
form and style workshop can be sued to help students learn how to use the correct form and style. 
 

Innovative Methods of Faculty Development  
By Dr. Paul Chappell, Ph.D.  
 
Can't afford to send members of your part-time faculty off for professional development?  

• Then let’s explore cost-effective methods to develop and enhance the effectiveness of your 
professors.  

 

• Creative methods are integrated with a view towards the 7 Habits of Highly Effective Teachers.  
 

• Enhance your faculty and ensure institute/college success and growth.  
 

Innovative  Cost Effective  
 Do-able  
 
Faculty  Who?  
 What?  
 
Development  Personal  

 Spiritual    
 Educational/Instructional 
 Content Specialist  

    Technological 
 
I.  Building a Faculty 

A.  Institutional Mission—All staff, faculty and student should know it by heart. 
B. Institutional Objectives/Outcomes  
C. Regular (Adjunct) Institute/College Faculty  
D.  Core Faculty––should drive the development of the school.  They need to influence the 

direction, mission and purpose, curriculum development and policies and procedures. 
 
II.  7 Habits of a Highly Effective Teacher  

1. Proactive in their development as teachers  
2. Purpose-Driven  
3. Passionate  
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4. Priority  
5. Pedagogical  
6. Problem-Solver  
7. Pastoral 
 

III.  Professional Development: A Three-Fold Approach  
A.  The Teacher as Educator  

1. Require a Philosophy of Teaching Statement  
2. Build a Faculty Resource Center  
3. Use Faculty Meetings to Process  

d. Pre-assigned Reading of Journal Articles  
e. Pre-assigned Reading of Chapters in Books 
f. Pre-assigned Reading in Pedagogical Volumes  

4. Use Local Specialists  
d. Educational Specialists  
e. Communication Specialists  
f. Specialists in At-Risk Students 

5. Encourage faculty members to enroll in education courses at local Jr. College/College/ 
University campuses and underwrite a portion or all of their tuition  

6. Professional Assessment  
a.  Create the Environment  

i.  Create Assessment Instruments  
ii.  Open the Classroom as a Laboratory  

b.  Assessment as Professional Development  
i.  Self-assessment  
ii.  Peer Assessment  
iii.  Director/Dean Assessment  
iv.  Consultant Assessment  

c.  Create a Personal Improvement Plan  
 

B.  The Teacher as Content Specialist  
2. A Resource Development Allowance  

c. One Yearly Periodical Subscription (Academic Only)  
d. One Support Volume per Term or Year  

2. Monetary Allowance for Appropriate Online Courses  
3. Modular Courses (Local School Option)  
4. Module Courses Onsite for Entire Faculty  
5. Join with Other Local Institutes/Colleges to Form Specialist Interest Groups  
6. Build Mentor Relationships with other Colleges  

a. Stipend Specialists to Review/Critique Professor's Lectures  
 

C.  The Student as Learner  
5. Build Faculty Resource Center in the School Library 
6. Use Local Adult Learning Specialists  
7. Process Articles/Texts Together as Faculty  
8. Learner Assessment  

c. Create Assessment Instruments  
d. Process Results as a Faculty  
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Some Important Principles for Faculty  
in Church-Based Ministry Training 

 
Add a local touch to traditional curriculum courses 
One of the greatest strengths that an institute or church-based Bible college has to offer is the 
opportunity for students to train for ministry in the same geographic context that they intend to minister 
in upon graduation.  Thus, the school faculty and pastors of the sponsoring churches should give careful 
consideration to what core requirements will best meet the needs of the target population in their local 
geographic region.  In most cases the basic core of classes will not vary significantly from region to 
region, though there may be some special courses that may help to prepare students for ministry in an 
urban environment, or help them to address major social and societal issues in their region.   
 

However, in most cases, though the core curriculum may not vary significantly, the way that the courses 
are taught should vary considerably from region to region.  This is done by adding local flavor and 
focusing on how general concepts can be applied to address local issues and problems.  The history of 
Christianity in your local area should be taken into account.  Issues of injustice or chronic social 
problems endemic to your area should be addressed, particularly how the Gospel can offer hope and 
transformation to these circumstances.  If there are cultural values and strengths that impact what makes 
ministry effective in your area, they should be incorporated.  Even use of local dialect to explain 
difficult concepts may be helpful at times. 
 

Balance Tried and True with Innovation 
The contextual setting of learning in institutes or church-based Bible colleges offers opportunities to try 
out new approaches to ministry and cutting-edge methodology must faster than they are normally 
incorporated into curriculum at more established Bible Colleges and Seminaries.  It can be a great 
advantage for students that they get to study and practice the latest and most cutting-edge methods 
before their peers at more traditional schools.  But caution should be taken to not abandon teaching the 
basics of the discipline in the process.  There should be a healthy balance of the tried and tested and the 
cutting-edge.  Make sure that students have the foundation of the basic principles and practices of the 
discipline before exposing them to new methods and concepts, so they have a frame of reference to 
evaluate what will be the most effective in their ministry context, drawing from the best that traditional 
methods and concepts have to offer as well as the new and exciting cutting-edge methods and principles. 
 
For instance:  In most schools, students will only get to take one preaching class, and perhaps a 
preaching lab.  Narrative Preaching may be one of the most effective cutting-edge styles of preaching, 
but a ministry student needs to be taught the basic principles of homiletics, including how to write a 
solid introduction, conclusion, develop a topic . . .before learning the specific practices associated with 
the narrative style of preaching, like effective storytelling.  They will also need to learn the basics of 
other styles, like topical, textual and expository preaching, even if the greatest amount of time is devoted 
to narrative preaching. 
 

Balance High Tech with High Touch 
We live in an era of rapid advances in technology, particularly in the communication arts.  This affords 
great opportunities for instructors to enliven their teaching with a wide range of multi-media that were 
not available or affordable a generation ago.  Younger students, in particular, have grown up in a very 
media savvy generation and have come to expect all communication to be entertaining.   Teachers 
should be encouraged to use video clips, PowerPoint, sound bites, etc., to enrich the learning experience  
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and to increase student participation and engagement.  However, multimedia should seldom become the 
main event and substitute for teaching and classroom engagement.  Sometimes it is appropriate to show 
a longer video, especially if it gives the students exposure to the person who originated an idea or 
methodology, or if it serves as a springboard to a major class discussion.  But teachers should remember 
that ministry is a people-intensive occupation and calling.  The best way to learn ministry is to interact 
with and practice on and with real persons.  So be sure, as instructors, to strive to find a proper balance 
of high-tech and high-touch in your instruction. 
 
Maximize the Institute/Church connection—Education that balances head, hands, and heart 
One of the other great strengths that an institute or church-based Bible college has to offer is the 
opportunity for students to train for ministry in a context where they can move seamlessly back and 
forth between principle and praxis.  In most traditional Bible Colleges and Seminaries, students have to 
go searching for places where they can practice the ministry and leadership skills that they are learning 
in the classroom.  Since learning takes place in an active church setting, students can immediately go 
from the classroom to a ministry assignment.  They can shadow, intern, serve on staff, or volunteer right 
outside their classroom door.  This means that students get a chance to try out what they are learning 
between classes and can come back into class the next time with questions, challenges, frustrations and 
triumphs to share and discuss.  This has enormous potential for a lively classroom environment.  But this 
does not happen automatically.   
 
To be effective in ministry, biblical and theological knowledge must quickly translate to a deeper and 
growing relational knowledge of God that moves them to a lifestyle of worship and devotion, refines 
their character, and propels them forward into the world with the good news of Jesus Christ under the 
power and leadership of the Holy Spirit.  Institute and Bible college faculty should therefore be 
compelled to go beyond the basics of content and meaning to ask, "So what?"  The teachers must 
challenge their students to try out what they are learning and encourage feedback.  They must discuss 
issues in class that go beyond principles to skill development and character development.  They need to 
afford opportunities to try out their gifts and skills on each other in class even before sending them out 
into the church to exercise what they learned, so they can work out some of the kinks in a safer 
controlled nurturing environment.   
 
The church must also be fully on board to maximize the effectiveness of field learning.  They need to go 
beyond seeing students as free slave labor to understanding that they are making an investment in the 
long-term health and growth of the sponsoring church and churches throughout the region.  They need to 
see their work supervising and training students as kingdom work.  There needs to be a willingness to 
speak into the lives of the students, not just on the skill level, but also on the character and spiritual 
growth level––to make disciples.  Teachers will need to give adequate time in the classroom to discuss 
application of principles and to process feedback that the students are bringing back with them from 
their praxis experience in ministry.   
 
Long term success and vitality in ministry is often more dependent upon the condition of the minister's 
character and heart than upon the soundness of his or her theology and the depth of his or her training.  
Many well-trained and gifted ministers lose their effectiveness or are forced to step down from ministry 
because of character issues that have gone unchecked.  Therefore, character formation needs to be an 
important part of the training process at the institute or college. 
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An element that will help to produce a healthy balance of equipping head, hands and heart is an 
intentional mentoring program, where church staff and school faculty mentor groups of students on a 
weekly basis, focusing on character issues and spiritual growth and spiritual gift development and 
ministry and leadership skill development, practicing ministering to each other under careful and loving 
guidance. The mentor should also meet with the mentoree one hour each month on a one-to-one basis to 
assess and discuss issues related to character development and to develop a strategic action plan to grow 
in those character areas that are in need of improvement.  The mentoree should complete a monthly self- 
assessment (such as the Monthly Head, Hands, and Heart Self-Assessment found on pages 4.48-49) each 
month that serves as a foundation for their monthly one-on-one sessions with their mentors. 
 
The goal of the mentoring program should be to assist the students to reach their full potential in Christ 
by developing their spiritual lives, character, and ministry mindset under the guidance of godly mentors.  
During a successful mentoring program, students should: 

• develop their ministry mindset; 
• partner with more mature Christians to develop their character and ability to minister effectively; 
• grow in their commitment to regular spiritual disciplines; 
• develop their academic capabilities through deliberate and faithful application to their studies; 
• fulfill their call through regular and deliberate service within a church or para-church ministry; 
• seek assistance in areas of personal challenge or difficulty to break through growth barriers; and 
• establish personal accountability for aspects of their life and character. 

 

Prepare students for ministry by developing a culture of ministry to each other 
 

Mark 10:43-5 (NIV) Not so with you. Instead, whoever wants to become great among you must be 

your servant, and whoever wants to be first must be slave of all. For even the Son of Man did not 

come to be served, but to serve, and to give his life as a ransom for many.”  
 

Galatians 5:13 (NIV) You, my brothers, were called to be free. But do not use your freedom to 
indulge the sinful nature; rather, serve one another in love. 

 

Effective ministry requires a readiness to be the servant of all.  Emerging Christian leaders need to 
develop a heart attitude that is always willing and available to minister.  In order to do this, we must 
nurture their ability to always have an attentive and humble submissiveness to God's gentle prompting to 
minister to anyone at any time or place, and to respond by ministering promptly.   The best way to do 
this is to create a culture at the school where students regularly minister to each other as each has a need.  
It should become automatic and natural that when a person shares a struggle, illness, challenge, or life 
need, staff and students will stop and take time to pray for that person on the spot and render whatever 
other help they can in the particular situation.  STOP, DROP, AND PRAY! 

 

James 1:22 (NIV) Do not merely listen to the word, and so deceive yourselves. Do what it says.  
 

James 2:14-19 (NIV) What good is it, my brothers, if a man claims to have faith but has no deeds? 
Can such faith save him? Suppose a brother or sister is without clothes and daily food.  If one of you 
says to him, “Go, I wish you well; keep warm and well fed,” but does nothing about his physical 
needs, what good is it? In the same way, faith by itself, if it is not accompanied by action, is dead. 
But someone will say, “You have faith; I have deeds.” Show me your faith without deeds, and I will 
show you my faith by what I do. You believe that there is one God. Good! Even the demons believe 
that —and shudder.  
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A person who has become an excellent student of God’s word and has taken time to learn well the skills 
of ministry has great potential as a servant of God.  But that potential must be actualized.  God is 
looking for ministers who have their hearts and minds tuned to hear His voice, who are available to 
respond at a moment’s notice, and who have trained their hearts to quickly respond in obedience to the 
gentle promptings of God’s Spirit.  So much of ministry depends on split-second timing at the precise 
moment of need.  We must help our students to develop hearts trained to say “YES!” whenever and 
wherever God calls upon us to minister.  The overall effectiveness and impact of ministry is ultimately 
an act of grace from the hand of God, but He has chosen to work through Christians who are willing and 
obedient to answer his call at any time or place.  We must train our students to respond to a person’s 
need on the spot and not put it off to a more convenient time.  This starts on campus among the students 
and faculty.  If they learn it there, as part of the overall training of what it takes to be an effective 
minister, it will come fairly easily later on.  We must model this for our students by always seizing the 
opportunity to minister when God puts a person in front of us and not put it off for a more convenient 
time or place.  It is not enough just to promise to pray for a person when they ask us to pray.  We should 
train our students to pray with them on the spot and then continue to follow through in prayer and other 
ministry from that point forward.  

 

Develop a student’s full potential versus producing brand-x ministers 
Ephesians 4:3-16 (NIV) 3   Make every effort to keep the unity of the Spirit through the bond of 

peace. 4   There is one body and one Spirit — just as you were called to one hope when you were 

called — 5   one Lord, one faith, one baptism; 6   one God and Father of all, who is over all and 

through all and in all. 7   But to each one of us grace has been given as Christ apportioned it.  . . . 
11   It was he who gave some to be apostles, some to be prophets, some to be evangelists, and some 
to be pastors and teachers, 12   to prepare God’s people for works of service, so that the body of 
Christ may be built up13   until we all reach unity in the faith and in the knowledge of the Son of 
God and become mature, attaining to the whole measure of the fullness of Christ. 14   Then we will 
no longer be infants, tossed back and forth by the waves, and blown here and there by every wind of 
teaching and by the cunning and craftiness of men in their deceitful scheming. 15   Instead, 

speaking the truth in love, we will in all things grow up into him who is the Head, that is, Christ. 

16   From him the whole body, joined and held together by every supporting ligament, grows and 

builds itself up in love, as each part does its work. 
 
Every Christian is a minister who has been given gifts to be discovered, developed, and deployed.  No 
two ministers will be the same.  Though they may all have a common core of character qualities that 
grow as the Fruit of the Spirit is perfected in them.  Each student has a unique blend of spiritual gifts, 
talents and passions that need to be discovered, nurtured and exercised.  There is a common tendency for 
students to come to a church-based Bible college or Bible institute and want to be just like the senior 
pastor of the sponsoring church, especially if it is a mega-church.  But students should be discouraged 
from trying to be just like their favorite Christian leader.  To do so would lead to a life of frustration and 
failure, since they are not the same person with the same gifts, talents, passions or life experiences.   Nor 
should a school take a one-size-fits-all approach to equipping students for ministry, with each graduate 
coming out looking all the same––Brand X.  Instead, each student should be encouraged and guided and 
mentored to become the best minister they can be with their own unique gifts, talents, passions and life 
experiences.  They should be guided into their own full potential, not someone else’s.   This will take 
more time and effort than a generic approach, or a master pastor model approach, but the end results will 
be more lasting and more fruitful over a lifetime of ministry.  The primary role of the institute or Bible  
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college faculty member, then, is to serve as a player-coach-mentor who equips and encourages every 
student to utilize their gifts, talents, passions, and life experiences to their own unique full potential. 
 

1 Corinthians 12:14-20 (NIV)  Now the body is not made up of one part but of many. 15   If the foot 
should say, “Because I am not a hand, I do not belong to the body,” it would not for that reason 
cease to be part of the body. 16   And if the ear should say, “Because I am not an eye, I do not 
belong to the body,” it would not for that reason cease to be part of the body. 17   If the whole body 
were an eye, where would the sense of hearing be? If the whole body were an ear, where would the 
sense of smell be? 18   But in fact God has arranged the parts in the body, every one of them, just 

as he wanted them to be. 19   If they were all one part, where would the body be? 20   As it is, 

there are many parts, but one body.  
 

Create a Family-Like Environment to Maximize Development  
of Ministry Skills, Character and Confidence  
God, in his great wisdom created us to be in community.  A Bible Institute or College, though not the 
church, needs to be a strong, loving, Christian community akin to a large extended family.  Each person 
at the school has come together to be equipped for ministry.  Part of that process involves everyone 
getting a chance to exercise their spiritual gifts and practice the ministry skills they are learning in class.  
This is best accomplished in the loving, supportive and understanding context of Christian family. 
Nobody gets left behind or forgotten.  Everyone is encouraged to discover his or her own full potential.   
 
The institute or college needs to be a place where students are encouraged to explore their emerging 
gifts and skills by ministering to each other.  If they make mistakes, there is loving understanding, gentle 
correction and guidance, and encouragement to try again until confidence and competence is developed.  
In this context, they learn to draw from each other's strengths. They learn mutual dependence on the 
whole body of Christ in their areas of weakness and need. And they develop deep lifelong relationships 
that enable them to call on each other at any time that they are in need of ministry, encouragement, or 
someone to talk things out. 
 

Train and equip emerging ministers in a family environment where they are:  

• loved and accepted for who they are,  

• discipled to growth in the Lord,  

• encouraged to try,  

• challenged to test and develop their spiritual gifts, ministry, and people skills, 

• trained for skill beyond competence, toward maturity and excellence in service, and 

• blessed and released to serve the Lord in the Harvest. 
 

Galatians 6:1-10 (NIV)  Brothers, if someone is caught in a sin, you who are spiritual should restore 
him gently.2 But watch yourself, or you also may be tempted. 3 Carry each other’s burdens, and in this 
way you will fulfill the law of Christ. 4 If anyone thinks he is something when he is nothing, he deceives 
himself. 5 Each one should test his own actions. Then he can take pride in himself, without comparing 
himself to somebody else, for each one should carry his own load. 6   Anyone who receives instruction in 
the word must share all good things with his instructor. 7   Do not be deceived: God cannot be mocked. 
A man reaps what he sows. 8   The one who sows to please his sinful nature, from that nature will reap 
destruction; the one who sows to please the Spirit, from the Spirit will reap eternal life. 9   Let us not 
become weary in doing good, for at the proper time we will reap a harvest if we do not give up. 10   
Therefore, as we have opportunity, let us do good to all people, especially to those who belong to the 
family of believers.  
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Romans 12:1-16 (NIV)  Therefore, I urge you, brothers, in view of God’s mercy, to offer your bodies as 
living sacrifices, holy and pleasing to God —this is your spiritual act of worship. 2   Do not conform any 
longer to the pattern of this world, but be transformed by the renewing of your mind. Then you will be 
able to test and approve what God’s will is —his good, pleasing and perfect will. 3   For by the grace 
given me I say to every one of you: Do not think of yourself more highly than you ought, but rather think 
of yourself with sober judgment, in accordance with the measure of faith God has given you. 4   Just as 
each of us has one body with many members, and these members do not all have the same function, 5   
so in Christ we who are many form one body, and each member belongs to all the others.6   We have 
different gifts, according to the grace given us. If a man’s gift is prophesying, let him use it in proportion 
to his faith. 7   If it is serving, let him serve; if it is teaching, let him teach; 8   if it is encouraging, let 
him encourage; if it is contributing to the needs of others, let him give generously; if it is leadership, let 
him govern diligently; if it is showing mercy, let him do it cheerfully. 9   Love must be sincere. Hate 
what is evil; cling to what is good. 10   Be devoted to one another in brotherly love. Honor one another 
above yourselves. 11   Never be lacking in zeal, but keep your spiritual fervor, serving the Lord. 12   Be 
joyful in hope, patient in affliction, faithful in prayer. 13   Share with God’s people who are in need. 
Practice hospitality. 14   Bless those who persecute you; bless and do not curse. 15   Rejoice with those 
who rejoice; mourn with those who mourn. 16   Live in harmony with one another. Do not be proud, but 
be willing to associate with people of low position. Do not be conceited.  
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Setting Up Your Classroom for Maximum  
Student Participation and Learning 

 
What Makes a Healthy Learning Environment? 
The Classroom 
Students learn best when they are comfortable and not preoccupied with uncomfortable chairs, improper 
lighting or classroom temperature that is too hot or too cold.  Healthy classrooms are essential for 
success as Bible institutes and colleges.  Faculty members should give particular attention to the 
following: 
 

1. Classroom location -Classrooms should be as far away as possible from distracting noises. They 
should be located close to a drinking fountain and to bathrooms.  Know how to get to the 
bathrooms and water fountain from your classroom. 

 

2. Windows –– Classrooms that contain windows should be equipped with a way to block the 
outside light (blinds, shades, curtains).  Adjust them as needed when you get to class each week. 

 

3. Doors-All classroom doors should have windows to protect the instructor’s reputation when 
he/she is left in the room with one student. The door should be located at the back of the room so 
that the distraction of people entering and leaving is minimized.  However, many states require 
that classrooms have two doors for fire safety reasons. 

 

4. Acoustics-Classrooms must be arranged so that all students can hear the instructor. This can 
often be achieved by assigning classroom space according to the number of students in a class. 
Large areas are not appropriate for instructing a small number of students. If amplification is 
needed, it should be provided.  Room dividers can be used to create a controlled classroom 
environment in a larger room.  Set up the desks for maximum impact for the learning activities 
planned for the day.  It may be good to vary the setup from week to week to encourage students 
to sit in new places and get to know other students that they may not know as well.  At the end of 
class be sure to return the desks to the formation they were in when you came in. 

 

5. Lighting-The classroom should have enough light to enable students to read and write without 
straining their eyes. "True Light" or 5000k florescent bulbs/tubes are a more desirable choice for 
the overall educational environment, since they result in less eye fatigue and make reading much 
easier.  Report any lighting problems, such as flickering or burned out lights to the school office 
for repair. 

 

6. Furniture-The desks, chairs, and tables should be sized to accommodate adult bodies.  Report 
any broken furniture immediately to the school office and move it to the side and mark it as 
broken to prevent any accidental injuries. 

 

7. Equipment-Each classroom should have the following equipment available: 
Overhead or video projector and screen 
Dry erase board and markers and eraser (Avoid use of chalkboards due to allergy and vocal 

irritation caused by chalk dust). 
Access to a VCR/DVD player with video projector or monitor large enough to be seen in all 

parts of the room 
Relevant wall maps and charts as needed. 
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Just to be sure.  On days that you will need multimedia equipment for your class, call the office 
ahead of time to make sure that the appropriate machine set up and in working order in your 
classroom when you get there. 

 
8. Ventilation and airflow and ambient temperature-All vents, heating, and air conditioning should 

be in proper working order.  Be sure that dust filters are changed frequently to cut down on dust 
allergies and protect instructor’s voices.  Rooms should be well ventilated, either with open 
windows when weather is appropriate and it is safe to do so, or with air conditioning.  Stale air 
tends to make students drowsy and it also increases possibility of airborne illness.  Classroom 
temperature should be set to about 72-74 degrees Fahrenheit for maximum alertness without 
making students too cold.  Arrive early enough to open windows or turn on the air conditioning 
or heating to ensure a comfortable classroom environment when the class begins. 

 
9. Maintenance-The institute/college facilities should be cleaned regularly, and all classrooms and 

furnishings should be kept in good repair.  Pay special attention to the condition of chairs, so that 
no student ends up getting injured by a stressed or damaged chair collapsing.  Desk surfaces and 
doorknobs should be cleaned with a disinfectant cleaner to minimize transmission of germs from 
student to student on desk surfaces and doorknobs.   At the end of class each day, clean up any 
messes made during your class.  If the room was a mess when you got there, report it to the 
school office. 

 
10. Be sure to take consideration and make accommodations for disabled students and faculty. 

www.ada.gov provides information and links to detailed information that should be considered 
by every institute. Churches are exempt from ADA requirements (the American with Disabilities 
Act). However, schools are not. Not only is it legally wise to comply with these requirements, it 
is an excellent testimony to the community that the sponsoring church is concerned about every 
potential student and not just the able-bodied ones.  Be sure to ask if there are any students with 
special needs that need to be accommodated in the classroom or for test taking. 

 
Some Psychological Aspects of a healthy classroom: 

Some basic operational rules need to be set in place to make the classroom a safe and friendly place 
to learn for all students, especially adult students, who may be gun-shy of returning to the classroom 
after a long absence, and in many cases their prior classroom experience was often less than 
successful or was even humiliating.  Students need to know that it is safe to make mistakes.  They 
need to know that our best learning takes place is when we learn from our mistakes, rather than hide 
from them.  When it comes to skill development and character formation, learning from mistakes is 
especially important and essential part of learning.  Students need to know it is safe to risk failure 
and that it is part of the normal learning process.  If they were already masters in the field, they 
would not need to take the class.  The following four rules will go a long way in helping to establish 
an environment where it is safe to make mistakes and where mistakes are utilized as a vital part of 
the learning process: 
 

• There are no stupid questions. 

• Errors are useful tools for learning 

• Students are required to display courtesy and respect to those who express views different 

from their own. 

• No one will ever laugh at your mistakes here. 
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Preparing to Teach a Course 
 

Summer Prep for New Teachers 
By James M. Lang (Chronicle Careers) July 22, 2008 
Copyright © 2008 by The Chronicle of Higher Education.  Reprinted with permission. 
 

The season of panic approaches for those faculty members entering the college classroom for the 
first time.  
 

Painful as it may be to think about, the fall semester looms a month away. And so the season of panic 
and anxiety approaches for those teachers who will be entering the college classroom for the first time. 

Many new faculty members and TA's have had some teaching experience or training by the time they 
face their first classroom of students. That is much more the case today than it was when I was a 
graduate student in the mid-1990s. 

Still, in my conversations with graduate students and new faculty members around the country, I find a 
depressing level of inconsistency in the quality and quantity of guidance they have received from their 
departments, graduate schools, and institutions. That some Ph.D.'s and TA's walk into the classroom for 
the first time with no help or training at all is still far more common than many of us who write and 
speak about college teaching would like to think. 

Whatever your level of classroom preparation, I offer here three exercises that any newcomer to the 
college classroom can undertake during the waning days of summer break. 

