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"The men that will change the colleges and 

seminaries here represented are the men that 

will spend the most time alone with God.  

 

It takes time for the fires to burn. It takes time 

for God to draw near and for us to know that 

He is there. It takes time to assimilate His 

truth. You ask me, How much time? I do not 

know. I know it means time enough to forget 

time." 

 
- John Mott 
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ABOUT US 
 
Welcome to Life College and Seminary! As you continue 
your educational journey, we want you to know that we are 
here to help you to reach your goals.  As you strive to 
understand the Word of God, prepare for the ministry that 
the Lord has ordained for you and earn the certification that 
you require to be established and respected as a man or 
woman of God Life College & Seminary is here to assist.  
 

Each of us here at Life College have traveled a road like 
the one that you are taking.  We understand the 
challenges and difficulties which your facing. We want to 
encourage you to begin the journey, knowing that you will 
not be alone in the process. As you gain knowledge and 
understanding of the deep things of God, you will find your 
relationship with Christ deepening and becoming stronger. 
Each course that you take will open new doors for you, 
“Philadelphia Doors” (Revelation 3:7-8) that no man can 
shut!  
 
Gaining the proper training and credentials will allow you to move forward into the call of 
God that resides within your heart. Without the proper training and credentials, those 
doors may forever be shut to you, and that is clearly not the Will of God for your life.  
 

 
LIFE COLLEGE AND SEMINARY provides multiple 
undergraduate and graduate methods for you.  No matter if it 
is a one-year certificate in Biblical Studies, a two-year 
Associates Degree, a three-year Ministerial Degree or a 
Masters, Doctoral or PhD.   
 
Each degree is custom-tailored to your discipline. Even if you 
have no clearly defined degree goals and simply want to 
deepen your understanding of the Word of God, Life College 
has a variety of highly flexible programs that you can take. 
Because of our unique modular approach to higher education, 
you can not only take one course at a time, but you can also 

break that single course up into separate class sessions, taken one at a time as your 
schedule and finances permit it.   
 
If you have any questions, don’t hesitate to contact us.  We love you with the love of the 
Lord and are prepared to train you, stand by you, enable you, connect you and 
encourage you in your journey on your way to the City Not Made With Hands!  
 
Amen and Amen!  
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 Charismatic in practice 

 Evangelistic in emphasis 

 Loving in fellowship  

 Bold in faith 

 Conservative in doctrine  

 Restorative in purpose 
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Life College & Seminary officially was 

organized as International Circle of Faith 

Colleges, Seminaries and Universities 

(ICOFCSU).  The vision was to network quality 

Christian education institutions around the 

world with those that were already part of 

International Circle of Faith (ICOF) through our 

ministerial associations.  This vision created a 

platform that brought together a plethora of 

highly qualified Christian educators.   These 

educators have combined care, experience, 

knowledge, revelation, foundational truths and 

disciplines developed through nearly a century 

of international ministry.   

 
This legacy of apostolic truths that began on the 
Day of Pentecost (Circa 33 AD) was exampled 
in the lives of our forefathers.  Most notable 
among these Charles Fox Parham (leader of the 
Apostolic Faith movement and Father of 
Pentecostalism, Bishop William Seymour 
(catalyst of the 1906  Azusa Street Revival) , 
Bishop Glen Beecher Rowe (founder of 
Apostolic Temple – Mishawaka, Indiana), and 
Bishop Ray and Ruth Cornell (founders of 
Apostolic Faith Church of God the parent ministry of International Circle of Faith).   This 
legacy was passed down through several generations to the spiritual sons and 
daughters of Bishop George & Lois Wade, Bishop Sanford & Georgia Wade and Drs. 
Bernie & Daisy Wade.  The result is more than a century of Spirit-filled and Spirit-led 
ministry has left a rich heritage to which we all have become the beneficiaries.  A great 
spiritual legacy.  
 
Life College & Seminary is part of the Association of Christian Educators (a group 
of Christian professors and education professionals).  The educators that serve Life 
College bring together a plethora of Spirit–filled 
vision with unlimited talents for preaching, 
teaching and empowering others. Together this 
group of dedicated Christian leaders has brought 
Christian education to new dimensions and has 
assisted tens of thousands with their educational 
goals.   
 
Some of the key contributors to the historic vision 
of Life College have been Drs. Stan and Cindy 
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Coates, Barney Phillips, PhD, Florence Brooks, PhD, Daniel and Regina Ubonabasi, 
Bishop Joseph Freeson, Rev. Bruce Hawthorn, David Ngwa, PhD, Dr. John Alford, and 
many others. 

 
Life Seminary encourages a Yeshiva-style of learning. 
Yeshiva is the Hebrew word for a traditional rabbinical 
school. Likewise, Life College & Seminary has a unique 
blend of mentoring opportunities (through discussions, 
fellowships and activation), discipleship training and 
internships through a local church, formal classroom 
instruction, physical campus, and experiencing God’s glory 
and power through worship services. This style was chosen 
because it mirrors how Jesus taught, embraces the Hebrew 

roots of our faith in Jesus Christ and reminds us of His love and our call together to fulfill 
the Great Commission.  This apostolic team have cultivated, as faculty members and 
church leaders, a dynamic training environment of servant-leadership focused on 
Kingdom Leadership. They are committed to letting the Lord build His Church through 
the gifts and fruit of the Holy Spirit working in and through the lives of believers.  
 
We welcome you to come to Life College 
to participate in and be transformed 
through our one- and two-year credited 
programs, our Bachelors, Masters and 
Doctoral degrees, our 12-week intensive 
Certificate program or by auditing courses 
that are offered for either fall or spring 
semesters. Get ready for a life-changing 
encounter with the Glory and Power of 
God!  For those focused on ministry 
disciplines, Life Seminary offers certificates 
through Doctoral degrees and for selected 
students PhD programs. 

 
 

LIFE COLLEGE IS RECONIZED BY THE STATE 
OF KENTUCKY 

 

 
 

http://cpe.ky.gov/campuses/in-state-exempt.html 
 

 
 

http://cpe.ky.gov/campuses/in-state-exempt.html
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Life College 

Executive Board 

      

(L to R) Back.  Frank Febus, John Roberts, PhD, Cindye 

Coates, PhD - Provost, Stan Coates, PhD, Bernie L. 

Wade, PhD - Chancellor.   

Front Row.  Barney P. Phillips, PhD – VP of Development, 

Florence Brooks, PhD - President, Daisy R. Wade, PhD.   

Not pictured: Tyler Coates, Rebecca G. Goins - Secretary, 

Lorraine Robertson – Registrar, Gary W. Garrett, PhD, 

Bishop David Ngwa, Bishop Alfred Tembi, Regina 

Ubonabasi and Bishop Marcus Benson. 
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Since our inception, Life College & Seminary has been blessed to 
provide Christian Education to thousands.  These thousands of 
Alumni come from a wide segment of society.  We feature just a 
few of those in this section (listed in alphabetical order).   
 
 
Please note that these distinguished individuals have received 
degrees directly from Life College (or from our previous name: 
International Circle of Faith Colleges and Seminaries), or from 
one of our satellite campuses.  Most of these are earned but 
some of them have received honorary. 
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Florence Brooks, PhD (Class of 2017).  Florence 
Brooks is the Founder and Chancellor of Open Gate 
Theological Institute and General Overseer of Flames of 
Zion.  In 2017, she was appointed by the Life College & 
Seminary Board of Regents as President of Life College 
& Seminary. 

 
 

 
Stan Coates, PhD (Class of 2010).  Stan Coates is a 
3-time Grammy nominated leader in Christian Music.  
He serves as Music Mentor & Coach / Singer / 
Songwriter / Arranger / Producer.  He is the Founder of 
Great Uzzi Publishing with BMI.  Stan toured from 
1980-85 Mylon LeFevre & Brokenheart (Singer/ 
Songwriter/ Keyboards) BGV, Arranger & Co-Producer.  
He currently serves on the International Circle of Faith 
(ICOF) International Presbytery,  

 
 
Cindye Coates, PhD (Class of 2005).  National 
Speaker, Author, Mentor to Business & Church 
Leaders, Friend.  Former NFL Cheerleader, Olympic 
Goodwill Ambassador, 3-time Nominee for the Georgia 
State House of Representatives, Marketing Executive, 
Church Planter, Conference, Seminar, Convention 
Speaker, etc.  Cindye Coates is the Provost and serves 
on the Executive Board of Life College & Seminary. 
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Gary W. Garrett, PhD (Class of 2008) Ordained in 1977 
as a member of the Apostolic Ministers Fellowship 
(AMF). He has served as an Evangelist, Assistant Pastor 
and now Pastor of Grace in Joplin, MO.  He holds 
doctoral degrees in Dr. of Ministry, Divinity, Literature, 
Church History, and Philosophy in Religion. Author of 
several books, including the authorized Bishop GT. 
Haywood, entitled, "A Man Ahead of His Times".  He 
turned a private collection of audio and literary materials 
into one of the most recognized repositories of Apostolic 

Pentecostal history in the world, Apostolic Archives International, Inc., 
(www.apostolicarchives.com) where he serves as Founder and Director.  
He also serves on the Board of Regents of Life College and Seminary. 
 

 
William Joseph Garrett, PhD.  (Class of 2004).  
William Garrett was a Statemen in the Apostolic 
Pentecostal movement.  He served as an evangelist and 
long-term (52 years) pastor at Grace Apostolic in Joplin 
Mo.  Inducted into the Apostolic Ministerial Hall of Fame 
in 2001. Ordained by the UPC in 1953. Served two terms 
as Chairman of the AMF. Died on August 16, 2012. 
 
 

 
 
 
 
Noel Jones, PhD (Class of 2003) is an American 
minister and a Pentecostal bishop in the Pentecostal 
Assemblies of the World (PAW). He is the senior pastor 
of the City of Refuge Church in Gardena, California, 
which has about 17,000 members, and was formerly the 
Greater Bethany Community Church. 
 
 

 
 
 
 

http://www.apostolicarchives.com/
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Julian McPhilips Jr. (Class of 2005) is a U.S. lawyer 
and was a candidate for Attorney General of Alabama in 
1978. In 2002, McPhillips lost out in the Democratic 
nomination to challenge first-term Republican 
incumbent Jeff Sessions for a U.S. Senate seat in 
Alabama.  He serves as General Counsel for 
International Circle of Faith (ICOF). 
 
 

 
 
 
Lesley McPhillips (Class of 2007) is a wife, mother, 
grandmother and more.  Lesley is the Founder of the 
Scott and Zelda Fitzgerald Museum.  You may learn 
more about at: https://www.thefitzgeraldmuseum.org/ 
 
 
 
 

 
 
Paul Sylvester Morton American Baptist pastor. He was 
the senior pastor of Changing a Generation Full Gospel 
Baptist Church in Atlanta, Georgia, and was co-pastor of 
Greater St. Stephen Full Gospel Baptist Church in New 
Orleans, Louisiana. He is also a recording artist, author, 
and founder of the Full Gospel Baptist Church 
Fellowship, International. 
 
 

 
 
 
 
 
 
 

https://www.thefitzgeraldmuseum.org/
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Jeanie Munsey (Class of 2014) is a Pastor in Joel 
Osteen’s Champions Network.  Jeannie and her husband, 
Pastor Phil Munsey pioneered Life College in Orange 
County, California.  Today, they lead Champions Network 
helping pastors and leaders. 
 
 
 
 
 
 
Phil Munsey (Class of 2014) is a friend to Pastors.  He 
and his wife pioneered Life Church in Irvine, CA.  He is a 
powerful influencer, Phil Munsey’s motto in life is “You 
can touch the world if you don’t care who gets the credit.” 
 
