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Organizational Structure

National Bible College and Seminary Administration


1.0 ADMINISTRATIVE STRUCTURE 
1.1 Board of Trustees

The Board of Directors is responsible for monitoring the effectiveness of the National Bible College and Seminary.  The Board exercises all of the power of NBC&S as set forth in the Articles of Incorporation and all the powers allowed under the laws of the State of Maryland.  All practices within NBC&S are subject to the approval of the Board of Directors.

1.2 President

The President is also a member of the Board of Trustees and is a liaison on behalf of the school to the board.  

1.3 Executive Vice President

The Executive Vice President of the National Bible College and Seminary is executor and administrator of all areas of the school. 

1.4 Academic Dean

Provides leadership for faculty and is responsible for developing an active teaching/learning community among students and faculty on campus.  The Academic Dean works collaboratively with the administration to assure high quality instruction in a safe and engaging learning environment.  
1.5 Dean of Graduate Studies

The Dean of Graduate Studies is responsible for the leadership and management of all programs, services, operations and personnel of the Graduate program.  

1.6 Registrar

The Registrar is responsible for the leadership and management of all programs, services, operations, and personnel of the Registrar’s Office
1.7 Academic Division

Academic Divisions are dependent upon the need of the programs on both the graduate and undergraduate level.  The Academic Division consists of the,

Executive Vice President, Academic Dean, Director Institutional Effectiveness, Dean of Graduate Studies, and Chair of General Education. 
2.0 JOB DESCRIPTIONS
2.1 President
General Summary:

The President serves as the chief executive officer of the National Bible College and Seminary.  Working together with the board, the president provides overall leadership—developing, formulating and directing policy and governance in accordance with board policies—and has the opportunity to develop the strengths of the leadership team, focus the college’s vision, and implement the strategic plan. 

2.2 Executive Vice President 

General Summary:

The Executive Vice President is an executive with extensive experience in personnel management, operations, institutional and professional business planning, and strategic planning.  Specifically, managing the entire operation of NBC&S. He works closely with the President and NBC&S Senior Leadership teams in setting and meeting educational goals. Responsible for ensuring efficient and productive administrative operations, as well as, assisting and collaborating in strategic program implantation. Develop and implement key new value added initiatives focused on the coordination of the institutional and professional programs. Maintain quality and compliance within National Ministries. Directly reports to the President.

2.3 Registrar 

General Summary:

The Registrar is responsible for the leadership and management of all programs, services, operations, and personnel of the Registrar’s Office.  Direct the activities to include registration of students, maintenance of student records, classroom scheduling, and related function, to provide a central and consistent registration operation for NBC/S. The registrar reports to the Vice President, and receives evaluations from the Vice President. 

2.4 Dean of Graduate Studies
General Summary:

The Dean of Graduate Studies is responsible for the leadership and management of all programs, services, operations and personnel of the Graduate program.  Directs the activities of thesis/dissertation, curriculum, and course scheduling. The Dean of Graduate Studies reports to and receives performance evaluation from the Executive Vice President. 

2.5 Director of Training and Online Studies
General Summary:

The Dean of Online Studies is responsible for the leadership and management of all training, online programs, services, and operations.  Directs the activities to include training of faculty/students, recruitment of students, formatting of courses, maintenance of courses, and related functions to provide a central and consistent operation for NBC&S online programs. The Director of Training and Online Studies receives evaluations from the Executive Vice President. 

2.6 Academic Dean

General Summary:

The Academic Dean promotes and supports the vision and mission of the college and seminary. Provides leadership for faculty and is responsible for developing an active teaching/learning community among students and faculty on campus.  The Academic Dean works collaboratively with the administration to assure high quality instruction in a safe and engaging learning environment.  The Academic Dean reports to and receives evaluations from the Executive Vice President.

2.7 Librarian 

General Summary:

The Librarian will oversee the management and planning of the library; negotiate contracts for services, material, and equipment; supervise library employees; perform public-relations and fundraising duties; and direct activities to ensure that everything functions properly. The Librarian reports and receives evaluations from the Executive Vice President. 

2.8 Librarian Technician 

General Summary:

Provides technical and administrative support to the Librarian.  Supplies information; maintains resource materials; acquires, prepares, organizes materials and assists users in finding information; and otherwise relieves the Librarian of administrative and technical details.  Becomes familiar with the standard concepts, practices, and procedures within the Library.  Relies on experience and judgment to plan and accomplish goals. Works under general supervision; reports to the Librarian.

2.9 Director of Recruitment

General Summary:

The Director of Recruitment is responsible for recruitment and retention of all students.  The office is to engage in and/or create activities that will increase the enrollment of students and their tenure at NBC&S.  The Director of Recruitment must also maintain communication with alumni, churches, colleges, and vendors to facilitate any needs that may arise.  The Director of Recruitment reports to and receives evaluations from the Executive Vice President by individuals assigned to this position.  

2.10 Director of Student Affairs

General Summary:

The Director of Student Affairs is responsible for recruitment and retention of all students.  The office is to engage in and/or create activities that will increase the enrollment of students and their tenure at NBC&S.  The Director of Student Affairs must also maintain communication with alumni, churches, colleges, and vendors to facilitate any needs that may arise.  The Director of Student Affairs reports to and receives evaluation from the Executive Vice President.

2.11 Director of Institutional Effectiveness

General Summary:

The Director of Institutional Effectiveness develops and manages resources and data to provide information and analyses for institutional planning and assessment at all levels.  The Director exercises a high degree of responsibility, judgment, and initiative in seeking/knowing appropriate information, policies and their relationship to internal and external practices.  Produces accurate and timely data analyses to support institutional decision-making for the improvement and efficiency of NBC&S operations. The Director of Institutional Effectiveness reports to and receives evaluation from the Vice President. 

2.12 Chair of General Education 

General Summary:

The Chair of General Education provides leadership to all the department’s teaching, research, and extension programs.  The Chair of General Education assists in the fulfillment of NBC&S’ mission, planning, and human resources.  The Chair of General Education fosters excellence and encourages a positive and collegial climate within its department. The Chair of General Education reports to and receives evaluation from the Executive Vice President. 

2.13 Chair of Bible and Theology 

General Summary:

The Chair of Bible and Theology provides leadership to all the department’s teaching, research, and extension programs.  The Chair of Bible and Theology assists in the fulfillment of NBC&S’ mission, planning, and human resources.  The Chair of Bible and Theology fosters excellence and encourages a positive and collegial climate within its department. The Chair of Bible and Theology reports to and receives evaluation from the Executive Vice President. 

2.1.3 Administrative Assistant

General Summary:

Provides administrative support to the Administration, Faculty, and Staff.  Supplies information; maintains student files; schedules appointments; produces correspondence and otherwise relieves officials of minor administrative and business details.  Familiar with standard concepts, practices, and procedures within the college.  Relies on experience and judgment to plan and to accomplish goals. Works under general supervision.
2.14 Student Development Coordinator

General Summary:

The Student Development Coordinator is responsible for creating learning opportunities for both in and out of the classroom, which foster both academic excellence and personal development of life skills by our students. Specifically, provide training program development and advising to our students in the areas of leadership, spirituality, student organizations, service learning, and volunteer services. Student Development Coordinator will provide supervision for current programs, services, and operations. Works under general supervision; reports to Director of Student Affairs.

3.0 Personnel Policies
3.1 Definition of Faculty    
The term faculty for the purpose of National Bible College and Seminary is limited to a regular/ full-time faculty member.  A faculty member is considered one whose regular assignment includes instruction, research, and/or public service as a principal activity. Also hold academic rank as professor, associate professor, assistant professor, adjunct professor, or instructor whose appointments are for one complete or fiscal year.