The big picture. In the final weeks and days leading up to the semester, you are most likely to focus 
your anxieties on the little things — imagining that moment when you first walk into the classroom, 
thinking about what you will say, wondering how the students will respond and whether you will have 
remembered to zip your fly or check your teeth for spinach. 

Like almost every other teacher in the world, you will probably have at least one or two anxiety dreams 
about the classroom. Mine, for some reason, always feature me as the student rather than the teacher: 
I've missed an entire semester's worth of calculus classes, and now I have to take the final exam. Then 
there's the classic naked-in-front-of-the-classroom version, among many others. 

Nightmares about the practical matters of day-to-day teaching are, typically, a reflection of the fear that 
you're not ready yet. Before you let those anxieties overwhelm you, step back and look at the big 
picture. 

Ask yourself two questions: At the end of the course, what specific skills and knowledge do I want my 
students to have learned? And how will those skills and that knowledge benefit or improve their lives? 

Your responses to those questions can help remind you why your discipline matters in the world. That 
can be easy to lose sight of when you're caught in the crushing time demands of the semester. 

Equally important, your responses should help you determine the learning objectives of your course. 
Settling on those objectives will give you a better idea of how to organize the course and how to design 
assignments, major projects, and exams. So, for example, if you don't care about students memorizing 
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facts from your discipline, then don't give multiple-choice exams that test for memorization. If you want 
students to develop the ability to translate complex ideas into prose fit for the public, then make them 
give presentations. 
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In other words, don't simply imitate or inherit assignments. Be sure that your assignments, projects, and 
exams are developing and reinforcing the big-picture skills and knowledge that matter to you. 

Compare syllabi. Ask your new colleagues if they would be willing to share their syllabi. (If you're 
brand new, ask your chair.) Or search online for courses with posted syllabi. You will find at least one 
syllabus online for just about any course you can imagine. 

Before I came to the liberal-arts college where I am an associate professor, I taught at a research 
university. The first syllabus I put together for a course in my subfield at my new college did not reflect 
any real changes from a syllabus I had used at my old university. 

Just before the semester started, I showed the syllabus to my new chair. "Students here would not be 
used to doing quite this much reading in a course on the novel," she said to me gently. "You are, of 
course, free to assign as many novels as you want, but you might be facing an uphill battle with some of 
the students." 

I took the hint, cut back the reading list, and learned an important lesson about the way that workload 
expectations can vary from one institution to the next. 

Reading the syllabi of more experienced instructors at your institution might also help you foresee other 
challenges. Say you did so and found many policies regulating the use of laptops in the classroom. You 
would know that that's a common problem at your institution and that you should think about how to 
deal with it. 

At my college, by contrast, such laptop policies would be wasted space on a syllabus. In eight years of 
full-time teaching, I have yet to see a laptop in a classroom. 

Syllabi comparison can help you get a better handle on specific cultural and academic differences 
between your previous institution and your new one, or between your experiences as a student and what 
you will face as an instructor. 

Trial run. Neither of the first two suggestions will help you alleviate your anxieties about opening day. 
And those anxieties can eat up lots of energy and space in your brain, so I don't want to ignore them. 
You can beat them back a little bit with two simple activities. 

First, before the semester starts, visit the classrooms where you will be teaching. You are anxious 
because you are facing the unknown, so trimming away as many unknown elements from the situation 
as possible will reduce your fears. 

Get in the classroom, walk around it, write something on the board, try the computer projector or the 
overhead machine, and make sure you are comfortable in the space. 

I once heard a senior professor describe how, just before he started teaching a new course, he went to the 
classroom and walked once entirely around the perimeter, trying to make the space as familiar and small 
to him as possible. A pre-semester excursion into your classroom can accomplish the same objectives 
for you. 
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And as long as you're there, take a second step to alleviate your anxiety: Pretend it's the first day of class 
and practice your lecture or opening monologue. No doubt you'll spend a lot of time rehearsing it in your 
head, but 100 internal repetitions will not help as much as actually speaking the words aloud a few 
times. 
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Practicing aloud will help you remember more effectively what you have to say, reducing your reliance 
on notes or slides. A neurologist or psychologist can explain that better than I can — all I know is that if 
I speak my notes aloud once beforehand, I don't need the notes anymore when I actually get into the 
classroom. 

Even if you do all three exercises, you'll still be anxious in the first week of the semester. No getting 
around that. And some nervousness can be a good thing if you can redirect it into an energetic 
performance. 

But if all else fails and you still find yourself fretting away the days before your classroom debut, rent 
one of those classic movies that feature people breaking down in high-pressured situations: Albert 
Brooks sweating profusely as a first-time news anchor in Broadcast News or Richard Dreyfuss 
stammering and twitchy on a morning talk show in What About Bob? 

If you're a sports fan, watch YouTube clips of Bill Buckner losing the 1986 World Series by missing a 
slow-rolling grounder, or maybe Chris Webber calling an illegal timeout in the 1993 NCAA basketball 
championship game. 

Sure, you might stumble over your introduction, trip on the overhead projector, or lose your place during 
your opening lecture, but at least you won't wind up in Wikipedia for it. 

James M. Lang is an associate professor of English at Assumption College and the author of On Course: 
A Week-by-Week Guide to Your First Semester of College Teaching, published in May by Harvard 
University Press. For an archive of his previous columns, see 
http://chronicle.com/jobs/news/archives/columns/on_course. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Faculty Resources for Church-Based Ministry Training 

6.20 

 
 
 
 
 
 
 



Faculty Resources for Church-Based Ministry Training 
   

6.21 

Sample Faculty Semester Academic Calendar 
 

Spring 2005 Faculty Calendar 
January-May 2005 

 
*All chapel services on Friday, 10:30 am-12:30 pm unless otherwise noted. 
January 13-14 New Student Orientation and Registration 

January 16-18 Student Retreat 

Monday, January 17 Martin Luther King, Jr. Day, Offices open 

Tuesday, January 18 Faculty Meeting, 5:00-6:30 pm 

First Week of Semester Submit Course Syllabus on the First Day of Class 

Wednesday, January 19 First Day of Classes for Spring 2005 Semester 

January 19-February 1 Add-Drop Period and Late Registration 

Friday, January 21 All Student Assembly and `Ohana Lunch, 10:30 am-1 pm 

Friday, January 28 Ho`olaule`a and `Ohana Lunch, 10 am-1 pm 

Monday, January 31 Application Deadline for Spring 2005 Graduation 

February Faculty Meeting (date to be determined) 

Monday, February 21 Presidents' Day: Classes will meet 

Tuesday, March 15 Pac Rim Open House 

March 20-23 Spring Reading Days: Classes will not meet, Offices open 

March 24-27 Easter Break: Classes will not meet, Offices closed 

Tuesday, April 12 Last day to withdraw from classes with a "W" 

Tuesday, April 26 Last day to withdraw from classes with a "WP" or "WF" 

April 27-May 3 Course Evaluations 

May 11-17 Final Exams 

Friday, May 13 Graduates Grades Due to Registrar 

Monday, May 16 Graduation Rehearsal, 10 am 

Tuesday, May 17 Spring 2005 Graduation, 7 pm 

Friday, May 20 All Final Grades Due to Registrar 

+Submit Grade Sheet, Attendance Sheet, Samples of Student Work 
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Sample Syllabus Master with Instructions 

 
 

PACIFIC RIM BIBLE COLLEGE 
 

Course Alpha Numeric:  Course Title 
Fall 2007 Semester: August 15 – December 11 

Day(s), Time (see latest version of course schedule) 
 
Instructor: 
 
Phone: 
 
E-mail:   
 
Mission Statement 
Pacific Rim Bible College exists to disciple emerging Christian leaders through biblical higher 
education that develops their theology, ministry skills, and character, preparing them to plant and lead 
culturally-engaging mission-driven churches in Hawaii, the Pacific Rim and throughout the world. 
 
Course Description 
 (2007-2009 catalog description as printed in the course schedule.) 
 
Course Outcome Objectives 
By the end of the course, students will: 
 (What do you want a student to be able to do, understand, apply, explain, demonstrate or perform as a 
result of successful completion of this course? These outcome objectives should be tangible and 
measurable.  You should picture the end product of your class and assign course requirements that help 
assess the success of your students in relation to the outcome objectives. Try to keep an appropriate 
balance of mind/knowledge acquisition, heart/character development, and hand/skill development 
related objectives.  Your instruction in the course, in-class activities and out of class assignments should 
all be related to at least one of the outcome objectives.  The number of outcome objectives will vary 

with each course.  Do your class objectives relate to the overall mission objective of PRBC?  How?   

 

Course Requirements 
On time attendance of all class sessions.  Due to the importance of the eternal matters dealt with in an 
institution such as PRBC, classroom attendance is not left to the discretion of the student.  It is 
understood that a student will be present in class except for legitimate reasons.  Attendance is recorded 
from the first day of each semester. Punctual attendance in every class session is required.  Tardiness 
and unexcused absences will be recorded. 
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When a student’s number of absences exceeds 20% of the total number of class hours, the student is 
withdrawn administratively from the class with a “W/F.”  This grade is computed as an “F” in the grade 
point average.  Three unexcused absences per course will result in probationary status for earning credit 
for the course. 
 

(Other course requirements should then be listed with a breakdown of the percentage of the course 

grade assigned to each requirement such as:  class participation, quizzes, exams, final exam, book or 

article review, research papers, oral or multimedia presentation, hands on skill assessment, 

performance, or improvement.  In all courses other than music and preaching, instructors should 

require some type of term project that involves reading or research beyond reading the textbook and 

either a written or oral presentation.) 
 
The student will successfully complete . . . for       % of grade 
 
The grading scale will be in accordance with the PRBC standard as listed in the catalog:   
 A =  92.6-100   
 A- = 90-92.5   
 B+ = 87.5-89.9   
 B = 82.6-87.4   
 B- = 80-82.5  
 C+ = 77.5-79.9 
 C = 72.6-77.4  
 C- = 70-72.5  
 D+ = 67.5-69.9  
 D = 60-67.4  
 F = 59.9 and below 
 W/F = Withdrawal/Failure 
 W/P = Withdrawal/Passing 
 
Required Reading 
 List textbooks for the course with all bibliographic information here. 
 

Suggested Reading  
List suggested supplemental reading for the course with all bibliographic information here. 
  

Late work 
Late assignments will be penalized by 2% per weekday (10% per week). After two weeks, the penalties 
stop accumulating. No work will be accepted after the end of the semester except under unusual 
circumstances. Quizzes may not be taken late.  If an absence is anticipated ahead of time, such as a 
mission trip or for surgery, a quiz may be taken early.  Instead, one quiz (either the lowest score or a 
missed quiz) will be dropped from your grade. 
 

Plagiarism 
Each paper must represent the student’s own research, thinking, and word-choice. Every citation of the 
work of another should be placed in quotations marks with proper documentation, and every source 
drawn upon for original content should also be documented. On the first offense, plagiarized work will 
be returned ungraded for correction, with a penalty. Further plagiarism may result in a failing grade for 
the assignment or for the class. 
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PRBC Policy on Accessibility for Persons with Disabilities  
“It is PRBC policy that no otherwise qualified disabled person be excluded from participation in, be 
denied the benefits of, or be subject to discrimination under any educational program or activity at 
PRBC. If you have a disability that requires special accommodations, please inform the instructor as 
soon as possible so that provisions can be made to accommodate the special learning needs related to 
your disability.” 

 
You should discuss this as part of your initial introduction to the course at the beginning of the 

semester.) 
 
1. 
 
2. 
 

LECTURE SCHEDULE AND READING ASSIGNMENTS 
 (List all class dates, including any holidays or chapels that occur during your class time throughout the 
semester.  List lecture topics that correspond to each date and then any reading that should be done 
prior to that class session and any assignments that are due on each date.  All told, every class should 
meet for a total of 15 weeks; final exams are scheduled during week 16.  If you need to reschedule a 
class session during the semester or are planning a session off-site during the class, you should include 
those details here as well.)  
 
Week 1 
 
Week 2 
 
Week 3 
 
Week 4 
 
Week 5 
 
Week 6 
 
Week 7 
 
Week 8 
 
Week 9 
 
Week 10 
Week 11 
Week 12 
Week 13 
Week 14 
Week 15 
Week 16 Final Exams Week 
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Sample Syllabus using this format 

 

 

 

Pacific Rim Bible College 

GM 2320: The Life and Theology of Prayer 

Fall 2007 Semester: August 15 – December 11 
Thursdays, 1:00-3:50 p.m. 

 
Instructor:  Dr. John Brangenberg, Professor of Bible and Biblical Languages 
Phone:  Home  536-8218    Cell 384-0769 
E-mail:  johnb@prbc-hawaii.edu 

 
Mission Statement 
Pacific Rim Bible College exists to disciple emerging Christian leaders through biblical higher 
education that develops their theology, ministry skills, and character, preparing them to plant and lead 
culturally-engaging mission-driven churches in Hawaii, the Pacific Rim and throughout the world. 
 
Course Description 
The purpose of this course is to encourage and stimulate a growing and meaningful life of prayer and 
devotion. Historical and biblical teaching on prayer will serve as the foundation for both personal and 
corporate prayer.  Principles and methods of private intercession and public prayer ministry will be 
applied.  The art of listening prayer and prayer as a ministry back to God will be practiced.  Prerequisite:  
GM 1300  Spiritual Transformation. 
 
Course Outcome Objectives 
By the end of the course, students will: 

1.   Describe and apply a wide variety of biblical principles and models for prayer. 
2.   Be able to pray more effectively by laying claim to the promises of God. 
3.   Have an enriched personal prayer life through practicing a variety of biblical and traditional 

models of personal prayer. 
4.   Be more effective at leading public prayer in a variety of settings and occasions.  
5.   Be able to pray conversationally. 
6.   Be able to hear God’s voice more clearly, resulting in more meaningful conversation with God 

and more effective and bold intercession. 
7.   Be more confident in using prayer as an offensive weapon in spiritual warfare. 
8.   Be more confident and effective in ministering in prayer to others, especially in praying healing 

and deliverance, removing curses, and bestowing blessings. 
9.   Understand and apply prayer as an effective evangelism tool and for community transformation. 
10.  Enjoy a more intimate relationship with God through prayer! 
11.  Enjoy prayer! 
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Course Requirements 
On time attendance of all class sessions.  Due to the importance of the eternal matters dealt with in an 
institution such as PRBC, classroom attendance is not left to the discretion of the student.  It is 
understood that a student will be present in class except for legitimate reasons.  Attendance is recorded 
from the first day of each semester. Punctual attendance in every class session is required, including 
returning from breaks promptly.  Tardiness and unexcused absences will be recorded.  Three tardies or 
early departures will be considered equivalent to 1 hour absent. 
 
When a student’s number of absences exceeds 20% of the total number of class hours (12 hours for this 
class or three days), the student is withdrawn administratively from the class with a "W/F."  This grade 
is computed as an "F" in the grade point average.  Three unexcused absences per course will result in 
probationary status for earning credit for the course.   
 
If you must be absent because of illness, work responsibilities, or other unavoidable circumstances, you 
must provide the professor with a written excuse for your absence.  You must also make arrangements 
with the professor to make up any work that was completed during the class session and to view the 
video of that day's class session.   Special concern should be given to taking tests on the assigned dates.  
Make-up tests may be harder than the regular tests (usually resulting in a lower grade) and must be 
scheduled outside of the regular class meeting time.  If a student finds it necessary to leave the class 
session early, the student must inform the professor before leaving. 
 

Students are required to display courtesy and respect to those who express views different from their 

own. 
 
Class notes should be taken during lectures and maintained in a sequential and legible format.  
 

All assigned reading should be completed before coming to class in order to facilitate informed 
participation in class discussion.  10% of the class grade will be based upon in-class participation.  It 
is strongly suggested that the student keep a reading notebook in which he/she briefly summarizes the 
content of the daily reading assignments and lists any questions that arise during the reading.  These 
questions should be brought up during the class time to facilitate class discussion.  If a passage was 
troublesome for you or brought up questions in your mind, it is quite likely that other students are 
equally interested in the same question. 
 
The student will successfully complete a mid-term exam and a final exam.  The mid-term will each be 
worth 30% of your class grade.  The final exam will be worth 30% of the class grade. 
 
The student will journal at least one full page each week, (double-spaced 12 pt. type) on your personal 

reflections on the weekly readings from Praying the Names of God and supplementary handouts on 
the names of the Spirit. These will be worth 20% of your course grade. 
 
The student will compose five original detailed prayer services patterned after the flow of the 

following five types of prayer studied:  Community Lament, Praying the Promises of God, 

Conversational Prayer, Coordinated Intercession, and Contemplative Prayer or Centering Prayer.  
These should be doctrinally sound, artistically excellent and true to the form of the type of prayer that 
they are patterned after.  These will be worth 10% of your course grade. 
 
Weekly quizzes will be given covering each week’s reading assignment from the Bible and from the 
weekly textbook readings.  The weekly quiz total will be worth 15% of the course grade.  On test days, 
reading quizzes will count as extra credit questions on the exam. 
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Grading Distribution 

Mid-Term Exam 30% 

Final exam 30% 

Prayer services 10% 

Names Of God Journal 20% 

Class Participation 10% 

Weekly Quizzes Bonus 

 
The grading scale will be in accordance with the PRBC standard as listed in the catalog: 

 Grade Indication Grade Point Corresponding Percentage Points 
 A+ Exceptional 4.0 97.5-100.00+ 
 A Excellent 4.00 92.6-97.4 
 A-  3.70 90-92.5 
 B+  3.30 87.5-89.9 
 B Good 3.00 82.6-87.4 
 B-  2.70 80-82.5 
 C+  2.30 77.5-79.9 
 C Average 2.00 72.6-77.4 
 C-  1.70 70-72.5 
 D+  1.30 67.5-69.9 
 D Passing 1.00 60-67.4 
 F Failure 0.00 59.9 and below 
 
 
Required Reading 
Richard J. Foster, Prayer:  Finding the Heart’s True Home, Harper San Francisco. 
Ann Spangler, Praying the Names of God:  A Daily Guide, Zondervan. 
C. Peter Wagner, Churches That Pray:  How Prayer Can revitalize Your Congregation and Break Down 
the Walls Between Your Church and Your Community, Regal Books. 
Rosalind Rinker, Prayer:  Conversing With God, Zondervan. 
Ed Silvoso, Prayer Evangelism:  How to Change the Spiritual Climate Over Your Home, Neighborhood, 
and City, Regal Books. 
 
SUGGESTED READING  
Andrew Murray, With Christ in the School of Prayer, Whitaker House. 
Andrew Murray, The Secret of Intercession, Whitaker House. 
Bill Hybels, Too Busy Not to Pray, Intervarsity Press. 
C. Peter Wagner, Warfare Prayer, Regal Books. 
C. Peter Wagner, Prayer Shield, Regal Books. 
C. Peter Wagner, Breaking Strongholds in Your City, Regal Books. 
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Dick Eastman, The Hour that Changes the World, Baker Book House. 
Dutch Sheets, Intercessory Prayer:  How God Can Use Your Prayers to Move Heaven and Earth, Regal 

Books. 
E. M. Bounds, The Complete Works of E.M. Bounds on Prayer, Baker Book House. 
E. M. Bounds, Power Through Prayer, Baker Book House. 
E. M. Bounds, Prayer and Praying Men, Baker Book House. 
E. M. Bounds, Purpose in Prayer, Baker Book House. 
E. M. Bounds, The Essentials of Prayer, Baker Book House. 
E. M. Bounds, The Necessity of Prayer, Baker Book House. 
E. M. Bounds, The Possibilities of Prayer, Baker Book House. 
E. M. Bounds, The Reality of Prayer, Baker Book House. 
E. M. Bounds, The Weapon of Prayer, Baker Book House. 
Jack Hayford, Prayer Is Invading the Impossible, Bridge-Logos. 
James Houston, The Transforming Power of Prayer, NavPress. 
John White, Daring to Draw Near:  People in Prayer are People Open to God, InterVarsity Press. 
Myles Munroe, Understanding the Purpose and Power of Prayer:  Earthly License for Heavenly 

Interference, Whitaker House. 
R. A. Torrey, How to Pray, Moody Classics. 
R. A. Torrey, The Power of Prayer and the Prayer of Power, Clarion Classics. 
Stormie Omartian with Jack Hayford, The Power of Praying Together, Harvest House Publishers. 
 
Late work 
Late assignments will be penalized by 2% per weekday (10% per week). After two weeks, the penalties 
stop accumulating. No work will be accepted after the end of the semester except under unusual 
circumstances. Quizzes may not be taken late.  If an absence is anticipated ahead of time, such as a 
mission trip or for surgery, a quiz may be taken early.  Instead, one quiz (either the lowest score or a 
missed quiz) will be dropped from your grade. 
 
Plagiarism 
Each paper must represent the student’s own research, thinking, and word-choice. Every citation of the 
work of another should be placed in quotations marks with proper documentation, and every source 
drawn upon for original content should also be documented. On the first offense, plagiarized work will 
be returned ungraded for correction, with a penalty. Further plagiarism may result in a failing grade for 
the assignment or for the class. 
 
PRBC Policy on Accessibility for Persons with Disabilities  
“It is PRBC policy that no otherwise qualified disabled person be excluded from participation in, be 
denied the benefits of, or be subject to discrimination under any educational program or activity at 
PRBC. If you have a disability that requires special accommodations, please inform the instructor as 
soon as possible so that provisions can be made to accommodate the special learning needs related to 
your disability.” 
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LECTURE SCHEDULE AND READING ASSIGNMENTS 
 
1.   August 16 Course Introduction: Syllabus, expectations, class conduct. 
  Unit 1.  Biblical Principles and Models for Prayer 
  Biblical Principles and the Theology of Prayer 
  Required Reading 
  Spangler pp. 9-26, 40-50; Handout on the Theology of Prayer 
   
2.   August 23 Old Testament Models for Prayer:  Prayer Songs (Psalms) and  
  Prophetic Prayer 
  Required Reading  
   Spangler 27-39, 62-73; 
 
3.   August 30 New Testament Models for Prayer:  The Model Prayer,  
  Jesus’ High Priestly Prayer, NT Benedictions,  
  and Paul’s Prayers for the Churches 
  Required Reading  
  Spangler 51-61,74-87; 
 
4.   September 6 Prayer and the Promises of God 
  Required Reading  
  Spangler 88-97, 109-119; 
 
5.   September 13 First four weeks of Praying the Names of God journal due 
  Unit 2:  Personal Prayer 
  Moving Inward 
  Required Reading 
  Spangler 98-108, 146-157;  Foster Moving Inward pp. 1-36.   
 
6.   September 20 Moving Inward  continued 
  Required Reading 
  Spangler 120-145; Foster Moving Inward pp. 37-78. 
 
7.   September 27 Moving Upward 
  Required Reading  
  Spangler 158-170, 193-204; Foster Moving Upward pp. 79-166. 
 
8.   October 4 Weeks 5-8 of Praying the Names of God journal due  
  Moving Outward 
  Required Reading 
  Spangler 171-181, 241-255; Foster Moving Outward pp. 167-256. 
 
 9.   October 11 Mid-Term Exam  First Hour of Class 

  Unit 3:  Corporate Prayer 
  Conversational Prayer 
  Required Reading 
  Spangler 182-192, 205-216;  Rinker 7-96. 
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10.   October 18 Public Prayers:  Liturgical, Special Occasion, and Civic Prayer  
  Required Reading  
  Spangler 217-227, 280-291;  Wagner 11-78. 
 
11.   October 25 Coordinated Intercession and Prophetic Action Prayer 
  Required Reading  
  Spangler 228-240, 267-279;  Wagner 79-166. 
 
12.   November 1 Weeks 9-12 of Praying the Names of God journal due  
  Spiritual Warfare Prayer, Prayer-Walking, and  
  Community Transformation 
  Required Reading 
  Spangler 256-266, 292-303; Wagner 167-226. 
 
13.   November 8 Unit 4:  Prayer Ministry 
  Listening Prayer and Prophetic Action Prayer 
  Bestowing Blessings and Removing Curses 
  Required Reading 
  Spangler 304-330; Silvoso 17-88. 
 
14.   November 15 Five Prayers Services Due 
  Prayer for Healing and Deliverance 
  Required Reading 
  Devotional Handout on the Holy Spirit as Comforter and Counselor;  
  Silvoso 89-170. 
 
November 22 Thanksgiving Vacation--Class will not meet 
  
15.   November 28 Weeks 13-15 of Praying the Names of God journal due  
  Prayer Evangelism 
  Required Reading 
  Devotional Handout on the Holy Spirit as Baptizer with Fire/Power and  
  Guide into all Truth; Silvoso171-252. 
 
16. December 5 Prayer Evangelism Action Plan Due 
  Final Exam 
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Instructional Outcome Objectives 
Instructional objectives are descriptions of what a student should be able to do after instruction. 
Instructional objectives spell out the baseline of information and knowledge, skills and abilities, 
attitudes and appreciations that anyone who successfully completes the course should demonstrate. 
Outcome objectives describe student behaviors and should be observable, clear and specific, and 
measurable (though objectives that are not easily measurable, particularly those in the area of attitudes 
and emotions, should not be ruled out, since they are a major component of ministry education). 
Instructional objectives are written at the course level as well as at the more specific lesson level.  
 
Instructional objectives are the tools that make sure both the student and the teacher reach their goals in 
taking or teaching the course. 
 
Instructional objectives help students know what to expect of the course or the lesson and what is 
expected of them upon completion of the course or lesson. 
 
Instructional objectives are key to effective instruction.  The objectives chart the course of where the 
teacher is going and what features need to be highlighted along the way.  They keep a teacher focused 
on what is most important in the class or lesson, help them to eliminate unnecessary material and 
activities, help them to choose the most effective media and learning activities to achieve the desired 
outcome(s), and help them to design effective evaluation or assessment tools (assignments and tests).  
Instruction is successful or effective when it accomplishes what it set out to do.  The objectives help to 
make sure this happens and serve as a standard to evaluate whether or not it did. 
 