 
 
 

 
Joel Scott Osteen (Class of 
2014).  He worked side by 
side with his father, John 
Osteen. Today, Joel leads 
the one of the largest US 
ministries as Host of 
television program Lakewood 
Church; which can be seen in 
92 percent of American 
households.  Joel Osteen 
became pastor of Lakewood 
Church, after John Osteen 
died from a heart attack in 
1999. 
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Victoria Osteen (Class of 2014) is an American author 
and the co-pastor of Lakewood Church in Houston, 
Texas.  She is the mother of 2 and author children’s 
books. 
 
 
 
 
 
Dottie Peoples Gospel vocalist, songwriter, producer, 
tour director, businesswoman, and spokesperson Dottie 
Peoples has been a star in the gospel music industry for 
more than 30 years, she won the top four honors at the 
1995 Stellar Awards with her album, On Time God. Since 
then she has won or been nominated for many awards. 
 
 
 
 
 
Barney Phillips (Class of 2005) serves on the 
International Presbytery as the Vice President of 
International Circle of Faith (ICOF).  He is a member of 
the Executive Board and Board of Regents for Life 
College and Seminary. 
 
 
 

 
 
 
B. A. Spell (Class of 2019) (along with his late wife) is 
the founder of Life Tabernacle in Baton Rouge LA.  He 
served as Chairman, Director of Missions and on the 
Board of Elders for the Apostolic Ministerial Fellowship 
(AMF),  
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Ben Tankard (Class of 2014) is an American 
Pastor, gospel/smooth jazz musician, producer, 
reality-tv Dad, author and motivational speaker 
from Daytona Beach, Florida. His instruments 
include the synthesizer, piano, tuba, drums, 
guitar, and percussion. 
 

 
 
Jewel Tankard (Class of 2014) is a true 
renaissance woman, Jewel Tankard is making 
international strides as a businesswoman, author 
and evangelist. With her deeply embedded roots 
in entrepreneurship, Jewel is a fierce advocate for 
personal development and financial 
empowerment. ... 
 

 
 
Bernie L. Wade, PhD (Class of 2002) is the 
Presiding Bishop of International Circle of 
Faith (ICOF) and the Chancellor of Life 
College and Seminary. 
 
 

 
 
 
Blanca E. Wade (Class of 2009) and her 
husband (Bernie) are key leaders of Life 
Church in LaGrange, KY.  She focuses on 
helping people improve their lives, their 
marriages and families. 
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Daisy R. Wade, PhD (Class of 2004) has 
invested a lifetime of service to help and 
educate others.  She is President of Harvard 
High School International (HHSI).  She is a 
member of the Executive Board of Life College 
and Seminary. 
 
 
 
 
Paula White-Cain (Class of 2003) is a 
celebrated author and teacher, beloved 
grandmother, mother and mentor, popular TV 
personality, and spirit-led preacher, 
 
 

 

 
 

• Mathieu Kerekou, Former President of Benin 

• Frank T. Bozeman, PhD - President – GECC 

• Victoria Aguiyi-Ronsi, PhD, wife of first President of Nigeria 

• Ronald Mayo, PhD - United American Freewill Baptist College 

• E. J. McKenzie, PhD – Pastor - Panorama Christian Center. 

• Bishop Leo Lewis – Prophetic Miracles Ministries Worldwide 

• James P. Gould, PhD - Christian World Network (CWN) 
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           SCHOLARSHIP 
 
 
Many Ways to Support Your Education 
 
Your financial aid package is made up of a 

combination of scholarship (grant) funds, student employment, and any potential 
outside awards. Loans are never required but are available to interested families.  We 
will work with your family one-on-one to help you navigate options and make sure Life 
College is an affordable option for your undergraduate or post graduate education. 
 
Scholarships & Grants 
When you qualify for financial aid from Harvard, we use a combination of resources to 
create an individualized aid package to meet your demonstrated need. This may include 
scholarship funds and student employment, as well as any awards you’ve earned from 
outside sources. Parent and student loans are also available for interested families. 
Because Life College is committed to affordability, our scholarships are designed to 
cover 100% of your demonstrated financial need. Here is our process: 
 

➢ First, we determine your award by establishing your parent and your contribution 
➢ Then we factor in student employment and any outside awards you’ve received 
➢ Your remaining need (or part of your need depending on the Scholarship) will be 

covered by scholarship funds which are grant-based and never need to be repaid 
 
Scholarship funds come from a variety of sources, including Life College endowment 
funds, gifts from alumni, general tuition revenues, and grants. 
 
The Faculty of Arts and Sciences Scholarship program includes individual endowment 
and gift funds, established by generous alumni and 
donors, including 2 transformational $100,000 
gifts.  1 from the Life College Board of Regents 
and the other from Bishop Bernie and Daisy Wade, 
PhDs.  These were granted in 2011 & 2019 
respectively. 
 
We report to many of these donors annually using 
the information students share with us over the 
summer. 
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B A SPELL SCHOLARSHIP FUND 
 

Reverend B.A. Spell was born on January 7, 1930, in the small town 
of Eunice, Louisiana to Tony and Floy Spell. In 1939, at the age of 
nine Bervick was baptized in Jesus' name, and was filled with the 
Holy Ghost.  His home church was the United Pentecostal Church in 
Richie, Louisiana, and his first pastor was Brother Henry Dunn.  
 
Bishop Spell recalls as a child how his parents were poor, and 
money was scarce in those days. His father would turn out the old 
oil burning lamps early, in order to make the oil last. Then he would 
gather his wife and children around him, and have devotions, and 

pray before going to bed. It was things such as this that instilled deep into the heart of 
young Bervick the desire to walk with God, and to learn of His ways. 
 
At the age of nine he first met a young 
eight-year-old girl named Dorothy 
Brown. They went to church together, 
played together, and fought as children, 
but on June 22, 1947, they were united 
in holy matrimony. Their pastor, Brother 
J.S. Hoyt performed the ceremony at 
the Richie, Pentecostal Church. To this 
union was born seven children. 
Afterward they settled down in Eunice, 
Louisiana, but attended the church in 
Richie. 
In 1950, Brother Spell went into 
business as a part owner/manager of 
the Piggly Wiggly Grocery store in 
Eunice, Louisiana where he worked 
until 1953. In 1953 at the age of twenty-
three he received his call to preach. His 
first sermon was from the book of 
Isaiah, where the prophet said, "Here 
am I, send me." This historical occasion 
took place in "Church Point, Louisiana". 
In 1954 he was ordained by S.L. Wise 
at Tioga, Louisiana. It was also during 
this same year that he became 
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affiliated with the United Pentecostal Church organization. 
 
The first church that he pastored was the First Pentecostal Church in Pine Prairie, 
Louisiana. He took the church in 1953 and stayed one year. The second church he 
pastored was the First Pentecostal Church in Turkey Creek, Louisiana. He held this 
position for five years, from 1954 until 1959. On November 1, 1959, he moved his family 
to West Baton Rouge, Louisiana, and started the First Pentecostal Church in Port Allen. 
This was a home mission outreach. He began services in an old store-front building on 
Rosedale, and 12th Street. In this same year Brother Crawford Coon preached the first 
revival for the church, and a great number received the baptism of the Holy Ghost. 
In 1965 a tremendous revival broke out as a young evangelist named Verbal Bean 
came to Port Allen with a burden for souls on his heart. Brother Bean felt like God was 
going to give him a one hundred soul revival, but he had no confirmation as to where it 
would take place. When the confirmation came that Port Allen was the place, God 
began to move. It was a mighty revival that lasted for fourteen weeks, and during this 
time 106 people received the Holy Ghost. In 1968 the church purchased ten acres on 
Plank Road, and built a new sanctuary, and Sunday School department. The same year 
Brother Spell started the Robert Livingston Academy, grades 1-12. The school enrolled 
430 students and remained open until 1978. 
 
From 1970 until 1972, the church experienced a series of revivals, and the congregation 
doubled in size. In 1979, a new spacious 1200 seat sanctuary was built. 1968 was the 
beginning of the annual July camp-meeting held at Life Tabernacle. In 1985 another 
sanctuary was built. B.A. Spell. He is a "Living Legend". In 1968, he became a charter 
member in the formation of the Apostolic Minister's Fellowship (AMF). 
 
When asked the name of someone he 
most admired, his reply was, "The late 
Verbal W. Bean". When asked why? 
Brother Spell answered, "Because of 
the impact that Brother Bean left 
upon my life. Brother Bean was a 
praying man, a dedicated warrior for 
God. He was uniquely different. What 
he said held value, and depth. He was 
no stranger to the things of God, and he 
died as he lived...walking with and 
serving God". When asked what he 
most wanted to be remembered for? He 
replied, "Mission work, both foreign and 
home". Audio and Video recordings of Elder B.A. Spell are available in the audio/video 
library of the Apostolic Archives International www.apostolicarchives.com 
 
In keeping with the desire of Bishop Spell to be remembered for Mission work, the 
Bishop B. A. Spell Scholarship was established.  The scholarship is designated for 
students who are in International ministry either as missionaries (family of missionaries) 

http://www.apostolicarchives.com/
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or as ministers in countries other than the United States of America and are students of 
Life College or Life Seminary.   Those involved in ‘home mission’ work, church planting 
and similar are also eligible.   
 
 
GEORGIA ANN WADE SCHOLARSHIP. 
 

The GEORGIA ANN WADE SCHOLARSHIP FUND is a Memorial 
fund created in memory Pastor Georgia A. Wade.  Her love for the 
Kingdom of Jesus Christ and her lifetime of commitment to ministry 
gave birth to a plethora of ministries, ministers and churches.  She 
served as a pastor, teacher, leader of Women’s ministry, leader in 
Christian education, Pastor’s wife, and much more. 
 
Pastor Georgia A. Wade was a licensed minister with International 
Circle of Faith Ministerial Association (www.icof.net).  She remains 
a distinguished Alumna of LIFE COLLEGE & SEMINARY 
(www.lifecollege.education).   

 
She was the mother of 2 of our other notable alums in the persons of Life College 
Chancellor Bernie L. Wade, PhD and wife of Bishop Sanford L. Wade.  The Scholarship 
is a continuation of her legacy as a devoted disciple of Jesus Christ. 
 
It is our expectation that the fund will continue to help many students advance and 
complete their education.  The fund has been set up by the LIFE COLLEGE & 
SEMINARY Board of Regents with an annual amount not to exceed $100,000 US.   
 

The guidelines are as follows: 
 The recipient must be student at Life College & 

Seminary.   
 The student may be a graduate or undergraduate 
 Scholarship awarded on basis of necessity and merit.  
 The fund will provide no more than 50% of the 

student’s tuition. 
 The student must use the scholarship within 12 months 

of the date of the award. 
 Applicants can apply through the Registrar’s Office. 

 
Because Pastor Georgia Wade was physically disabled in her 

last several years, first consideration will be given to applicants who are physically 
challenged. 
 
For more information about Scholarship you may contact the Chancellor’s Office.  The 
best method is via email:  bernie.wade1212@gmail.com 
Life College believes that the most successful institutions of higher education work hard 
at building community. This effort is guided by several principles that shape our shared 

http://www.icof.net/
http://www.lifecollege.education/
mailto:bernie.wade1212@gmail.com
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experiences. The fostering of these principles helps our University prepare its students 
to achieve their personal best in life, ministry and their chosen professions. To enter Life 
College is to become a member of a community, which is both a privilege and an 
opportunity. Participation in and support of this community is a responsibility shared by 
all. The search for community represents a process and a journey dedicated to helping 
students succeed. These guiding principles* are as follows: 
 

• Life College is an educationally purposeful community - a place where faculty, 
staff, and students work together to strengthen teaching and learning on campus. 