Faculty is further defined as one with a master’s degree, and/or a determinate degree.  In extenuating cases faculty members with a bachelor’s degree in a specialized area may be permitted to instruct in an approved program within an academic or fiscal year.  Such cases involve the approval of the Academic Dean and Vice President.

All faculty members must be graduates with proper credentials from an approved academic school that meet the standards of TRACS.

3.2 Tenure Track Academic Faculty

All tenure tracks associated with the appointments entail full responsibility for teaching, performing research, advising students, and performing professional services at the National Bible College and Seminary.

Professor:  An appointment requiring a master’s degree, doctoral or terminal degree or equivalent and demonstrated sustained quality teaching, wide recognition for scholarly activities, and sustained service to NBC&S and appropriated outside communities.  The appointment is on a contractual basis.

Adjunct Professor: An appointment requiring a master’s degree, doctoral or terminal degree or equivalent and demonstrated quality teaching, recognition for scholarly activities, and service to NBC&S and community.  The appointment is on a contractual basis.

Associate Professor:  An appointment requiring a master’s degree and demonstrated quality teaching, recognition for scholarly activities, and service to NBC&S and community.  The appointment is on a contractual basis.

Adjunct Associate Professor:  An appointment requiring a master’s degree and demonstrated quality teaching, recognition for scholarly activities, and service to NBC&S and community.  The appointment is on a contractual basis.

Instructor Assistant:  An appointment requiring a bachelor’s degree, and demonstrated quality teaching, recognition for scholarly activities and service to NBC&S and community.  
3.3 Non-Tenure Track Academic Faculty 

Guest Lecturer:  A temporary appointment requiring at least a bachelor’s degree, masters or equivalent professional qualifications.  This position requires full responsibility for teaching courses, and being active in professional societies.  This appointment will be on an as need basis.

Visiting Professor: (Professor, Associate Professor, or Assistant Professor): A guest appointment normally offered to a faculty member from another institution and appointed to the rank of that institution.  Responsibilities will normally be similar to those of tenure-track faculty in the department to which the appointment is made.  Visiting appointments shall normally be for one year or less.

Visiting Faculty:  This is an appointment for a limited period, the period to be stated in the contract.  This provision allows for the appointment of specially talented or experienced persons who may contribute directly to the educational life of the school.  The position will carry with it the appropriate rank for the periods of the appointment.  Any persons appointed to such positions by the Vice President, in consultation with either Academic Dean, will be fully affiliated with NBC&S.   

Professor Emeritus (Professor, Associate Professor, and Assistant Professor):  Honorary ranks awarded to retirees who have tenure in the professorial ranks and have served NBC&S with distinction.  Recommendation for emeritus status shall be made by the members of the retiree’s academic department administratively through the President for presentation to the Board of Trustees.  (Refer to Board of Trustees Manual P.53).

3.4 Types of Appointments

Full-time

Undergraduate & Graduate Faculty

1. Terms and conditions of every faculty appointment shall be stated in writing and be in the possession of both school and faculty before the appointment is official.

2. Faculty appointment at the initial time of hiring are made for one year, and are subject to renewal based upon satisfactory performance as determined by the appropriate deans. Faculty contracts are on a rotation basis.

Part-time

Undergraduate & Graduate Faculty

1. Part-time faculty members are employed each semester, as needed.  The use of part-time faculty is contingent upon having sufficient enrollment, as defined by the administration, in the classes that they are contracted to teach.

2. Part-time faculty members are only paid for classes taught.  They are not eligible to receive as such fringe benefits that the school may offer.  The salary scale is adopted by the Board of Directors and discussed with the faculty member prior to employment.  Faculty contracts are on a rotation basis.

3. Each semester, part-time faculty members are paid at the end of the semester with a stipulation that faculty member’s responsibilities are met prior to receiving pay.

4. Part-time faculty will be required to attend faculty meetings with voice.

3.5 Faculty Obligations to Students

The Faculty at NBC&S’ primary obligation to students is to seek to know them and nurture their spiritual and intellectual development, encourage students to develop the capacity for critical judgment, help students engage in a sustained and independent search for truth, cultivate open mindedness and integrity, and foster their individual spiritual growth.  (Faculty should not only help students to learn, but help stimulate an interest in an awareness of the importance of life long learning.) The faculty should encourage students to continue their education.

The faculty should provide an education in a Christian context facility and be sensitive to opportunities to explore the relationship between faith and learning in an atmosphere of tolerance and support. Assist students in developing for themselves a valid and workable worldview.  Faculty must respect the spiritual journey of students.  This will encourage students in cultivating respect for the opinion and beliefs of others.  Students should be encouraged to use their gifts, and educational achievements for the nurturing of church and community.

3.6 Meeting Classes

It is the responsibility of the faculty to conduct assigned classes as scheduled, meet all classes promptly and conduct them for the full class period and maintain accurate class attendance rolls.  

The Academic Dean and Registrar should be consulted if it becomes necessary to make changes in classrooms or hours.  In cases of illness, emergency or other reasons faculty is unable to meet classes, they should inform the appropriate personnel and students in advance if possible, in order not to inconvenience the students.

If at all possible faculty members should cooperate in helping to meet a class when a colleague must be absent for emergency reasons on short notice.

3.6 Faculty Office Hours

National Bible College and Seminary expects faculty members to keep office hours.  Faculty members are expected to include in the course syllabus the class schedule, library hours and hours for counseling the student.  The class schedule and faculty office hours will be posted in a conspicuous area early in the semester.  Office hours should include sufficient time on different days so that students may arrange conference with a minimum of difficulty.  Duplicate schedules and contract hours will be sent to the Academic Dean.

4.0 Recruiting Policies

The College:

A. conducts recruitment of students at all times in an ethical and

responsible manner. Offers of course placement are based on an assessment of the extent to which the Qualifications, proficiency and aspirations of the applicant are matched by the education opportunity offered.

B. ensures that the educational background of intending students is assessed by suitably qualified staff and provides for the training of such staff and agents, as appropriate. In the case of overseas students, the College

c. ensures that offers of course placement are based on assessments by

qualified persons of the extent to which the student’s qualifications and

proficiencies are appropriate to the proposed course.

d. obtains evidence that assessment of an intending student’s proficiency

in English and educational background has been carried out.

e. enrolls international students only in full-time courses.

f. notifies the relevant Government authority on matters relating to

overseas student attendance.

5.0 Enrollment Policies

5.1 Admissions Policy

In considering application, the Admissions Board reviews the applicant complete file (i.e. academic records, recommendation, and personal information).  All applicants will be considered for enrollment regardless of race, sex, national or ethnic origin.  Each applicant will be assessed according his/her academic background and personal relationship with Jesus Christ.  The applicant will be notified of the decision of the Committee.  

A certificate or degree from NBC&S is not a license or ordination, although it is a tool to aid in this process.  Each denomination or non-denominational organization has its own set of guidelines for licensing and ordaining its ministers.  

5.2 Admission Requirements

Acceptance will be granted to the student after evaluation of submitted documentation.  The appropriate fees must accompany the application package.  Full admissions into a program will be granted once student’s application and supporting documents have been approved.

All applicants entering into any program must have graduated from an approved high school or present an equivalency certificate indicating successful completion of the General Education Development (GED) Tests.  Students must have a minimum total score of 2,250 with no scores below 410 on any single test.