The most important element in writing an instructional objective is the choice of the active verb (and its 
accompanying direct object) that identifies the observable action that is the desired outcome of the 
learning experience.  Choose a verb that is clear and unambiguous, observable and measurable. 
 
Instructional objectives are not a description of what the teacher will be doing when teaching, nor a list 
of course content or topics to be covered.  Instead they focus on what a student should get out of the 
course or the lesson and what the student should be able to do as a result. 
 

Upon completion of this course, the student should . . .  or Upon completion of this lesson the 
student should . . . 

 
Complete the phrase with a clear and concise statement of what you want a student to be able to do, 
comprehend, believe, apply, explain, demonstrate or perform as a result of successful completion of this 
course or lesson? These outcome objectives should be tangible and (at least to some extent) measurable.   
Avoid ambiguous words like:  learn, know, understand, grasp, appreciate, or become familiar with.  Use 
action words like: list, define, describe, explain, solve, compare, evaluate, apply, give evidence, 
differentiate, conclude, determine, compose, create, design, develop, assess, contrast, critique, perform, 
demonstrate, debate, respond . . .  
 
In ministry training especially, though it is true of all good instruction, it is always best to keep an 
appropriate balance of objectives related to Head (Cognitive)––knowledge acquisition, 
comprehension, application, analysis, synthesis and evaluation; Heart (Affective)––character 
development, spiritual formation, attitudes formation, appreciation, and emotional response; and Hands 
(Psychomotor)––ministry skill development, verbal and nonverbal communication skills, relational  
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skills, leadership skills, and spiritual gift development. The number and balance of outcome 
objectives will vary with each course. 
 
The balance of head, heart and hands will be different for each course.  A course on church history will 
focus most heavily on head, but will also help students develop an appreciation for other branches of 
Christianity and the forces that shaped their development, and can teach us valuable lessons on 
leadership skills and problem solving skills.  A course in Spiritual disciplines will focus most heavily on 
the heart, but will also include learning a variety of devotional tools and the history of their use and 
development.  A course in evangelism will focus most heavily on the skill of sharing one’s faith with 
others, but will also develop a passion for the lost and a broad base of scripture knowledge that serves as 
a foundation for sharing the faith. 
 
Each lesson and each major component in each lesson in a course, as well as all in-class activities and 
out of class assignments, should all be related to at least one of the outcome objectives. You should 
picture the end product of your class and assign course requirements that help develop and assess the 
success of your students in relation to the outcome objectives. 
 
Outcome objectives should be grounded in two mission statements.  The first is the mission statement of 
the school.  Do your class objectives relate to the overall mission objective of the school?  How?  Look 
at the key verb and its main object in the mission statement.  In what way is your course going to 
contribute to the fulfillment of that task or mission?  You should discuss how your course relates to the 
overall mission of the school as part of your initial introduction to the course at the beginning of the 
semester to help students see how this course relates to the big picture of what the entire degree program 
is trying to accomplish.   
 
The second mission statement that should shape the outcome objectives is the catalog course 
description.  Are all of the elements of the course description accounted for by one or more of the 
outcome objectives?  What objectives must be accomplished to achieve a functional command of the 
primary subject matter, such as Preaching and Sermon Preparation?  What are the subject’s key 
component parts, such as thesis, introduction, body, and conclusion, use of illustrations and humor, 
proper delivery, etc.?  What knowledge and skills must preaching students (Audience) learn, or even 
master to achieve success?  What brings it all together as a discipline or skill base? (Behavior) What 
tools will they learn to use as part of the process of sermon preparation? What conditions would 
normally be present when operating in this discipline in the real world (such as short attention span and 
media savvy)? (Conditions)  What skill level are you trying to bring the students to as a result of this 
particular course? (Degree of mastery, or standard) 
 
Example:  Upon completion of this course, the student (audience) will be able to write and deliver a 
sermon introduction (behavior) that captures the audience’s full attention (degree) and directs them to 
the subject at hand in thirty seconds or less (conditions). 
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Institute Faculty Resources from Life Pacific College 
by Brian Tomhave 
 
Institute Website  
Life Pacific College has created a website to inform institutes and church-based Bible colleges about 
available resources at www.lifepacific.edu/institute. This site describes the services listed below and 
provides order forms for various resources. LPC has provided consultation and/or materials to dozens of 
institutes over the last few years.   To receive a logo and password contact btomhave@lifepacific.edu. 
 
Consultation  
LPC professors and support staff are available to assist institute leaders and instructors with educational 
consultation, suggested approaches to various courses, help with determining academic policy, records 
retention, etc.  
 
Course Repositories 
LPC is creating a repository for each course recommended by the Foursquare Ministry Training Office 
in its online course management system (Blackboard). Any institute or church-based Bible college will 
be able to post material to the site. This will allow institute/college teachers and administrators to access 
a wealth of resources for each course, including: course outlines, course materials, lecture outlines, 
sample assignments, PowerPoint presentations, grading rubrics, etc.  
 
Course Outlines  
Institute instructors can access Life Pacific College course outlines, allowing them to draw upon LPC 
professors’ experience and expertise, including: 

• A list of course objectives  

• A description of the professor’s approach to the course 

• A course schedule showing the topics to be addressed and amount of time given to each topic 

• A description of various assignments designed to help students accomplish each objective and 
assess their proficiency 

• A bibliography listing the most valuable resources in the field  
 
Independent Study Courses 
Institutes can use LPC’s independent study courses to offer college-credit from LPC to their students.  

• Award winning courses developed by LPC faculty (our Evangelism & Discipleship and 
Multicultural Evangelism courses have won the ACCESS Course of the Year award sponsored 
by Christianity Today). 

• LPC handles grading and student records 

• Students receive college-credit from Life Pacific College 

• Tuition is $120 per unit  
  

Institute Study Manuals   
Institute Study Manuals are modified versions of the independent study course materials.  Institutes may 
purchase the manuals and recommended textbooks at a low cost ($35, plus textbooks) and use the 
material in their institutes however they see fit.  The manuals include the elements of the course outlines 
mentioned above, plus: 

• Study guides for selected textbooks   

• Course bibliographies and suggested schedules 

• Suggested learning activities 
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Note: Institutes can use Independent Study Courses and Institute Study Manuals side-by-side in the same classroom. 
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Transformational Leadership 
by Jim Scott 
 
There is so much that can be said about transformational leadership and many have already said it! 
Transformational leadership has become one of the new catch phrases for the Church and business and 
one finds the phrase used all the time. A specific Google search of “transformational leadership” on 
January 19, 2006 resulted in 250,000 results!  
 
My interest today is less in addressing transformational leadership as a leadership development process/ 
goal, or to consider the various components of transformational leadership (which, incidentally, may be 
less developed by education or adult mentoring and more by parental expectations and skills developed 
early in life as well as personal values) or to provide a model for a transformational leadership 
curriculum.  
 
My interest today is in dynamically linking transformational leadership to outcomes. In other words, 
transformational leadership implies…no, demands…that a transformational leader’s leadership 
transforms someone or something. Consider Bono, lead singer of U2 (Person of the Year/ Time, 
December 26, 2005)… 

• “Transformation” definitions: 
1. Webster “to change the form or the outward appearance of; to change the condition, nature 

or function of; to change the personality or character of…” Rare usage: “to be or to become 
changed in form; to be metamorphosed.” 

2. Roget’s Thesaurus as a verb “transform”/ change completely with synonyms such as alter, 
convert, reconstruct, renew and revolutionize. As a noun “transformation” complete change 
with synonyms such as transfiguration, metamorphosis, radical change and about-face. 

• James MacGregor Burns, “[Transformational] leadership occurs when one or more persons 
engage with others in such a way that leaders and followers raise one another to higher levels of 
motivation and morality. Their purposes which might be started out as separate but 
related…become fused...” Dr. MacGregor goes on to say, “…transforming leadership ultimately 
becomes moral in that it raises the level of human conduct and ethical aspiration of both the 
leader and the led, and thus it has a transforming effect on both.” (Leadership, New York: Harper 
& Row, 1978, p. 20).  

• metamorfovomai (metamorphoomai) “to transform”  
1. “There he was transfigured before them. His face shone like the sun, and his clothes 

became as white as the light” Matthew 17:2, see also Mark 9:2. 
2. “Do not conform any longer to the pattern of this world, but be transformed by the 

renewing of your mind. Then you will be able to test and approve what God's will is—his 
good, pleasing and perfect will” Romans 12:2. 

3. “And we, who with unveiled faces all reflect the Lord's glory, are being transformed into 
his likeness with ever-increasing glory, which comes from the Lord, who is the Spirit”  
2 Corinthians 3:18.  

• metaschmativzw (metaschematizo) “transform” “who, by the power that enables him to 
bring everything under his control, will transform our lowly bodies so that they will be like his 
glorious body” Philippians 3:21.  

• metanoevw (metanoeo) “to change one’s mind or purpose” 
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The common vernacular, the secular literature and the Word of God do not know of a transformational 
leader or of a transformational process that results in no or little change in the individual or of a group, a 
business, a congregation or a community.  
 

• Transformational leadership is defined and confirmed by outcomes and the outcomes must 
be transformed people, communities, institutions or systems!  

 
How Might Churches and Ministry Training Institutions Contribute to the Development of 
Transformational Leaders? 

1. Reconnect Outcomes to Learning. As we have all discovered in our journeys, “knowing” is 
very different than “doing” and knowing what to do does not ensure that the individual knows 
how to do it (i.e. knowing about surgery vs. knowing how to perform a surgical procedure). The 
student must realize that the ultimate measure of success is not in their test scores and grades on 
papers but in their personal growth and their ability to integrate what is learned into their life and 
ministry. 

2. Reintegrate “being” and “doing” with “knowing.” The best educational processes are holistic 
and they recognize that the whole person must be in-view during any meaningful learning 
process. Personal spiritual disciplines, monitored internships, intentional field experience and 
diverse leadership networking are essential compliments to theology, biblical languages and 
Foursquare polity. 

3. Expect and Require Execution 

-Dan Aykroyd and Bill Murray, Ghostbusters: 
      STANTZ (shaking his head) 

This is a major disgrace. Forget M.I.T. or Stanford now ... they wouldn't touch us with a ten-
meter cattle prod. 
 

            VENKMAN 
You're always so concerned about your reputation. Einstein did his best stuff when he was 
working as a patent clerk. 
 

            STANTZ (not cheered) 
Do you know what a patent clerk earns? Personally, I liked the University.  They gave us 
money and facilities. We didn't have to produce anything!  You've never been out of college. 
You don’t know what it is like out there. I’ve worked in the private sector. They expect results. 
 
-Do not merely listen to the Word, and so deceive yourselves. Do what it says.  James 1:22 
NIV 
 

-I tell you the truth, anyone has faith in me will do what I have been doing. He will do even greater 
things than these, because I am going to the Father. Jesus, John 14:12 NIV 
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Teaching Leadership in the Church Training Institute: 
How to Develop an Effective Strategy for Your Church Institute 
by Frank Markow 

 

Does the deluge of teaching on “leadership” running rampant in both the corporate and Christian world 
these days bewilder you? Do you desire to have a leadership development program that will serve the 
greater mission of your church and the Kingdom? With the proliferation of books, seminars and 
websites devoted to the topic of leadership, it is hard for an institute director to make sense of it all and 
implement biblical and beneficial leadership training in their institute. This paper will help you sort 
through the tangle of ideas on leadership and think about the essential components that comprise an 
effective strategy for training the developing leaders in your church.     
 

The following discussion is ideal for those who would like to: 

• Gain an overview and understanding of the leadership marketplace of ideas 

• Understand what makes something truly a “leadership” program as opposed to other useful but 
different approaches 

• Learn the key components of leadership and thus the key ideas that should be in your leadership 
training program 

• Understand the difference between formal versus non-formal approaches, and the benefits of in 
class versus in-the-field approaches 

• Think through what is the most appropriate strategy for training your church leaders at this 
season of your church’s life and context 

 

1. Approaches to studying leadership 
The first thing that may be helpful is to sort through the main types of leadership material available. 
These can be roughly broken down into categories of popular vs. academic and Christian vs. secular. 

 

Popular Academic Notes 
Written by celebrity authors / 
established leaders. Easy and fun 
to read, inspiring and motivating 

Written by scholars / researchers. More 
difficult to read, may be dry to some, 
yet typically very informative and 
though provoking 
 

Anecdotal evidence, fun stories to 
support their ideas 

Theoretical basis and empirical support. 
No fun stories but lots of data! 

Some theoretical / 
evidential type books can 
also be popular and easy to 
read. Examples:  
C. Mans & H. Sims 
“Superleadership” Warren 
Bennis “On Becoming a 
Leader” etc. 

Typically no theoretical basis or 
empirical support outside their own 
settings 

Theories have been tested  / applied in 
many situations and thus have wide 
applicability  
 

 

�Examples: 

�John Maxwell “21 Irrefutable 
Laws” 

�Bill Hybels “Courageous 
Leadership” 

�Leadership (Christianity Today) 

�Examples: 

�Strategic planning 

�Transformational leadership theories 

�Leadership “styles” approach 

�Situational leadership theory 

�Leadership Quarterly (Elsevier Pub.) 
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Christian Secular Notes 
Based on study of Scripture 
 

Based on principles of social 
sciences and management theory 
 

Many books by Christian 
authors attempt to bridge this 
gap, and offer a smattering of 
mainstream leadership ideas 
with some theological ideas 
and Scriptures mixed in. 
Example:  The Art of 
Management for Christian 
Leaders T. Engstrom & E. 
Dayton.  Conversely, there 
seems to be a trend in 
“secular” publishing to target 
Christian audiences. 
Example: Christian 
Reflections on The 
Leadership Challenge J. 
Kouzes & B. Posner - This is 
not meant to diminish the 
value of these approaches but 
rather to point out the hybrid 
nature of these books. 

Focus primarily on the character 
development of the leader 
 

Many foci, including the leader, 
follower and context 
 

The focus on the person of 
the leader is growing in the 
secular literature, including 
the growth of ideas such as 
servant leadership and calling 

Morals, ethics, & integrity focused 
 

Leadership and organizational 
effectiveness is chief aim 
 

Again, non-Christian 
literature is growing in its 
focus on matters of ethics and 
character due to very public 
and high profile ethical 
scandals of the past decade. 

 
Reflection question #1: 
How can your church strike a healthy balance between the “popular vs. academic” and “secular vs. 
sacred” approaches to leadership? What areas do you feel your leadership base needs to expand and 
grow in its understanding of leadership that could be aided by diversifying your view and source of 
leadership insight? 
 
2. What makes something truly “leadership development?” 
Leadership is not simply studying the Bible. While the Bible should be the Christian leader’s basis for 
teaching, theology and practice, studying it alone does not constitute leadership training 
 
Leadership is not simply understanding how to shepherd people. While shepherding people is the 
primary goal of pastoral leaders (e.g. Ez. 34; Jn 21:15) it alone does not constitute leadership. 
Counseling, preaching, outreach, evangelism, etc., do not necessarily constitute leadership activity. 
 
Simply put, leadership training involves the above PLUS the additional skills necessary to effectively 
lead a group of people into God’s will for their lives. Leadership is what takes the above skills and 
effectively implements them so that the church can thrive at all levels. Leadership is not the goal - it is 
the means for getting to the goal.  
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Leadership training should include the following four elements: 
1. The person and character of the leader 

• Growing in his or her own Christ-like character, understanding and use of spiritual gifts, 
strengths, passions, disposition and skills. 

• Developing healthy and consistent habits of the spiritual disciplines: prayer, study of Scripture, 
worship, etc.  

• Understanding his or her own calling and place in life, whether that means vocational ministry or 
some other avenue for service. 

• Maturing in self-awareness, authenticity and transparency, and seeing how his or her life and 
pain gives him or her certain tendencies (e.g., unmasking blind spots). This also includes 
growing in areas of emotional health and intelligence (EQ).  

 

2. The leader’s inter-personal relationship skills 

• Since leadership by definition involves two or more people, leaders must be growing in their 
ability to influence, relate, mentor, encourage the heart, motivate, inspire, teach, gauge the 
developmental level of followers, and develop other individuals. Social skills are of paramount 
importance for developing leaders. In fact, the higher up in leadership one’s goes, the more 
important is the ability to develop and maintain healthy relationships.  

• Further, leaders must also understand larger group and social dynamics. Teamwork, cooperation, 
group formation and life cycles, and conflict management are among the skills that leaders need 
to develop and navigate on a regular basis. 

 

3.  The leader’s ability to lead an organization 

• Whether it is a home group, a ministry, a church or a denomination, leadership typically happens 
within the context of an organization. When people come together, they form organizations, 
small or large, informal or formal. The concept of “leadership” outside of an organizational 
context becomes abstract. A church is an organization; a youth group is a smaller organization 
within a larger one. This is not to minimize the organic, spiritual nature of the Church, but 
simply to point out the social reality of what the church is as well. 

• The essential skills for leading an organization are the ability to discern the real needs of the 
organization, cast vision and inspire others to follow a vision, communicate effectively, make 
decisions that are followed, develop strategy and long-term plans, bring together diverse groups 
of people and interests (read: deal with politics), develop formalized policies and procedures, 
develop and stick with budgets, raise money, gain “buy in” from diverse stakeholders, effectively 
“market” ideas, and establish the culture of an organization are among the skills necessary for 
leadership at this level. While some of these are the province of management, many are 
effectively accomplished through leadership.      

 

4.  The leader’s ability to understand the larger culture and context in which his or her ministry exists 
and network with other leaders and organizations 

• No organization exists in a vacuum – we are all surrounded with other organizations that can 
compliment (or compete with) ours. Mature organizational leaders understand the larger 
landscape in which they exist and seek to develop healthy inter-organizational relationships that 
are mutually beneficial 

• The essential skills for leaders at this level include networking with peers out side of their 
organization, being productive members of associations, developing reciprocal agreements with 
other like-minded leaders, “outsourcing” tasks that are best done by others, and become part of 
the solution for local and community problems. 
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Reflection question #2: 
What level of leadership development is your church leadership base currently in need of strengthening? 
What is the “next level” of skill development that would help you achieve your church’s over-all 
ministry goals? 
 
3. Formal versus non-formal leadership development 
There is an ongoing debate on the extent to which leadership can be “taught,” and if so, can it be taught 
in the traditional classroom setting.  
 
Since leadership has to do with issues such as character, relationships, social skills, and the ability to 
influence others, it is not easily taught in a classroom. You cannot teach someone to be an effective 
leader in a classroom in the same way, for example, as you can teach them how to study a passage of 
Scripture, or a theological concept.  
 
However, this does not mean that certain ideas and concepts cannot be taught in a classroom setting that 
will help them develop as leaders. On the contrary, a well-rounded approach is one that teaches concepts 
in the classroom, gives opportunities to practice them in real life, then re-examines their skills and 
continues to make adjustments. Kolb’s learning cycle (D. A. Kolb and R. Fry 'Toward an applied theory 
of experiential learning, in C. Cooper (ed.) Theories of Group Process, 1975) is a model of how people 
learn, and it gives educators good insight into this experience-learning cycle. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This model is especially helpful for the subject of leadership training, which has much to do with the 
ability to practice and implement leadership skills in real life. Students may begin at any of these points 
(1-4). As most teachers are aware, most students come with pre-formed notions about many things 
(including leadership), and good teachers know how to build upon that foundation and take them to the 
next step. Adult students particularly are not “empty sponges” waiting to be filled, but rather obtuse 
blocks needing to be shaped, challenged and refined in their thinking about various subjects, including 
leadership.  
 
To answer the question, should we offer in-class training or non-formal training, the answer is YES! 
Your leadership training should not be either-or, but both-and. Students desiring to grow in leadership 
need both the opportunity to read about, discuss and be challenged by new ideas about leadership, AND  
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they also need the opportunity to try them out in the real world. Further, since much of learning comes 
through what is modeled by others, pairing students with more experienced mentors is also vital. 
 
At Life Pacific College, our leadership program requires that students be involved in some sort of 
leadership activity, that they regularly reflect on classroom learning and its application to their ministry, 
and receive regular and formal feedback from a mentor, peers, and subordinates. This “two pronged” 
approach offers both the theoretical, abstract ideas of leadership, and the opportunity to see how they 
work in real life. 
 
Reflection question #3: 
Does your institute offer sufficient in-class and in-the-field experiences that compliment each other? Are 
students assigned mentors, and are these mentors specifically aware of the goals of the leadership-
training curriculum? Do students have the opportunity to report back and reflect in class their in-field 
experiences? 

 
4. Developing a leadership training strategy. 
There is no one-size-fits-all leadership training strategy (and beware of those who try to sell you one!). 
Each church is at a different place in its growth cycle and history, and each student is at different places 
in his or her own development as leader 
 
The best I can offer is to encourage you to make sure your strategy has the following components: 
 

• Focus: It is aligned with the larger vision and strategy of your church? Your leadership training 
should reflect the broader needs and direction of the church. This will ensure that it is not just 
another “class” but an important aspect of how the church intends to get at its goals. It should 
also try to intentionally target the developmental level of the leaders it currently has. This may 
necessitate different levels of leadership training (e.g., beginning & advanced) for different 
groups of students.  

 

• Breadth: Does it contain aspects of leadership development as a specific and identifiable 
discipline, apart from biblical studies, theology, and pastoral skills? If you want it to be 
leadership training, then it should encompass areas that are broadly known to speak specifically 
to the skill and behavior of leadership, including knowledge from the greater world of leadership 
and management literature. 

 

• Multi-faceted: Does your leadership training strategy contain both in class and in the field 
components? Are these two aligned so that there is opportunity for the reflection/action cycle? A 
thorough leadership-training program must ensure that both the theory and practice of leadership 
are combined, and that students have opportunities for input from a mentor, and the opportunity 
to reflect on their experiences in light of their classroom learning. 

 
Frank Markow is Director of Degree Completion Programs for Life Pacific College, and can be reached at (909) 706-3053, 
fmarkow@lifepacific.edu 

 
 
 
 
 



Faculty Resources for Church-Based Ministry Training 

6.42 

Preparing Students for Foursquare Ministry Licensing 
 

Foursquare License Interview Questions 
Introduction 
The primary purpose of all Foursquare Ministry Training Institutes, Schools of Ministry, and Church-
Based Bible Colleges is to raise up and equip the next generation of Foursquare leaders in the context of 
the local church.  Therefore it is important for FMT school leaders to be familiar with the Foursquare 
ministry licensing process.  If the licensing process and the license interview questions are kept in mind 
when formulating the curriculum at each FMT school, then each school will be able to streamline the 
process for its graduates by minimizing the amount of study time required to prepare for the licensing 
interview.  Each instructor at every FMT school should be given a set of the interview questions and 
encouraged to read through them at least once each semester.  It may be helpful to provide each 
instructor with a copy of the Foursquare Licensing Process Guide (available through the regional 
Foursquare ARC office), since it not only includes information about the licensing process, but it also 
give detailed discussion of 35 of the interview topics, including bibliographic information and 
suggestions for further reading that may be helpful in lesson preparation on those topics. 
 
Though each course at an FMT school will address specific topics, course instructors should make sure 
to include as part of their instruction detail discussion of the interview topics that are directly related to 
their specific courses each term.  No course should be expected to cover all of the questions, or even 
most of the questions, though the multi-course sequence in Foursquare Doctrine should address all 23 of 
the questions covered in the doctrinal section.  All of the polity questions are addressed in the online 
course in Foursquare Polity, though schools may offer their own course on Foursquare polity that 
supplements the online course.   The practical questions can be addressed as part of the instruction in a 
variety of courses, Spiritual Disciplines, Work and Ministry of the Holy Spirit, People Skills and Time 
Management, Supervised Ministry or Pastoral Ministry, Preaching, Pastoral Care and Counseling Skills, 
Character Formation for Christian Leaders, Evangelism and Discipleship, Church Planting, and 
Missions.  Some schools may decide to have a finishing course for graduating students that helps them 
prepare for the licensing interview. 
 

Licensing/Polity 
The following excerpt from the Foursquare Licensing Process Guide provides an introduction to the 
Foursquare licensing process. For more information, please contact the appropriate Foursquare District 
Office or Administrative Resource Center. 

Foursquare Ministerial License: First-Time Applicant Overview 
This is a guide that will walk you through the Foursquare license application procedure and introduce 
you to the licensing interview process. Please take time to read through this overview and the following 
instructions thoroughly. In the coming weeks, you will become increasingly familiar with the 
Foursquare family, and how we prepare and release ministers. Here are the steps that will take you 
toward being credentialed as a licensed Foursquare minister. Please understand that licensing and 
appointment are interdependent processes, as explained below. 