• The campus is a place where high standards of civility are set, and violations are 
challenged. Life College builds communities whose members speak and listen 
carefully to each other. 

• Life College is a place where the sacredness of each person is honored and 
where diversity is aggressively pursued. 

• Life College clearly states both its spiritual, academic and social expectations. All 
must accept their obligations as citizens of the Life College community and 
expect to be held accountable for behavior as individuals and members of 
groups. 

• The University is a caring community where the spiritual, mental and physical 
well-being of each member is supported and where service to others is 
encouraged. 

• Life College finds opportunities to affirm both tradition and change. Orientation, 
Homecoming, Commencement, and other activities are examples of celebratory 
activities. Good traditions must be preserved, new ones established, and others 
must sometimes end. 

 
Vision Statement 
Advancing the Kingdom of Jesus Christ through quality education 
 
Mission Statement 
Life College is a Christ-centered University focused on spiritual and 
academic excellence that prepares its graduates to achieve their 
personal best in life and their callings through:  

• Challenging academic programs offered by faculty 
members prominent in their fields, 

• Culturally enriching campus life that encourages 
spiritual growth, 

• Church experiences and affiliations, 

• The integration of advanced technology into the 
curriculum, and 

• The cultivation of a Biblical and global perspective 
through course work and ministry-life activities. 

 
The Mission Statement of Life College is a product of the institution’s 
community-wide strategic planning effort, which is an ongoing process; thus, its mission 
will be subject to periodic review and revision as needed. 
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Commitment to Diversity 
Life College recognizes that its position as a leader in higher education is greatly 
determined both by the diversity of its campus community and its intellectual endeavors. 
Its commitment to link academic and social diversity for the benefit of the learning and 
living environment reflects its belief that excellence and diversity are mutually 
reinforcing objectives. 
 
We also understand diversity as a global issue. We provide an education that offers our 
students the knowledge and skills to thrive in an age of global complexity and change. 
Our policies and programs nurture a Christ-like environment that honors human dignity, 
integrity, and the rights of others. 
 
Life College encourages members of its community to be independent, tolerant thinkers 
who possess the courage and patience to grow in their understanding of differences – 
whether they be ethnic, intellectual, physical, political, cultural, sexual, religious or 
economic. Doing so on a personal level reaffirms the critical role that divergent voices 
play in making Life College a world-class institution dedicated to teaching, learning, and 
producing tomorrow’s church leaders. 
 
Equal Employment Opportunity ("EEO") 
Affirmative Action Program ("AAP") 
 
Reaffirmation of policy:  It is the intention of Life College to make all efforts reasonably 
possible to live up to its EEO Policy and the commitments made in its AAP.  The 
educational Program has been prepared to accurately reflect Life College’s current 
status, its actions to date, and its intentions for the future.  
 
Overall responsibility for fulfillment of the EEO Policy and the AAP is assigned to the 
Life College Executive Board and Vice President for Human Resources.  The Vice 
President will periodically conduct analyses of all personnel actions to ensure that Life 
College is living up to its stated intentions.  The Board of Regents of Life College is 
responsible for the ongoing monitoring of all personnel actions in their respective areas 
of supervision and will carry out the intentions of the EEO Policy and the University's 
AAP. 
 
Life College has established employment policies and practices that are non-
discriminatory and are solely based upon factors that are job-related.  Factors such as 
an individual's race, color, sex, national origin, age, ethnicity, disability, veteran or 
marital status are not ministry-related and play no part in Life College’s employment 
practices. Life College’s AAP is designed and established in order to provide equal 
employment opportunity, and to provide guidance to management with respect to Life 
College’s commitment to the full implementation of its EEO policy.  The AAP is further 
designed to monitor and report on all related procedures, including but not limited to: 
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• Recruiting, hiring, training, promoting, and transferring applicants and employees 
in job classifications without discrimination; 

• basing decisions on employment to further the principle of equal employment 
opportunity;  

• ensuring that no employee or applicant for employment is subject to harassment, 
intimidation, threats, coercion or discrimination for filing a complaint or assisting 
in an investigation, compliance review, or hearing related to any law requiring 
equal opportunity for covered individuals;  

• ensuring that promotion and transfer decisions are in accord with principles of 
equal employment opportunity by imposing only valid, job-related requirements 
for such opportunities;  

• and ensuring that all other personnel actions, such as compensation, benefits, 
transfers, layoffs, return from layoffs, company-sponsored training and 
educational assistance and social and recreational programs will be administered 
without discrimination. 

 
Life College does, and will continue to, provide all applicants for employment and all 
employees with equal opportunity for employment and promotion regardless of race, 
color, religion, sex, national origin, age, ethnicity, disability, veteran or marital status.  
This commitment to equal employment opportunity includes all other personnel actions, 
such as, transfers, disciplinary actions and procedures, layoffs, Life College sponsored 
training, social and recreational programs or activities, rates of pay, educational 
assistance (tuition reimbursement), and all other conditions of employment.  
  
Management at all levels will abide by federally mandated regulations in incorporating 
affirmative action into its procedures.  There will be a good faith effort to increase the 
consideration, promotion, hiring, and effective utilization of minorities and females in all 
job categories and organizational units/departments in accordance with the goals set 
forth in the University's P&P’s.  Minorities and females are encouraged to take the 
fullest advantage of the opportunities available at Life College. Life College intends to 
fulfill the spirit of equal employment opportunity and affirmative action by ensuring that 
its relationships with prospective and present employees are open and free from bias. 
 
The complete EEO Policy/AAP is on file with the Human Resources Department. 
 
Conflict of Interest Statement 
The Board of Regents (“Board”) of Life College (“University”) has established a Conflict 
of Interest Policy (“Policy”). The Policy calls for disclosure, to the Board, of any material 
interest or affiliation on the part of the trustees, officers, or key employees of the 
University, which is likely to conflict with the duties of such persons. Each trustee, 
officer, or key employee of the University shall sign a conflict of interest statement and 
the Secretary of the Corporation shall maintain a file of information disclosed by 
trustees, officers or key employees of the University. The full Policy is on file with the 
President’s Office. 
 
Solicitation 
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All Life College employees are entitled to perform their work without being bothered or 
disturbed by solicitors. Accordingly, we have adopted the following solicitation and 
distribution rule: 
 
Persons who are not employed by the University are prohibited from soliciting and from 
distributing literature or other materials, for any purpose and at any time, within the 
University's buildings or anywhere on its property without express written consent from 
the President or Chancellor. 
 
Employees are prohibited from soliciting during their work hours and during the work 
hours of other employees, and from distributing literature or other materials during their 
work hours and during the work hours of other employees. Employees are also 
prohibited from distributing literature or other materials at any time in the work areas of 
the University without express written consent from the President and/or Chancellor. 
 
Whistleblower Policy 
Life College requires all employees to observe high standards of business and personal 
ethics in the conduct of their duties and responsibilities. The University is committed to 
compliance with the laws and regulations to which it is subject.  The University's internal 
controls and operating procedures are intended to detect and prevent or deter illegal or 
improper activities.  However, even the best systems of controls cannot provide 
absolute safeguards against irregularity. The University has a responsibility to 
investigate and report to appropriate parties’ allegations of suspected illegal or improper 
activities, and to protect those employees who, in good faith report these activities to the 
appropriate authority. 
 
The University provides various mechanisms to assist and encourage employees to 
come forward with reports or concerns about suspected compliance issues.  The 
University encourages this reporting of suspected wrongdoing on a timely basis. 
 
Life College is the one university that is shattering the thinking that Biblical studies and 
business are separate paths. We offer an integrative curriculum with flexible 
interdisciplinary options. Education at Life College is focused on engaged learning and 
applied scholarship and empowers students with the knowledge, skills and qualities of 
Christian character to succeed. 
 
A Competitive Advantage 
The integration of ministry is a hallmark of a Life College’s education, enhancing 
communication skills, ensuring a more comprehensive understanding of the global 
church, as well as cultural, and ethical issues; and developing critical thinking and 
decision-making skills. This unique integration gives Life College students, no matter 
what their major, a competitive advantage. 
Academic Affairs 
Academic excellence is a hallmark of Life College. Excellence is embodied and 
expected in the teaching and research of the faculty and in the accomplishments of our 
students. 
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The Office of the Vice President for Academic Affairs provides oversight and direction 
for all educational programs at Life College, which include undergraduate and graduate 
degree programs as well as extension programs.   
 
Awarding of Degrees 
Undergraduate and graduate degrees are awarded after degree candidates have been 
certified. To be eligible for a degree, a student must have completed the required 
number and distribution of courses and grade point average requirements for the 
intended degree; and, students must have met all financial and other obligations to the 
University. 
 
Honors 
Special recognition is accorded to undergraduate students who show distinction in 
academic achievement. Honors may be awarded based on cumulative averages, as 
follows:  

• Cum Laude (3.30),  

• Magna Cum Laude (3.55), and  

• Summa Cum Laude (3.80).  

• Students must have completed 60 semester hours of work at Life College to be 
eligible for honors.  

• Graduate students must attain a grade point average of 3.75 or better to 
graduate with honors. 

 
Ceremony 
Commencement ceremonies honor certified graduates and candidates for degrees who 
have been scheduled to complete course work by the end of the academic year. 
Diplomas are issued after grade reports are completed and candidates are fully 
certified. Graduation honors noted on the Commencement program are based on 
cumulative records as of the end of the fall semester; honors recorded on the diploma 
are based on finalized cumulative averages. 
 
Payment Options 
Wire Payments 
To send payment to Life College by Wire Transfer, please contact the Chancellor's 
Office for wire transfer information. 
 
Credit Card Payment Policy 
Life College does process credit/debit card payments if approved by the President or 
the Registrar’s Office for student account charges and housing deposits.  Students and 
their families will not be charged a convenience fee when using their credit cards in 
other departments at the University. Other departments include but are not limited to 
Support Services, bookstore, etc. This policy change will only affect student account 
charges and housing deposits. 
 
Cash Payment Policy 
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Students can make cash payments in person at the Office.  If a student, parent or third 
party makes cash payment in excess of $10,000 on behalf of a student, the University is 
required to obtain their name and social security number in case it is necessary to file 
an IRS Form 8300 at a future date. Please contact us directly for further information. 
 
Check Payment Policy 
All checks and money orders should be made payable to Life College. The University 
does not accept post-dated checks. A $50 fee is assessed to the student's account if a 
check is returned from the bank as uncollectible. 
 
Payment Plans 
Students and their families have 2 payment options available to them: 
 
OPTION I 
A family may pay the semester balance in full 
 
OPTION II 
Life College offers a 10-month, pay-as-you-go payment plan to help families budget 
their tuition and fee payments for the full academic year over a 10 - month period rather 
than paying once per semester on the specified due dates. The amount that is budgeted 
is based on the student's total expenses minus any financial aid scholarships and loans 
awarded to the student. An example of calculating a 10-month interest free payment 
plan is as follows: 
 
Step 1 
Estimated Annual Expenses: 

▪ Tuition:     $13,033 
▪ Room (Residence Hall):   $7,312 
▪ Meal Plan (14-Meal Plan):  $4,903 
▪ Student Involvement Fee:    $324 
▪ Residence Hall Deposit:   $400 (applicable to new residence only) 

 
Total Annual Expenses:   $25,972.00 

 
Please note: It is important that enough funds are budgeted so that the bill is paid on a 
timely basis. Tuition and fees that are not budgeted must be paid on the said due dates 
under option one. 
 