Proficiency in the English language is required.  Prospective international students need to take the TOEFL iBT Exam (Test of English as a Foreign Language).  The exam focuses on how well students use English.  Students must achieve a minimum score of 85 for their total score.  Students also must score a minimum score for each test as listed below:


Reading: 20


Writing: 25


Speaking: 20


Listening: 20

Students may register for the exam at www.ets.org.  The TOEFL code for NBC&S is 1308. 

The following distribution of high school subjects is recommended for all applicants for the Bible College certificate and degree programs:



English


4 units



Mathematics


2 units



Modern Language

2 units



History


2 units



Science


2 units



Electives


5 units

5.3 Application Procedures

All applicants should complete the application in its entirety and submit to the Office of Admission and Records (download from www.nationalbiblecollegeandseminary.org).  The application must be accompanied by the following documentation:

a. Application Fee

b. Standard Passport Photo (2)

c. Statement of Faith

d. State of Purpose (Christian Conversion)

e. Pastoral Recommendation

f. Official Copy of High School Transcript

g. Privacy Rights of Students

h. International students must submit their Application Package to their sponsor.

5.4 Application Deadlines

Fall Semester

Spring Semester 

Summer Semester
5.5 ADMISSIONS CLASSIFICATIONS

Regular Student - A student who meets all entrance requirements and is pursuing a certificate or degree program.

Non-Regular Student - A student who desires to take only a limited number of courses for credit, but who is not interested in enrolling in a certificate or degree program. Non-Regular students must follow the application procedures.    

Auditor - A student permitted to enroll in a course without being required to fulfill the normal course requirements in that course when it is taken for credit.  No credit is granted.  Audited courses will be recorded on the official transcript.  Abbreviated admissions credentials are required of those students who are only auditing courses.     

6.0 Academic Polices

6.1 Academic Behavior 
Honesty and integrity at all times on the part of all students is essential if the NBC&S is to achieve its goal of academic excellence in preparation for Christian leadership. We believe that a student's education is the result of individual initiative and industry coupled with the grace of God. 

A high standard of conduct in one's academic experiences is expected. The academic community has a right to expect that students will conduct themselves in ways that are consistent with the highest standards of academic honesty. 

6.2 Academic Dishonesty 
During examinations, academic dishonesty shall include the following: 

· Referring to information not specifically condoned by the instructor. 

· Receiving information from a fellow student. 

· Stealing, buying, selling or transmitting a copy of any examination. 

6.3 Plagiarism 

Plagiarism (papers, projects or any assignment prepared outside of class) shall include the following: 

· Omitting quotation marks or other conventional markings around material quoted from any printed source. 

· Paraphrasing a specific passage from a specific source without properly referencing the source. 

· Replicating another student’s work or parts thereof and submitting it as an original. 

Lack of knowledge of the above is unacceptable as an excuse for dishonest efforts. Any student who knowingly assists in any form of dishonesty shall be considered as equally responsible as the student who accepts such assistance. 

A student must be informed of any accusations of alleged academic dishonesty from any member of the NBC&S community. The procedure for handling cases is as follows: 

1. If the case occurs with respect to an individual professor and course, the case should be dealt with by the professor. The student may be penalized up to and including failure in the course and expulsion from the class. The professor must file a report with the Academic Dean. 

2. The student may also appeal the professor's decision to the Academic Dean. The Academic Dean may confirm, modify, or overturn the decision and/or institute disciplinary action up to and including expulsion from the NBC&S. The student may appeal the Dean's decision to the Vice President for final disposition. 

Any member of the NBC&S community may bring all alleged violation of this academic code directly to the attention of the Academic Dean either personally or in writing. He/she has the responsibility of investigating the complaint and dealing with the involved parties on a one-to-one basis. He/she is empowered to impose appropriate discipline or may refer the situation to the school’s Student Affairs Office for action. 

Students having problems or grievances may submit them to the Academic Dean in person or in writing. The Academic Dean will either respond personally or delegate the issue to the appropriate personnel. Whenever a disciplinary action is issued or a grievance not satisfactorily resolved the student should first appeal to the Academic Dean. If the issue is not settled satisfactorily, the student may appeal directly to the Academic Affairs Committee for review. 

6.4 Academic Probation and Dismissal 
The student must maintain a grade point average of 2.0 each semester.

1.
Academic Warning - An academic warning notice will be placed on the student's semester grade report that his/her academic performance is below 2.0 for one semester.  

2.
Academic Probation - An academic probation notice will be placed on the student's semester grade report that his/her academic performance is below 2.0 for than one semester.  

3. 
Academic Dismissal - The student should expect to be dismissed from NBC&S when cumulative GPA falls below 2.0 for more than three (3) semesters.  Students dismissed for low academic achievement may appeal the decision to the Committee of Academic Affairs or they may reapply for admission after a period of one academic year.  Applicants for readmission need to supply evidence of successful work or course experience since the time of dismissal and submit a plan for successful completion of course work in the future at NBC&S.

Failure to meet all requirements of the letter of reinstatement will result in academic dismissal. International students having M-1/F-1 Visa status who do not maintain the minimum cumulative GPA will not be allowed a period of suspension, but will be subject to academic dismissal as determined by the Academic Affairs Committee. Expulsion is the permanent removal from the NBC&S. 

6.5 Course Withdrawal
Voluntary - A student who wishes to withdraw voluntarily during a semester shall meet with the Registrar. The student must submit a letter of withdrawal and satisfy all financial obligations before withdrawal or they will not receive academic transcripts.  A grade of “W” shall be placed on the student's transcript for the courses in which the student was enrolled.

  The procedure for dropping courses is as follows:


1.  Secure Withdraw form from the Registrar’s Office.


2.  Secure Instructor approval on the Withdraw form.


3.  Return Withdraw form to the Registrar’s Office.

If a student drops a course but fails to secure the proper permissions, he/she will receive a permanent grade of "F" for the course.  If a student takes a course and fails to register for it on the official registration form, no credit will be received for the course.  Hence, a faculty member cannot add, drop, or withdraw a student from a class or from the Institution.

6.6 Repeating A Course Policy

A student who receives a grade of F in a required course must repeat the 

course in order to graduate. When a course is repeated, the last grade 

(points and credit hours earned) replaces the previous grade (points and 

credit hours) in computing the grade average. However, all grade entries 

on the transcript remains a part of the student's permanent academic 

record. The student must indicate that it is a repeat course at the time of 

registering for the course.

6.7 Attendance Policy

It is important for the faculty of the National Bible College and Seminary to be cognizant of the attendance policy.  While classroom instruction and learning is a very important part of our educational process, equally is attending classes, being punctual, and fulfilling class requirements are vital to the academic and Christian character of the student.  Faculty members are required to maintain attendance records and report student absences to the Registrar’s Office at the end of each semester.  The student assumes responsibility for all absences and communication with the professor about absences.  Whether the absence is considered excused or unexcused for a particular class session is a matter to be resolved between the student and the professor.  The professor will document whether the absence is excused or unexcused.  Students are held responsible for the material covered in the class as well as for readings, textbooks, homework assignments, etc.  Students who are not present, on time, and prepared with all materials will find themselves at an extreme disadvantage.  Excessive absences may result in a grade reduction or failure. 

6.8 Audit Policy

Students who enroll on a non-credit basis are classified as audit students.  The cost to audit a course is $180.00. Courses will appear on the student's transcript, but without credit hours. Audit students who enroll in a course and later decide to convert the course for credit shall file an approved academic petition within four weeks prior to the end of the semester and must be passing the course at the time of the request. Upon approval, the student shall pay the additional tuition and must submit all course assignments by the end of the semester for a course grade to be applied to his/her transcript.  Students who do not hold a Bachelor's Degree will not be allowed to audit graduate courses.