• Application�––The process begins when the applicant requests an application form (MP-1) 
from the Administrative Resource Center (ARC).��  
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a. The application form (MP-1) provides the personal information that will assist the district 
supervisor, candidate coach and district interview panel with the necessary information to 
evaluate each applicant’s qualifications for licensing and appointment to a Foursquare 
church. Completion of the application and interview process does not guarantee licensing 
or appointment but are necessary steps to determine the applicant’s readiness for 
Foursquare ministry. (NOTE:  Graduates of two-year Certified Schools of Ministry, 
Certified Institutes and Certified Church-Based Bible Colleges are eligible to apply 
for the International Ministerial License upon graduation.) 

b. The application form (MP-1) is accompanied by an instruction sheet that has a checklist 
of all the documents that you will need to complete or supply in order to make 
application for a Foursquare license. The instruction sheet also contains the phone 
number and e-mail address of your Administrative Resource Center. Your application 
package will not be completed and ready for review by your district supervisor, until all 
of these items have been received by the ARC. Applicants have up to six months to 
submit all of the required documents. Applications and supporting documents will be 
returned to the applicant at the end of six months if the package is not completed by that 
time.� 
 

• Acceptance Decision––Upon receipt of a completed application, the district supervisor will 
decide whether or not to accept the applicant as a candidate.�� 

a. If the applicant is accepted as a candidate, the district licensing point person will assign a 
coach and notify the ARC accordingly. The ARC will notify the coach of this assignment 
and will send either a letter or an e-mail informing the candidate of the identity of the 
coach. The ARC will also send to the candidate the “Foursquare Licensing Process 
Guide,” which contains 35 discussion guides.�� 

b. If the applicant is not accepted as a candidate, the district supervisor will notify the 
applicant.� 
 

• Coaching––The coach will arrange a schedule of meetings to help the candidate prepare for the 
interview; this preparation will include using the discussion guides and interview questions 
contained in the Foursquare Licensing Process Guide. There are 35 discussion guides, 23 for 
doctrine and 12 for polity. The coach does not necessarily have to go through every discussion 
guide with every candidate; however, the coach must ensure that every candidate is adequately 
prepared for licensing. Throughout the series of meetings, the coach will ask all the interview 
questions contained in the doctrinal, practical and polity sections; help the candidate understand 
the questions; guide the candidate into further study where needed; and assess the suitability of 
the candidate’s answers. The time-span needed for coaching will vary, depending on the 
candidate’s level of advance preparation. Some candidates will adequately answer the questions 
in just a few meetings, while others may need to read further on particular subjects. � 
 

• Polity Self-Study––While the candidate is being coached in preparation for the licensing 
interview, the candidate should enroll in and pass an online polity course. If the candidate does 
not have online access, study materials will be sent to the candidate. A certificate of completion 
will be issued to the candidate upon passing the course, and the fulfillment of this requirement 
will be noted in the candidate’s file as a pre-requisite for scheduling an interview panel. The 12 
discussion guides included in the polity section of the manual will be part of the candidate’s 
coaching sessions, and those guides will provide potential questions for the interview. The  
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majority of the polity information will be learned through and certified by participation in the 
online course. � 
 

• Interview––When the coach is satisfied that the candidate is ready, the coach will notify the 
ARC, which will notify the district licensing point person to arrange the interview. The point 
person will form the interview panel and will inform the candidate, coach, interview panel and 
ARC of the location and time. The point person will also designate an interview host, usually the 
point person or a member of the interview panel. The point person will inform the ARC of the 
identities of the host and the members of the panel; the ARC will then provide the host with 
licensing interview worksheets. In some cases, the supervisor may allow the coach to invite 
ministers to serve on the panel; in other cases the supervisor may choose to appoint the panel. � 
 

• Approval––Upon completion of the interview, the host will direct the panel members to 
complete the licensing interview sheets, assessing the candidate’s suitability for licensing; the 
host will mail or e-mail these evaluations to the ARC, which will forward them to the district 
supervisor. It is important for all parties to remember that it is the supervisor, not the interview 
panel or coach, who will make the final decision to issue a district license or to make a 
recommendation to the board for a candidate to receive an international license. The host will 
also collect and shred all copies of the license application and recommendation forms from the 
interview panel.� 
 

• Notification––If the candidate is approved, the ARC will notify the candidate by letter or e-mail, 
and will send an invoice for the annual license fee. If the candidate is not approved, the district 
supervisor will notify the candidate. If the reason for not gaining approval is lack of maturity or 
weakness on a minor issue, the district supervisor should coach the candidate in areas of possible 
improvement and advise the candidate regarding pursuing licensing in the future. 
 

• Appointment––Before being issued a license, a person must first have an appointment to a 
ministry position. In Foursquare, licensing and appointment are concurrent. A Foursquare license 
requires a Foursquare appointment, and a Foursquare appointment requires a Foursquare license. 
In the case of a candidate who has successfully completed his or her application and interview, 
but still has not received an appointment, the issuing of a license will be postponed until an 
appointment has been made. 
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Foursquare License Interview Questions 
Doctrinal Questions 

 
1.  The Holy Scriptures  

What is your view of the inspiration and authority of the Bible? What role would the Scriptures play 
in your ministry? What are your beliefs about the biblical record of creation; of the virgin birth of 
Jesus?  

 
2.  The Eternal Godhead  

How do you define the Eternal Godhead? What is your perspective on the functions of the Persons 
within the Holy Trinity? How do you explain the incarnation of the Son of God?  

 
3.  The Fall of Man  

What do you believe about the nature of mankind? What are the implications of "the fall" of Adam 
and Eve in the Garden of Eden? Do you believe there is a real and personal devil? What is your view 
of demon activity in the Bible and today?  

 
4.  The Plan of Redemption  

Discuss the event of the crucifixion: What is the significance of the shed blood of Jesus and of His 
death on the cross? Why was He uniquely suited to be our Savior? How does His work on the cross 
address each dimension of human need? Define your view of the resurrection of Jesus Christ, its 
meaning, and the implications for all who believe.  

 
5.  Salvation through Grace  

What does the New Testament mean by being "justified by faith"? What benefits does God give to 
people who are justified? What place should good works have in a believer's life?  

 
6.   Repentance and Acceptance  

What are the nature and significance of repentance? Is repentance essential for salvation?  
 
7.  The New Birth  

What are the nature and implications of the new birth? What must a person do or believe to be born 
again? What personal changes should we expect after a person is born again? Can a person 
backslide, apostatize, and be lost? If so, how?  

 
8.  Daily Christian Living  

How does the call to holiness (sanctification) relate to New Testament believers? What does 
"legalism" mean? How do the Ten Commandments relate to believers today? What counsel would 
you give someone who is trapped in an addiction?  
 

9.  Water Baptism and The Lord's Supper  
Water Baptism: Is it important to be baptized by immersion in water? Why or why not? What takes 
place when a person is baptized? How will you teach and practice water baptism? When a person 
who was baptized as an infant comes to personal faith, is it necessary for him or her to be baptized 
again? What is your understanding of the meaning of Jesus' baptism in water?  
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The Lord's Supper: Is it important for a Christian congregation to take Communion together? Why 
or why not? In your view, what separates this practice as a mere ritual from its observance as a 
ministry attended by God's presence and power? How will you teach, practice, and administrate the 
Lord's Supper among the people you lead? 

 
10. The Baptism in the Holy Spirit  

What do you believe the Bible teaches about Pentecost as the fulfillment of "the promise" referred to 
by Jesus (Luke 24:49; Acts 1 :4, 5)? What terms does the Bible use to describe this experience? 
Does the Bible teach that this event continues to be available to every Christian today? How will you 
teach this subject and lead people into Spirit baptism?  

 
11. The Spirit-Filled Life  

What does it mean to be "filled with the Spirit" (Eph 5: 18)? How will you help people walk in Spirit 
fullness?  

 
12. The Gifts and Fruit of the Spirit  

What is your definition of the gifts and fruit of the Holy Spirit? What is your view of spiritual gifts? 
How will you teach and administrate the operation of the manifestations of the Spirit (1 Cor. 12:8-
10)? How will you encourage people to grow in the fruit of the Spirit?  

 
13. Moderation  

By moderation we mean walking a middle line between cold, powerless, unexpressive religion on 
the one hand, and wildness, hysteria, screaming, or other unseemly manifestations on the other. Is 
moderation an important value to you? In what ways do you express moderation in your ministry?  

 
14. Divine Healing  

Why did Jesus heal the sick and cast out demons? How do healing and deliverance relate to your 
understanding of the Kingdom of God? What is the scriptural basis for the healing ministry of the 
church today? How will you incorporate both healing and deliverance in your ministry?  

 
15. The Second Coming of Christ  

What is your understanding of the promise, timing, and manner of the second coming of Jesus 
Christ? Briefly describe your view of the end times. Do you believe in the literal resurrection of 
believers? What is the Millennium?  

 
16. Church Relationship  

Do you feel it is important for a believer to identify with and join himself or herself to a local 
church? Why or why not? What does it mean for the Foursquare Church to be "inter-denominational 
in spirit"? If you are a senior pastor, how will you participate in the district extension tithe, 
missionary giving, and ministers' gatherings?  

 
17. Civil Government  

What attitude should a Christian have toward civil government? If you are a senior pastor, how will 
you involve your congregation in civic community life? Is it appropriate for a congregation to take a 
formal public position on political questions? Why or why not?  
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18-20. Judgment, Heaven, and Hell  
What is your view of the final judgment? What is your view of heaven? What is your view of hell? 
What is your view of the eternity of these issues? What about those who have never heard the 
gospel? What happens to a believer's spirit when he or she dies?  
 

21. Evangelism  
What is your view of the Great Commission? What are your convictions about the need to spread the 
Gospel? What is your view of the spiritual condition of an individual without Jesus Christ? Describe 
how you might extend an evangelistic invitation in a public service.  

 
22. Tithing and Offerings  

What do you believe the Bible teaches about tithes and offerings? How do these principles apply 
today? What is your personal practice concerning tithes and offerings? Do you believe the principle 
of tithing can apply to a church as well as to an individual? Will the church you pastor tithe to our 
denomination?  

 
23. The Security of the Believer  

Can a person backslide, apostatize, and be lost? If so, how? 
 

 
Practical Questions 

 
1. Briefly describe the circumstances that led to your salvation. When did you receive Jesus as 

your personal savior and what was the most remarkable change that you experienced when He 
came into your life?  

This question will serve as an introduction and allow for discussion of the candidate's 
personal life, conversion, and significant personal issues.  

 
2. In candidly assessing your own life, what are the areas of weakness or temptation that will 

require care, personal discipline, or accountability?  
This question will give opportunity to discuss the candidate's personal vulnerabilities and 
ways in which he or she avoids stumbling.  

 
3. Please describe your call to vocational ministry. What has assured you that you are fulfilling 

the revealed will of God for your life?  
The candidate will have all opportunity to share why he or she feels called to vocational 
ministry as distinct from the ministry all believers share.  

 
4. What was your personal experience in receiving the baptism in the Holy Spirit? How might 

you lead someone in receiving this gift? What is your personal expectation regarding speaking 
in tongues when you pray for someone to receive the baptism in the Holy Spirit?  

This question will allow the candidate to share his or her personal experience with the Holy 
Spirit, while helping us to understand his or her theology, expectations, and ease in leading 
others in the baptism in the Holy Spirit.  
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a) What part does each of these have in your private devotional life with God? 
a. Praying in your "known" language  
b. Praying in your "spiritual" language  
c. Listening to music or playing an instrument  
d. Singing  
e. Vocally praising and worshiping  
f. Reading Scripture and devotional material  
g. Quietly meditating and reflecting  
h. Fasting  
i. Offering your finances, material possessions, and time  

The intent of these questions is to ensure that the candidate has a personal and balanced life of 
worship. He or she must understand that this is the well from which ministry flows.  

 
5. Tell us about your marriage and your family. In what roles, if any, will your  

spouse and family serve with you in vocational ministry?  
This question opens the door to discussion of the health, strength, and balance of the candidate's 
family as well as his or her expectation of the support and participation of family members.  

 
6. Tell us about your personal finances and your family budget. Do you have health insurance? 

What is your retirement strategy?  
This will allow for discussion of the wide range of issues related to personal finances and the 
way the candidate thinks about money, debt, savings, and financial planning.  

 
7. How do you balance the various demands that ministry places upon you while still caring for 

your family and your own personal needs?  
This will invite consideration of priorities, balance, and personal decision-making.  

 
8. Give us an example of someone you have led to Christ. If you met someone today who was 

open to receive Him, how would you explain the gospel to that person?  
The focus here is ensuring that the candidate is personally committed to winning the lost and that 
he or she can help others win the world to Jesus.  
 

9. Tell us about a time when you prayed for a sick person who was healed by the power of God. 
Tell us about a time when you prayed for a sick person and observed no apparent healing. 
What did you tell that person?  

This discussion will allow us to consider the candidate's theology related to healing and the 
difficulties that come when some are not healed as we expected.  
 

10. What education or specific training have you received that has prepared you to serve in 
vocational ministry? Define the term "life-long learning." How might you ensure that you 
will be a life-long learner?  

This question will invite discussion of the candidate's plan to grow in insight, learning, and 
competence throughout his or her ministry.  

 
11. What are your views concerning women in ministry? Have you read the document, "Women 

in Ordained Leadership Ministry" (a position statement for the International Church of the 
Foursquare Gospel)?  
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Once the candidate has read the position statement, the role of women in ministry should be 
discussed to see if he or she agrees with the principles found there.  

 
12. Describe a time when you had a significant conflict with someone in the church. What steps 

did you take to resolve it? How would you handle a situation in the church where resolution 
of a conflict is not possible?  

Conflict is a reality, and skills to address conflict and move people toward resolution are 
essential in a church context. Additionally, how a pastor deals with such situations may indicate 
his or her level of spiritual maturity or leadership gifting.  

 
13. What sorts of behaviors or attitudes should be disciplined by a church? Have you needed to 

discipline someone? What were the circumstances that led to the discipline? Who was 
involved in the decisions and process? What Scriptures informed your method of discipline? 
What steps were taken and how was it received by the one disciplined? 

This question invites discussion of church discipline ill theological and practical terms. It will 
allow for consideration of how the candidate intends to ensure that the congregation is well cared 
for and protected from the "wolf" or the ungodly.   

 
14. Preaching seeks to declare God's Word in a way that helps people to understand (Romans 

10:14). What steps will you take to ensure that the messages you preach are relevant and 
effective?  

a. What process would you follow in preparing a sermon or teaching?  
b. What is the goal of preaching?  
c. How do you prepare yourself to preach?  
d. What causes preaching or teaching to become prophetic?  
e. Describe your method for interpreting and applying Scripture in your ministry.  

The issue here is how to preach sermons that people can relate to and apply to their lives. 
Can the candidate assess the needs of a community and contextualize the message so people 
can hear and understand it?  

 
15. How would you counsel someone in the following situations?  

a. A person who asks for permission to divorce a spouse  
b. A person who wishes to be married again after previously being married and divorced  
c. A person who confesses to being involved in sexual immorality  
d. A person who received the Lord many years ago, then fell away and lived a life of bold sin, 

and now wants to be restored to the church  
e. A person who informs you that he or she has strong suspicions that a child in your church is 

being abused (Pay particular attention to legal issues.)  
This question will help us sense how the candidate will apply the Word of God to some of 
the recurrent and painful issues faced by pastors.  

 
16. Tell us about your present relationships that provide accountability, safety, and counsel. 

What are the qualities of your most trusted confidant?  
Ministry can be built, in part, on talent, but it is maintained over the years by character and 
accountable relationships with others. This question asks the candidate if he or she is 
presently in some accountable relationship.  
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17. What is your attitude toward submission to authority within the context of a denomination? 
How would you respond if disciplined?  

This question addresses a person's willingness to comply with Foursquare bylaws, 
declaration of faith, and polity.  

 
18. If you were guaranteed three years of relationship with a new believer, how would you equip 

and disciple him or her toward spiritual maturity?  
Discipleship is a single term for a multi-disciplined process. Is the candidate aware of this, 
and can he or she guide and oversee a discipleship process?  

 
19. The finest leaders do not lead alone but build teams of people who work together to fulfill the 

mission. Please explain how you would perform each of the following tasks.  
a. How would you intentionally develop teams in your church?  
b. How would you select team members?  
c. How would you multiply leadership and ministry teams?  

This will help to assess the candidate's ability to intentionally build a ministry team.  
 
20. What are the qualities of a healthy pastor? What are the qualities of a healthy church? How 

would you assess yourself in light of Paul's qualifications defined in 1 Timothy 3:1-12 and 
Titus 1:5-9?  

This question invites discussion about a wide range of issues and possible answers. It will be 
significant to note what is said and not said with respect to this question.  

 
21. What steps will you take to intentionally plant new churches?  

This question will help determine if the candidate has a strategy that includes the planting of 
new Foursquare churches.  

 
22. As a senior pastor, how would you lead your congregation in fulfilling the mandate to "go 

into all the world"? List the activities that you think are essential components of this process.  
This will help determine if there is a strategy to involve the congregation in the task of 
worldwide evangelism.  

 
23. The New Testament depicts a church composed of men and women from diverse 

backgrounds. What steps would you take to bridge the cultural, generational, and socio-
economic divisions within a local church?  

Every church faces its own set of demographic challenges, so there is no "right" answer to 
this question. We hope that the candidate will demonstrate cultural sensitivity, express a 
heartfelt determination to welcome people from diverse cultural backgrounds, and be willing 
to develop special ministries or plant new congregations in order to reach across cultural 
barriers. (Language is part of culture, so I see no reason to mention it specifically.)  
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Polity Questions 
 
24. Life of Aimee Semple McPherson  

• What was the most influential factor in the life of Aimee Semple McPherson? How can that 
same factor affect your ministry today?  

• How did faith play a role in the life and ministry of Aimee Semple McPherson?  

• What different means of Christian education did Sister McPherson use? Can we do the same 
kinds of things today?  

 
25. History  

• What do you believe is meant by "inter-denominational and world wide evangelism" as 
stated on the cornerstone of Angelus Temple?  

• Briefly explain the role of The Echo Park Evangelistic and Missionary Training 
Institute/LIFE Bible College in the preparation and training of pastors in the first fifty years 
of the Foursquare Church and the leadership of the Foursquare organization.  

• What changes have been made to make it possible for a wider group of people to be pastors 
and leaders?  

• How does this part of our Foursquare history affect your ministry in the Foursquare Church 
today?  

• What "cutting edge" ministry models are you able to use in your place of ministry that make 
a difference in the church? Please explain.  

 
26. Foursquare Imagery  

• What do the colors of the stripes in the Foursquare flag represent?  

• What is significant about the order of the stripes in the Foursquare flag?  

• What do the cross, dove, cup, and crown represent?  

• What is the proper order of the symbols? Why is the order important?  
 
27. Foursquare Family  

• How are various local Foursquare churches in relationship?  

• What are the responsibilities of the district supervisor and how does that affect your 
ministry?  

• What are the requirements of every Foursquare church?  

• How do Foursquare churches work with the ARCs?  
 
28. Governance  

• What is the difference between Episcopal, Presbyterian, and congregational forms of 
government?  

• What are two ways that the Foursquare church has "modified" the Episcopal form of 
government?  

• In what three offices does the Foursquare church give authority to individuals?  

• What are the main governing functions of each of the following?  

• ICFG convention  

• Board of directors  

• Church council  

• Who selects a pastor for a local Foursquare church?  
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29. ICFG Structure  

• Why is ICFG a corporation?  

• What is the relationship between ICFG and a local church?  

• What are the roles of the convention body, the board of directors, and the executive staff?  

• What are the three major branches of ICFG that are arranged under the direct oversight of the 
president?  

• What are some distinctives about the structure of ICFG?  
 

30. Policies and Processes of a Foursquare Churches and Ministers  

• What are the financial responsibilities of a Foursquare church?  

• What is the first step involved in a property transaction?  

• What are the purposes, responsibilities, and benefits of being a licensed minister?  

• What is the relationship between licensing and appointment?  

• What are some areas in which a church may encounter legal issues, and what should a pastor 
do if such issues arise?  

 
31. Benefits of being Foursquare  

• What is unique about the Foursquare family? Please answer in your own words.  

• What is your understanding of the role of district supervisors in relation to pastors and 
churches?  

• What core value of the Foursquare movement does the church multiplication initiative 
address and how does it go about fulfilling that value?  

• How is Foursquare Missions International fulfilling the Foursquare mission of "world-wide 
evangelism"?  

• How does the corporate ownership of all church properties and equipment protect and benefit 
Foursquare congregations?  

• What is the highest body of responsibility in the International Church of the Foursquare 
Gospel? Why?  

 
32. Child Safety  

• Why should we have a child safety program in our church?  

• What is the best process to follow in developing a child safety program?  

• Who is responsible to report to the authorities when abuse has been reported to the children's 
workers at the church?  

 
33. Foursquare District Extension Tithe  

• How have the ministers and churches of the Foursquare movement chosen to fund the 
various ministries, services, and departments of ICFG?  

• Upon what is the amount of a Foursquare church's district extension tithe based?  

• What percentage of the annual district extension tithe given by Foursquare churches is used 
for district and field support? For church planting? For resources provided by the national 
church office to Foursquare churches and ministers?  

• Why do the Foursquare bylaws authorize the board of directors to establish special funds?  
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34. Fundable Church and Compliance Issues  

• What is a fundable church, and what are the practical consequences of fundability?  

• For what period of time is fundability measured?  

• Why does ICFG believe that compliance is important?  

• What resources are available to a church to assist with the practical steps of compliance?  
 
35. The Role of the Administrative Resource Center  

• Why does ICFG establish administrative resource centers?  

• What are the primary tasks performed by an administrative resource center?  

• What is the relationship between a district and an administrative resource center?  
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Lesson Planning and Preparation  
 

Teaching Methods for Meaningful Learning  
The following pages list a variety of methods used in teaching college level classes.  Any course needs a 
variety of forms of learning (e.g., lectures, discussions, small groups, writing, etc.), both to support 
different kinds of learning goals and different learning styles of students. But these various learning 
activities also need to be structured in a sequence such that earlier classes lay the foundation for 
complex and higher level learning tasks in later classes.  Students will need to have a good command of 
the basic facts and principles in the discipline and some basic understanding of logic and argumentation, 
before they can engage in analytical or synthetic learning activities.  Try to utilize a variety of teaching 
methods in your classes each week, particularly if the class meets for multiple hours in sequence one day 
per week.  Three hours of straight lecture is both boring to listen to and exhausting to process.  Using a 
variety of teaching methods each class session, will heighten student interest, involvement, and attitude, 
and increase what they are able to get out of the class. 
 

Lecture 
STRENGTHS:  

• backbone of education, it is the most familiar form of teaching for both teachers and students  

• presents factual material in direct, logical and organized manner  

• can cover large amounts of material and great detail in a fairly compact time frame 

• may contain experiences which inspire  

• raises questions, stimulates thinking,  invites response  

• useful for large groups  

• is especially useful in detail and fact intensive topics or disciplines like church history or Bible 
 
LIMITATIONS:  

• experts are not always good teachers, can tend to be boring 

• there needs to be sustained high energy and enthusiasm on the part of the lecturer or listeners 
will not stay engaged 

• good communicators don’t always study and prepare thoroughly, tendency to wing it   

• audience is passive and does not have to engage or participate, often not given time to respond 

• learning is difficult to gauge  

• communication is largely one way  

• listeners can only process so much new material in one setting 
 
PREPARATION:  

• needs thorough research and preparation 

• needs clear introduction and summary  

• needs strong outline and sense of direction 

• needs time and content limit to be effective  

• should include examples, anecdotes, stories, illustrations  

• works best when students have a sense of where they are going before the lecture begins, this can 
be done with an outline, thesis statement, or study guide 
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Lecture With Discussion  
STRENGTHS: All of the strengths of lecture plus 

• involves audience at least after the lecture, but is best intermittently throughout lecture  

• audience can question, clarify, explore further, and challenge  

• students engage more readily when they can interact 
 
LIMITATIONS:  

• prolonged lecture time may limit discussion time 

• discussion may crowd out lecture time  

• can be driven off course by student questions, encourages rabbit chasing or riding hobby horses 

• quality of learning is limited by quality of questions and discussion, this can be offset by the 
teacher preparing questions of his own to inject into the discussion  

 
PREPARATION: All of the preparation of lecture plus 

• requires that questions be prepared prior to discussion  

 
Guest Speaker 
STRENGTHS:  

• personalizes topic, such as having an Orthodox priest speak during a study of Eastern 
Christianity  

• breaks down audience's stereotypes  

• expands scope of learning beyond expertise of teacher 

• gets field practitioners and cutting-edge experts into the classroom 

• students get to interact with potential role model 

• can be used in almost any topic or discipline 
 
LIMITATIONS:  

• may not be a good speaker 

• students may be hostile to a speaker who represents a viewpoint very different than their own  
 
PREPARATION:  

• contact speakers and coordinate 

• prepare class ahead of time regarding proper behavior and interaction with a guest speaker  

• introduce speaker appropriately so students understand the speakers credentials, background, and 
perspective 

 

Panel of Experts 
STRENGTHS:  

• allows experts to present variety of different opinions  

• can provoke better discussion than a one person presentation  

• frequent change of speaker keeps attention from lagging 

• expands scope of learning beyond expertise of teacher 

• gets field practitioners and cutting-edge experts into the classroom 

• students get to interact with potential role models 

• is especially useful in skill related classes like church planting, church administration, or 
missions 

  



Faculty Resources for Church-Based Ministry Training 

6.56 

LIMITATIONS:  

• experts may not be good speakers or prepare well, may be disorganized  

• personalities may overshadow content, may be disappointing  

• subject may not be in logical order, difficult to follow  

• experts may have tendency to use lingo and technical language that students don’t understand 
 
PREPARATION:  

• contacting and enlisting experts well in advance 

• giving clear guidance to experts about the goal and objectives of the session ahead of time 

• brief panel on day of session to set focus and clarify objectives once again 

• facilitator coordinates focus of panel, introduces to class and summarizes discussion 

• facilitator may guide panel with prepared questions 
 

Brainstorming 
STRENGTHS:  

• listening exercise that allows creative thinking for new ideas  

• gets lots of ideas out in the open quickly 

• gives a panoramic approach to a subject 

• encourages full participation because all ideas equally recorded  

• draws on group's prior knowledge and experience, gives students a sense of being valuable 
contributors  

• spirit of congeniality is created  

• one idea can spark off other ideas  

• it can be exciting for the students and teacher alike 

• is best when followed up by organizing the information gathered by brainstorming around 
common truths or themes and evaluating which ideas are most central to the overall concept 

• can be used in almost any discipline to get students engaged and establish the core of knowledge 
they bring to the subject prior to instruction 

• is especially useful on the first day of class to get the class off to an exciting start and set the 
students at ease by showing them that they already have a foundation of knowledge upon which 
the course will build 

 
LIMITATIONS:  

• can be unfocused or get stuck going in only one direction 

• needs to be limited to 10-15 minutes and then needs to change gears to organization of the ideas 
that are gathered 

• people may have difficulty getting away from known reality  

• if not facilitated well, criticism and evaluation may occur instead of a free flow of ideas 
 
PREPARATION:  

• facilitator selects issue and sets the framework for the brainstorming  

• must have some seed ideas or loaded questions ready if group needs to be stimulated  

• facilitator needs to have a grasp of the full scope of the topic so that he/she can use questions to 
direct the students to areas of the topic that they have been overlooking 

 
 