Step 2 
Divide the annual payment plan amount by 10 to determine the monthly payment: 
 
The payment plan runs from May 1 and continues through February 1. However, Life 
College will allow a family to enroll in the plan after the May 1st start date.  A family can 
make their monthly payment by check, money order, or credit card through the mail, 
telephone or the internet. Automatic monthly payments may be made right from a 
family's checking or savings account for their convenience. 
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It is not Life College’s policy to grant extensions for tuition payments. If families are 
unable to pay under option I or option II, it is recommended that they contact the 
President’s Office to discuss alternatives. 
 
General Student Billing Information 
Undergraduate students admitted to a full-time study program will enroll for 12 to 20 
credits per semester with 15 credits being the norm and are required to pay the full-time 
tuition fee for that semester. 
 
The full-time tuition fee (see Tuition and Fee Payments for details) in addition to tuition 
covers all costs associated with attending Life College, other than room and board. 
Such costs include laboratory fees, health services, participation in intramural sports, 
use of athletic facilities and a subscription. 
 
Insurance 
Life College offers a variety of insurance options to protect our students and their 
personal property.   

• Health Insurance 

• Tuition Insurance 

• Personal Property Insurance 
 
Health Insurance 
The University requires that all on campus students provide documentation of health 
insurance. Course registration cannot be completed without this information. Accident 
and illness insurance is available to all full-time students who wish to purchase the 
University-sponsored plan. Tuition Insurance is also available. 
 
Life College offers a Tuition Refund Plan to protect the financial investment of students 
and parents in education. This plan is an optional insurance that may allow for a refund 
of 100% of the semester's tuition and fees should a medical problem force a withdrawal 
at any time during the semester. The university policy does allow for partial refunds 
during the first four weeks of classes. However, this additional tuition insurance covers 
medical circumstances that may occur after the fourth week of classes when the 
University refund policy is no longer in effect.  Medical problems that are covered under 
this insurance plan: 
 
Sports Injury, Mononucleosis. Car Accident, Appendicitis, Emergency & General 
Surgery, Hepatitis, Death, Emotional Conditions, Contagious Disease, Any Injury or 
Sickness 
 
If a student withdraws from classes because of a personal injury or sickness, the plan 
will return: 
 
100% of the insured term tuition and fees, or 
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60% of the insured term tuition and fees, if the withdrawal results from a 
psychological/emotional condition 
 
BENEFITS 
Injury & Sickness Withdrawals 
 
100% of the insured term tuition and fees, less any refund or credit due to the student 
from the university, will be refunded provided the student's physical condition is certified 
by a licensed physician and forces the student to completely withdraw from all classes 
for the remainder of the term. 
 
Psychological/Emotional Withdrawals 
60% of the insured term tuition and fees, less any refund or credit due to the student 
from the university, will be refund provided that the student is confined in a hospital for 
seven consecutive days during the term and has completely withdrawn from all classes 
for a condition whose diagnosis is found in the DSM-IV Manual (Diagnostic and 
Statistical Manual of Mental Disorders). 
 
In both cases above, a complete withdrawal from the university is required. The student 
is required to provide a written notice to the Undergraduate Advising Office advising that 
they will not be returning to the university due to an injury or sickness. A written 
statement from the student's doctor certifying the injury or sickness and a written 
statement from the university certifying the withdrawal must be submitted to the 
insurance company. Under the plan, a student is unable to receive academic credit for 
the semester in which they are withdrawing. 
 
Conditions of Coverage 
The insurance plan covers a full term from the start of classes to the last day of classes. 
The application must be postmarked before the start of the semester. No applications 
can be accepted if mailed after the student starts classes. The coverage refunds on a 
term basis only. The premium covers a full year. If for some reason a student does not 
return to the university for subsequent terms, the insurance company must be notified 
so that any unused premium can be refunded. 
 
Exclusions 
The plan does not cover the following:  War or any act of war, declared or undeclared; 
terrorism; the use of any drug, narcotic or agent similarly classed or has similar effects 
(except when prescribed by a doctor); taking part in a riot; failure to attend classes for 
any reason other than injury or sickness; nuclear reaction; nuclear radiation or 
radioactive contamination. 
 
Claims 
Claim forms can be obtained from the University's Registrar’s office. Claims should be 
reported within 30 days from occurrence or as soon as it is reasonably possible. The 
benefit payment is made directly to the university and credited to the student's account. 
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Personal Property Insurance 
Students, resident directors and assistants may purchase inexpensive personal 
property insurance for their belongings while on campus directly through National 
Student Services Inc (www.nssinc.com). 
University Financial Policies 
 
Life College has established the following financial polices 
Graduate Financial Policy 
Late Payment Policy 
Non-Traditional Financial Policy 
Room and Board Policy 
Student Account Collection Policy 
Withdrawal-Tuition Refund Policy 
Graduate School Financial Policy. 
 
Graduate students are required to pay their tuition in full by the second week of class 
unless they provide the University with a third-party authorization indicating that a 
payment will be made directly to the University. The third-party authorization must be 
submitted to the Bursar's Office each semester no later than the last day of the second 
week of class. 
 
If, by the end of the second week of class, an account remains outstanding, a $100.00 
late fee will be assessed to the account. A registration and transcript hold will also be 
placed on the account. The student will not be allowed to register for the following 
semester until their balance is resolved. 
 
Non-Traditional 
Undergraduate Non-Traditional (Part-Time) students are required to pay their tuition in 
full by the semester due dates unless they provide the University with a third-party 
authorization indicating that a payment will be made directly to the University. The third-
party authorization must be submitted to the Registrar's Office each semester no later 
than the due dates or the Late Payment Policy will apply. 
 
While an account remains outstanding, a registration and transcript hold will also be 
placed on the account. The student will be prohibited from registration and will be 
unable to request an official transcript until their student account balance is resolved. 
 
Room & Board Policy 
 
Room 
To reserve on-campus housing for an upcoming fall and spring semester, each 
returning student is required to make an advance room reservation deposit of $300 in 
March of the prior academic year.  A student is also required to complete a Housing and 
Meal Contract. The housing contract must be brought with you on your scheduled day 
of housing sign up.  Residence Life notifies students of the sign-up schedule. 
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All outstanding balances must be resolved prior to housing sign up. Accounts with an 
outstanding balance will be held from participating. If a student has a credit balance on 
their account, they can use $300 of that credit to pay the housing deposit. 
 
Board 
The University requires that all students who reside in the residence hall village and 
residence halls 1,2,3 and 4 must enroll in one of the meal plans that are offered. There 
are no exceptions to this rule except in the case of an extreme medical condition. All 
requests to forego the meal plan must be made in writing and addressed to the 
Residence Life Director.   There are 4 meal plans offered to a resident student: 
 
1) TBD 
2) TBD 
3) TBD 
4) TBD 
 
Resident students who do not select one of the optional meal programs will be enrolled 
in the default meal board program. Breakfast, lunch and dinner are available Monday 
through Friday; brunch and dinner is served Saturday and Sunday. The standard meal 
plan gives the student the option to choose 14 of the 19 meals available. Students enroll 
in a meal plan when they complete a housing application form each spring. 
 
IMPORTANT: Any change in meal plans must be made during the first week of classes 
each semester. If a student is enrolled in a meal plan and is not required to have a meal 
plan and does not use the meal plan, they must request the cancellation within the first 
week of school or they may be charged for a portion of the meal plan cost. All changes 
are made at the Office of Residence Life. 
 
Withdrawal/Tuition Refund Policy 
Traditional Undergraduate Student: 
A student withdrawing from Life College must contact the Office and complete a 
voluntary withdrawal form for their withdrawal to be official. When leaving the University, 
students are required to remove all personal property. At the time of the 
withdrawal/dismissal, the University-leased laptop must be returned. Any damage 
outlined in the laptop contract will be automatically charged to a student's account. 
Students who are administratively withdrawn from the University will not be granted any 
refund. 
 
Tuition refunds will be calculated as follows: 
If written notification is received by Academic Records/Undergraduate Advising Office 
by the: 

1st week of classes:   80% 
2nd week of classes:  60% 
3rd week of classes:  40% 
4th week of classes:  20% 

After 4th week of classes:    No Refund 
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Room:  No Refund (charged by semester) 
Board:  Refund is pro-rated (based on days used) 
Non-traditional students are also required to officially withdraw from any class that they 
may be enrolled in through the Undergraduate Advising Office. The refund rules above 
will apply when determining a tuition refund. 
 
Students dismissed academically at the end of the first semester are entitled to a refund 
of all tuition and room and board fees that have been paid for subsequent semesters. 
 
Late Payment Policy 
The Registrar’s Office assesses a late fee to any account that is outstanding after all 
financial aid is posted in October for the fall semester and January for the spring 
semester. 
 
The late payment penalty is assessed accordingly: 
Amount   Balance Outstanding 
$25    $500 - $1,500 
$75    $1,501 - $2,500 
$100    $2,501 - $3,000 
$150    $3,001 and up 
This late fee penalty will also apply to any account that may have an outstanding 
balance due to a check being returned by the bank as uncollectible (i.e., non-sufficient 
funds).  The Registrar's Office will process a one-time late fee waiver if a student or 
parent contacts the office offering a valid reason for the delay in payment, aid or loan. 
The late fee is always waived if there was a delay on the part of the University with the 
financial aid being packaged or a loan being processed. 
 
 
Student Account Collection Policy 
Registered Students 
Students who are registered are required to pay their account for the fall semester and 
for the spring semester on the first business day following these dates if they fall on a 
weekend. If the student's account is not paid by the said due dates, a late fee (see Late 
Fee Policy for additional information) will be assessed to the account and financial holds 
may be placed on the account. 
 
Financial Holds: 
Diploma Hold - University policy states that a diploma will not be granted to a student 
unless they have completely fulfilled their financial obligation to the university. 
Transcript Hold - University policy states that an official transcript will not be granted to 
a student unless they have completely fulfilled their financial obligation to the university. 
 
Schedule Cancellation: 
At the discretion/option of the University, a student's schedule may be cancelled before 
classes begin if satisfactory financial arrangements have not been made. 
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In-Active Students 
Students who leave the University owing a balance must contact the Registrar's Office 
within 7 business days of their departure to make payment arrangements for the debt 
owed to the University. A transcript hold and registration hold is automatically placed on 
a student's account until their financial obligation has been fulfilled. 
 
The Registrar's Office will send two monthly invoices to a student for the balance owed. 
The Registrar's Office will work with the student to arrange a monthly payment plan in 
order to resolve an account balance. It is important for anyone owing a balance to keep 
the Registrar's Office informed of any change in address, telephone number, etc. 
 
If there is no response from the former student, the University may find it necessary to 
send the unpaid fees to a collection agency for collection. If an account is assigned to 
an outside collection agency, the student loses the opportunity to deal with the 
University directly. The student will be responsible to pay any reasonable collection fees 
and/or legal fees associated with said collection of the amount owed to Christian 
University. Also, once assigned to an outside collection agency, the account will be 
reported to a national credit bureau as a past due debt. 
 
Once an account has been assigned to a collection agency, the former student must 
deal directly with that agency. 
 
Frequently Asked Questions 
When are bills due?  Bills for Fall semester are due by August 9th. Bills for Spring 
semester are due January by 9th. 
 
Where is my Student Account statement (bill) mailed? 
The Bursar's Office no longer mails bills. Electronic bills are sent via Life College email.  
 
How do I change my billing address? 
To change an address, a student must contact the Registrar’s office at ________ 
 
What do I do if my Student Account statement is incorrect? 
 