6.9 Course Cancellation

Although the college will endeavor to hold all courses scheduled, it reserves the right to cancel any course due to insufficient enrollment. 

6.10 Class Cancellation

During inclement weather (usually ice or snow), the Executive Vice President may cancel or delay classes. In case of inclement weather, the student should be aware of the following:

· We generally follow what the area colleges and universities decide.  We do not follow Prince George’s County decisions.

· We will publicize any closings via NBC 4.  Please check their website (www.nbc4.com) or their news broadcast.

· Decisions regarding closure are made by 7:30 a.m. for morning classes and after 3:00 p.m. for evening classes.  Please do not call the office before these times.

· You may also sign up with nbc4.com to have an alert sent to you via email when the school is closed.  Follow the instructions below to sign-up.

1. Go to www.nbc4.com
2. Click on NBC4 Connected on the left side of the screen.  (You may have to scroll down.)

3. Click on Sign Up for School Closings

4. Scroll down (if necessary) to Closings and Delays E-mail Sign-Up

5. Enter your e-mail address.

6. Select the first letter of your institution’s name – “N”

7. Click the “Next” button.

8. Select Your School or Institution from the drop down menu: National Bible College

9. Optional: Send it to My Text Pager/Phone

10. Click “Next Step” button.

11. Enter pager /cell phone address, not the number (optional).  Your email address should automatically appear in the box.

12. Check each box corresponding to the box regarding where to notify you.

13. Click the “Submit Your Changes” button.

14. You should get a message that you have been registered.  

15. If you receive an error message, there is a mistake in your email address or your cell phone / pager address.  Click the Back button and make any necessary corrections.  

6.11 Incompletes 
Each course syllabus indicates all due dates for required course work. All due dates are final and any change is only at the discretion of the professor. In the case of serious illness, family emergency, or other extenuating circumstances, the professor may grant an extension of not more than six weeks from the end of the term to complete course assignments. All extension requests must be submitted in writing. A temporary notation of “I” (Incomplete) is entered in the student’s academic record until a final grade is determined. Course assignments not completed by the extended deadline will be recorded as a failing grade. An appeal requesting an exception to this policy must be submitted in writing to the Academic Dean.

6.12 Grading 
All grading plans, determined by individual instructors, must: 

1. Provide the student with complete evaluation criteria to be used in the course within the first two class sessions. The criteria should be in writing and included in the course syllabus. 

2. Establish the percentages that each of the criteria is worth toward the final grade. 

3. Announce course attendance requirements. The effect of class attendance on final grades should be specified. 

4. Keep the student reasonably current as to his/her standing in class. Instructors should make every effort to return graded papers or examinations promptly. 

6.13 Grading System 
The grade point system is a simplified means for determining the grade average of the student. The grade points for each course is determined by multiplying the point value of the grade by the credit value of the course. The GPA is computed by dividing the total number of grade points earned by the total number of credits. 

	A+
	4.00 grade points

	A
	3.90 grade points

	A-
	3.80 grade points

	B+
	3.70 grade points

	B
	3.50 grade points

	B-
	3.00 grade points

	C+
	2.70 grade points

	C
	2.50 grade points

	C-
	2.00 grade points

	D+ 
	1.70 grade points

	D
	1.50 grade points

	D-
	1.0 grade points

	F
	0.0 grade points

	P
	Pass (not in GPA total)

	AU
	Audit (no credit)

	W
	Withdrawal


6.14 Grading Scale

A+ = 98-100

B+ = 87-89

C+  = 77-79 

D+  = 67-69

A   = 94-97

B   = 84-86

C    = 74-76

D    =  66-64

A-  = 90-93

B-  = 80-83

C-   = 70-73

D-   = 60-63

F  = 59 & below

After receipt of a grade, a student has one week (seven days) to dispute 
any grade or an "I=Incomplete". If a student fails to submit the required 
course work during the grace period, the final grade given is recorded. Any contingent changes after seven days will be determined by the

NBC/S administration. The student is responsible for all fees. A student

must have a 2.00 (C) average or higher to graduate as an

undergraduate student and 3.00 (B) average or higher to graduate as 
a graduate student.

6.15 Reports 
Grade reports are issued at the end of the semester.  In compliance with Federal Statute, Public Law 93-380, cited as the Educational Amendments of 1974, Section 438, Protection of the Rights and Privacy of Parents and Students, all reports of grades are mailed to the student at the address indicated on the Admission Application.  Errors on the grade report other than grade errors should be reported to the Registrar within two weeks of receiving the grade report.  The student's copy of the grade report will be mailed within three weeks after the completion of the semester. 

6.16 Classification of Students
The student body is divided academically into four classes: freshman, sophomore, junior, and senior.  Students are classified academically on the following basis:


Freshman - 
Less than 30 semester hours


Sophomore - 
Completion of at least 30 semester hours 


Junior - 
Completion of at least 60 semester hours 


Senior - 
Completion of at least 90 semester hours 


Full-time Students - 
Those carrying 12 or more semester hours


Part-time Students - 
Those carrying less than 12 hours

Probationary Students - 
Those whose academic loads have been reduced because of a deficient grade point average

6.17 Registration 
Please refer to the academic calendar for official registration dates. Late registration dates are listed by each course on the semester schedule. A $25.00 late registration fee will be charged for late registration, as well as all tuition and fees. All tuition and fees must be paid in full before coursework can begin. 

6.18 Taping Lectures 
Students must receive permission from the instructor before audio or video taping any class lecture. 

6.19 Time Limit for Degree Candidates 
Degree requirements are normally to be completed within two to four years, although students may take up to six years or more, depending on the degree program. Students who have not registered for more than four consecutive semesters must meet all course and quality requirements in effect at the time of re-entry. Please refer to the academic catalog for information on time limits for each degree program. 

6.20 Transcripts 
Student transcripts are kept on file in the Office of Records.  A copy of the transcript includes only the academic record accumulated by National Bible College and Seminary.  Money orders should be made payable to National Bible College and Seminary. Copies of transcripts furnished from other institutions become the property of the Institution and will not be furnished for other purposes.  All transcript requests must be made by students and must be in writing.  Transcripts will not be issued for students who have outstanding fees or fines.  Transcripts will take up to five (5) business days to process.

Definitions:  

1. An Official Transcript has the National Bible College and Seminary seal, date, and an appropriate signature for students who have attended this institution.  Official transcripts cost $7.00 each for all degrees.  Official Transcripts can only be released upon receipt of a written request from the student.

2. An Unofficial Student Transcript is an unofficial record of grades obtained while a student is attending NBC&S.  It is issued to the student and has the appropriate signature and is dated without the college seal.  When all coursework has been completed and all financial obligations are fulfilled, one (1) Unofficial Transcript will be available at no charge.  All subsequent Unofficial Transcripts are $5.00 each.

Transcripts are available for a fee ($5.00) upon written request of the student and in accordance with the Family Educational and Privacy Rights Act (FERPA). Forms to request transcripts are available in the Office of Student Services. Transcripts sent to or given to students are unofficial, and will not be embossed with the NBC&S seal. 

6.21 Practicum 
A practicum provides an excellent means for students to apply concepts learned in the classroom to a Christian environment. Many students use a practicum to prepare themselves more completely for their ministry after graduation. The practicum is available for graduate credit. There is also an undergraduate equivalent to a practicum available for students pursuing their undergraduate degree. Students interested in either should contact the Academic Dean. 

6.22 Change of Student Information 
Each student should immediately notify the Office of Student Services of any changes in name, mailing address, telephone, E-mail, Fax, pager, or cell phone numbers. 