 
 



Faculty Resources for Church-Based Ministry Training 
   

6.57 

Video Clip or Full-Length Video 
STRENGTHS:  

• entertaining way of teaching content and raising issues  

• keep group's attention 

• is a fun way to introduce controversial topics for discussion or set up praxis exercises  

• engages the senses and imagination of the students 

• brings history to life and give the students the vantage point of a first hand witness to history 

• looks professional  

• is an excellent way to introduce character and ethical issues or leadership and problem-solving 
skills 

 

LIMITATIONS:  

• full-length videos can raise too many issues to have a focused discussion, solution is well chosen 
video clips  

• videos can become a substitute for classroom instruction instead of a vehicle for it 

• discussion may not have full participation unless the teacher actively engages each student by 
name  

• videos learning impact is only as effective as the discussion following the video 
 

PREPARATION:  

• need to preview entire video and look for discussion points as well as any inappropriate scenes to 
possibly edit out or forewarn about 

• need to set up equipment and make sure it is working properly before class 

• video is only an effective learning tool if facilitator prepares questions to discuss after the show 

• a follow-up written assignment after the discussion will further increase learning value and 
retention 

 

Guided Class Discussion 
STRENGTHS:  

• pools ideas and experiences from group and gives a variety of perspectives 

• effective after a reading assignment, presentation, film or field experience that needs to be 
analyzed  

• allows everyone to participate in an active process and have a voice  

• works best when students know there is going to be a discussion ahead of time so they pay more 
attention to the reading or video or presentation 

• can be used well in almost any topic or discipline 

• is a great way for students to explore ways to apply what they have learned in a ministry 
situation 

 

LIMITATIONS:  

• not practical with more that 16 people  

• a few people can dominate the discussion 

• others may not participate  

• students may get silly and not take the discussion seriously 

• can take up a proportionately large amount of class time  

• students may try to prolong the discussion to avoid whatever is scheduled to come after the 
discussion 

• can easily get off the track or out on a tangent 
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PREPARATION:  

• requires careful planning and a thorough knowledge of the topic by facilitator to guide discussion 
well 

• facilitator needs to have a grasp of the full scope of the topic so that he/she can use questions to 
direct the students to areas that they have been overlooking 

• requires question outline  
 

Socratic Method/Guided Self-Discovery 
STRENGTHS:  

• allows people to think for themselves without being influenced by others 

• conclusions discovered by students are remembered longer than lecture 

• individual thoughts can then be shared in large group 

• develops analytical skills 

• best utilized in theoretical disciplines like theology, philosophy and science or social science 
 
LIMITATIONS:  

• students may not be willing or may be afraid to engage  

• works better with upper classmen than freshmen with poorly developed analytical skills 
 
PREPARATION:  

• teacher has to prepare a variety of probing questions as well as be able to spontaneously generate 
questions in response to the direction student answers are going 

• requires careful planning and a thorough knowledge of the topic by facilitator to guide discussion 
well 

• facilitator needs to have a grasp of the full scope of the topic so that he/she can use questions to 
direct the students to areas that they have been overlooking 

• requires question outline  

 
Small Group Discussion 
STRENGTHS:  

• allows and encourages participation of everyone  

• people often more comfortable speaking up in small groups than in a large group 

• can reach group consensus, especially if groups have five people or less  

• allows for the class to discuss a variety of topics at once, not every group needs to discuss the 
same material 

• works best when followed by full-class discussion based upon group findings or by presentations 
from each group based upon their discussions and conclusions 

• can be used with any topic or discipline 

• works best when students have been assigned relevant reading material prior to the discussion so 
they have some foundation of knowledge upon which to discuss 

 
LIMITATIONS:  

• needs careful thought as to purpose of group and need to be given specific directions on how 
they are to function  

• groups may get side tracked or not take the discussion seriously and get silly  

• need space to separate groups far enough so they can focus on their own group and not on what 
the other groups are saying 
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• works best when groups have four to five people each 

• students knowledge of a topic is limited by the quality of the discussion in their group or of the 
other groups making presentations to the class 

 
PREPARATION:  

• needs to prepare specific tasks or questions for group to answer as well as instructions on how 
the material is to be presented to the rest of the class 

• pre-assign reading that lays the foundation for discussion 

 
Case Studies 
STRENGTHS:  

• develops analytic and problem solving skills  

• allows for exploration of solutions for complex issues  

• allows student to apply new knowledge and skills  

• is excellent for praxis training in ministry skill classes 

• puts a face on a societal issue or problem that helps students to take the issue more personally 

• can be used to introduce a topic to help students see relevancy on material that is about to be 
studied 

• can be used as the conclusion of a unit as a way to apply what has been learned to a real life 
situation 

 
LIMITATIONS:  

• people may not see relevance to own situation  

• students may have insufficient frame of reference to fully understand what is going on in the case 
study 

• insufficient information can lead to inappropriate results 

• students may be judgmental instead of analytical and problem solving  
 
PREPARATION:  

• case must be clearly defined in some instances  

• case study must be prepared well, detailed enough to give the whole picture, concise enough for 
students not to get lost 

• students need to be introduced to what they need to do with a case study 
 

Role Playing 
STRENGTHS:  

• can be used to introduce a problem situation dramatically  

• provides opportunity for people to assume roles of others and appreciate another point of view  

• allows for exploration of solutions  

• provides opportunity to practice skills  

• creates a bridge between the character portrayed and the students portraying them, especially if it 
is a historical character 

• may be combined with lecture if the teacher presents the material as if they were the historical 
character themselves presenting the material, is especially effective in church history, Bible and 
theology, even missions, or preaching 

• can be a window into a world other than the one in which students live  

• it is a multi-sensory learning experience 
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• a fun twist on this is to take historical characters out of their own setting and make them address 
modern problems from their frame of reference 

 
LIMITATIONS:  

• students may be too self-conscious  

• not appropriate for large groups, except if the teacher is role playing a historical character  

• students may feel threatened or awkward by having to act in front of others 

• can easily devolve into a giggling mess if students do not take the role paying seriously 
 
PREPARATION:  

• teacher has to define (problem) situation and roles clearly  

• must give very clear instructions  

• a brief written description of each character and the historical circumstances or the situation may 
help the students get a better handle on their respective characters 

• good props and simple costumes help students get into roles much easier 
 

Report-Back Sessions 
STRENGTHS:  

• allows for large group discussion of role plays, case studies, and small group exercises  

• gives people a chance to reflect on experience corporately 

• provides a wider perspective from multiple vantage points 

• each group must take responsibility for its operation as part of the whole class learning 
experience 

• feedback reinforces learning as well as focuses it 
 
LIMITATIONS:  

• can be repetitive if each small group says the same thing, works better if each group has a 
different part of the topic to discuss 

• is only effective if each individual group does their job well  
 
PREPARATION:  

• teacher has to prepare good questions for each of the groups to discuss  

• teacher has to prepare good questions to guide discussion of the whole class that brings together 
the component parts  

 

Worksheets/Surveys 
STRENGTHS:  

• allows people to think for themselves without being influenced by others 

• gets people thinking in a particular direction before discussion  

• individual thoughts can then be shared in large group 

• students can be held accountable for their own contribution and preparation vs. in a small group  
 
LIMITATIONS:  

• can be used only for short period of time  

• students with disabilities may not be able to complete the worksheet in a reasonable time or may 
need assistance doing so 
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PREPARATION:  

• facilitator has to prepare handouts 

• facilitator has to prepare follow-up discussion questions  
 
Values Clarification Exercise 
STRENGTHS:  

• opportunity to explore differing values and beliefs 

• opportunity to clarify students’ understanding of their own values and beliefs and why they hold 
them  

• allows people to discuss values in a safe environment  

• gives structure to discussion of sometimes nebulous or illusive concepts 
 
LIMITATION:  

• people may not be honest  

• people may be too self-conscious  

• people can get defensive or hostile when others hold views different than their own 
 
PREPARATION:  

• facilitator must carefully prepare exercise  

• must give clear instructions and boundaries 

• facilitator must prepare discussion questions  
 

Analysis and Synthesis 
STRENGTHS:  

• develops logic, analytical thinking skills and synthetic thinking skills 

• helps students look at a topic or problem by breaking it down into its component parts 

• is particularly helpful in teaching language, grammar, syntax, and literary structure (including in 
the Bible—especially in Psalms) 

• more effective for teaching grammatical and syntactical concepts than rote memory 

• an important tool for biblical interpretation 

• an excellent way to understand the structure of an argument or discourse 

• forms the basis for new constructions based upon an understanding of how things work  
 
LIMITATIONS:  

• best used with upperclassmen with more developed analytical skills, than with freshmen 

• students may not understand their own English grammar enough to apply basic grammatical and 
syntactical concepts to another language 

• students may have a difficult time breaking down an argument or sentence into its component 
parts 

 
PREPARATION:  

• teacher has to choose excellent examples of sentences or arguments for this exercise to be 
maximally effective 

• teacher will need to review English grammatical and syntactical concepts with students before 
applying those concepts to another language such as Greek or Hebrew 

• teacher will need to prepare questions to guide the students in their analysis and synthesis 
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Character Study/Analysis 
STRENGTHS:  

• allows for exploration of solutions to common human problems and challenges by seeing how 
others successfully or unsuccessfully faced those problems and challenges 

• provides students an opportunity to develop their own character by exposing their own 
weaknesses and strengths through identification with the character being studied 

• creates a bridge between the character being studied and the students studying them 

• can be a window into a world other than the one in which students live 

• a fun twist on this is to take historical characters out of their own setting and make them address 
modern problems from their frame of reference 

• introduces students to historical role models and heroes that may inspire them to greatness 

• illustrates the consequences of one’s life choices, both good and bad 

• can be used in a variety of topics and disciplines, but is especially effective in classes on 
character formation and spiritual formation 

 
LIMITATIONS:  

• students may give halo effect to certain heroes, especially from the Bible, rather than seeing the 
balance between their strengths and flaws and how they overcame their flaws, or their flaws 
overcame them 

• students may focus on outward actions rather than upon inward causes and motivations 
 
PREPARATION:  

• teacher must choose characters for study that are fairly complex, faced real life challenges, and 
that we know a significant amount of details about their lives 

• teacher should prepare questions that help the students to analyze the character being studied 

• teacher should choose characters that clearly illustrate the character qualities they want to teach 
and explore 

 
Praxis Exercise with Feedback and Problem Solving 
STRENGTHS:  

• gives student hands-on experience in ministry 

• provides a learning curve for how they exercise their ministry skills 

• provides opportunity to fail with someone to help them learn from their mistakes 

• transforms hands-on experience to principle and skill development 

• excellent way to teach ministry skills, evangelism, preaching, missions, Bible teaching, worship 
leading, leadership, pastoral care 

• trains students to think like a minister 

• teaches problem solving skills 
 
LIMITATIONS:  

• not all students are willing to risk failure or share when they face challenges doing ministry 

• students may not be completely honest about their struggles and challenges or failures 
 
PREPARATION:  

• choosing a praxis exercise that will stretch the students beyond their comfort zones and current 
ability 

 



Faculty Resources for Church-Based Ministry Training 

6.66 

 



Faculty Resources for Church-Based Ministry Training 
   

6.67 

• prepare questions for self-evaluation following praxis 

• prepare questions to guide feedback on praxis experience 

• must anticipate the types of challenges the students will face in their praxis assignment and 
potential solutions to the obstacles, problems and challenges they encountered 

 
Student-Led Discussion or Student Taught Topical Lectures 
STRENGTHS:  

• the highest quality of learning occurs when students have to teach a subject to others and not just 
learn it for themselves 

• high long-term subject retention for presenters 

• high degree of ownership for subject matter 

• students gain an appreciation for what it takes to prepare to teach each week 

• students gain self-respect from high degree of trust placed in them to teach subject matter in lieu 
of teacher 

 
LIMITATIONS:  

• not all topics will receive the same degree of thorough coverage 

• not all students will shoulder the responsibility or take it seriously, even though the class is 
depending on them for the information on their assigned topic 

• some students will not like their assigned topic and will thus give it less than enthusiastic 
presentation 

• students may not listen as closely or give proper respect to student lectures or presentations as 
they would the teacher 

 
PREPARATION:  

• teacher must select which topics can be presented by students effectively 

• teacher should prepare guidelines or list of expectations for presenters  

• teacher may have to provide prompting questions if student is missing some of the main points 

 
Re-Creation or Re-enactment of an Event 
STRENGTHS:  

• can be used to introduce a problem situation dramatically  

• provides opportunity for people to assume roles of others and thus appreciate another point of 
view  

• allows for exploration of alternative solutions to the ones actually taken in history 

• provides opportunity to practice skills  

• creates a bridge from the historical character and his/her setting to the students portraying them 

• can be a window into a world other than the one in which students live 

• helps students to grasp the interplay between environment, historical circumstances, social forces 
and historical personalities in shaping historical events 

• a fun twist on this is to take historical characters out of their own setting and make them address 
modern problems from their frame of reference 

• is appropriate for large groups 

• it is a multi-sensory learning experience 

• can be used for any history-based subject such as Bible, theology, church history, missions, 
history 
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LIMITATIONS:  

• students may be too self-conscious, though this is minimized if every student is involved in the 
re-enactment experience  

• some students may feel threatened or awkward by having to act in front of others, again this is 
minimized if every student is involved in the re-enactment experience  

• is limited by how well each student or participant has done the research on their part of the re-
enactment and how seriously they take the assignment 

• can easily devolve into a giggling mess if students do not take the re-enactment seriously 
 
PREPARATION:  

• teacher has to define historical situation and roles clearly  

• must give very clear instructions  

• a brief written description of each character and the historical circumstances or the situation may 
help the students get a better handle on their respective characters 

• characters should be assigned a week before re-enactment and research assignments should be 
given to prepare students for their respective parts, including everyone getting a thorough grasp 
of the major flow of events 

• good props and simple costumes help students get into roles much easier 

 
Celebration/Liturgy 
STRENGTHS:  

• helps students to grasp the important teaching function served by the liturgy and celebrations of 
the church 

• revives the Biblical concept of  celebration as recapitulation (becoming a participant in the 
original event through liturgically re-enacting the event through ritual action such as the 
Passover meal, baptism and the Lord’s Supper, Christmas, Thanksgiving, Easter, Tennebrae, and 
the Seven Last Words of Christ) 

• is the traditional way that the story of the Exodus and the story of the crucifixion and 
resurrection of Christ were taught in the Jewish home and in the early church 

• it is a multi-sensory learning experience 

• each time students experience the ritual observances, they will remember what they learned in 
class 

• it enriches our understanding and appreciation of common ritual actions in the life of the church 
 
LIMITATIONS:  

• some students have an anti-liturgical bias 

• can be resource intensive, particularly the Passover Seder meal 

• can be time consuming 
 
PREPARATION:  

• teacher needs to prepare liturgy for use in the celebration 

• teacher needs to gather and prepare physical elements used in the celebration 

• teacher needs to prepare discussion questions and teaching points to help students process the 
depth of meaning behind the liturgical observance 
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Comparison and Contrast 
STRENGTHS:  

• develops analytical thinking skills and self-discovery 

• helps students to understand the interaction between opposing forces in the shaping of historical 
events 

• helps clarify difficult concepts through the exploration of its opposites and its corollary concepts 

• is an excellent way to explore character qualities and spiritual disciplines 

• it is an excellent way to explore a variety of ministry styles and evaluate why each is effective in 
its respective settings 

• is an excellent way to help students learn that in some areas of ministry skill, there is more than  
one right way to do ministry, but there are many wrong ways as well 

• is able to be used to develop analytical skills even at the freshman level, since comparison and 
contrast skills are learned from preschool onward 

 
LIMITATIONS:  

• students may choose to be judgmental rather than analytical 

• students may favor the familiar rather than be willing to explore the merits of the unfamiliar 
 
PREPARATION:  

• teacher must choose objects or subjects being compared and contrasted carefully in order to 
achieve the desired learning outcome 

• teacher needs to prepare questions to help students explore the full range of comparisons and 
contrasts rather than just a narrow area 

 

Parable/Storytelling/Narrative Discourse 
STRENGTHS:  

• time-honored teaching method from the time of Genesis through Jesus all the way to the present 

• gets people thinking in a particular direction before discussion without giving them all the 
answers 

• invites mental wrestling with the story to extract its full range of truth 

• stories with an application are easier to remember than straight discourse  

• readily engages student interest and imagination 

• is especially useful in explaining difficult theological truths, that is why rabbis, including Jesus 
relied upon it almost exclusively to teach theological principles 

• can be used often without becoming boring 

• can be used effectively with any age group 

• encourages creative thinking and analogical thinking  
 
LIMITATIONS:  

• does not always wrap up the truth in neat ready-to-eat packages  
 
PREPARATION:  

• stories/parables/narratives need to be selected or written with maximum instructional value in 
mind 

• details of story must be memorable, grab the attention, catch the listener off guard, make them 
think 

• practice delivery of story beforehand to maximize its overall impact 
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Reactionary Teaching (a.k.a. Devil’s Advocate) 
STRENGTHS:  

• by presenting a theological or ideological position as if it were your own that is opposite of your 
own position or the position commonly embraced by most of the students, you put students on 
the defensive and they have to reason through their own beliefs in such a way that they can 
present a rational argument against the position presented  

• it forces students to come to grips with why they believe what they believe 

• it creates lively and animated discussion 

• it works especially well if you can use the actual words of the thinkers you are representing, such 
as a sermon by Pelagius, or the writings of Darwin, or B.F Skinner’s Beyond Freedom and 
Dignity 

 
LIMITATIONS:  

• students may forget that the position you a representing is not your own 

• an outside stopping by the class may think you are teaching heresy 

• it is sometimes hard to maintain character or a straight face when presenting a prolonged 
presentation of an opposing view in character 

 
PREPARATION:  

• carefully write out the script of the presentation so that it fairly represents the actual teaching of 
the opposing viewpoint and not just a caricature of it 

• better yet, find an actual discourse by the chief spokesperson of the opposition viewpoint, 
making sure it is representative of their main stream of thought 

• rehearse the presentation until you can do so with a straight face in character and not caricature 
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Sample Lesson Plan Format Utilizing Outcome Objectives 
 
Basic Information 
Teacher's Name: 
 
Course Title: 
 
Grade level for your lesson:     Remedial   College Freshman   Sophomore   Junior   Senior 
 
This lesson is part of what unit: 
 
The Plan: 
 Main Focus:  
 
 
           Instructional Outcome Objective(s):  

 Head––Knowledge Acquisition: 
  
 
 
 Hands––Ministry Skills Development:  
  
 
 
 Heart––Character Development and Spiritual Formation: 

 
 
 
 
          Instructional Methods:  
 
 
          Materials/Resources Needed:  
 
          Lesson Introduction:  
 
 
          Lesson Sequence:  
 
 
 
 
          Lesson Closure:  
 
Assessment 
 Assessment and evaluation after class session:  
 
           Reflection:  
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Setting Up the Students for Success 
 

Study Guides and Preparing students for exams 
Instructors should be encouraged to provide a written study guide that helps the students focus their 
preparation for the exam.  This is especially true when working with adult students who have not been in 
the classroom in more than a decade.  But even at traditional colleges, it is amazing how few college 
freshmen know how to prepare for an exam effectively. By providing a study guide, students who may 
have copies of older exams from former students have no real advantage over those who don’t.   
 

A good study guide helps the students to focus on material that the instructor feels is the most important 
material covered in the class, and what the instructor hopes will also be the most important for the 
students in their present and future life and ministry.  The study guide may also include a few samples of 
the various types of questions to be used on the exam, especially if it is an unfamiliar type of question 
like a life application essay question.   The first testing period, you may even want to give out an 
example of what a well-written answer to a life application question would look like, calling attention to 
what details make it excellent.  
 

It can be a great learning exercise to take time in class to work through an answer to a life application 
question that forces students to apply what they learned in class to a particular ministry situation under a 
particular set of circumstances.  They won’t be allowed to simply regurgitate what they learned in class, 
but will have to filter it to speak into the life of the person being ministered to.   This type of question is 
very important for ministry students, because the ultimate test of what they have learned is not on a 
piece of paper, but how they are able to take what they learned in the classroom and apply it outside the 
classroom in the real world in ministering to the people that God brings into their lives. 
 

For the first exam, it may even be good to give an example of what a well-written answer to each 
category of question would look like.  You may also want to include guidelines that help students 
understand how you grade the different types of questions so they know how to go about writing a full-
credit answer.  For instance, if you expect students to give a least five significant factual statements for 
each short answer question for the full five points of credit, unless the question specifically asks for a 
shorter list, then help them to prepare for that.   
 

A good study guide should include a list of key terms, dates, concepts, principles, events, and 
individuals from the material covered by the current exam.  It may also identify key discussions, lists, or 
presentations that the students will be held accountable for on the exam.  Be sure to include study 
questions from the reading material that was not discussed in class, so they know that they will be tested 
on the reading, not just in-class discussion.  If the textbook does include study questions, list the page 
numbers and question numbers that you want them to be accountable for.  If not, be sure to write five to 
ten questions on each assigned chapter from the reading assignments. 
 

It is best to provide the students with the study guide for each test on the first day of each testing section 
of the course.  That way, students can take notes into the study guide during their reading and during 
class discussion.  Then they can fill in any additional information as they are preparing to study for the 
exam.  I personally have made a promise to my students that there will never be any surprise questions 
on the test, and there will never be any trick questions on the test.  The study guide will include every 
item that students are accountable for and is therefore testable.  It may be in a slightly different form 
than on the study guide, but it will be in there.  That way, students know that if they master the 
information on the study guide, they will do well on the exam.  If they do poorly, it is their own fault for 
not studying hard enough, because there were no surprise questions and no trick questions.  
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Brief example of a study guide.  Normally more room would be left on the paper between questions to 
allow the student space to write in the material. 
 

Life and Theology of Prayer Mid-term Study Guide 
 

Be able to match the names of God studied in Praying the Names of God with their definitions. 
 
 
Be able to write a paragraph on one or two of the names. 
 
 
Be able to write about the theological foundations for prayer—know at least five things about each 
theological topic and how it impacts prayer, and/or be able to match theological concepts with their 
application in prayer. 
 
 
Know the basic structure of praise prayer and its purpose in the life of the church and Christian life.   
 
 
Be able to write out at least 10 declarations associated with the language of praise. 
 
 
Be able to fill in the blank any of the main principles covered in the Basic Principles of Prayer and 
Jesus’ Teachings on Prayer. 
 
 
Be able to write in detail about the Model Prayer or Lord’s Prayer.  Be sure to memorize it as well. 
 
 
Be able to briefly discuss blessings and doxologies as types of prayer and principles related to praying 
the promises of God. 
 
 
Be able to list at least 10 verbs associated with prayer from the word study on prayer. 
 
 
Be able to write a brief five-sentence paragraph on any of the 20 types of prayer covered in Foster’s 
Prayer. 
 
 
Be able to apply any of those types of prayer in a life application type question and actually pray with 
that person in writing on paper. 
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More detailed example of an exam study guide.  Normally several lines would be left on the paper 
between each question to allow the student space to write in the material. 

 

NEW TESTAMENT SURVEY TEST # 1 STUDY GUIDE 

Significant Terms, People, Events, and Concepts 
The Book We Study 
God's Ultimate Revelation of Himself 
 
Logos 
 
Significance of the Word become flesh 
 
What characteristics of the New Testament’s Divine Author have left their imprint on the NT? 
 
Inspired/Inspiration 
 
Revealed/Revelation  
 
Relevant  
 
Authoritative 
 
Why we believe the NT is the Word of God 
 
What characteristics of the New Testament’s human authors have left their imprint on the NT? 
 
New Testament is written in what language? 
 
Instructional Objective # 5.  
Understand the unique perspectives on Jesus' life and ministry provided by each of the Four 
Gospels and apply this as a model for how we can focus our own presentation of the gospel 
message for a people group that we have targeted for ministry today. 
 
Characteristics of the Gospel of Matthew 
 
Characteristics of the Gospel of Mark 
 
Characteristics of the Gospel of Luke 
 
Characteristics of the Gospel of John 
 
Messianic Secret 
 
The purpose of the prologue of John's Gospel 
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Beginnings of the Gospel Story 
Zacharias and Elizabeth 
 
Benedictus 
 
The annunciation to Mary 
 
Magnificat 
 
the naming of John the Baptist 
 
The purpose of the genealogies in Matthew and Luke 
 
Date and location of Jesus' birth 
 
The significance of the angelic announcement of Jesus' birth and the visit of the shepherds 
 
The significance of the visit of the Magi 
 
Simeon and Anna 
 
The slaughter of the infants at Bethlehem and the flight to Egypt 
 
Jesus raised in Nazareth in Galilee 
 
Jesus' visit to the Temple at 12 years old 
 
Instructional Objective #2.  
Have a working knowledge of the times, lands, people, and institutions of the New Testament 
World and be able to find parallels in our contemporary world. 
 
Interbiblical History 
Synagogue 
 
2 Jewish physical distinctives 
 
When did Alexander conquer the Persian Empire (and Judah)? 
 
Two generals of Alexander who fought over the control of Palestine after Alexander's death   
 
Antiochus III the Great 
 
Antiochus IV Epiphanes 
 
Violation of the Temple in 167 BC 
 
Maccabean Revolt and its causes 
 

 
Mattathias 
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Judas Maccabeus 
Hasidim 
 
What event is commemorated in the Feast of Hanukkah? 
 
Jews declare independent state in 142 BC 
 
Hasmoneans 
 
Pompey's annexation of Judea to Rome in 63 BC. 
 
The great Galilean Ministry and later Judean and Perean Ministry Part 1 
John the Baptist's role as forerunner of the Messiah 
 
John the Baptist's message of repentance 
 
Why was Jesus baptized by John? 
 