The Registrar's Office cannot change, adjust, remove, or add charges to the student 
account statement. However, we can answer questions about your statement and assist 
in resolving errors. Questions about a specific item on the statement should be directed 
to the department originating the charge or credit.  The department will initiate a 
correction. However, the remainder of the bill, which is due and not in question, must be 
paid by the due date. If you are unsure of who to contact or require additional 
assistance, please contact the President's Office. 
 
What happens if I pay my bill late? 
Payments not made by the prescribed deadlines will be assessed a late payment 
charge. See Late Payment Policy. 
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Can I get an extension on paying my bill? 
Yes. Unfortunately, extensions to the payment deadlines are not granted. Contact the 
President’s office 
 
What happens if the check to pay my bill is returned by the bank? 
Any payment that results in the check being returned for insufficient funds, lack of 
authorizing signature, etc., will result in the reversal of the payment, an assessment of a 
late payment charge on the student account balance, and a $50 returned check charge. 
Also, if a check is returned for insufficient funds, personal checks will no longer be 
acceptable. All payments would have to be made with a certified bank check. 
 
Does Life College offer an installment payment plan? 
Yes. Life College offers a 10-month, interest free installment payment plan. To learn 
more about the installment payment plan options, please contact the Registrar’s office. 
 
A sponsor/scholarship organization/third party is going to be paying my bill, what do I 
need to do? 
 
The student account statement cannot be addressed to a scholarship sponsor. If a 
billing statement is required for the sponsor of an outside scholarship, please send the 
Registrar’s Office written confirmation of the scholarship and request a special billing 
statement. The Registrar's Office will prepare a statement and forward it directly to the 
sponsor. It is the student's responsibility to follow up with the sponsor to ensure the 
University receives funds promptly. 
 
How do I obtain a refund of an overpayment to my student account? 
A student can obtain a refund from their student account by completing a Refund 
Request Form. If a credit balance is a result of a Federal PLUS loan disbursement, a 
parent's written authorization is required prior to the university releasing the refund to 
the student. A refund is not valid when the credit balance on the student account is the 
result of anticipated awards (awards expected to be received in the very near future). 
The Registrar's Office processes all refund requests. Financial Aid is not disbursed until 
at least 30 days into the semester and after add/drop period. Once aid is disbursed, a 
student can apply for a refund. Please allow 10-14 days for processing once the refund 
request is received by the Registrar's Office. 
 
What do I need to do in order to change my meal plan or housing assignment? 
Under certain circumstances, a student may make a change to their room or board. 
Please contact The Office of Residence Life regarding questions/changes. 
 
Does Life College offer a tuition refund plan? 
Yes. 
Departmental Deposits 
Departments receive cash or checks for a variety of different transactions.  Audit 
guidelines require proper internal control when handling cash receipts.  Department 
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managers are responsible for implementing an internal control system that ensures the 
following: 
 
Candidates for all bachelor’s degrees should be graduates of an approved high school 
or the equivalent, with a distribution of courses of sufficient breadth and depth to offer a 
proper background for the core curriculum at Life College. Individual differences will 
exist in such programs, but applicants to Life College should have four years of English, 
two years of history or social science, two years of lab science, four years of University 
preparatory mathematics (with a preference for pre-calculus or calculus in the senior 
year), and two years of a foreign language. It is recommended that the remaining units 
necessary for high school graduation be in mathematics, foreign language, science, and 
social studies.   

 
  

 If a student needs a high school diploma, we are partners with Harvard 
High School International – www.hhsi.education  
 

Although the course work recommended for admission represents the 
equivalent of the usual four-year University preparatory curriculum, the 

admission policy of the University is designed to enroll students with a variety of 
backgrounds. Evidence of spiritual growth, demonstrated leadership ability, and 
motivation are special qualities that may not be reflected in the accumulation of credits. 
The Admission Committee, however, considers such qualities vitally important. The 
committee also places value on recommendations from the high school guidance 
department and others concerning character traits and personal qualifications not 
shown in the academic record. 
 
For further information regarding the Office of Admission, please contact us. 
 

 
 
Admission Policies  
Applying to Life College 
Applications should be filed according to the following deadlines: 
 
November 16 - Early Decision I 
December 1 - Early Action 
January 4 - Early Decision II 
February 1 – Regular Decision 
 
A non-refundable application fee of $100 must accompany each application. This fee is 
non-refundable and is not applied towards tuition. Waivers of application fees are 
accepted when forwarded on the appropriate forms from the school guidance office. 
Students for whom the application fee is a hardship should consult the guidance offices 
at their schools.  It is the responsibility of the applicant to ask the guidance director of 

http://www.hhsi.education/
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the secondary school to send a copy of the official school record directly to Life College, 
including senior first quarter and mid-year grade. 
  
Recommendations 
The Office of Admission requires a letter of recommendation from the pastor, guidance 
counselor, principal, or headmaster from the candidate’s school of graduation as part of 
a candidate’s file. The recommendation should address the candidate’s qualifications 
such as spiritual walk, intellectual motivation, social adjustment, participation in school 
activities, and established habits of ministry, dependability, and leadership. 
  
Interviews 
Although interviews are not generally required, prospective students are welcome to 
schedule an interview with an admission officer or fellow. In certain cases, an interview 
may be required if, in the opinion of the Director of Admission, the additional information 
gained through an interview would be helpful in making the appropriate decision 
regarding admission. In such cases, the candidate will be notified of our request. 
  
Dual Enrollment/Early Admission 
Exceptionally qualified students who have exhausted the educational opportunities at 
their high schools can be considered for early admission. Under this program, the 
student completes the equivalent of his or her senior year in high school as a freshman 
at Life College. Candidates for early admission must have completed all the University’s 
entrance requirements (except for the fourth unit of English) and submit results of the 
SAT or ACT examination or similar. 
 
Additionally, an official of the high school must send a letter of recommendation to the 
Director of Admission indicating that the candidate is personally mature and 
academically ready for University study. The letter must also state that the high school 
is willing to accept freshman courses successfully completed at Life College to satisfy 
the remaining high school diploma requirements. 
  
Advanced Standing 
Life College awards up to 30 credits for scores of three or higher on some of the 
Advanced Placement (AP) tests available through the University Entrance Examination 
Board. Each AP exam report must be reviewed and approved by Life College’s Office of 
Admission. 
 
Life College will consider granting up to 12 credits for a limited number of subject 
examinations available through the University Level Examination Program (CLEP). 
 
Recognizing the strength and quality of the curriculum offered by the International 
Baccalaureate Program, Christian University grants advanced-standing credit for 
acceptable higher-level exams with a score of five, six, or seven. Life College0. awards 
up to 30 credits based on the curriculum requirements. 
Midyear Entrance 
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Most degree programs are available to students entering at midyear in the same 
sequence as programs for students who enter in September. 
 
All new students are expected to participate in the Orientation program, which acquaints 
them with campus life, including spiritual, academic and extracurricular. See the 
Orientation section for details on this program. 
  
International Students 
Life College encourages applications for admission from citizens of other countries. 
Candidates who are not U.S. citizens must comply with all admission procedures 
previously noted and submit the following additional academic and non-academic 
information to the Office of Admission through the Registrar. 
 
Scores from the Test of English as a Foreign Language (TOEFL) if English is not the 
primary language, as well as results of the Scholastic Assessment Test (SAT) or the 
American University Testing Program (ACT). 
  
Proof of financial ability to pay for study at Life College. This documentation must be 
submitted before a final admission decision will be made.  In addition, all international 
students are required to maintain and document health insurance throughout their 
enrollment at Life College. 
 
The TOEFL test bulletin and registration form can be obtained in several cities outside 
of the United States. They are often available at American embassies and consulates, 
offices of the United States Information Services (USIS), and United States educational 
commissions and foundations abroad. Students who cannot obtain a TOEFL bulletin 
and registration form locally should contact: 
  
            TOEFL/Educational Testing Service 
            P.O. Box 6154 
            Princeton, NJ 08541-6154 
            www.toefl.org 
            (609) 921-9000 
  
Transfer Admission 
Anyone who has graduated from high school or has a GED and is transferring from a 
University or university regardless of the number of credits will be considered a transfer 
student. Transfer students will be required to supply SAT or ACT scores with their 
applications if they are transferring with less than 30 University credits. 
  
Applying to Life College as a Transfer Student  
Applicants may apply for entrance into either the fall or spring semester and must 
submit the following materials for review: 
 
Official University transcripts from all previously attended Universities including the most 
recently completed semester; 
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An application and non-refundable application fee of $100; 
  
An official final secondary school transcript or GED diploma and score report; 
  
A list of courses not included on the University transcript that the applicant expects to 
complete before the proposed date of transfer.  Non-U.S. citizens whose primary 
language is not English must also submit scores from the Test of English as a Foreign 
Language (if English is not their primary language) and proof of financial ability to pay 
(refer to section on international student admission). 
  
Transfer Credit Evaluation 
Transfer applicants who are admitted will receive an official evaluation that reflects the 
academic credits accepted for transfer. In addition, a curriculum summary will be 
provided indicating how transfer credit applies to a student’s program and identifying 
courses to be completed at Life College. 
  
Interviews for transfers 
While personal interviews are not mandatory, transfer students are encouraged to meet 
with a transfer admission professional to discuss the transfer process, including 
evaluation of transfer credit, scholarship opportunities, financial aid, and transfer 
registration days. 
 
Admission and Deposit for Transfer Students 
The Office of Admission evaluates transfer applicants on a rolling basis once the 
application is complete. Our preferred deadline to be considered for financial aid and 
merit scholarships is April 1 for fall and November 15 for spring. For an admitted student 
to register for classes, the student must submit a non-refundable enrollment deposit of 
$1000. This deposit is credited to the student’s semester tuition bill. 
 
Post-acceptance Review for transfers 
Students must submit a final transcript with grades posted for the current semester in 
order to receive official transfer credit for those courses. The Office of Admission 
reserves the right to rescind offers of admission if the final transcript indicates grades 
that are significantly lower than the record on which the admission decision was based. 
  
Non-traditional (Part-Time) Students 
Non-traditional students are described as those students whose primary focus is on 
work and/or family and who pursue their education on a part-time basis. Non-traditional 
students enroll in fewer than 12 credit hours of study during each semester. The fee is 
$1,035 per three-credit course. Students seeking to register for more than three courses 
should apply through the office of the Director of Records and Registration and will pay 
traditional (full-time) semester tuition. Non-traditional students have up to 12 years to 
complete their bachelor’s degree requirements and must complete their final 30 credits 
at Life College. Students may choose day or evening courses. 
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Non-traditional students are required to pay tuition in full or provide the University with a 
third-party authorization indicating that a payment will be made directly to the University 
and not the student by the billing due date. 
 
If, by the end of the second week of class an account remains outstanding, a late fee up 
to $100 will be assessed to the account. A registration and transcript hold will also be 
placed on the account. The student will not be allowed to register for the following 
semester until his or her balance is resolved. 
 
All non-traditional students must be admitted to a degree program. Students interested 
in pursuing a degree part time should schedule an appointment with the Office of 
Admission. When applying for admission, students must submit the following: 
 

• Completed application for non-traditional, part-time status and a $100 application 
fee; 

• Official final high school transcript or an official copy of the results of the General 
Equivalency Examination; 

• Official transcripts from any Universities previously attended. 

• Credits from another University may be transferred to Life College in fulfillment of 
degree requirements. (Please see “Transfer Credit Evaluation.”) 

 
A variety of support services are available to students who pursue their degree through 
part-time study. Services include information and advice on career placement, learning 
assistance, academic counseling, and access to all library and computing resources. 
 
Note: On-campus housing and the laptop program are not available to non-traditional 
students, and participation in campus clubs and organizations is limited. 
  