6.23 Leave of Absence 
Students need to contact the Registrar for an extended absence of a semester or longer. A degree-status student may petition for a leave of absence of up to one academic year. An approved leave of absence secures the student’s standing in the program during that period of time. A leave of absence is granted only to students in good standing and does not constitute a waiver of the statute of limitations for completion of the degree. Petitions are available from the Student Affairs Office. 

A degree-seeking student may request a leave of absence of up to one academic year by filling out the Withdrawal/Leave of Absence Request Form. It should be understood that an approved leave of absence will secure the student’s standing in the program during that period of time only and does not constitute a waiver of the statute of limitations for completion of the degree. The Leave of Absence must be approved by the Vice President. 

6.24 Military Mobilization 
Students called up for active military duty may be able to obtain a refund of payments made to their account for the semester during which they were chosen for active duty. The NBC&S will explore with the student different ways to complete the semester courses through independent study or through other means. If a student is not able to complete the semester, a written request for refund or reversal of charges with proof of summons for military duty should be submitted to the Finance Office for action. Since a student’s enrollment status is likely to be effected because of the length of their military duty, the NBC&S may extend the deadlines for completion of any academic program.
6.25 Transfer Students
National Bible College & Seminary welcomes transfer students desiring to pursue their educational goals in Christian studies and who wish to transfer from another accredited or approved college.  However, each course is individually evaluated before acceptance to ensure that it meets the requirements of similar offerings at NBC&S.  The decision to accept or reject transfer of credits rests solely with NBC&S. 

Official transcripts (certified and sealed) must be submitted directly to the Enrollment Management office from all institutions of learning attended after high school graduation.  Transcripts must indicate courses entered, courses in progress, courses completed, grade, and semester/semester credit hours earned (as well as the accreditation of the college).
Undergraduate

Results of aptitude and other special tests taken and evidence of standing should also be indicated on the transcript. Since NBC&S is a Bible college, credits may also be given for specific classes, seminars, conferences and programs relating to Biblical topics. 

The final decision on transferring credits will be made, put in writing, and sent to the registrar for inclusion in the student’s folder.  The registrar will then give the student a timely response as to the acceptance/rejection of transfer of credits.  Once the registrar receives the certified transcript, he/she will forward it to the Dean who will work closely with the members of the appropriate department in making the final decision on transfer of credits.  Only work completed with a "C" or better is transferable.

Graduate

Graduate students may transfer up to 9 credit hours.  Transcripts dated beyond ten (10) years will not be accepted.

The final decision on transferring credits will be made, put in writing, and sent to the registrar for inclusion in the student’s folder.  The registrar will then give the student a timely response as to the acceptance/rejection of transfer of credits.  Once the registrar receives the certified transcript, he/she will forward it to the Dean who will work closely with the members of the appropriate department in making the final decision on transfer of credits.  Only work completed with a "B" or better is transferable.

7.0 Graduation Policies
7.1 Graduation Requirements 
It is the student's responsibility to make sure he or she is completing required courses on schedule to graduate on time. In order to be eligible for a degree, the candidate must have completed the required number and distribution of courses and have met the other requirements of the NBC&S. 
7.2 Undergraduate Requirements 

To be recommended for a certificate or degree, the student must satisfy the following conditions:


1.
The completion of the prescribed program with a passing grade in each course, and with an overall grade point average of 2.0 or better.  


2.
The evidence of genuine Christian faith and a consistent testimony. 


3.
Settlement of all financial obligations to the school. 


4.
Submission of a completed "Application for Graduation" as outlined on the academic calendar of the year the student plans to graduate.    


5.
Certificate in Biblical Studies - the student must have completed a minimum of 30 credit hours including all requirements.


6.
Associate in Biblical Studies Degree - the student must have completed a minimum of 60 credit hours including all course requirements.


7.  
Bachelor of Ministry Degree - the student must have completed a minimum of 120 credit hours including all course requirements. 


8.  
The student must meet the internship or practicum, if the curriculum requires one.


9.  
Time allotment for Degree completion -



A.
A student enrolled in a degree program is allowed ten years to complete the program.  In the event of a change in Major, this may be extended to twelve years with administrative approval.



B.  
Any student dropping out for more than one year will be readmitted under the new catalog.


10.  
Variance from Stated Requirements.  In special cases, certain course substitutions may be made for required courses.  For any deviation from stated requirements for graduation, a petition must be filed with the Vice-President or Academic Dean.  If approved, a copy of the petition will be placed in the student's file.

7.3 Graduate Requirements

To be recommended for a certificate or degree, the student must satisfy the following conditions:


1.
The completion of the prescribed program with a passing grade in each course, and with an overall grade point average of 3.0 or better.  


2.
The evidence of genuine Christian faith and a consistent testimony. 


3.
Settlement of all financial obligations to the school. 


4.
Submission of a completed "Application for Graduation" as outlined on the academic calendar of the year the student plans to graduate.    


5.
Master of Theological Studies - the student must have completed a minimum of 30 credit hours of required studies.


6.
Master of Divinity - the student must have completed a minimum of 90 credit hours of required studies
   The student must write and defend a Master Thesis.


7.  
Doctor of Ministry - the student must have completed a -minimum of 30 credit hours of required studies.  Students must write and defend a Doctoral Dissertation. 


8.  
The student must meet the internship or practicum, if the curriculum requires one.


9.  
Time allotment for Degree completion -




--A student enrolled in the Master of Theological Studies program is allowed 2 years to complete the program.  In the event of a change in major, this may be extended with administrative approval.




--A student enrolled in Master of Divinity program is allowed 4 years to complete the program.  In the event of a change in major, this may be extended with administrative approval.




-- A student enrolled in Doctor of Ministry program is allowed 3 years to complete the program.  In the event of a change in major, this may be extended with administrative approval.

            -- Any student dropping out for more than one year will be re-admitted under the new catalog.


10.  
Variance from Stated Requirements.  In special cases, certain course substitutions may be made for required courses.  For any deviation from stated requirements for graduation, a petition must be filed with the Executive Vice President or Academic Dean.  If approved, a copy of the petition will be placed in the student's file.

7.4 Granting Degree and Commencement 
The annual commencement convocation is held at the end of the spring semester.  Students who complete degree requirements the preceding semesters will be invited to participate in the spring commencement exercise.

7.5 Graduation Fees

All fees associated with graduation must be paid in full by the first Monday in May whether the candidate receives the degree in person or in absentia.  Graduation fees include: cap, gown, diploma, and invitations.  Graduation fees are non-refundable.

8.0 Financial Policies

8.1 Payment Plan

At the time of registration, the student will pay one third of the full tuition. The remaining payments are due in two installments at the first of each month. All classes must be paid in full by the end of each semester.

8.2 Pay in Full

Students who pay in full at registration will receive a ten percent (10%) discount, to be applied immediately.    

8.3 Third Party Assistance

Students who are receiving tuition assistance from a third party (employer, church, etc.) must bring an official statement from the source at the time of registration stating the level of assistance.  It is the student's responsibility to see that payment is made.
8.4 Returned Checks and Late Payments
A returned check is any check written to National Bible College and Seminary that is returned due to insufficient or stopped payment.  A returned check fee of $30.00 and any late fees due will be applied to the account for each check that is returned.  Checks are deposited only once.  If your account has two returned checks, all remaining payments must be made by cash, money order, MasterCard, Visa or Debit card.  If your account has three late payments, we reserve the right to ask you to pay your account balance for the year in full.