Jesus' Baptism and the signs from Heaven 
 
Differences between the ministry of John and the ministry of Jesus 
 
Instructional Objective #4. Understand how Jesus fulfilled Old Testament prophecy concerning 

the Messiah and Suffering Servant and why most people of Jesus’ day did not recognize him as 
Messiah.  Also how Jesus self-understanding should shape our own identity as ministers and 
ambassadors of Christ 

 
Elements of the Messianic Hope 
 
The meaning and relevance of the three wilderness temptations 
 
Early Galilean ministry--3 phases 
 
The call of the 12 disciples 
 
How Jesus trained the 12 disciples 
 
Significance of Jesus' mighty works 
 
Study Questions from Gundry 
Chapter 1 
Who were the houses of Onias and Tobias? 
 
Who were Jason and Menelaus? 
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What was the Pax Romana? 
 
What is the difference between a proconsul, a procurator and a propaetor? 
 
Who were the Roman Emperors during the life of Jesus? 
 
How did Augustus Caesar characterize the family life of Herod the Great? 
 
Study Questions from Gundry Chapter 2 
What land was the breadbasket of the Roman Empire? 
 
What were the three lines of communication in the Roman Empire? 
 
Describe a typical Palestinian house of the first century A.D. 
 
What was a publican and why were they despised? 
 
What was a common fate of female infants in the Roman Empire?  What was the common fate of those 
rescued from this demise? 
 
What was the most spectacular form of entertainment in the first century A.D.? 
 
Questions from Gundry Chapter 3 
What role did the emperor play in Roman religion (prior to emperor worship)? 
 
Why should we reject the suggestion that Christianity borrowed the concept of the death and 
resurrection of Jesus from the mystery religions? 
 
What is syncretism? 
 
Name five books of the Apocrypha: 
 
Name five books of the Pseudepigrapha: 
 
What is Halakah? 
 
What is Haggadah? 
 
What were the three types of Messiahs awaited by the first century Jews? 
 
What three functions did the scribes fulfill in first century Judaism? 
 
Among the diaspora Jews, what was the difference between Hebraists and Hellenists? 
 
Questions from Gundry Chapter 5 
What are agrapha? 
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Are the Gospel of Thomas and the Oxyrhynchus papyri reliable sources of Jesus' sayings? 
 
What is the Synoptic problem? 
 
What is the Mark-Q documentary hypothesis? 
 
Questions from Gundry reading Chapter 6 
The 3 years of Jesus' ministry are traditionally divided into a year of obscurity, a year of 
________________, and a year of _________________. 
The Kingdom of God/Heaven means the _________________ or _________________ of God. 
 
What is realized eschatology? 
 
Consistent eschatology? 
 
What is the mystery of the Kingdom?  
 
Why should we take the accounts of Jesus' miracles seriously? 
 
Questions from Gundry chapter 7 
What is an evangelist? 
 
What is the source of Mark's information about Jesus? 
 
Where was Mark when he wrote his Gospel? 
 
Mark's Gospel is one of __________________ instead of lengthy discourse. 
 
What is the purpose of Mark's Gospel according to Gundry?  (see also chapter title) 
 
What audience is Mark's Gospel written for? 
 
What does Christ mean? 
 
What does the Good news being preached by Jesus consist of? 
 
Why did Jesus choose 12 disciples? 
 
Questions from Gundry Chapter 8 
Describe the structure of Matthew's gospel 
 
According to Gundry, what is the purpose of Matthew's gospel?  (see also title) 
 
What does the inclusion of 4 women in Matthew's genealogy of Jesus point toward? 
 
Peter's penny refers top what episode in Peter's life? 
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Questions from Gundry Chapter 9 
Describe Luke's concept of the universality of the gospel 
 
Which book is the longest book in the NT and the most comprehensive gospel? 
 
What is Luke's purpose? (see title and pp. 206-07) 
 
Why were there 72 messengers sent out ahead of Jesus? 
 
In the story of the healing of the 10 lepers, what nationality was the one leper who returned to thank 
Jesus? 
 
Luke's most distinctive contribution to our knowledge of Jesus' career is his account of 
Jesus'_______________________________________________________________. 
 

Vocabulary List for NT Test 1 
 
THE BOOK WE STUDY 
Canonical-- Authoritative, used to describe books which are a part of the canon of scripture. 
 
Canon--Authoritative collection of sacred books, means rule, standard or authority. 
 
Canonize--Verb referring to the process by which books were selected to become a part of the canon of 
sacred Hebrew scriptures. 
 
Oral History--History of the oral transmission of sacred traditions. 
 
Hebrew--Ancient (and now revived as the modern) language of the people of Israel, a member of the 
Northwest Semitic family of languages. 
 
Aramaic--A closely related language to Hebrew, this trade language originated in ancient Syria and was 
used extensively throughout the fertile crescent from 700 B.C. to 100 A.D.  After the Exile, a dialect of 
this language known as Hebrew Aramaic was the primary language spoken by the Jews living in Judah.  
It was the language that Jesus spoke. 
 
Inspiration--"God-breathed," refers to the divine origin of sacred scripture. 
 
Revelation--God's self-disclosure to his people by historical actions and prophetic speech, may also refer 
to God making his will known to his people. 
 
Septuagint--Greek translation of the Old Testament made in Egypt in the 2nd century B.C.  The primary 
version of the Old Testament in the Greek speaking Christian churches of the first several centuries of 
the Christian era. 
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Study Tips for Success! 
For many students at institutes and church-based Bible colleges, the last time they studied regularly was 
more than a decade or two in their past.  Among younger students, some who choose to attend a Bible 
institute/college may not have been stellar students in high school.  In either case, it is often a good idea 
to invest some time during orientation reviewing with students how to study effectively and 
successfully.  The following are a list of study tips that are well tested: 
 

• Study Environment:  Quiet, cool or breezy, free of distractions and noise.  Comfortable, but not 
overly relaxing. 

 

• Study Time:  Whenever you are freshest and most alert.  Not when you are tired, drowsy, distracted, 
or likely to be interrupted. 

 

• Write study times in your appointment calendar and on your heart. 
o You'll be better able to resist the temptation when your friends ask you to go play. 
o You'll thank yourself at the end of the semester. 

 

• Regular (daily) and concentrated shorter lengths of time (1-2 hours) are more effective for study than 
large chunks once a week before class. 

 

• Take study notes in class.  
o Use abbreviations and theological shorthand.   
o Use outline form. 
o Don't try to write down everything--just the key words, people, events, concepts, and enough 

info to clarify what they means so you can understand them. 
o Copy over your notes or type them into your computer when you get home and organize 

them in a way that it makes sense to you.   
o Highlight key words and phrases--be sure you know what they mean. 

 

• A good dictionary is your friend.  Look up any key words that you are not familiar with. 
 

• Take reading notes.   
o Read interactively.  Ask questions of the text.   
o Read daily (not all at once) so you can digest it.   
o Highlight key words, people, events, and concepts.   
o Don't be afraid to ask your instructor about things you read. 

 

• How to highlight:   
o Be intentional and hierarchical.  Use different colors and symbols.   
o Identify catchwords and phrases to cue you when reviewing for exams. 

 

• Start studying for tests early.   
o Review daily.  Don't cram at the last minute.   
o Get a good night's sleep before exams. 
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• Group study: 
o Good for making sure you have all the bases covered.   
o Good for quizzing one another.   
o Be careful it doesn't degenerate into a social gathering. 
o Works best for individuals who are verbal processors.  Those who process best internally 

should avoid group study as it will be distracting and counterproductive. 
 

• Term papers and projects:   
o Start early.   
o Research thoroughly.  Be cautious on internet research to be sure it is a legitimate authority 

you are citing.  Use original/primary sources if available.   
o Start with an outline and organize your ideas.   
o Start writing early so you can rewrite and refine.   
o Use spell check and grammar check properly.   
o Be sure to use your school’s chosen style manual.   
o Submit an early draft for pre-evaluation and feedback if your instructor allows it. 
o Be sure to document your sources well and completely and using proper form and style. 

 

• Pray before, during, and after your study time.   
o Don't wait until midterms and you pray for God's mercy when you just crammed last night. 
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Classroom Record Keeping 
Attendance 
Attendance should be taken in all classes, and attendance records should be kept for each student. This 
record should include a list of days that the class meets and should indicate that the student is present, 
absent, tardy or departed early. After each term is completed, each instructor should turn in a copy of the 
weekly attendance record to the school office so that student attendance can be officially recorded. 
 

Students should be required to attend no less than 80% of the total class instructional time in order to 
receive credit for a particular course. If a student falls below that level of attendance, they should 
automatically be withdrawn from the course.  It is possible, however, that special mitigating 
circumstances may exist. Therefore, an institute/college should have an appeal policy that addresses 
situations which affect a student’s attendance and which may beyond his or her control.  The Institute 
Director/College Dean should make the final decision on all exceptions to the attendance policy. 
 

If a student is using VA benefits (Montgomery GI Bill, VA Vocational Rehab) or other outside support 
to pay for tuition, it is very important that accurate records of weekly attendance are kept, since tuition 
reimbursement is tied to actual attendance in class.  The VA minimum attendance policy is 80% of all 
class-meeting times to receive reimbursement for the class.   
 

Sample Attendance Sheet––Can be generated in Excel or another spreadsheet program, or instructors 

may choose to use a traditional attendance and grade book available from an office supply store. 
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Grading 
A letter grade must be given to each student at the end of each course. Each letter grade, however, must 
correspond to a numerical grade. The grade should reflect successful completion of the learning 
outcome objectives for the course as represented in the various evaluative assignments and exams given 
over the course of the term.  Therefore, each instructor must keep consistent, detailed records of each 
student's performance and progress. These records should be kept even after the close of a particular 
teaching period. The instructor must keep a record of all grades for all assignments in a grade book or 
spreadsheet program.  This record should be photocopied and signed by the instructor and given to the 
registrar at the end of the course along with the record of student attendance. 
 
Because grades become part of the permanent records of an institute, all end-of-term grades should be 
written in black ink and should be signed by the instructor. The registrar, or the person responsible for 
maintaining student records, should keep a permanent record of all student grades, even after they have 
been reported to students. Grade records should be kept permanently and should include the signed 
grade book sheet for the course, the signed attendance record for the course and the signed grade-sheet 
for the course.   
 

Sample Grade Sheet–– Can be generated in Excel or another spreadsheet program, or instructors 

may choose to use a traditional attendance and grade book available from an office supply store. 
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Unsatisfactory Progress Report Form–– This form is used after the first set of exams or term 
assignments have been graded and no later than the eighth week of class to alert students that they are 
not performing at a satisfactory level of progress for the course, either due to poor grades on the first 
assignment or exam or failure to turn in a major assignment when it was due.  Should a student continue 
to perform at this level they can expect to receive a “D” or “F” in the class.  Instructions should be given 
for how the student can improve their standing in the class and encouraged or offered assistance to do 
so. 

Unsatisfactory Progress Report 
A separate form must be filled out for each student and each class 

 

Date: _________________ 
 
To:_________________________________________________________________________________ 

Student’s Name 

 
From:_______________________________________________________________________________ 

Instructor’s Name 
 

Re: Course:   _________________________________________________________________________ 
 Course Number Course Title 

 
Reason for the unsatisfactory progress status: _______________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

Work required to re-establish satisfactory progress in this course: _______________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

 

Comments: __________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

Instructor’s Signature __________________________________________________________________ 
 

Institute Director or College Dean’s Signature_______________________________________________ 
 

First copy to student, second copy to instructor, third copy to student file 
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Evaluating Student Performance 
 

Testing and Term Projects 
The Bible institute or college should see that proper means of evaluation are used in all of its courses. 
Evaluation should reflect the outcome objectives of the specific course.  
 

Periodic examinations should be given throughout a course. The examinations should be difficult 
enough to differentiate the levels of learning among the students in the course and should include 
material from class lectures and discussions and from assigned reading material. Normally, a minimum 
of a mid-term examination and a final examination should be included, though in some information- 
intensive courses student performance may benefit from more frequent exams.   
 

Instructors should be encouraged to rewrite their exams by at least 25% each time the course is offered 
in order to discourage students from using old tests to study from.  Instructors should also be encouraged 
to use a balance of objective questions (matching, fill in the blank, lists, multiple choice, true/false) and 
written subjective questions (short answer, identification/definitions, essays, life-application questions).  
The reason for this is that some students are better at answering objective questions and others are better 
at answering written subjective questions.  Providing a balance makes the test fairer for all students. 
Generally it is hard to write true/false questions that can’t be misconstrued as trick questions, so it is best 
to keep true/false questions to a minimum.  Multiple-choice questions tend to encourage guesswork 
rather than clear thinking, and are generally the least valuable as far as teaching value.  The other 
categories of objective and subjective questions are much better learning tools since they involve 
memorization and recall, analysis, organization, and application. 
 

Instructors should be encouraged to provide a written study guide that helps the students focus their 
preparation for the exam.  See the discussion on pages 6.64-71 for a detailed description of test study 
guides. 
 

In some instances where skill development is one or more of the key objectives of the course, the 
instructor may choose to use another means of evaluation such as a term research paper, major ministry 
project, or classroom presentation.  Again these should be directly related to evaluation of the stated 
learning outcome objectives for the course.  Classroom presentations are particularly appropriate in 
skill-oriented courses like preaching or Bible teaching methods.  A clear list of expectations for content, 
form and style, and standards for evaluating the paper, project or presentation, should be set forth in 
writing at the beginning of the term.  
 

All means of evaluation should clearly differentiate the level of learning in the students and demonstrate 
different levels of learning among them with regard to the stated learning outcome objectives. The 
Institute Director/College Dean should review examinations and projects in the course outlines each 
term to insure that they are appropriate for college level work.  
 

Note: If all of the students receive an “A” on an examination, the examination is probably too easy, 
unless the class is made up of exceptionally gifted and highly motivated students. If the class 
average on an examination is below 75%, the exam was probably too difficult or the instruction was 
inadequate on the topics covered.   In which case, the instructor should probably review the material 
in question and give the students another examination or an opportunity to raise their grade on the 
exam. 
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A word on test design   
Choose 50% test material that everyone in the class should know.  The remaining 50% should grow 
gradually more difficult.  At least 10-20% of material on the test should come from reading assignments 
that were not discussed in class.  At least 10% should involve some degree of synthesis, comparison and  

 
contrast, or application of material covered in two or more of the major topics covered in the class.  For 
instance in a course on Old Testament Prophets, you could ask students to compare and contrast the 
ministry and message of Isaiah and Micah in 8th century B.C. Judah.  Or you could ask the students to 
apply the teaching of Amos on justice by addressing how the church should respond to a particular 
situation of injustice in your city.  Remember too that the test should not just be a measurement of what 
the students have learned so far in the class, it should also be a learning experience. 
 

Guidelines on Grading Essay Exams, Short-Answer Questions, Term Papers  
and Other Subjective Items 
Written items are graded differently than objective test questions.  When grading subjective material, 
such as essay exams, short-answer questions, term papers and book reviews, start by giving the person 
50% of the credit if they did the project or attempted to answer the question, even if it is totally wrong.  
They get a low F, not a zero.  This makes a big difference in grade calculation.  Then add points for the 
positive and correct things they have written, including credit for writing style, flow, grammar and form 
& style, and thoroughness.  For instance, on a brief short-answer question worth a maximum of 5 points, 
start out by giving the student 2.5 points for making a valiant attempt to answer the question (unless they 
are being silly or totally talking nonsense just to fill space).  For each correct and significant statement 
they make give them .5 points.  Thus 3.0 =60% D, 3.5=70% C, 4.0=80% B, 4.5 =90% A-, and 5.0 points 
=100% A+.  For ten point essay questions start at 5.0 points and again give .5 points for each correct and 
significant statement, since 10 point questions should on average be at least 10 sentences long and 5 
point questions should be about 5 sentences long. 
 

For more heavily weighted test questions, follow the same principle of starting by giving them half of 
the points for a valiant attempt to answer the question.  Then figure out how many points a D, C, B, A- 
and A+ answer should be awarded (and all the pluses and minuses in between).  It is a bit harder to be 
systematic in awarding points on larger essays, part of it will be your overall gut feeling of how the 
essay came through as a whole and how heavily weighted certain major concepts should be versus minor 
ones.  But you can break it down to the major points that you would like to see covered in an excellent 
answer and break down the points that way, or you can award so many percent for content, for style, for 
grammar and form, for overall impact, and for thoroughness. 
 

On research papers and book reviews, part of the intention of the assignment is to develop the student’s 
writing skills.  So it is important that a significant percentage of points (about 20-25% total) be given for 
correct spelling, correct grammar, proper form and style, and good documentation of sources.  The rest 
of the points should be assigned for content and overall impact. 
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Grading 
A letter grade must be given to each student at the end of each course. Each letter grade, however, must 
correspond to a numerical grade. The grade should reflect successful completion of the learning 
outcome objectives for the course as represented in the various evaluative assignments and exams given 
over the course of the term.  Therefore, each instructor must keep consistent, detailed records of each 
student's performance and progress. These records should be kept even after the close of a particular 
teaching period. The instructor must keep a record of all grades for all assignments in a grade book or 
spreadsheet program.  This record should be photocopied and signed by the instructor and given to the 
registrar at the end of the course along with the record of student attendance. 
 
Individual graded assignments, or progress reports concerning assignments, must be returned to students 
in a timely fashion in order to maximize their teaching potential.  
 
Because grades become part of the permanent records of an institute, all end-of-term grades should be 
written in black ink and should be signed by the instructor. The registrar, or the person responsible for 
maintaining student records, should keep a permanent record of all student grades, even after they have 
been reported to students. Grade records should be kept permanently and should include the signed 
grade book sheet for the course, the signed attendance record for the course and the signed grade-sheet 
for the course.   
 
Individual records of each student’s academic progress term-by-term should be kept in a permanent 
record and stored in a fire-safe file cabinet or fire-safe safe.   If an institute closes down, these records 
should be entrusted to a trustee, usually another Bible college or the state department of education, for 
permanent access to transcripts and academic records by former students and graduates.  Electronic 
records of student grades, transcripts, degree plans or progress sheets should be backed up weekly and 
stored off-site. 
 
Grading Scales 
Each institute should establish a standard academic scoring system, which reflects scoring used in 
college-level institutions. It is mandatory that all instructors at an institute or college use the same grade 
scale that has been adopted by the Institute Director/Academic Dean and the Faculty for the entire 
school. In most college or institute courses, the majority of grades will probably be in the “C” range. 
That is simply the law of averages. However, the interest level of Bible Institute students, particularly 
adult learners, may be intense enough that their grades will indicate a higher level of achievement. It is 
very possible that a majority of grades may be in the “A” and “B” range in some courses.   However, 
consistently having little diversity in grades may indicate that the teaching level is not appropriate to 
college level instruction or that the assessment/grading process is not demanding enough for college 
level work. 
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Many institutions use one of the following grade scales: 
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Wrapping Up the Term 

 
Final Grade Sheet Instructions 
MEMORANDUM 
DATE: December 4, 2007 
TO: Fall 2007 Faculty 
FROM: __________________, Academic Dean 
RE: Fall 2007 Semester Final Grades Report 
 
As  another semester comes to a close, I would like to thank you for all of your hard work and 
dedication to our students.  We truly appreciate the excellence with which you teach our students and the 
high standards that you model for them.   
 
Attached are your Final Grades Report Form and catalog information regarding the assignment of 
grades.  As we continue to prepare for accreditation, it is important for us to fulfill the standards and 
procedures that will best serve our students in a growing and competent educational environment, as 
well as meet the standards set by the Association for Biblical Higher Education. 
 
As you prepare to submit your final grades, please be sure that the following items have been submitted 
to the school office: 

• Fall 2007 course syllabus 

• Final Grade Report 

• Signed copy of your grade book showing grades given for all required assignments and tests 

• Attendance record 

• Incomplete grade report forms (one for each student given a grade of "Incomplete") 

• Copies of all mid-term or periodic exams 

• Copy of Final exam (or final project instructions and grading criteria) 

• Examples of the best student term papers or projects, including audio or videotapes.   
 
Your Final Grade Report Form lists all students that have officially enrolled in your course.  Please 
report any discrepancies to the Registrar. 
 
Please do not assign a grade of "W" unless a student has officially withdrawn from the course through 
our administration office.  If there is no indication of the official drop in the "Comments" column of 
your grade report form, the correct grade to assign is "F."  Please indicate in the "Comments" column if 
the “F” is an earned grade of "F" or if the failing grade has been given due to lack of attendance. 
 
Again, thank you for partnering with us to prepare these emerging Christian leaders for ministry in the 
21st century world.  
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Sample Final Grade Sheet  
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Incomplete Grade Forms 
Request for Incomplete form––Under extraordinary circumstances like a family emergency, prolonged 
illness, death in the family, serious accident or injury, military deployment, natural disaster or terrorism 
response team deployment, or similar circumstances, a student may be granted additional time to 
complete any remaining incomplete coursework or exams after the end of the term.  This extension must 
be requested by the student and approved by the instructor and the Director or Dean.  It is not granted 
automatically.  Normally a student is given a grade of “I” at the end of the term and given until the fifth 
week of the next full-length term to complete the incomplete work and receive a letter grade for the 
course, though an instructor may grant less than this amount of time, if he or she receive feels that the 
student needs to be held to a shorter deadline.  If the extraordinary life situation continues over an 
extended period of time, the Institute Director or College Dean has the authority to extend the 
Incomplete for a longer period of time than originally granted by the instructor.  
 
This form should include the reason for the Incomplete, a list of incomplete assignments or exams that 
must be completed to finish the course and their percentage value as part of the overall course grade, the 
deadline for completing the coursework and exams, the current score that the student has for completed 
work thus far, and the grade that will be received if the incomplete work is not completed.  This form 
should be signed by the student, the course instructor, and the Registrar or Director/Dean.  When the 
work is completed, the instructor will grade the material.  If the instructor is not available, then the 
Director will assign another instructor to grade the material.  The instructor will then assign a grade for 
the completed course and turn in a change of grade form to change the grade of Incomplete to a letter 
grade. 
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Professor’s Incomplete Report 
A separate form must be filled out for EACH incomplete given. 

 

Semester ____________________________  

Name______________________________________________________________________________  
             Last                                                                                                        First  

Course ______________________________ _____________________________________________   
                    Department                                       Number                                              Title of Course 

Reason for the grade of Incomplete:______________________________________________________  

___________________________________________________________________________________  

What work is required by the student to complete this course: _________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

Instructions for grading the work:________________________________________________________  

___________________________________________________________________________________  

The process to be used to calculate the student’s final grade: __________________________________  

___________________________________________________________________________________  

___________________________________________________________________________________  

• Student’s daily grades ______ to count as ____ _________________________ % of final 
 

• Student’s test grades ______ to count as ____ _________________________ % of final 
 

• Student’s other grades ______ to count as ____ _________________________ % of final 
 

• Student’s final exam grade _____ to count as ____ _________________________ % of final 
 

• Student’s completed work grade_ to count as ____ _________________________ % of final 
 

• Unless otherwise stipulated the grade scale in the current catalog will be used. 
 
 
The grade of Incomplete is given on ___ ___ / ___ ___ / ___ ___ , and will automatically become the 
grade of _______ based upon the percentage of the amount of work completed for the course if the work 
is not completed by___ ___ / ___ ___ / ___ ___ . 
 
 
__________________________________________ ____________________________________ 
 Student’s Signature Director or Dean’s Signature 
 
__________________________________________ ____________________________________ 
 Professor’s Signature      Registrar’s Signature 
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Chapter 7 The Keys to Student Retention: 
Student Life, Student Services and School Identity 

 
How to Use Section Seven 

 
Section Seven provides guidance on how you can develop three areas of school life critical to student 
retention: Student Life, Student Services, and School Identity.  Each of these areas complements 
classroom instruction and adds to the overall learning experience provided by the school.  These areas 
also create a sense of community and belonging so essential for student success in college level 
programs.   
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The Keys to Student Retention: 
Student Life, Student Services, and School Identity 

 
Give Students a Reason to Stay in School  
Pastoral care of students.  Keep track of the strays and the wounded sheep.  Be a prayer warrior on 
behalf of the students.  They are experiencing the strongest spiritual warfare of their lives so far when 
they choose to say “Yes!” to God and begin training for ministry. 
 
Strong sense of community.  The younger the students are, the more important student life is to student 
retention.  Regular chapels, communal meals, ministry projects, fellowships, community celebrations, 
and prayer times with each other build a sense of community and belonging. 
 
Student Finances.  Try to keep costs low and value high.  Provide opportunities for financial aid, work-
study, scholarships, payment plans, sponsorships, and fundraising.  Make sure at least 3-5 copies of each 
textbook (current editions) are available in the Library for those students who can’t afford to buy their 
own. 
 
Get the students involved in ministry in their home church with progressive levels of responsibility 
and leadership.   
 
Help students to find the proper healthy balance between work and ministry and family and 
schoolwork.  Overeager ministers often drop out of school due to getting too involved in ministry.  Help 
them to understand that they are in a season where their top priority needs to be becoming well trained.  
In order for that to happen, they need to focus and apply themselves to their schoolwork and only do 
enough ministry to keep their ministry skills growing (especially their people skills and leadership 
skills).   
 
Mentoring.  Mentoring is high-touch modeling and guidance. It is helping the students to find a healthy 
balance in life and ministry. It is helping them to overcome challenges before they become too big 
(ministry fatal).  The mentoring relationship creates a sense of belonging and community.  It also helps 
students feel that they are valued members of the ministry community. 
 
Don’t give up on temporary dropouts.  Keep in touch with them and encourage them.  Life happens, 
and with it there are sometimes things that are more urgent than being in school.  Help them to know 
that you support their decision to focus their attention on the critical need as long as is necessary, and let 
them know you will help them to make the transition back into school as soon as they are ready. 
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Student Life 
One of the key components to student retention, besides the quality of classroom instruction, is the 
student life experience.  Student life is the main determining factor for whether a student feels they are 
part of the institute community. 
  
Community 
At its heart, each Bible institute/college is a special extension of the community of believers made up of 
those who are experiencing a unique call of God upon their lives.  It should be the desire of each school 
to be a model of the Kingdom where Jesus reigns.  To this end, each individual is joined together with 
other individual members, breaking down the ethnic, gender and socioeconomic barriers that prohibit 
Kingdom life. 
 