Campus Visits 
Guided group tours of the campus are offered.  
Graduate School Admission 
 
Domestic Applicants 
Life College is committed to enrolling a class of students with strong credentials that 
show a high promise of ministerial success. To be admitted to any Life College graduate 
program, applicants must be (or about to become) a graduate of an accredited, four-
year University or university. 
 
Applicants must submit: 

✓ Life College application.   
✓ Official transcripts from all Universities attended 
✓ One professional letter of recommendation. Recommenders may use the form in 

the application package or submit a written recommendation on letterhead. 
✓ Official score on the Graduate Management Admission Test (GMAT) 
✓ Statement of objectives and ministerial interests (no more than one page) 
✓ A current resume 
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✓ $100 non-refundable application fee 
✓ Interview. An interview (either in person or by phone) is strongly recommended. 
✓ Full-time students are required to forward completed health forms to Health 

Services and to show proof of health insurance. 
 
International Applicants 
Students from across the globe who enroll in the Life College bring valuable 
perspectives to the classroom. International students must secure the proper visa and 
enroll in the appropriate number of credits. 
 
International Student Admission Requirements: 
In addition to the items listed above for domestic applicants, international applicants are 
required to submit the following: 
 

• Applicant must be a graduate of a four-year university or have earned the 
equivalent of 120 credits 

• Official transcripts from all universities attended, translated into English and 
converted to a 4.0 scale 

• TOEFL exam for applicants whose native language is not English or whose 
undergraduate instruction was not conducted in English. 

• International Graduate Student Certification of Finance from international 
applicants seeking an I-20. 

  
Deferred Admission 
If an accepted student cannot begin classes in the semester for which he/she applied, 
the student may defer his/her admission until the next term. Requests for a deferral 
must be made in writing to the Registrar and may be approved for up to one year. All 
deferral requests that are approved are subject to a $250 non-refundable commitment 
fee; if admission is accepted with a one-year period, the commitment fee is applicable 
toward tuition fees. 
 
Readmit Policy 
If a student withdraws from Life College and later wishes to resume graduate work, he 
or she will be required to reapply and will be responsible for the degree requirements 
that are in place at the time of re-admission. If the student’s file is available, the student 
will be required to submit a new application, statement of objectives, resume and an 
$100.00 application fee. If the folder is not available, a complete application package 
must be submitted by the applicant. 
 
Permission to re-enroll will be granted only after a review of the student's academic 
record by the Admission Committee. 
 
If the student’s course(s) were completed within the last five years, all courses, credits 
and grades previously taken will be applied to the student’s transcript. If the courses are 
between five and 10 years old, then the appropriate department chairpersons will review 
the courses. Those courses that are deemed to still be current by the department will be 
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applied to the student’s transcript. Those that are not approved will be listed on the 
student’s transcript but not computed in the grade point average calculation. 
Courses that are older than five years old are not generally accepted toward the degree 
program but will appear on the student’s transcript. Neither the credits nor the grades 
previously earned will be calculated in the student’s grade point average. 
 
Non-matriculating Students 
A non-matriculating student is defined as a student who is enrolled in a degree program 
at an institution other than Life College and who wishes to take one or more courses at 
Life College to transfer to his/her home institution. A non-matriculating student must 
complete the first page of the Christian University application and submit an application 
fee of $300.00 and a letter from his/her dean or advisor indicating that he/she has been 
pre-approved to take a course(s) at Life College. A non-matriculating student can 
register for a course(s) two weeks before classes begin and if there is space available. 
 
Monies Policies 
Proper segregation of duty where one individual is not responsible for both the billing 
and collections of cash. 
 
Security procedures 
The cash or check(s) must be locked in a departmental safe and in a secure 
environment. Deposits are made in a timely fashion.  Deposits should be made daily.  It 
is not necessary to wait for the collection of several checks to make a deposit.  A 
deposit receipt will be issued by the Chancellor’s Office at the time of the deposit to 
verify that the deposit has been received.  After the deposit has been processed, a 
system-generated receipt will be submitted to the department.  
The Department manager is required to review the Financial Reports and the deposit 
receipts to ensure the deposits are being recorded properly. 
  
Departments should confirm that deposits being submitted include the following:  

• All cash should be counted, and an adding machine tape should be run to verify 
the cash and check total. 

• A complete account number (FOAPAL) including organization and account 
number is required. 

• Verify credit card batch totals in the same manner. 

• Completed deposits, along with cash, checks and credit card batches, should be 
delivered to the President’s office.  Important: Cash should never be sent via 
Campus Mail!  

• Departments should not accept or forward any foreign currency. 
 
If a department receives checks via the US mail, it is important that the checks be 
addressed appropriately for faster delivery. The check makers must use proper and 
complete addresses.  Although all checks must be payable to Life College, the second 
line of the address can indicate a department or an individual where the check should 
be delivered.  
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The memo portion of the check should also indicate the department or provide a 
description of the transaction.  Departments must supply this information to the payer in 
order to ensure proper routing once a check arrives on campus.  On a personal check, 
the memo portion is the lower left corner of the check; on business checks, the memo 
portion is usually a separate sheet, often attached to the check.  The more information 
provided, the faster the check is routed to the appropriate department. 
 
When checks are received and are not payable to Life College, an authorized 
department designee must endorse the check(s) over to the University by hand.  
Endorsing the check on the back does this.  For example: “RISBC   Pay to the order of 
Life College”. 
 
Endorsements should be done at the very top of the check in order to leave enough 
room for the Life College Office to endorse the check.  Never, under any circumstances, 
should any additions or alterations be made to the front of a check.  
 
Tips on handling cash, checks and credit card payments within your department 
All cash should group bills together by denomination and ensure that all bills are right-
side up and facing the same way.  
 
All checks should be carefully examined when received by a department.  Please check 
the following: 
 

✓ Current date (check is less than 90 days old 
✓ Text amount on the check agrees with numeric amount 
✓ Check is payable to Life College (see above) 
✓ Check is payable in US dollars 
✓ Maker signs check 
✓ Check amount follows any restrictions on the face of the check, e.g. “amounts 

over $10,000 require two signatures,” or “not valid for more than $5,000.00” 
✓ Check is written on a US bank, or, if a foreign bank, that the face of the check 

shows that it is payable at a bank with a US address. 
✓ All Credit Card Transactions must be secured and accessed by employees who 

are required on a need-to-know basis and it is necessary for them to perform 
their job duties.  
 

Petty Cash 
Petty cash is money that is kept on hand in the Office for minor departmental 
expenditures such as supplies or reimbursement of mileage that is job related. It is 
distributed on Tuesdays and Thursdays during the normal business hours. The 
maximum reimbursement amount for each expenditure is $75.00. 
 
Petty Cash Guidelines 
Petty cash vouchers can be obtained in the Office. 
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All petty cash forms must be signed by the required department head or authorized 
department director. 
 
A complete account number is required. No petty cash is to be distributed unless the 
number is complete. 
 
The petty cash limit is $75.00. Customers may not submit more than one petty cash 
voucher for the same expense to meet the $75.00 limit. Any expenses over $75.00 will 
require a check request and reimbursement through the Accounts Payable department. 
 
All receipts must be present at the time petty cash is given out. 
 
When being reimbursed for mileage it is necessary to attach a copy of the driving 
directions in order to provide an accurate mileage reading. 
 
Capital Project Planning 
Fulfillment of the academic plan is accomplished by creating a physical environment 
conducive to the goals of the University. The spiritual and academic goals of the 
University are the primary impetus to all campus planning. As the academic and 
enrollment plans evolve, it is possible to define the individual physical development 
projects that address the academic and support requirements of the institution. At Life 
College the President, supported by the Vice Presidents and their staffs, plan and 
envision the course of campus development. All proposed initiatives are prioritized in 
support of the strategic plan. These initiatives can address maintenance and repair 
needs, renovation to upgrade facilities to a higher standard, alteration to convert 
existing space to serve a change in function and new construction that supports the 
ongoing University Mission. 
 
The first step in the planning process is the development of a program statement that is 
the written description of the proposed physical development plan. A professionally 
qualified leader, often a Project Manager (PM) with the Campus Management Staff, 
should lead the development of the program. The PM brings together members of the 
community selected by divisional Vice Presidents architects, engineers and qualified 
consultants to define the project objectives. 
 
In large capital projects, the architect is often the first professional engaged in the 
process. The architect develops a conceptual plan to satisfy the intent of the program. 
Often, at this stage, an estimator or Construction Manager (CM) is engaged to develop 
cost ranges and preliminary construction schedule. These are presented to the 
President and his cabinet for assessment. Projects that fit the financial and program 
requirements of the institution can proceed to the various planning, documentation, and 
bid stages. 
 
Budget Development 
A project budget includes all the costs pertaining to the completion of a project; it 
contains so-called hard construction costs and the soft costs for planning and 
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miscellaneous fees and expenses. In the early stages of planning, professional 
estimators or construction managers provide estimates of these costs. Early pricing is 
often based upon comparison with recent projects on a cost-per-square-foot of area or a 
cost-per-occupant. As the plan becomes more detailed, such as at the end of the design 
development and subsequent construction documentation process, then more precise 
estimates can be developed. Accurate cost control through the design process helps to 
ensure that the project will emerge from the bidding process consistent with program 
and financial objectives. 
 
Normally the planning process culminates in the completion of a thorough set of 
construction documents that are distributed to a pre-approved list of bidders. The 
bidders are invited to submit competitive bids on or before a specified time to the 
Director of Purchasing. However, when a CM is engaged by the University to manage 
the project, the CM receives all subcontractor bids and provides the University with an 
analysis and recommendation of which subcontractors should be engaged on behalf of 
the University. 
 
For smaller projects of limited scope, budgeting can occasionally be done by a 
University PM who may use historical cost records, published cost data, or advice from 
trusted subcontractors to establish a reliable estimate. 
 
(Minor Projects) An annual capital request process provides department budget 
managers with an opportunity to propose specific capital projects for the consideration 
by the President's Cabinet. The Director of Capital Projects issues a notice to Budget 
Managers who are asked to submit requests to their respective Vice Presidents. The 
Campus Management Staff often aids in the preparing the cost estimates for these 
proposals. The Vice President selects projects to pass on to the entire Cabinet for 
review. Projects approved by the President and his Cabinet are passed on to the Board 
of Trustees for final approval. 
 
Capitalization Policy 
Not all projects qualify as a Capital Project. The following policy establishes the criteria 
for what can and cannot be capitalized. 
 
Life College Fixed-asset Capitalization Policy 
 
Contract Management 
The Director of Capital Projects and the Project Management Staff usually manage 
capital projects involving the campus infrastructure. Early in the planning process, the 
Director assigns a PM to the project. The PM follows established procedures for 
acquiring the services of the design professionals and arranging for meetings with the 
University Review Committee. When the design is complete, the PM procures the 
project in accordance with established University Procurement Procedures. For major 
Capital Projects, a construction manager is often selected during the early stages of the 
design process. The Vice President normally makes the selection of the CM for 
Business Affairs and the President through a comparison of three or more competitive 
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proposals. For exigent projects when the overall project schedule does not allow for a 
competitive bid process, the CM can be selected by a negotiated bid providing fixed 
percentages of Fee and General Conditions. 
 
The nature of the project determines the type of contract document used to define the 
scope and obligations of each party. As a rule, the University provides a modified 
version of a standard American Institute of Architects Document. 
 