8.5 Refund Policy

Any student who withdraws from courses or the College/Seminary in writing and whose withdrawal is officially approved, may receive a refund for tuition and course related fees as follows: 

· 100% if dropped before the first week of the semester
· 90% if withdrawal is before the end of the first week of the semester
· 80% if withdrawal is before the end of the second week of the semester
· 70% if withdrawal is before the end of the third week of the semester
There are no refunds after the third week of the semester.  All refunds will be paid to the student, 30 days after check has cleared the bank.

8.6 Cost Adjustments

The NBC&S reserves the right to adjust tuition and other fees whenever it is deemed necessary.

8.7 Finance Office Hours and Address

The Finance Office hours are Monday through Friday from 7:30 a.m. to 9:30 a.m., and from 3:00 p.m. to 5:30 p.m. Thursday from 7:30 a.m. to 9:30 a.m. and from 3:00 p.m. to 8:00 p.m. The drop box is available when office is closed.  There are some days the Finance Office may not be open, such as school holidays and some school closures. Please call 301-567-9507, extension 8121, if you have questions about these hours. Also, if you have a special need to see Finance Office personnel when the office is not open, please call to schedule an appointment.

All payments are to be made to the finance office (located across the street from 
the National Bible College and Seminary). Payments may be mailed to: 


National Bible College and Seminary

6700 Bock Road

Fort Washington, MD 20744

Attn: Finance Office

9.0 Due Process Provisions for Academic/Non-Academic

9.1 Non-Academic Misconduct

Non-academic misconduct includes, but is not limited to, willful damage to

College property, illegitimate removal of library stock from the Library, misuse of Library resources (e.g. of student computers), sexual harassment and activity that brings the College into disrepute.

Where specific procedures for dealing with particular types of nonacademic misconduct appear elsewhere in this Manual, they will be applied. In all other cases, the following procedure will be applied.  
The Ethics Board will be responsible for investigating alleged non-academic misconduct with regard to reasonable confidentiality, fairness, transparency and natural justice. The Ethics Board may draw upon the assistance of anyone whose expertise or experience is considered desirable in arriving at decisions or conclusions.  Any decisions or conclusions arising from the investigation will be communicated in writing to the student alleged to have been responsible for the misconduct. This will include a description of any disciplinary action considered necessary as well as the reasons for such action. With regards to enrollment in the College’s programs, the Executive Vice President may terminate or vary the terms of the student’s enrollment if this is considered appropriate.

9.2 Academic Misconduct

The National Bible College and Seminary views academic misconduct as a serious matter.  NBCS are responsible for rigorously pursuing the highest possible standards of academic honesty and integrity.

Academic misconduct may encompass the following actions:

􀂾 taking unauthorized materials into an examination;

􀂾 submitting work knowing it to be the work of another person;

􀂾 improperly obtaining knowledge of an examination paper and using that knowledge in the examination;

􀂾 arranging for another person to sit an examination in the place of the candidate;

􀂾 failing to acknowledge the source of material for term/ research paper, thesis, or dissertation

Students are expected to acknowledge the source of their ideas and expressions used in their written work. To provide adequate documentation is not only an indication of academic honesty but also a courtesy enabling the reader to consult sources with ease. Deliberate failure to provide documentation may constitute plagiarism, which is subject to a charge of academic misconduct.

Plagiarism might be defined as the willful reproduction or paraphrasing of substantial unacknowledged written passages in a student’s work, or pretending that a scholar’s ideas are the student’s own. Students are required to acknowledge by use of footnotes the origin of extracts, quotes and paraphrases contained in their work. Quotation marks are to be inserted around quoted material
9.3 The Informal Procedural Process:


1.
A student who believes that he/she has been aggrieved must first attempt to seek an informal resolution with the other party involved in the dispute (e.g., grade dispute with instructor).


2.
If the student is unable to resolve the dispute with the primary party of the dispute, then the student is to bring the dispute to the Student Affairs Office.  The Director of Student Affairs or his/her designee will seek to reach an informal resolution through mediation between the parties. In the event there is no resolution, case will referred to the Dean’s office. 

3.
If the mediation at the Dean's level fails, then the student's grievance is assigned consigned to the Executive Vice President.

  9.4 The Formal Procedural Process:


1.
Student grievances, which are assigned to the Student Affairs office, must be specified in writing. A student's written statement, along with supporting evidence, constitutes a case document.


2.
The second party to the dispute is also required to provide the Director of Student Affairs a written statement with his/her account of the dispute.


3.
The Director of Student Affairs is then required to set a date for 


convening a meeting to hear the case as expeditiously as possible.  All parties are to be informed, in writing, of the charges and the meeting date, as well as a statement requesting his/her presence.


4.
During the hearing, the student presents his/her case, after which the accused party is allowed to present the other side.


5.
Following the hearing, the Director of Student Affairs will inform all 

parties, in writing, of his/her decision.  The Executive Vice President and Academic Dean of NBC&S are also sent a copy of the decision.
10.0 Standards of Conduct

National Bible College and Seminary is committed to education for Christian leadership. NBC&S encourages students to develop spiritually with an awareness of ethical and moral issues, and to be resolute regarding their own responsibility for upholding and strengthening Christian standards of behavior. Students are expected to live a life that reflects a firm commitment to Jesus Christ and the Word of God and students should be maturing in Christ and manifesting the fruit of the Spirit (Galatians 5:22, 23). The NBC&S expects tangible evidence of mature Christian convictions and discerning judgment  
Students are expected to obey applicable local, state, and federal laws as well as the policies of the NBC&S. As they desire rights and responsibilities for themselves, they are expected to respect the rights and responsibilities of others. For infractions of laws, regulations, policies, and standards, students may be subject to disciplinary action up to and including dismissal from the institution. Such disciplinary action may be imposed for violations that occur off campus when the violation may have an adverse effect on the educational mission of NBC&S. 

10.1 Student Standard of Conduct 
I understand that my preparation for Christian work requires my personal commitment to the Lord Jesus and separation from sin.  I further realize that as a NBC&S student, I represent the Lord Jesus Christ as well as the College and Seminary.  I am aware that the Scriptures prohibit sins (i.e., stealing, sexual immorality, occult practices and cheating) and attitudes (i.e., pride, lust, bitterness, harmful discrimination, jealousy and an unforgiving spirit), which are to be avoided.  In addition, I understand that certain types of activities are questionable and I will avoid those activities as determined by the College and Seminary for testimony's sake.  As a member of the NBC&S family, I pledge myself, therefore, without reservation to these lifestyle commitments:


1.
To recognize the authority of the administration and faculty of NBC&S and the Board of Trustees of NBC&S over all procedures, policies, and guidelines in governing the College and Seminary;

2.
To demonstrate integrity and good stewardship in all financial obligations and dealings;

3.
To live in a manner consistent with the Word of God and submit to the authority of the Scriptures in matters of faith and conduct and to the control of the Holy Spirit;  

4.
To demonstrate a spirit, which recognizes the Lordship of Christ and expresses the biblical concept of love for God and man?
5.
To dress casually, except when notified; however, no shorts, T-shirts, tank tops, etc., may be worn.  Each student is expected to practice modesty and good hygiene;  

6.
To actively support the cause of Christ and to endeavor to win others to faith in Him;

   7.     To respect the interdenominational character of NBC&S by 


refraining from propagating potentially divisive doctrines;

           8.      During classroom prayer or worship, refrain from the laying of 


 hands or ministering to other students without their consent and     

                    professor’s approval;      



 9.
To maintain academic integrity at all times in order to complete  

                      assignments, tests, and research.  Plagiarism and other forms of  




academic cheating will not be tolerated;



10.
To appreciate the facilities of NBC&S and have a custodial      




concern for maintaining both its natural and physical facilities;



11.
To abstain from the sale and use of alcohol, tobacco, and illegal 




drugs;

12. To refrain from gambling and social dancing, and attendance at night clubs, bars, and similar places;

14.