While each institute/college places a fundamental emphasis on the sense of community, they also realize 
that God is vitally concerned with the individuals who make up the community. Thus, each 
institute/college functions in such a way as to promote spiritual, character, social and academic growth 
in the individual that will motivate and equip each student to better accomplish the purposes of God for 
his or her life.   
 
It is the underlying presupposition of each institute/college that every student has been called of God to 
be part of this academic community.  Therefore, it is reasonable to expect that each student will 
experience a sense of responsibility for allowing God to work in his or her inner person.  His work will 
result in moral and spiritual integrity, and a sense of responsibility to the institute community.  
 
Given the above, each student should covenant with the institute/college community to allow the Holy 
Spirit to establish such things in his or her life that will work "to the building up of the Body of Christ" 
in view of the fact that "the proper working of each individual part causes the growth of the body for the 
building up of itself in love" (Ephesians 4:12,16 NASB). 
 
Each Bible institute/college is a community of believers whose hallmark is love and should maintain a 
safe environment where the fruit and gifts of the Spirit are clearly manifested in the life of each member. 
 
Spiritual Life 
Central to every ministry training experience is the focus upon growing spiritually through personal and 
group devotional times, relationship building, and involvement in various worship opportunities. 
Students must be encouraged, along with learning the message of God’s Word and the methods of 
Christian ministry, to place a high priority on the development of a consistent daily walk with Jesus 
Christ.  Jesus’ strong imperative to the church concerns the preservation of its “first love” (Revelation 
2:4).  God’s desire, therefore, is that great emphasis be placed upon the pursuit of a consistent personal 
relationship with Him.  Students should be encouraged to have a daily quiet time, follow a regular 
schedule of scripture reading, to journal their devotional insights, and to participate in a small group in 
which they share their devotional insights and challenges with one another. 
 
Chapel 
One of the best ways to reinforce the nurturing of the spiritual life of the students is to gather for 
corporate worship in weekly chapel services when school is in session. Weekly chapel participation is a 
vital part of the overall training of ministry students. In addition to strengthening Christian community at 
the institute/college, chapel can be a great way to expand student’s experiences regarding what  
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constitutes worship.  It also can be a great laboratory for students to develop skills as worship planners, 
worship leaders, Christian artists and preachers. 
 
To maximize the impact of chapels in your institute/college, weekly chapels should be planned and led 
by rotating teams of students under staff supervision.  This way, chapel serves as a laboratory for 
students to exercise their gifts and ministry training in a controlled and supportive environment.  It also 
provides students with an opportunity to try out new and innovative approaches to ministering to the 
body of Christ, before using them in a local church setting, as well as to develop their own ministry 
style.   
 
Guest speakers featured in chapel can be a great way to expose institute/college students to exemplary 
Christian leaders in your area.  The remainder of chapels should be student planned and led.  Special 
chapels should be planned each year to celebrate Thanksgiving, Advent-Christmas, and Holy Week as a 
Christian community.  A yearly Graduates’ chapel can be held toward the end of spring term as an 
opportunity for graduating students to lead the student body in a final time of worship and to share a 
parting word of insight or blessing before graduation.  
 
Student Life Activities 
Bible Institute/College students need opportunities to build and enjoy community with each other.  Since 
most Foursquare Bible Institutes/Colleges are composed of commuter students, it will take a great deal 
of creativity to build school identity and foster Christian community at the school.  Student life activities 
should be planned that enrich the fellowship among students, provide opportunities to minister together 
as a student body to the local community, and provide informal opportunities to worship and minister to 
one another as a student body outside of the regular chapel sessions.  Student life activities may include 
small group Bible studies, retreats, ministry projects in the local community, worship jams, prayer 
ministry times, picnics, beach bashes, outings to local attractions and movie nights.   
 
One of the best ways to build community is to share a common meal together as a school community on 
a regular basis.  This can be a meal immediately following chapel once a week or once per month, or a 
meal before evening classes once per month.  Costs for common meals and other student life activities 
can be underwritten by a student life fee each term. 
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Special Event Planning Checklist 
 

 
EVENT/PROGRAM/PROJECT: _______________________________________________________________________  
 
DAY AND DATE: __________________________________________________________________________________  
 
ACTUAL TIME OF EVENT: _________________________________________________________________________  
 
LOCATION:_______________________________________________________________________________________  
 
CONTACT/LEADER: _______________________________________________________________________________  
 
PHONE/E-MAIL:___________________________________________________________________________________  
 
PURPOSE: ________________________________________________________________________________________  
 
_________________________________________________________________________________________________  

 
SCRIPTURE REFERENCE: __________________________________________________________________________  
 
TARGET GROUP:__________________________________________________________________________________  
 
_________________________________________________________________________________________________  

 
DESIRED OUTCOME/GOALS: _______________________________________________________________________  
 
_________________________________________________________________________________________________  

 
PRE-EVENT TIME NEEDED FOR SET-UP:_____________________________________________________________  
 
POST-EVENT TIME NEEDED FOR TAKE-DOWN: ______________________________________________________  
 
INITIAL EVENT MEETING WITH DIRECTOR/DEAN ___________________________________________________  
 
FACILITIES COORDINATION WITH  SCHOOL ADMINISTRATOR: _______________________________________  
 
DATE ADDED TO SCHOOL MASTER CALENDAR:_____________________________________________________  
 
DATE ADDED TO CHURCH STAFF CALENDAR: ______________________________________________________  
 
BUDGET:_________________________________________________________________________________________  
 
SUPPLIES REQUEST TO SCHOOL ADMINISTRATOR __________________________________________________  
 
SPECIAL ITEMS TO PURCHASE OR PRODUCE: _______________________________________________________  
 
_________________________________________________________________________________________________  

 
WORSHIP AND PROGRAM COORDINATION: _________________________________________________________  
 
_________________________________________________________________________________________________  

 
COORDINATION OF VOLUNTEER/STUDENT HELP: ___________________________________________________  
 
_________________________________________________________________________________________________  
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TYPE OF HELP/NUMBER OF VOLUNTEERS NEEDED: 

Collate Materials: ___________________________________________________________________  
Pre-event clean up: __________________________________________________________________  
Set-up:____________________________________________________________________________  
Parking:___________________________________________________________________________  
Greeters: __________________________________________________________________________  
Registration: _______________________________________________________________________  
Hosts: ____________________________________________________________________________  
Ambience/Decoration: _______________________________________________________________  
Photography/Video: _________________________________________________________________  
Food Preparation: ___________________________________________________________________  
Food Service: ______________________________________________________________________  
Clean-up:__________________________________________________________________________  
Follow-up:_________________________________________________________________________  
Other: ____________________________________________________________________________  
 
AMBIENCE ITEMS NEEDED:________________________________________________________________________  
 
 
DISPLAY: ________________________________________________________________________________________  
 
 
SCHOOL PROMOTION MATERIALS NEEDED/DATE NEEDED BY: _______________________________________  
 

ADVERTISING (AS APPROPRIATE FOR EVENT): Announcement     Flyer     Letter     Video     Radio     TV     
Other: ____________________________________________________________________________   
Assigned to/Completed by:____________________________________________________________             
 
AUDIENCE: 

Students: __________________________________________________________________________  
Faculty: ___________________________________________________________________________  
Board: ____________________________________________________________________________  
Sponsoring Church: _________________________________________________________________  
Area Churches______________________________________________________________________  
Area Pastors: _______________________________________________________________________  
Community: _______________________________________________________________________  
Other: ____________________________________________________________________________  
 
PROGRAM/EVENT GRID TO BE DONE BY: ___________________________________________________________  
 
ACTIVITIES INCLUDED IN EVENT:__________________________________________________________________  
 
MEAL PREPARATION AND SERVICE PROVIDED BY:__________________________________________________  
 
CONFIRMATION OF ALL DETAILS ONE WEEK PRIOR TO EVENT: ______________________________________  
 

PLEASE ATTACH DETAILS AS NEEDED. 
 
SUBMITTED BY: __________________________________________________________________________________  
 
DATE SUBMITTED:________________________________________________________________________________  
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Student Services 
Mentoring and Character Formation 
Long term success and vitality in ministry is often more dependent upon the condition of the minister's 
character and heart than upon the soundness of his or her theology and the depth of his or her ministry 
skill training.  Many well-trained and gifted ministers lose their effectiveness or are forced to step down 
from ministry because of character issues that have gone unchecked.  Therefore, character formation 
should be an important part of the training process at all Bible institutes/colleges.  This can be 
incorporated into the curriculum with courses in Spiritual Formation, Spiritual Disciplines, Character 
Formation for Christian Leaders, and Supervised Ministry.   
 
But a much more effective way to build character is for every student to be assigned a faculty or staff 
mentor, who will meet with the student monthly one-on-one. The mentor will meet with the mentoree 
one hour each month on a one-to-one basis to assess and discuss issues related to character development 
and to develop a strategic action plan to grow in those character areas that are in need of improvement.  
The mentoree should prepare ahead of time by completing a monthly self-assessment (see example on  
p. 4.36) that can serve as a foundation for their monthly one-on-one sessions with their mentors. 
 
Mentors should also meet weekly throughout the semester with all of their mentorees as a group as a 
form of group discipleship.  They may share from their daily devotions and journaling; discuss and 
practice using spiritual gifts and disciplines, discuss ministry challenges, character issues, life 
development issues, and relationship issues; or they may take time to practice their ministry skills by 
ministering to each other.  
 
 

Prepare students for ministry by developing a culture of ministry to each other 
 

Mark 10:43-5 (NIV) Not so with you. Instead, whoever wants to become great among you must be 

your servant, and whoever wants to be first must be slave of all. For even the Son of Man did not 

come to be served, but to serve, and to give his life as a ransom for many.”  
 

Galatians 5:13 (NIV) You, my brothers, were called to be free. But do not use your freedom to 
indulge the sinful nature; rather, serve one another in love. 

 

Effective ministry requires a readiness to be the servant of all.  Emerging Christian leaders need to 
develop a heart attitude that is always willing and available to minister.  In order to do this, we must 
nurture their ability to always have an attentive and humble submissiveness to God's gentle prompting to 
minister to anyone at any time or place, and to respond by ministering promptly.   The best way to do 
this is to create a culture at the school where students regularly minister to each other as each has a need.  
It should become automatic and natural when a person shares a struggle, illness, challenge, or life need, 
that staff and students will stop and take time to pray for that person on the spot and render whatever 
other help they can in the particular situation.   

 

James 1:22 (NIV) Do not merely listen to the word, and so deceive yourselves. Do what it says.  
 

James 2:14-19 (NIV) What good is it, my brothers, if a man claims to have faith but has no deeds? 
Can such faith save him? Suppose a brother or sister is without clothes and daily food.  If one of you 
says to him, “Go, I wish you well; keep warm and well fed,” but does nothing about his physical  
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needs, what good is it? In the same way, faith by itself, if it is not accompanied by action, is dead. 
But someone will say, “You have faith; I have deeds.” Show me your faith without deeds, and I will 
show you my faith by what I do. You believe that there is one God. Good! Even the demons believe 
that —and shudder. 

 
A person who has become an excellent student of God’s word and has taken time to learn well the skills 
of ministry has great potential as a servant of God.  But that potential must be actualized.  God is 
looking for ministers who have their hearts and minds tuned to hear His voice, who are available to 
respond at a moment’s notice, and who have trained their hearts to quickly respond in obedience to the 
gentle promptings of God’s Spirit.   
 
So much of ministry depends on split-second timing at the precise moment of need.  We must help our 
students to develop hearts trained to say “YES!” whenever and wherever God calls upon them to 
minister.  The effectiveness and impact of ministry is ultimately an act of grace from the hand of God, 
but He has chosen to work through Christians who are willing and obedient to answer his call at any 
time or place.  We must train our students to respond to a person’s need on the spot and not put it off to 
a more convenient time.  This starts on campus among the students and faculty.  If they learn it there, as 
part of the overall training of what it takes to be an effective minister, it will come fairly easily later on. 
 
We must model this for our students by always seizing the opportunity to minister when God puts a 
person in front of us and not put it off for a more convenient time or place.  It is not enough just to 
promise to pray for a person when they ask us to pray.  We should train our students to pray with them 
on the spot and then continue to follow through in prayer and other ministry from that point forward.  
 
Shadowing Program 
An excellent way to help new students find their ministry fit is to have every new student shadow a local 
church staff member who has a similar calling and ministry description to the one that a student thinks 
they have.  They should formally request the privilege to shadow that staff member for 10 hours per 
week for a month.  The student’s main job is to follow the staff member around during their daily job 
duties and observe and ask questions regarding what is going on and how things are done, observing 
proper procedures, people skills, communication skills, leadership skills ands all aspects of the job.  The 
student should ask the staff member to recommend which times would be most beneficial to shadow 
him/her to maximize effectiveness of the shadowing process.  The student should take notes about their 
observations as well as write down any questions they may have that couldn’t be asked on the spot when 
it might interrupt what was going on.  The student should also journal about their experiences and how it 
has helped to clarify their understanding of their own calling.  When shadowing in a situation that 
demands pastoral confidentiality, the student or staff member should ask permission of the person being 
ministered to if it is alright for the student to observe the ministry session.  The student should maintain 
the same standards of pastoral confidentiality as the staff member is required to do.  If at the end of the 
shadowing month the student feels they need further exposure in a different area of ministry, they may 
request to shadow another staff member with a different ministry focus. 
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Making your Bible institute/college campus child-friendly for students with children 
Many students at Bible Institutes/Colleges have young children.  Some of them will need to bring their 
children with them while conducting business with the institute/college staff and faculty.  Taking a few 
small measures will go a long way to make these students feel that your really care about their whole 
family and will help children not to dread being dragged along on their parent’s school errands. 
 
One of the first things that can be done is to have a small toy box in the school office so kids can occupy 
themselves while their parent is busy.  Inexpensive toys form Happy Meals or the cheap toy section at  
the local drugstore or discount store is perfect for this.  That way if a toy is lost or accidentally taken, 
there is no great loss.  But better yet, if a child is really enjoying playing with the toy, you can offer for 
them to take it home with them when they leave.  This will score major PR points with both parents and 
kids. 
 

Another thing that can be done is to include a small section of children’s books and videos in the school 
library for them to look at, check out, or watch while they are at the school.  This also doubles as a 
resource section for children’s ministry and children’s sermon preparation.  Again it goes a long way in 
making kids and their parents feel welcome at the school. 
 

ONE THING THAT NEEDS TO BE STRESSED IS THOUGH CHILDREN ARE 
WELCOME, PARENTS SHOULD NOT BRING THEIR CHILDREN WITH 
THEM TO CLASS OR ON ERRANDS IF THEY ARE ILL.  ILLNESS SPREADS 
VERY QUICKLY IN A CLOSE KNIT INSTITUTE/COLLEGE ENVIRONMENT. 

 

At least a few times a year, include the whole family in school sponsored events, like the Christmas 
party, picnics, beach outings, and other social gatherings.  This helps to create a family atmosphere for 
all the students and helps the families feel good about the school where the parent and/or spouse is 
spending so much time and money. 
 

The institute/college should try as much as possible to align their school calendar with the local school 
district calendar, including holidays.  However, despite your best efforts, there still will be times that 
children are home from school but their parents need to go to class.  Many students find it hard to get a 
baby-sitter under these circumstances, since there are lots of parents looking for sitters for while they are 
at work on these days.  This is also true of parents with home-schooled children who need to be in class 
when their spouse is at work. Each school will have to make its own policy concerning bringing children 
to class, but here are a few solutions that have worked at other institutes/colleges.   
 

1.  If a child is well-behaved and can sit quietly reading or doing homework, you might be able 
to allow students to bring their children to class on these days, as long as they behave and as 
long as they are supervised.  

2.  Another option is to allow older children to study in the library or watch videos in the library 
with headsets while the parents are in class, as long as the librarian is present to supervise 
and does not mind looking out for the kids, to make sure they are safe and not getting into 
trouble.  If child misbehaves, they will not be welcomed back the next time and may be 
requested to leave if they are making a major disturbance.   

3.  Another option is to hire someone to watch the kids in an unused classroom and have parents 
each pay a portion of the babysitting fee for the day. 
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Job Placement and Internships 
One of the most important student services provided to current students and graduates is job placement.  
School officials should partner with denominational leaders and area churches to provide a network of 
placement opportunities for Bible Institute/College graduates entering into vocational ministry.  In many 
areas there is a shortage of trained Christian ministers, which is why most of our churches started 
Institutes and Bible Colleges in the first place.  Because of this, there should be no shortage of 
placement opportunities for the students and graduates.  The school should rather focus on matching the 
right students or graduates with the right ministry positions that fit their calling, gifting, passion and 
personality.  The first placements are especially important, because they establish the  
reputation of the quality of the graduates that your school produces.  Don’t simply post the openings on 
a job board and hope the right person sees the notice.  Make personal contact with the students or 
graduates that your school staff feels are the best match for the position.   
 

• Be always on the lookout for service opportunities for your current students. 
 

• Nurture relationships with area pastors by joining area pastor’s fellowships or prayer groups.  
This will help to establish trust of your program and the quality of its students. 

 

• Get area pastors into the classroom as guest speakers, or get them involved with the students as 
mentors. 

 

• The Director or Academic Dean should also partner with local area churches to provide 
internship opportunities for current students and graduates.  Look for healthy churches that will 
reproduce healthy ministers.  Avoid churches with a known reputation of clergy abuse or staff 
abuse.  Look for churches that are willing to support their interns with tuition support and/or a 
monthly stipend.  Look for churches that are not just looking for cheap labor, but are willing to 
be active partners in providing field education for the interns with strong supervision and weekly 
mentoring.  Quite often internships will lead to a transition to a regular staff position. 

 

• Get to know your district supervisor.  Have him or her come to speak in the classroom or in 
chapel.  Provide opportunities for him/her to get to know your students and your school. 

 

• Nurture a vision and a passion for church planting.  One of the best places for students to get lots 
of hands-on experience is by becoming a team member of a church-planting team.  As the church 
matures, the students become the logical choice for some of the first staff members.  Others may 
choose to use their experience to start a church-plant of their own after graduation. 

 
Student Health Insurance 
One of the most serious needs that student’s often have is for health insurance coverage while they are 
enrolled in school.  Student services can assist by finding carriers that are willing to provide student 
health insurance coverage to students that are past the age of 23 and not eligible for coverage under their 
parents health policy or young married students without health coverage from an employer.  There are 
very few insurance providers that are willing to work with a school the size of most Bible Institutes or 
Church-Based Bible Colleges.  If there are insurance brokers in the sponsoring church congregation, 
they may be the ones to do the research to find out which local carriers are willing to work with the 
school to provide coverage.  Some states have special legally mandated universal health insurance plans 
for people that do not have employer provided coverage.  If your school is in one of these states, this is  
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usually the best option for students in the insurance gap and the school does not have to make a contract 
with an insurance provider, since the state has already done so.  In all other states, it is best to check with 
the state Blue-Cross/Blue shield and Aetna, who usually do offer some form of student insurance.  A 
search of the Internet will turn up a variety of reputable insurance companies that specialize in student 
policies. 
 

Student Government 
Students are a vital part of the institution and their individual and collective voices need to be heard by 
the faculty and administration of the school. Every student, therefore, has the right and responsibility to 
participate in student government. The student body should elect its officers each year in the spring 
(except Freshman would elect officers in the Fall after New Student Orientation). The officers elected 
should include the president, vice-president, and secretary/treasurer, and one representative from each 
class (Freshman, Sophomore, Junior, Senior).  
 

The Student Council is designed to meet four basic objectives: 
1. To cooperate with the officials of the School in promoting the best interests of the institution; 
2.  To promote the general welfare of the students and represent student concerns and interests to 

the faculty and administration; 
3.  To encourage students to honor the Lord Jesus Christ in all activities and serve as a student court 

of discipline for violations of student conduct standards; 
4.  To promote fellowship among the students through planning and leading welcoming activities 

for incoming students and ongoing student life activities. 
 

Standards of Conduct and Student Discipline 
Institute students and faculty should be aware that they represent the institute in the community and in 
their churches every day, wherever they go.  Therefore, they should always dress and conduct 
themselves in a manner that is befitting professional ministers, and most of all, followers of Christ.  
They are the foundation of the institute’s reputation in the local community, especially in the local 
churches.  They should be encouraged to build the reputation of the institute strong.   
 
Sample Standards of Conduct 
It is the desire of ______________ Institute/College that each student and faculty member hold to the 
high standards of morality as taught in the Old and New Testaments, and as exemplified in the life of 
Christ.  While the Scriptures do not provide specific teaching regarding all social and moral practices, 
they do advocate self-restraint in matters that are harmful or offensive to others in the community.  As a 
result, it is expected that each individual who voluntarily joins the Christian academic community of 
______________ Institute/College will, with God’s help, abide by all of the standards set forth by this 
institution. 
 
The foundational principle for Christian conduct is the Lordship of Christ.  The Scriptures teach that 
though all things are lawful to the Christian, not all things are profitable (1 Cor. 6:12). They also teach 
that no one and no thing should ever be allowed to take the place of Christ as Lord of our lives, even 
temporarily (Rom. 6:14).  Therefore, since all addictions are a form of mastery, committed Christians 
should avoid addictive behavior and substances, so that these do not become lord over their lives. 
 
The Scriptures also teach that mature Christians should be aware of the vulnerabilities of others, and in 
love, choose to limit their own freedom in order to avoid any behavior that may lead others to become  
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ensnared or re-ensnared in sinful behavior (1 Cor. 8:9).  Scripture may not prohibit the consumption of 
alcohol, and state law permits consumption by those who are 21 years old or older.  However, according 
to this principle, emerging Christian leaders need to be aware that their consumption may encourage 
others, who are vulnerable because of previous addiction or family history, to consume alcohol.  It is a 
loving response to choose to limit one’s own freedom and to refrain from consuming alcohol, so that 
one’s behavior will not become a stumbling block to others.  No one can be aware of the weaknesses 
that exist in all those who may be observing their behavior as leaders, since many are watching beyond 
the limits of their immediate company. 
 
On some matters of behavior, Scripture has given clear instruction.  It is a clear violation of Scripture to 
drink alcohol to the point of drunkenness, use recreational drugs, or to participate in occult practices.  In 
the case that a member of the community is found to be participating in any of these practices, that 
student will participate in a process of redemptive discipline.   
 
In addition, Scripture has clearly prohibited a variety of sexual practices that compromise God's 
intention for sexual expression in marriage. Premarital sex, adultery, homosexual activity, use of 
pornography, prostitution, and solicitation of sex are in violation of God’s law and the trust of the 
community.  They will be met with a process of redemptive discipline.  
 
All ______________ Institute/College students and faculty are expected to comply with local, state and 
federal laws.  Any student found to be conducting criminal activity on school premises or at school 
activities will be handed over to the local authorities. 
 
Representing the Institute or College 
Institute and Bible college students should be aware that they represent the Institute/College out in the 
community and in their churches every day, wherever they go.  Therefore, they should always dress and 
conduct themselves in a manner that is befitting professional ministers, and most of all, followers of 
Christ.  They are the foundation of the school reputation in the local community, especially in the local 
churches.  They should be encouraged to build that reputation strong. 
 
Students who are sent out as official representatives of the Institute/College, either as recruiters, guest 
speakers or ministers, or members of school ensembles, should wear school logo apparel where 
appropriate, and conduct themselves with utmost respectability, sincerity, humility, and a heart to serve 
others.  They are the best representatives and recruiters that a school has.  Everything they do and say 
reflects back on the school.  Please encourage them to represent the school and Jesus Christ well! 
 

Disciplinary Action 
Board of Discipline 
All violations of the ______________ Institute/College standards of conduct will be brought before a 
board of discipline consisting of the Institute Director or College Dean, Dean of Students (if there is one, 
otherwise include an additional faculty member), and at least one additional faculty member.   
 
They will review all pertinent details of the violation and will decide upon a course of redemptive 
discipline.  Redemptive disciplinary measures may include, but are not limited to, counseling, 
reprimand, close mentoring with heightened accountability, public confession and repentance, corrective 
actions, disciplinary probation, disciplinary suspension, and disciplinary expulsion.  
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Disciplinary Probation 
Students who are found to be in violation of the ______________ Institute/College standards of conduct 
may be placed on disciplinary probation for a period of one semester upon recommendation of the board 
of discipline.  Any further violations during the period of probation may result in the student being 
placed on disciplinary suspension.   
 
Disciplinary Suspension 
Students who are found to be in serious violation of the ______________ Institute/College standards of 
conduct may be placed on disciplinary suspension for a period of one semester upon recommendation of 
the board of discipline.  Any further violations following the student’s return to school may result in the 
student being permanently expelled from ______________ Institute/College.  Students who are on 
disciplinary suspension from another college or university may not attend classes at ______________ 
Institute/College during their term of suspension. 
 
Disciplinary Expulsion 
Students who are found to be in extreme violation of the ______________ Institute/College standards of 
conduct, have serious violations of the standards of conduct following a previous disciplinary 
suspension, or participate in criminal activity, may be permanently expelled from ______________ 
Institute/College upon recommendation of the board of discipline.  
 
Appeal 
A student who has been placed on disciplinary suspension or expulsion, yet believes he or she has facts 
unknown to the board of discipline may appeal to be reinstated.  To make an appeal, a student should 
submit a written statement to the Institute Director or Dean of Students including:  
 

1. Reasons for the breach of conduct.  
2. Intentions to maintain acceptable conduct, and provisions for regular accountability. 
3. Methods for anticipated success toward this change of conduct.   
 

If the appeal is granted, a student will return under probationary status. 
 
Dress Code 
Some institutes or church-based Bible colleges may find it helpful as part of their standards of conduct  
to establish an institutional dress code.  This is not a requirement, but some schools may find it helpful 
in creating a more professional learning environment.  Be cautious in making this decision, since young 
adults often resent infringements on their personal freedom of expression.  Generally, if students dress 
with modesty and propriety, then a dress code is unnecessary.   
 