The University PM provides leadership to the project team and manages the overall 
project schedule and budget. She/he reviews the quality of the work and ensures that 
the project is constructed in accordance with the construction documents. She/he 
reviews payment requests; acts as University liaison to architects, engineers and 
consultants, and the Campus Community, and guides the project through the regulatory 
approval process. The PM ensures that accurate records are kept of project costs, shop 
drawings, operation and maintenance manuals, written guarantees, inspections and 
closeout documentation. Finally, the PM procures furnishings and equipment and 
oversees the final punch list, certificate of occupancy, and training for the building 
maintenance staff. 
 
Bidding Process 
Normally projects are bid competitively. Once plans and specifications are complete, the 
project is put out to bid. Contractors and subcontractors from Kentucky and neighboring 
states are invited to fill a select list of bidders. In Construction Management projects, the 
construction manager divides the project into logical subcontract bid packages and 
invites multiple qualified subcontractors to submit bids for each package. Comparisons 
are made of the most attractive bids, and a scope review is conducted to ensure that 
the bidders have considered all elements of the required work. Once the CM has 
subcontracted a substantial amount of the project work on a project, he/she is normally 
asked to provide the University with a Guaranteed Maximum Price. This establishment 
of a GMP places the contractor in an “at risk” status, in that under the terms of the 
Contract the CM holds all the subcontracts and the only allowed changes to the contract 
cost will be through a properly executed Change Order. 
 
In some cases, for example smaller projects, University PM’s will perform the duties of 
CM and hire the subcontractors directly 
 
Furniture & Carpet Selection Procedures 
Furniture 
Selection and purchase of University furnishings are done either by direct purchase by 
individual departments (small non-capital orders), or by the Campus Management 
Department (larger capitalized orders) on behalf of the end user. 
 
Direct purchase by individual departments is limited to small orders confined to 
individual offices or to fill specialized needs. In this case, the Purchasing Department 
provides the purchaser with a range of choices that help set standards of quality and 
choice of pre-qualified vendors. Purchases are made directly by the end user and are 
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usually funded by the department's operating budget and with the approval of the 
respective divisional Vice President. 
 
Capital purchases of furniture are often associated with new construction or renovations 
and require the assistance of the Office of Campus Management. Normally a Project 
Manager (PM) is assigned to assist a client department in the selection process. The 
PM may procure the assistance of architects or interior designers, who will offer the 
client department a range of options that address programmatic, functional, budgetary, 
and aesthetic needs. Once the programmatic needs are well defined, the PM or the 
consultant will author a Request for Proposals (RFP) to be sent to three or more of 
qualified vendors. The RFP will require itemized pricing on all acceptable choices of 
furnishings and may also allow vendor-suggested alternatives. The RFP will also list all 
other relevant terms such as prepayment limits, delivery/placement, insurance, 
warranty, schedule, etc. Vendors will be directed how and when to submit their 
proposals to the Purchasing Department, who will record the bids and forward them to 
the PM in Campus Management. The PM in Campus Management will analyze and 
compare the bids and initiate the normal approval and purchase procedures. The PM 
will work with the successful vendor(s) during the execution of the work to ensure that 
all bid requirements are met and that the client department’s needs are met. 
 
Carpet 
Carpet and floor covering is normally procured through or with the assistance of the 
Campus Management Department. For capital projects, architects or designers in 
consultation with the client department make the specification and recommended 
selection. Campus Management is responsible to see that selections are code 
acceptable and meet reasonable durability standards.  
 
Procurement is normally done by capital projects staff for new installations or 
renovations or by the Custodial Department for normal cyclical replacement. The PM is 
responsible for the observance of approved University purchasing procedures. Small-
dollar projects that require immediate action are usually purchased from a preferred 
bidder. Larger projects that can benefit from competitive bidding are competitively bid.  
 
A PM will issue an RFP listing product specification for the required carpet. The RFP will 
also list all other relevant terms such as prepayment limits, delivery/placement, disposal 
of old carpeting, insurance, warranty, schedule, etc. Vendors will be directed how and 
when to submit their proposals to the Purchasing Department, who will record the bids 
and forward them to the PM in Campus Management. The PM will analyze and 
compare the bids and initiate the normal approval and purchase procedures. The PM 
will work with the successful vendor(s) during the execution of the work to ensure that 
all bid requirements are met and that the client department's needs are met. 
 
Municipal Relations 
Life College values the good will of the state and local communities the importance of 
successful public relations is critical in pursuing certain facilities projects. The institution 
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depends on the soundness of these relationships for needs ranging from simple permits 
for building demolition to positioning public opinion in favor of major growth plans. 
 
A healthy relationship is dependent on maintaining an open line of communications 
between local officials and a generally good public opinion of the role that the University 
plays within the community. 
 
Life College, with its excellent educational programs and attractive campus is well 
positioned to be considered an important asset of Oldham County and the 
Commonwealth of Kentucky. However, maintenance of this impression cannot be taken 
for granted. A concerted, ongoing effort must continue to be made to achieve and 
maintain this image. 
 
The overall responsibility for community relations is a multi-divisional team effort. The 
Chancellor and his office are often the first contact on matters of community concern. 
University Relations normally spearheads any public communication effort. Student 
Affairs is often involved in matters of Public Safety and student/community relations. 
Business Affairs is normally involved in matters of interest to specific town departments 
such as Building/Zoning, Fire Officials, and the Public Works Department. It is critical 
that the timing and content all important University communications with town and state 
officials be coordinated, open, and consistent. The University President, Vice 
Presidents, and University Relations manage this critical role. 
 
Life College will host periodic meetings with town officials where University and 
community interests and initiatives are discussed. During these sessions, the University 
President briefs local officials on plans for upcoming projects that may be of mutual 
interest. The meetings allow for a strengthening of personal alliances and keep 
municipal officials current on nascent plans and objectives. These meetings will also 
provide an opportunity for the University to present ideas about new initiatives that can 
further cooperation and community goodwill. 
 
Life College must continue to demonstrate an interest in the concerns and welfare of the 
local community. Occasionally the University is able offer the town the use of its 
facilities or the expertise of its faculty and staff. The community is invited to participate 
in cultural and various events on campus. Each year scholarships will be offered to High 
School graduates. Life College students volunteer for local and state community 
charitable initiatives. 
 
Periodic economic impact studies are conducted to demonstrate the substantial effect 
that the University has on the local and state economy. While the University maintains a 
tax-exempt status, it nevertheless provides significant contributions to the health of the 
local economy and through its support enables area businesses to offer a greater range 
of services to the larger community. Over the years, Life College will make substantial 
contributions to the development of the utility infrastructure. 
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The University strives to cooperate and maintain the respect of municipal officials who 
have responsibility for interpreting and enforcing local and state regulations. For larger 
projects, an effort is made to brief key decision makers early and often. Preliminary 
visits to the State and local building and engineering staff, as well as the Fire 
Department, help to surface technical and procedural preferences and gaining insight 
into the time that must be allowed to progress through the review process. It is critically 
important that the University continue to keep its commitments made verbally or in 
writing. 
 
In addition to placing value on the relations with municipal authorities, Life College takes 
particular care to maintain the trust and goodwill of its immediate neighbors who are 
most impacted by University activities. An effort is made to balance the interests of the 
University with the importance of having the community see Christian as a friendly and 
caring neighbor. Neighbors should be invited to appropriate events and to enjoy the 
grounds. University officials invite residents to call should they perceive an issue that 
threatens that relationship. Every effort is made to address these concerns or at least 
explain when they cannot be addressed. 
 
 
Campus & Environmental Planning 
Campus and Environmental Planning consists of campus infrastructure assessment, 
building commissioning activities, Environmental, health and safety compliance, energy 
and utilities management and records management. 
 
Environmental Health & Safety 
Life College is committed to protecting the health and safety of all members of the 
university community and our environment. The Life College Policy is: 
 

• Provide facilities and operations that are safe and healthful; 

• Strive to prevent all occupational injuries and illnesses by emphasizing safety 
management, education and training, and safe work practices; 

• Comply with all applicable health, safety, and environmental laws and 
regulations; 

• Minimize waste; and reuse/recycle material when it is economically and 
environmentally appropriate; 

• Ensure that health, safety and environmental protection is a principle 
consideration in the design, construction, and renovation of all buildings and 
facilities; 

• Be open and communicate broadly our health, safety, and environmental 
activities and performance 

• All members of the University community, including students, faculty, staff, and 
contractors, are expected to be cognizant of, and conform with, university 
policies and procedures and share the responsibility for minimizing risks to 
health, safety and the environment. 
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Faculty and supervisory staff must assure that their employees and student workers in a 
safe, healthful, and environmentally responsible manner and comply with all applicable 
laws, regulations, university policies and procedures. 
 
 
Campus Management 
The Campus Management Department is dedicated to creation and preservation of 
functional, safe, comfortable and beautiful campus buildings and grounds, and to the 
support of the Christian University Community in the pursuit of its spiritual, educational 
and civic mission. 
 
Facilities Management 
The Mission of Facilities Management at Life College is to effectively and efficiently 
provide services that support the faculty, staff, and students in pursuit of excellence in 
their individual and institutional, academic, and community objectives. This service is 
directed toward maintenance and operation of all facilities on campus. 
 
Administration and Planning 
Maintenance Operations and Services 
Division of Business Affairs 
  
The Business Affairs Division establishes and embraces best corporate and educational 
business services practices to promote the effective and efficient management of Life 
College’s human, physical, and financial resources. In a cost-effective manner, we 
provide timely, accurate, and meaningful information to support the enhancement of Life 
College’s educational programs, student quality, external relations, and Life College's 
culture and values. We focus on the needs of our students and other stakeholders, 
manage our processes for continuous improvement, make fact-based decisions, and 
use fair and ethical business policies and practices in realizing the University’s mission 
and vision. 
 
Financial Services 
Financial Services operates within the Division of Business Affairs. The mission of 
Financial Services is to provide timely and accurate integrated financial reporting and 
planning to campus constituents and top management, with a focus on customer-
oriented service. 
 
 
 
Financial Planning and Budgeting 
The mission of the Budgets and Financial Planning area is to support the Vice President 
for Business Affairs and Controller in executing the budgeting and financial policies of 
the University.  This involves detailed review, analysis, projection, and reporting of all 
revenue and expenditure line items with the goal of ensuring a balanced budget that 
reflects the priorities of the University.  
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The Budgets and Financial Planning area assists budget managers and divisions in the 
development and monitoring of annual and long-term financial plans designed to avoid 
over-spending, improve efficiency of financial operations and processes, determine fee 
revisions, and review feasibility of new and continuing programs. 
   
Annual Operating Budget Process Overview and Scope 
Each year beginning in January, the University will begin to prepare the annual 
operating budget for the coming fiscal year. The Board of Trustees must ultimately 
approve the budget, once prepared by the individual departments and reviewed by 
upper management. The University’s intent is to create a budgeting process whereby 
strategic resource allocations can fund mission-critical activities and new initiatives. 
 
The preparation of the budgeting parameters document, and any subsequent revision, 
is the responsibility of the Controller’s Office. The budget preparation process may be 
modified each year to reflect improvements in the process. 
 
Annual Operating Budget Process 
The process may be generally described as follows: During the fall semester, the VP for 
Business Affairs’ office compiles information for the submission of proposed increases 
in tuition, and room and board rates for the next fiscal year. Based on the information 
compiled and planned rates budgeted for in the University’s Five-Year Strategic 
Planning Model, along with preliminary estimates of expenditures to be incurred for the 
next fiscal year, the University’s management presents its recommendations for tuition, 
and room and board levels for the next fiscal year to the Board of Trustees at its 
January meeting. Broad-based budgeting parameters are also presented to the Trustee 
Finance Committee during the January meeting sessions. 
 