To subscribe to the biblical standards for human sexuality of heterosexual relationships within the context of marriage, or sexual chastity for those who are single.



15.       Pagers and cell phones must be on vibrate during class sessions.

I understand that the STANDARDS OF CONDUCT are to guide my behavior on and off the campus for the time I am enrolled in NBC&S.  While it is recognized that personal preferences differ and that every member of the College and Seminary community might not agree with every detail of these standards, I must honorably adhere to them.  Such an attitude on my part is a way I can develop Christian discipline, exhibit Christian maturity and demonstrate the love of Christ in concern both for the integrity of the College and Seminary itself, as well as for the personal welfare of other believers.  Further, I understand that failure to cooperate in maintaining the Standards will lead to appropriate disciplinary action and/or possible dismissal.

11.0 Transfer of Credit 

11.1 Principles


a. Official transcripts (certified and sealed) must be submitted directly to the Enrollment Management office from all institutions of learning attended after high school graduation. 


b. Transcripts must indicate courses entered, courses in progress, courses completed, grade, and semester/quarter credit hours earned (as well as the accreditation of the college).  


c. Transcripts dated beyond ten (10) years will not be accepted.

      d. Results of aptitude and other special tests taken and evidence of standing should also be indicated on the transcript. 

       e. Credit may be given for specific classes, seminars, conferences and programs relating to Biblical topics (undergraduate only). 

        f. The final decision on transferring credits will be made, put in writing, and sent to the registrar for inclusion in the student’s folder.  


  g. Once the registrar receives the certified transcript, he/she will forward it to the Dean who will work closely with the members of the appropriate department in making the final decision on transfer of credits.  Only work completed with a "C" (undergraduate)/ “B” (graduate) or better is transferable.

        h. All undergraduate students receiving a degree from NBC&S, regardless of the number of transfer credits, must complete the 30 hours of core courses.  

        i. Graduate students may transfer up to 9 credit hours.  

12.0 INTERNATIONAL STUDENTS

12.1 Terms and Conditions for Applying  

According to United States Citizenship Immigration Services, NBC&S may issue a SEVIS Form I-20 to a foreign applicant accepted for enrollment in a full course of study only after the following conditions are met:

· The prospective student has submitted a written application to the NBC&S.

· The written application, the student’s transcripts or other records of courses taken, proof of financial resources for the student and other supporting documents have been received, reviewed, and evaluated at NBC&S.

· The Vice President has determined that the prospective student’s qualifications meet all standards for admission.

· The Office of Admissions has accepted the prospective student for enrollment in a full course of study.

Once NBC&S has issued the student an I-20 Form (application for student Visa) the following may take place:

· The student can schedule an appointment at the Local Embassy to apply for a visa. 

· An M-1/F-1 student status may be granted to a student who seeks entry into the United States for the purpose of pursuing a full course of study at NBC&S and is authorized to enroll as an M-1/F-1 student.  

· When applying for an M-1/F-1 visa, the student must prove to a U.S. consular officer that he/she wishes to enter the United States temporarily and solely for the purpose of vocational study and academic study that the student has “a residence in a foreign country which he/she has no intention of abandoning.”

12.2 Maintenance of Status

A student admitted to the United States under M-1/F-1 status must meet certain obligations in order to maintain status:

· The student must continue to carry a full course of study at NBC&S.

· The student must not accept unauthorized “Employment” and must keep his or her passport valid.

· The student must apply to the USCIS (United States Citizenship Immigration Services) for an extension of stay if he/she wishes to remain in the United States beyond the period of time for which he/she was admitted.

· The student who wishes to transfer to another school must apply to USCIS for approval prior to making the transfer.

· The student who fails to maintain status is not eligible for a 30-day grace period and may be removed from the United States.

NBC&S is obligated to report the following to SEVIS within 21 days of their occurrence:

· Any student who has failed to maintain status or complete his or her program.

· A change of the student or dependant’s legal name.

· A change of the student or dependant’s U.S. address. 

· Any student who has graduated early or prior to the program completion date listed on SEVIS Form I-20.

· Any disciplinary action taken by NBC&S against the student as a result of the student being convicted of a crime.

· Any other notification request made by SEVIS with respect to the current status of the student.

· SEVIS registration and enrollment reporting on all students.

· Whether a student has enrolled at NBC&S, dropped below a full course of study without prior authorization, or failed to enroll.

12.3 Vacation Period

An M-1 student attending an approved institution is allowed to take the summer as a vacation period and remain in status only if:

· The student has completed an academic year of studies prior to the summer vacation.

· The student intends and is eligible to enroll at the same school during the term or semester immediately after the vacation, and

· The summer vacation period at the school the M-1 student is enrolled is normally observed as a vacation.

12.4 Practical Training:

An M-1 student may be eligible to accept employment in order to obtain practical training, but only after completion of his or her studies.

Permission to engage in practical training is not automatically granted and care must be exercised in the preparation of practical training applications.

13.0 Equal Opportunities Policies                        
13.1 Equal Opportunity

NBC&S is committed to providing Christians from all walks of life with the opportunity to undertake theological studies in an evangelical setting. It is committed to the principle of access and equity in theological education and encourages all Christians, irrespective of gender or race, to participate in its programs with the goal of becoming better equipped to communicate the gospel of Christ in the world today. The Bible College is likewise committed to equity in the treatment of its staff.

13.2 Equal Opportunity - Procedures

National Bible College and Seminary promotes this policy by ensuring that


a. Standards of Christian behavior with regard to all kinds of discrimination are promoted through courses offered, in particular Spiritual Formation classes;

b.  Equal opportunity policies are in place, widely dispersed and understood;

c. Barriers to access and participation are identified and strategies developed to overcome them;

d. Key staff are identified as having responsibility for equal opportunity matters.

Staff are responsible for ensuring that they understand and implement the policy and behave in a courteous, sensitive and non-discriminatory manner when dealing with other staff and students.

Students are responsible for behaving in a courteous, sensitive and non-discriminatory manner when dealing with staff and other students.


13.3 Racial Discrimination Policy
There are high expectations regarding standards of behavior by the staff and

students of NBCS.  Students and staff seek to follow the example that our Lord has given us in Christian living. However, NBC&S is obliged to have policies and procedures in place to deal with the issue of racial discrimination

It is the goal of NBC&S to maintain an environment that is absolutely free from any nature of harassment, because of race, color, sex, age, creed, national origin, or handicap/disabled veteran.

Discrimination on the basis of race is unacceptable at NBC&S.  Such behavior threatens to destroy the environment of tolerance and mutual respect in which all members of the community – students, faculty, staff, and administrators strive to create an environment free of racial harassment.  Racial harassment is contrary to the school’s policy of equal opportunity and will not be tolerated in the school’s community.

Racial harassment is defined as conduct, when engaged in by one in an official position that:

1. Discriminates on the basis of race; (a) in terms, conditions working environment of privileges of employment; (b) in enrollment, course assignment, grade, or opportunity for participation in any school benefit, service, or offering.

Any persons who considers themselves to have been the object of racial harassment are encouraged to express freely responsibility, and in an orderly way their opinions and feelings to the appropriate Dean.  All complaints will be investigated in a confidential manner to preserve the reputation and integrity of the involved individuals.

13.4 Sexual Harassment Policy
There are high expectations regarding standards of behavior within the staff and students of NBC&S. Students and staff seek to follow the example that our Lord has given us in Christian living. However, NBC&S is obliged by law to have policies and procedures in place to deal with the issue of sexual harassment, something which is unlawful in Maryland.