If, however, you choose to implement a dress code, make sure that it is implemented across the board in 
cooperation with the sponsoring church.  If church staff and volunteers working in the same building are 
not expected to dress to the same standard, it will be very difficult to enforce the dress code at the 
institute or college.  
 

Sample Dress Code 
Student dress while attending class, studying in the library, hanging out in the student lounge, 
performing work-study duties, attending chapel and other _____________ Institute/College 
functions should be modest and appropriate to the educational environment.  Jeans or slacks and a 
collared shirt are appropriate dress for male students. A modest dress, or skirt, slacks or jeans with a  
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nice blouse, are appropriate apparel for female students. _____________ Institute/College T-Shirts 
may also be worn, if they are clean and well pressed.  No other T-shirts, not even Christian T-shirts 
or ones from another ministry may be worn on campus.  School T-shirts and logo wear are available 
from the Institute/College bookstore. Footwear should also be appropriate, such as shoes, sandals or 
athletic shoes.  Rubber slippers are considered inappropriate.  Sunglasses, hats and beanies should 
not be worn indoors, especially in the classroom or chapel. 
Clothing worn to school should be clean and pressed, free of holes and visible stains.   
 
Shorts, tank tops, t-shirts (other than _____________ Institute/College t-shirts), modest swimwear, 
and rubber slippers are only appropriate for informal, outdoor school gatherings, and not for the 
classroom, library or chapel.  
 
With regard to modesty, the biblical standard of living above reproach, and the command to not be a 
stumbling block to other Christians, female students should refrain from wearing thin strapped or 
bare-midriff tops, short skirts, or low-rise jeans.  Male students should wear their pants high enough 
to conceal their undergarments and not wear skin-tight shirts or pants.   
 
Students who consistently violate the dress code after repeated warning may be subject to 
redemptive discipline. 
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Building School Identity and Growing School Spirit 
 
School Identity 
One of the biggest challenges that every new school faces is how to develop school identity, a special 
sense of belonging, community and pride. School identity is a very difficult thing to define, perhaps 
because ultimately, it defines the school.  Part of that identity will initially be set by the school staff and 
faculty.  But once the school is in operation, it will be the students themselves who develop the strongest 
aspects of school identity.   They will develop a culture and a legacy that will be handed down from 
generation to generation of students.  It will also be a significant part of how the school is perceived in 
the outside community.  As institute/college leaders, it is very important that you guide how that identity 
is shaped.  In the section below, all of the examples are drawn from one school to illustrate how each of 
the elements that build school identity relates to each other. 
 

School Mission 
A school mission statement is a clear, concise explanation of intention or mission. This will help 
your school develop a clear sense of identity and purpose. The mission statement will become a 
guide that determines the direction in which the institute develops. It will determine the courses that 
are included in the curriculum, the type of instruction that is used, the criteria for selecting 
personnel, and all the other details related to the institute/college. It is the standard or guidepost by 
which all decisions are made. In other words, the mission statement should be used to keep the 
school on target.  (Instructions on how to write a mission statement and sample mission statements 
are found on pages 2.22-23) 
 
The school mission statement should be prominently displayed throughout the school, in the office, 
library, and every classroom.  It should be printed in every course syllabus, and faculty should take 
time at the beginning of the course to talk about how that particular course relates to fulfillment of 
the school mission.  It should be printed in every catalog and brochure and advertising piece.  New 
students, staff and faculty should be required to memorize the mission statement as part of their 
orientation.  Every single decision made by the staff and faculty should be evaluated in light of 
whether it contributes to fulfillment of the school mission.  This will create a unity of purpose and 
direction for the school.  For those schools seeking accreditation, one of the first things that an 
accrediting team looks at is how well people are aware of the school mission and function by it. 
 

Sample Mission Statement from Pacific Rim Bible College  
PRBC MISSION STATEMENT 
Pacific Rim Bible College exists to disciple emerging Christian leaders through biblical higher 
education that develops their theology, ministry skills, and character, preparing them to plant and 
lead culturally-engaging mission-driven churches in Hawaii, the Pacific Rim and throughout the 
world. 

 
School Core Values (with symbols and praxis) 
In addition to your mission statement it is very helpful to develop a set of core values.  These are 
the foundational and operational values of the school community that determine how the school 
mission is accomplished.  They will give you a clearer sense of direction and identity.  They will  
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shape who you believe yourselves to be becoming, as well as define what knowledge, skills, 
attitudes, and character traits you desire your graduates to possess when they have completed their 
program of study at your school, and what methods you believe are best to accomplish this 
purpose. 

 
Sample Core Values  from Pacific Rim Bible College  

PACIFIC RIM BIBLE COLLEGE CORE VALUES 
The  PRBC Mission statement says that we exist to disciple emerging leaders into effective 
spirit-empowered ministers. The PRBC Core Values represent what we understand to be God's 
definition of what is necessary to become effective in ministry. 
 Explanation of terms: 
 Ki`i are Hawaiian symbols that represent and remind us of our PRBC core values. 
 An Ikon is a biblical or western symbol that represents and reminds us of our core values. 

Praxis is how we symbolically model and carry out the core values in our life in community 
at Pac Rim. 

 
WHO WE ARE BECOMING 
1.  ALOHA (Love)  We believe that effective ministry is rooted in vital relationships with 

God and other people. Ki`i--Lei  Ikon--Cross  Praxis--Kneeling at Cross 

 Matthew 22:35-40 One of them, an expert in the law, tested him with this question:  “Teacher, which is the 
greatest commandment in the Law?” Jesus replied: “‘Love the Lord your God with all your heart and with all 
your soul and with all your mind.’ This is the first and greatest commandment. And the second is like it: ‘Love 
your neighbor as yourself.’ All the Law and the Prophets hang on these two commandments.” John 13:34-35  
“A new command I give you: Love one another. As I have loved you, so you must love one another. By this all 
men will know that you are my disciples, if you love one another.” John 15:13 Greater love has no one than 
this, that he lay down his life for his friends. 

 

2.  PONO (Righteous Character)  We believe Christ is the ultimate model for the character 
of the minister. Ki`i--Hue wai (water gourd)  Ikon--Washtub  Praxis--Baptism 

 Rom. 8:28-30   And we know that in all things God works for the good of those who love him, who have been 
called according to his purpose. For those God foreknew he also predestined to be conformed to the likeness of 
his Son, that he might be the firstborn among many brothers. And those he predestined, he also called; those he 
called, he also justified; those he justified, he also glorified.  

 

3.  MANA (Spirit-Driven)  We believe that effective ministry can only be accomplished 
under the direction, power and authority of the Holy Spirit. Ki`i--Pe`a (sail)  Ikon--

Anointing oil  Praxis--Anointing with oil and laying on of hands 
 Acts 1:8 But you will receive power when the Holy Spirit comes on you; and you will be my witnesses in 

Jerusalem, and in all Judea and Samaria, and to the ends of the earth.”  
 

THE MINISTRY WE HAVE BEEN CALLED TO CARRY OUT 
4.  HO`OLAULE`A (Celebration)  We believe that the very heartbeat of effective ministry 

is our ministry to God as we come together in celebration and worship in which we 
declare the mighty acts of God with our whole person and make known His marvelous 
works. Ki`i--Ipu heke and `uli`uli (gourd drum and gourd rattle) Ikon--Guitar and drum  

Praxis-- Corporate worship, especially Ho`olaule`a each semester 
 Ps. 150:1-6   Praise the LORD. Praise God in his sanctuary; praise him in his mighty heavens. 2   Praise him 

for his acts of power; praise him for his surpassing greatness. 3   Praise him with the sounding of the trumpet, 
praise him with the harp and lyre, 4   praise him with tambourine and dancing, praise him with the strings and 
flute, 5   praise him with the clash of cymbals, praise him with resounding cymbals. 6   Let everything that has 
breath praise the LORD. Praise the LORD.  

5.  HO`ONUI HO`OLA (Make Disciples)  We believe that our fulfillment of the Great 
Commission begins at home and extends to the world.  Ki`i--Ko`oko`o (walking stick) 
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and `Upena kiloi (Throwing fishing net)  Ikon--Bible and Journal  Praxis--Mentoring and 

Devotions 

 Matthew 28:18-20 Then Jesus came to them and said, “All authority in heaven and on earth has been given to 
me. Therefore as you are going make disciples of all nations, baptizing them in the name of the Father and of 
the Son and of the Holy Spirit, and teaching them to obey everything I have commanded you. And surely I am 
with you always, to the very end of the age.”  

 

6.  LAWELAWE (Minister/Serve) We believe that effective ministry requires a readiness 
to be the servant of all.  Ki`i--`Umeke (wooden calabash bowl)  Ikon--Bowl and Towel  

Praxis--Footwashing and serving each other at mealtime. 

 Mark 10:43-5   Not so with you. Instead, whoever wants to become great among you must be your servant, and 
whoever wants to be first must be slave of all. For even the Son of Man did not come to be served, but to serve, 
and to give his life as a ransom for many.”  

 
7.  MALAMA (Steward)  We believe that effective ministry requires faithful stewardship of 

people, time, resources, and gifts that begins with the personal commitment to prepare 
well. Ki`i--Pohaku ku`i poi (Poi Pounder)  Ikon--Calendar Planner  Praxis--Word of 

encouragement and blessing 
 1Corinthians 4:2   Now it is required that those who have been given a trust must prove faithful.  
 

8.  KUKALA/KALAKU (Proclaim)  We believe that clear, engaging, biblically sound 
communication is the foundation of effective ministry.  Ki`i--Pu `ole`ole(Conch Shell 

Trumpet)  Ikon--Shofar (Ram's Horn trumpet)  Praxis--Preaching 

 2 Timothy 4:1-5  In the presence of God and of Christ Jesus, who will judge the living and the dead, and in view 
of his appearing and his kingdom, I give you this charge: Preach the Word; be prepared in season and out of 
season; correct, rebuke and encourage--with great patience and careful instruction.  

 

HOW WE WILL ACCOMPLISH THIS TRANSFORMATION INTO EFFECTIVE 
MINISTRY TOGETHER 

9.  `OHANA (Family)  We believe that ministry skills and character develop most 
effectively in an `ohana (family) environment.  Ki`i--Lauhala mat  Ikon-- The Eucharist 

(Lord's Supper) Praxis--Communal eating 
 Galatians 6:9-10   Let us not become weary in doing good, for at the proper time we will reap a harvest if we 

do not give up. 10   Therefore, as we have opportunity, let us do good to all people, especially to those who 
belong to the family of believers.  

 
10.  LAULIMA (Teamwork)  We believe that teamwork and unity is God's design for 

effective ministry.  Ki`i--Hoe (Two paddles)  Ikon--School Colors/Banner  Praxis--
Praying for each other and practicing spiritual gifts. 

 Ephesians 4:3-7, 15-16   Make every effort to keep the unity of the Spirit through the bond of peace. 4   There is 
one body and one Spirit — just as you were called to one hope when you were called — 5   one Lord, one faith, 
one baptism; 6   one God and Father of all, who is over all and through all and in all. 7   But to each one of us 
grace has been given as Christ apportioned it.  . . . 15   Instead, speaking the truth in love, we will in all things 
grow up into him who is the Head, that is, Christ. 16   From him the whole body, joined and held together by 
every supporting ligament, grows and builds itself up in love, as each part does its work. 
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11.  HO`OLOLI (Transform) We believe that lifelong effectiveness in ministry requires a 
well-tooled mind and a Spirit-directed creativity that leads the church to actively 
engage the culture and be transformational.  Ki`i--Kukui nut (candlenut)  Ikon--Candle 

or Oil Lamp  Praxis--Procession with Cross 
  

 Romans 12:2   Do not conform any longer to the pattern of this world, but be transformed by the renewing of 
your mind. Then you will be able to test and approve what God’s will is —his good, pleasing and perfect will.  

  

 Mathew 5:13-16  “You are the salt of the earth. But if the salt loses its saltiness, how can it be made salty 
again? It is no longer good for anything, except to be thrown out and trampled by men. 14   “You are the light 
of the world. A city on a hill cannot be hidden. 15   Neither do people light a lamp and put it under a bowl. 
Instead they put it on its stand, and it gives light to everyone in the house. 16   In the same way, let your light 
shine before men, that they may see your good deeds and praise your Father in heaven.  

 

School Motto  
A school motto is usually a very short phrase or sound bite that capsulizes the school mission and 
purpose in a short catchy phrase.  It should be easy to say and easy to remember.  It should be used 
on the cover of the catalog and in every brochure and all advertising, including audio and video ads. 

 

Sample School Motto from Pacific Rim Bible College  
Equipping Leaders for the 21st Century Church. 

 

Official School Seal 
The official school seal is a legal logo of the school and should be trademarked and copyrighted.  It 
should appear on all legal documents, letterhead, business cards, transcripts, grade reports, diplomas, 
official documents, Registrar’s seal, Officers of the Corporation seals, and all school publications 
and advertising.   Different variations of the seal will be necessary for different purposes: 
 

• The single color gradient logo is usually used on letterhead and transcripts and business 
cards.   
 

• The B/W outline logo is used for raised rubber seals used by the Registrar and officers of the 
Corporation and Board.  It is also good for engraved plaques, especial when laser engraving 
on wood or metal.  It is also used for embossed/debossed printing of the logo on gold foil like 
on a pen or pencil or gold foil printing on a coffee mug.   
 

• The two-color logo is used in all color publications, on diplomas and graduation 
announcements, foil seals, bumper stickers and window decals, school posters, banners and 
awnings, and occasionally on some t-shirts and more formal logo wear and logo items used 
for formal recognition (engraved plaques, mugs, notebook covers, embroidered patches on 
shirts and briefcases).   
 

• The Black Gradient logo and the simple grayscale logo are used in all black and white 
documents. 
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Sample School Seal (in all of its forms) from Pacific Rim Bible College 

 

  
 
 Green & Gold Black Gradient Single Color Gradient Grayscale B/W Outline 
 Logo logo logo logo logo 
 

 
Explanation of symbols in the PRBC School Seal 
The eight-point navigator's star represents the cross of Christ as our guide star and the focus of 
our devotion.  It also represents the light of Christ going forth from Hawaii to the ends of the 
earth. 
 
The Hawaiian Islands represent our home ministry context at the hub of the Pacific Rim and our 
launching point as we go forth with the gospel to the ends of the earth in fulfillment of Christ's 
Great Commission.   
 
The scripture reference Isaiah 43:2-7 is our official school scripture. 
 
Est. 1998 indicates when Pacific Rim Bible College began offering classes as Pacific Rim Bible 
Institute in the Fall semester of 1998. 
 
The four symbols of the Foursquare Gospel represent our affiliation and roots in the International 
Church of the Foursquare Gospel.  The symbols also reflect our belief that "Jesus Christ is the 
same yesterday, today and forever" (Hebrews 13:8) and his ministry in the church today 
continues in the same manner that he ministered in the first century as Savior, Healer, Baptizer in 
the Holy Spirit and Coming King. 
 

Official School Mascot 
The school mascot is usually chosen by one of the early classes of students when they feel it is time 
that the school had an official mascot.  There is often a connection between the school mascot and 
the development of the popular school logo.  The mascot takes on more significance when the school 
develops athletic teams, but it just as easily could be used to identify the school worship team, 
mission teams, or community service teams when they go out from the school to minister or serve in 
the community. 
 

 Sample School Mascot from Pacific Rim Bible College 
Pacific Rim Bible College Voyagers, symbolized by a pair of Hawai`ian voyaging canoes 
guided by the guide star of the Cross of Christ. 
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Official School Colors 
School Colors are usually chosen by the founder of the school and there is usually some symbolic 
significance to why each of the colors were chosen and what they represent.  These should be the 
primary color scheme in all school color publications, catalogs, brochures, trade-show displays, 
posters and banners, logo-wear, t-shirts, and assorted logo-items.  
  

 Sample School Colors from Pacific Rim Bible College 
Hunter green and antique metallic gold.  Symbolic of growth, and light and purity. 

 

Popular School Logo, logo wear, and logo items 
The School seal, though the official school logo for legal purposes, is often too complicated to use 
on clothing and other logo items.  It is also not good to use the official school seal on informal items, 
since it will tend to cheapen the overall impact of the official school seal.  So most schools develop a 
simplified version of the school seal elements or of the school mascot that is less formal and less 
complicated than the school seal and more appropriate for informal use on clothing, especially 
embroidered logo wear shirts and shorts and t-shirts, and other logo items like backpacks, notebooks, 
lanyards, key chains, bumper stickers, window decals, mugs, cups, beanies, towels, etc. 

 

The school should encourage students, staff and faculty to purchase logo wear by pricing it just 
above cost. Or the school can provide logo wear as gifts to faculty and staff and to students and 
prospective students as prizes at school events.  Staff, faculty and students should be encouraged to 
wear logo wear as often as possible out in the community, when serving in ministry at their local 
churches, especially when working with Junior High and Senior High students and with college age 
adults.   They should be encouraged to put decals or bumper stickers on their cars.  Again these are 
cheap to produce and should be given away free to students at orientation.  It is very inexpensive 
advertising for the school. 
 

Use logo items as gifts and awards for faculty, staff, Board, volunteers and outstanding students.  
This is a big morale builder and they are proud to use the items out in public. 
 

Sample informal logo from Pacific Rim Bible College 
 

PRBC VOYAGER LOGO 

 
The eight-point navigator's star represents the cross of Christ as our guide star and the focus of 
our devotion.  It also represents the light of Christ going forth from Hawaii to the ends of the 
earth. 
 

The pair of Hawaiian voyaging canoes represents our home ministry context at the hub of the 
Pacific Rim and our sending out point as we go forth with the gospel to the ends of the earth in 
fulfillment of Christ's Great Commission.  There is a pair of canoes because we believe that God  
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has called us to do church as a team and to fulfill Christ's Great Commission as a team.  Just as 
Jesus sent out the disciples to minister ahead of him in teams of two, the pair of voyaging canoes 
represents our partnership with one another in the advancement of the gospel. 

 

Official School Scripture 
Another important unifying factor that shapes school identity is the official school scripture.  This 
should be chosen carefully.  There should be a clear connection between the mission of the school 
and the official scripture.  It may also be related to the founding purpose of the school and the core 
values.  The school scripture should be found on the school seal.  It should be featured in the school 
catalog.  It should be read at every new student orientation and the first chapel of the year.  It should 
be read at every graduation.  It should be featured on posters or plaques on the walls of the school 
classrooms, lounge, and library, etc.  Every member of the school community should become 
thoroughly familiar with the school scripture and should know it by heart if it is short or know where 
it is found if it is longer in length. 
  

Sample Official School Scripture from Pacific Rim Bible College: 
PRBC SCHOOL SCRIPTURE AND OLI (Hawai`ian Chant) 

 

ISAIA XLIII---ISAIAH 43:2-7 
Compiled by John Tilton for the PRBC 2005 Graduation 

Ekahi (verse 1) 
A no, penei ka olelo ana mai a Iehova, ka mea nana oe I hana, e Iakoba 
 But now, thus says the Lord, your Creator, O Jacob 
Ka mea nana oe I ho’okumu, e Iseraela 
 And He who formed you, O Israel 
Mai maka’u, no ka mea, ua ho’ola au ia oe 
 Do not fear, for I have redeemed you 
Ua hea aku au ia oe ma ka inoa; no’u no oe 
 I have called you by name; you are Mine 
 

Elua (verse 2) 
Ia oe e hele mawaena o na wai, o wau pu no me oe 
 When you pass through the waters, I will be with you 
A maloko ho’i o na muliwai, aole oe e halana ia ia lakou 
 And through the rivers, they will not overflow you 
Ia oe e hele a’e maloko o ke ahi, a’ole oe e wela 
 When you walk through the fire, you will not be scorched 
A’ole ho’I e ai aku ka lapalapa ahi ia oe 
 Nor will the flame burn you 
 

Ekolu (verse 3) 
No ka mea, o wau no Iehova kou Akua 
 For I am the Lord your God 
Ka mea hemolele o ka Iseraela, kou mea e ola’i 
 The Holy One of Israel, your Savior 
Ua haawi au ia Aigupita, I pana’i nou 
 I have given Egypt as your ransom 
Ia Aitiopa, a me Seba ho’i, I uku pana’i nou 
 Cush and Seba in your place 
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Eha (verse 4) 
No ka mea, ua makamae oe ma ko’u mau maka 
 Since you are precious in My sight 
Ua Ho’omaikai ia ho’i oe, a ua aloha aku au ia oe 
 Since you are honored and I love you 
No laila au e pana’i aku ai I na kanaka nou 
 I will give other men in your place 
A e lilo no na lahuikanaka I pana’i no kou ola 
 And other peoples in exchange for your life 
 

Elima (verse 5) 
Mai maka’u oe, no ke mea, o wau pu no mea oe 
 Do not fear, for I am with you 
Na’u no e lawe mai I kau po’e mamo, mai ka hikina mai 
 I will bring your offspring from the east 
A e hoakoakoa no au I kau, mai ke komohana mai 
 And gather you from the west 
 

Eono (verse 6) 
E olelo aku no au I ke kukulu akau, E haawi mai 
 I will say to the north, “Give them up!” 
A I ke kukulu hema ho’i, mai aua oe 
 And to the south, “Do not hold them back.” 
E ka’i mai I ka’u mau keiki kane, mai kahi loihi mai 
 Bring my sons from afar 
A me ka’u mau kaikamahine, mai na kahi o ka honua 
 And my daughters from the ends of the earth 

 

Ehiku (verse 7) 
O na mea ho’i a pau I he aia me ko’u inoa 
 Everyone who is called by My name 
A no ko’u nani I hana aku ai au ia lakou 
 And who I have created for My glory 
Na’u no I ho’okumu, na’u ho’i I hana  
 Who I have formed, even whom I have made.” 

 

Songs and Cheers 
Songs and Cheers are easily memorized and fun to perform.  In most schools, the official school 
song, fight song, Hymn to the Alma Mater, and School cheer are written by students in the first 
graduating classes or by early faculty members.  These too can be a unifying element in developing 
school identity.  The school song or Hymn to the Alma Mater should be taught to all new staff, 
faculty and students at orientation, and they should be sung at all formal school gatherings, 
especially the first chapel of the year and at graduation.  School fight songs and cheers should be 
taught to all new staff, faculty and students at orientation, and are usually sung or cheered at athletic 
events or for less formal school events. School songs and cheers are not easily manufactured.  They 
usually are birthed under special inspiration, when a big event is coming up and someone wants to 
make it extra special, or a student or faculty member is inspired by some great event in the life of the 
school, or because the students want to leave a legacy for those who come after them and get 
together to write the song or cheer. 
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Sample School Song from Pacific Rim Bible College 
PRBC SCHOOL MELE (Modern song that accompanies Hula dancing)  
 

He Hula Wai Ola 
Dance of Living Waters 

Written by John Tilton for the PRBC 2005 Graduation 
 

E Aloha ia oukou i na po' e  
Greetings to all of you  
 
He haumana makou 0 ke Akua  
We are students of the Lord  
 
Me kona 'olelo hemolele ia  
With his Holy Word  
 
He mana makou no ka lanakila  
We are empowered for victory  
 
Like me ke kani 0 ka ipu no ka hula  
Like the sound of the ipu for the hula  
 
E ho'ohana ko'u leo no ka ola hou  
May my voice be used for life anew  
 
Like me ka ipu e lawe i ka wai  
Like the ipu is a vessel to carry water  
 
He ipu makou no kou aloha loa la  
May we be vessels of your love  
 
He holomoana na kupuna  
Our ancestors were voyagers  
 
E holomoana makou 0 Iesu  
May we be voyagers of Christ  
 
E ho'omana me ka haili moe 'uhane  
Empower us with spiritual visions  
 
E ho' omana me ka olelo ola loa  
Empower us with your living Word  
 
Imua makou na koa 0 ke Akua  
Go forth now as warriors 
 
Imua makou kanaka lawelawe  
Go forth now as servants.  
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E ku makou me ka mana'o'i'o  
We stand in faith  
 
E ku makou ... pu'uwai ~ Akua  
We stand with the heart of God.  

 
PRBC SCHOOL FIGHT SONG AND HYMN TO THE ALMA MATER  
Still to be written.  Your class could be the one to begin a great school tradition. 
 

PRBC SCHOOL CHEER 
Still to be written.  Your class could be the one to begin a great school tradition. 

 

Official School ID card 
Another element in developing school identity is the official school ID card.   This identifies them as 
a registered student or staff and faculty member at your school.  Many local businesses and online 
stores provide student or academic discounts for currently enrolled students and staff and faculty at 
schools and colleges. 
 

School History and School Lore 
It helps students, staff and faculty to identify with the school, if they know about those who have 
gone before them at the school.  Take time to write down the history of your school as it develops 
and include it in orientation materials for all students, staff and faculty.  Don’t just write down the 
formal history of the school, but also the popular history of unique events and people, what comes to 
be known as the lore of the school. 
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Chapter 8 Foursquare Ministry Training Viewbook  
and the Handbook CD-ROM 

 
How to Use Section Eight 

 
Section Eight is reserved for the Foursquare Ministry Training Viewbook. By helping you connect 
more readily with leaders of similar institutes, schools of ministry, and church-based Bible colleges 
across the country, the Viewbook will help you network with other ministry training leaders so you can 
exchange ideas, methods and best practices, and you can develop relationships with your peers that will 
provide you with encouragement and help you to grow as an institute leader.  
 
The accompanying CD, includes copies of the Handbook in single-sided and double-sided versions in 
pdf format for easy printout, and in MS Word format for adaptation and customization at your school.  
Front and back covers and 1 inch and 3 inch spine labels are included for use in a view binder. 
 
A Resource CD/DVD is being developed to accompany the Handbook, to provide you with additional 
examples, documents, and manuals that were too large or too numerous to include in the Handbook.  
Additional symposium notes and plenary addresses will also be included. 
 



 

 



 

 

 

 
 
 

 

 
 

God is raising up men & women 
who will take the baton of godly character, 
authentic faith, & servant-hearted leadership 

into the next generation. 
 

QuickTime™ and a
 decompressor

are needed to see this picture.

 
 

Making Disciples 
Serving the Foursquare church through support, consultation, networking, and training 
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