This NBC&S policy enforces the mandates of Title VII of the Federal Civil Rights Act of 1964 and creates an academic environment free of sexual harassment. The NBC&S community will not tolerate sexual harassment and is committed to providing and preserving an atmosphere free from all forms of harassment. 

Definition 

Sexual harassment is defined as any unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when it becomes a condition of an individual’s admission, evaluation, graduation, or other aspects of academic progress or employment; used as a basis for academic or employment decisions affecting such individual; or such conduct has the purpose or effect of unreasonably interfering with an individual’s academic or work performance or creating an intimidating, hostile, or offensive academic or working environment. All members of the NBC&S community experiencing sexual harassment in the classroom or on the job should seek consultation with the Vice President.

14.0 Health, Safety, and Welfare

The College Safety Officer is the Administrator though the Executive Vice President has ultimate responsibility for ensuring that safety requirements are met. This person is required to identify health and safety issues around the College and to institute action to address any concerns. Other personnel may be appointed to take specific responsibilities within the College. This section details a number of the College health and safety measures which are in place.

14.1 First Aid

One staff member will maintain a current basic first aid competency by attending the relevant First Aid course offered by the Red Cross or equivalent. This person will act as the College First Aid Officer and maintain the first aid box which is located in the Registrar’s Office.

14.2 Crisis Management 

Earthquake 
Red Cross Instructions: 

Know What to Do When the Shaking Begins 

• Drop, Cover, And Hold On! Move only a few steps to a nearby safe place. Stay indoors until the shaking stops and you’re sure it’s safe to exit. Stay away from windows. In a high-rise building, expect the fire alarms and sprinklers to go off during a quake. 

• If you are outdoors, find a clear spot away from buildings, trees, and power lines. Drop to the ground. 

• If you are in a car, slow down and drive to a clear place (as described above). Stay in the car until the shaking stops. 

Identify What to Do After the Shaking Stops 

• Check yourself for injuries. Protect yourself from further danger by putting on long pants, a long-sleeved shirt, sturdy shoes, and work gloves. 

• Check others for injuries. Give first aid for serious injuries. 

• Look for and extinguish small fires. Eliminate fire hazards. Turn off the gas if you smell gas or think its leaking. (Remember, a professional should turn it back on.) 

• Listen to the radio for instructions. 

• Expect aftershocks. Each time you feel one, Drop, Cover, And Hold On! 

• Inspect for damage. Get everyone out if your location is unsafe. 

• Use the telephone only to report life-threatening emergencies. 

Fire 
· Press the two red buttons on the security alarm located at one of the exits to alert the fire department and alert other persons to exit the building. 

· At any building phone dial 911. Give specific information as to the nature of the fire and its specific location. The NBC&S address is 6700 Bock Road Fort Washington, MD 20744 and the phone is (301) 567-9503.  Contact NBC&S security (202) 907-2886/(202) 907-2923.

· Contact security or see emergency safety plan to locate nearest fire extinguisher and follow directions on the extinguisher. The three basic ways to put out a fire are (1) take away its fuel, (2) take away its air (smother it), and (3) cool it with water or fire extinguishing chemicals. Never use water on an electrical fire; rather use only fire extinguishing chemicals. 

Police 
Call 911 for police emergencies. If people throughout the building need to be warned of danger, press red buttons on the alarm at various exits. Be advised, if both emergency buttons are pressed, the alarm not only alerts police but sounds throughout the building. 

Health 

If a situation is obviously life-threatening, such as heart attack, choking, or severe injury: At any building phone dial 911. Give specific information as to the nature of the problem and the specific location of the injured person. The NBC&S address is 6700 Bock Road, Fort Washington, Maryland 20744 and the phone number is (301) 567-9503. A first-aid kit is located at the receptionist’s desk. 

If a situation is not life-threatening, contact security or administrative staff. A first-aid kit is located at the receptionist’s desk. 

Person Exhibiting Threatening Behavior 

If a stranger is menacing, threatening, out of control, displaying a weapon, etc., do the following: 

· From any building phone dia1 911. 

· Give specific information to the police as to the nature of situation and its specific location. The NBC&S address is 6700 Bock Road, Fort Washington, Maryland 20744 and the phone number is (301) 567-9503. 

· Contact administrative staff immediately. 

· Do not attempt to resolve the situation alone. 

15.0 Student Records and Files
15.1 Student Records

College maintains records about each student in hard-copy and computerized forms, both for internal use in connection with its academic programs and records.

15.2 Student Files

A student file is maintained in the Office of the College. A student is entitled to have access to his or her student file.

Student files are the prime repository for correspondence and documentation relating to a student’s admission to, enrollment in, and progress through the College and include the following:

􀂾 Application to study including confidential references;

􀂾 personal details - including name, address and date of birth;

􀂾 student appeals, scholarships and awards.

15.3 Confidentiality of Student Records

National Bible College & Seminary provides confidentiality of student records. This policy is in compliance with the Family Educational Rights and Privacy Act of 1974 (FERPA) as amended.

A confidential record is any document which is marked thus by the author and/or is considered to be so by the Executive Vice President of the College.  The institution may provide directory information (i.e. student name, address, telephone number, date and place of birth, major field of study, dates of attendance, degrees and awards received, the most recent previous educational agency or institution attended by the student and participation in officially recognized activities).  Students may withhold directory information by notifying the registrar in writing. 

The College will only grant access to a file if the student is the subject of that file, and to staff whose duties require them to have access. The file may be viewed only in the Office in the presence of a staff member. Any document of a confidential nature or which is marked confidential or which contains information on another student will be removed before viewing and replaced by a brief description of the document removed. Photocopies of documentation required by the student will be provided for a fee as determined by the Registrar.

Information about a student or former student held by the College will not be released or revealed to any person (including relatives) or organization without the written permission of the student except where the College is legally required to release such information. In all cases, the bona fides of the person or organization requesting the information will be confirmed before any information is released. Examples include:

􀂾 Governmental departments such as those responsible for education and visas for overseas students.

􀂾 The College will provide information concerning a student if required to do so under a Court order.

􀂾 Information may be released to the police where a student is reasonably suspected of having committed a criminal offense, can assist in the prevention or solving of a crime, or in the case of an emergency.
15.4 Directory of Records 
Please contact the Registrar if you wish to review your semester grades or current transcript. Official transcripts cannot be issued directly to students. Students may receive an unofficial copy only. 

16.0 Policies and Procedures  

16.1 Maintaining Standards

The National Bible College and Seminary ensures that it maintains the standards and these standards are outlined in this Policies & Procedures Manual.  In order to achieve this, the College has in place feedback mechanisms that identify any issues that need addressing.

16.2 Feedback Mechanisms

The College receives feedback as to its programs from the following:

􀂾 Student Government Association

􀂾 Ethics Board

􀂾 Student Course Evaluation

􀂾 Enrollment Management Assessment

16.3  Allocation of Responsibilities

The Executive Vice President is responsible for ensuring that the College meets all standards, complies with all written policies and procedures found in this and other manuals.

􀂾 Monitoring feedback received above;

􀂾 Ensuring relevant documentation is available to regulatory bodies as required;

􀂾 Recommending any improvements necessary in order to meet standards;

􀂾 Liaison  with government registering bodies;

􀂾 Annually completing the “Self Assessment” document, noting any areas for improvement;

􀂾 Ensuring that policies and procedures are understood and implemented by staff of the College;

􀂾 Advising government regulatory bodies of any significant changes in the

College operation.
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