In late January/early February, the Controller's Office e-mails to each budget manager 
the materials necessary for preparation of a new budget, including: budgeting 
instructions; a Departmental Budget spreadsheet file listing the previous year "actual" 
and the current year "budget" for each of the expense categories authorized for the 
department; an Incremental Operating Expenditure Requests File; and an Expenditure 
Line Justification File. At this same time, meetings are initiated with departments for 
information sharing and training. 
 
The budget managers prepare their budgets and return them to their Vice Presidents, 
who review the budgets and forward them to the Controller’s Office by late February. 
Vice Presidents may determine that departments can send their Departmental Budget 
worksheet files directly to the Controller’s Office. Please note that all budget worksheets 
and supporting schedules must be submitted in electronic format (MS Excel). No hard-
copy formats will be accepted. Additional time is allotted for the preparation of the 
Incremental Requests and the Budget Justification worksheets. Once budgets have 
been returned to the Controller’s Office, meetings will be set up with all the Vice 
Presidents to discuss and clarify issues regarding their submitted budgets. 
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By mid-March, the Controller’s Office compiles all the individual departmental budget 
requests and, having compared estimated expenditures with estimated revenues, 
begins to prepare reports for the Cabinet’s review. 
 
The Cabinet reviews the proposed budget in April, paying attention to incremental 
expenditures with significant financial consequences. At its May meeting, the Board of 
Trustees is asked to review and approve summaries of the proposed operating and 
capital budgets. After the approval of the Board is obtained, budgets are loaded into the 
module and, by mid-June, the Controller’s Office informs all departments that online 
reports are available for the upcoming fiscal year. 
 
Annual Operating Budget Proposal Preparation 
The operating budget proposal process serves as the primary planning and control tool 
for the linkage of mission-based programs and the financial resources necessary for 
their success. To ensure that resources are available to meet the programmatic 
priorities of the University, it is important that all revenues and expenses be budgeted 
(planned) in a comprehensive manner. 
 
The submission of the budget proposal worksheets and any subsequent revision is the 
individual departmental budget manager’s responsibility. At the beginning of each 
semester, the Controller’s Office provides budget training for new budget managers. 
Budget managers who have attended in the past, and who wish to attend as a 
refresher, are also welcomed to do so. 
 
In late January/early February, the Controller’s Office prepares a budgeting package, 
which is e-mailed to each departmental budget manager. There are three documents 
that must be completed as part of the annual operating budget process. They are:  

• the Departmental Budget file,  

• Incremental Operating Expenditure Requests File,  

• and Expenditure Line Justification File.  
 
Budget Projection Process 
Life College undertakes a projection of its revenues, expenditures, and capital project 
expenses twice a year in order to forecast its financial position for its fiscal year-end. 
These projections are provided to the finance committee of the University’s Board of 
Trustees at its January and May committee meetings. Such projections enable the 
University to obtain a better understanding and tracking of revenue and expenditure 
patterns for current operations and forecast its financial position on a continual current 
and outgoing fiscal year basis. 
 
Process Overview 
As part of the University’s continuing efforts to accurately forecast its finances, budget 
managers are requested to provide a projection of departmental revenues, expenditures 
and capital project expenses (if applicable) for the June 30 fiscal year-end. The first 
budget projection cycle occurs in November/December. During this cycle, only key 
departments are requested to provide an update for the year-end projections for 
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revenues and expenses based on the format of data presented in the five-year budget-
planning model. Not every individual department in the University will not be required to 
provide their updated projections during this first cycle. 
 
The second budget projection cycle occurs during March/April. In this cycle, 
Departmental Budget projections forms are e-mailed to every budget manager, who 
must make projections for each organization (department) number. Year-to-date activity 
figures are listed for the current year. Current year budgets are copied in the June 30 
Projected Column. Budget managers are required to change projection amounts that 
will be over or under budget by $5000 (or more) only, in the June 30 Projected Column. 
 
Based on existing revenue and expense patterns, budget managers should make 
estimates of their year-end revenues and expenses for part-time salaries, recharges, 
and discretionary expenses. While developing projections, the effect of any deferment 
of revenues, prepayment of expenses, and year-end accruals of revenues and 
expenses that would need to be made on June 30 should be taken into consideration. 
Also, due to the varying nature of the cycle of operations in each department, the 
revenues and expenses might not be always incurred on a smooth prorated monthly 
basis. On the projection worksheet, all revenues and recharge amounts are entered as 
negative numbers, and all salary and expense amounts as positive numbers. Please 
click on the attached link to see a sample of the projection worksheets. 
 
Sample Projection Worksheet 
For the budget manager’s reference within the projection file, the Controller’s Office also 
attaches a worksheet for the previous fiscal year that shows the prior year’s cumulative 
budgeted and actual year-end revenues and expenditures incurred by each department. 
This section is provided for informational purposes only, to assist budget managers with 
current fiscal year projections. No data should be entered on the previous fiscal year’s 
worksheet. 
 
Please note that even if no changes are projected, budget managers must return the 
spreadsheet to the Controller’s Office as confirmation that budgets will not be 
overspent. For this process to be as streamlined as possible, all projections must be 
returned electronically to the Controller’s Office 
  
Long-range Financial Planning 
 
Goal of the Long-Range Financial Planning Process 
The objective of the long-range financial planning process is to plan for and monitor the 
financial resources that will enable the University to achieve its mission. The plan links 
the enrollment, academic, staffing, facilities planning, and capital improvements 
programs with the mission, direction, and strategic priorities of the University in order to 
determine the financial impact of these programmatic needs for the future. 
 
Long-range Plan Overview 
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The long-range plan tracks and projects financial and operational data of key 
operational aspects of the University such as: student enrollments, tuition pricing, 
housing, dining services, fund-raising, auxiliary operations, salaries and fringe benefits, 
staffing needs, utility costs, depreciation expenses, other revenues and expenses by 
natural classification, capital expense cash flows, long-term investments, and debt 
service. The plan also tracks and projects data on key strategic initiatives to ensure the 
financial feasibility of such initiatives. This detailed information is linked to a summarized 
pro forma income statement and balance sheet to enable the financial management of 
the University to review the impact of ongoing and future changes on the institution’s 
operating cash, other assets, liabilities, and fund balances. The long-range financial 
plan also monitors the impact of changes in future financial plans on the key financial 
ratios that the University is required to maintain for debt covenant and current debt-
rating purposes. 
 
Long-range Financial Planning Process 
The Vice President for Business Affairs, in consultation with the President’s Cabinet, 
sets the broad-based planning parameters for the Long-Range Financial Planning 
model. The long-range financial plan (also known as the “Five-year financial model”) is 
maintained and updated by the Associate Controller and Budget Analyst in the 
Controller’s Office. However, every major function within the University contributes 
towards the maintenance and update of this model, with information and ideas flowing 
in both directions between the Controller’s Office and individual departmental/divisional 
budget managers, divisional VPs, and the President’s Cabinet. 
 
Updates are continually made to the model to reflect changes in existing assumptions 
and outlook. The long-range planning, annual operating and capital budgeting, and 
projection process are interrelated and form a single planning and budgeting system. 
During each fiscal year, as the University undertakes a projection of its year-end 
revenues and expenditures, it requests certain departments to provide updates to the 
model for the current and the outgoing years. The Controller’s Office budgeting staff 
also periodically meets with certain budget managers to obtain clarifications and 
updates on the outlook for future periods. The Long-range planning model is also tied to 
historical financial reporting. The model has a unique “look-back” feature, which tracks 
past financial and operational data. This enables the University to review and examine 
past trends to compare against current budgets and projections, and to develop future 
planning parameters and assumptions. 
 
The availability of funds required to finance the capital construction, facilities 
renovations, and information technology acquisitions of the University is tracked through 
the model. The Facilities Management and the Information Services divisions both 
provide periodic updates to the Controller’s Office on the costs and scheduling of 
current and future capital projects. Since such capital plans typically span across a 
longer time horizon, the existence of a five-year plan enables the University to plan out 
the financing needs for such capital expenditures and determine the ability of the 
University to fund them through internal fund-balance reserves or the issuance of debt. 
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Budget Maintenance Process 
Goal of the Budget Maintenance Process 
Annually, the Controller’s Office initiates the budget process in order to prepare for the 
upcoming fiscal year. Budgets should be submitted at that time in a systematic and 
thoughtful manner to reflect anticipated revenue and expenses, as well as any 
anticipated changes that may occur within the given department. However, there may 
be times throughout the fiscal year during when adjustments may need to be made in 
order to reflect changes in the day-to-day operation of the institution. It is the 
responsibility of the budget manager to submit a Budget Change Order to reflect such 
changes. By doing so, the Controller's Office can update the financial system to reflect 
such changes. 
 
Types of Off-cycle Adjustments 
There are a variety of circumstances that require budget amendments. They may 
include: 

• Reorganization or consolidation of positions or of departments 

• An unanticipated change in specific revenues or expenses 

• Transfers between line items within or across departments to cover for 
overage/underage of revenues and expenditures 

• Award of a new grant or start-up of a new program/activity. 
 
Budget Change Order Forms 
For any changes to be made to a budget, a Budget Change Order Form must be 
submitted to the Controller’s office. 
 
Required Information: 
 

• The following information is required on the Budget Change Order Form: 

• Transaction Date: This is normally the date on which the Budget is written up. 
This can be past or forward dated so that it is reflected in an appropriate month’s 
budget report in the General Ledger. This is different from the data entry date. 

 
Financial Reporting 
The mission of the Financial Reporting area is to support the Vice President for 
Business Affairs and Controller in the preparation of the Financial Statements of the 
University.  This involves detailed review and analysis of activity within the operating 
ledger in order to ensure the accuracy and completeness of the information that is 
summarized in the Financial Statements.   
 
The Financial Reporting area coordinates the annual audit performed by the University’s 
independent auditors, acting as a liaison between the auditors and financial staff. The 
Financial Reporting area also supports senior management in the areas of financial 
reporting and analysis and provides technical accounting assistance to other accounting 
staff. 
 
General Accounting Policies 
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Expense and Review Transfers and Recharges 
Goal of the Transfer/Recharge Process 
It is the goal of the Controller’s Office to provide budget managers with accurate and 
timely information. At times, it is necessary to move previously charged expenses or 
revenues to other accounts as the result of an incorrect account being used in the 
original transaction. In addition, some departments provide services to other 
departments on campus, which they then recharge for. It is the responsibility of the 
budget manager with authority over the original budget charged, or who receives the 
benefit from a recharge, to request transfers/recharges to be made by the Controller’s 
office. 
 
Types of Transfer/Recharges 
There are a variety of circumstances that require transfer/recharges. They may include: 
Invoice/monthly upload charged to incorrect organization or account Activity Code 
needs to be added to a transaction. A department performs services for another 
department 
 
Transfer/Recharge Forms: 
For any re-classes/re-charges to be made to a budget, an Expenses and Revenue 
Transfers and Recharges Form must be submitted to the Controller’s office. In addition, 
either a screen print or a copy of a budget report showing the original charge to a 
specific budget must accompany an expense or revenue transfer. 
 
Fixed-asset Management 
The purpose of this policy is to define capitalization and depreciation policies for all 
property, plant and equipment transactions. For financial statement and government 
reporting purposes, property, plant and equipment include land, land improvements, 
buildings and improvements, equipment, and construction in progress. Once an asset is 
capitalized, it is recorded at cost, and this amount will be written off periodically, or 
depreciated, in a systematic manner over the useful life of the asset. 
  
General Policy on the Use of Debt 
 
Introduction 
Life College (the “University”) provides a uniquely student-centered, business-focused 
education of the highest quality. In order to fulfill its mission, the University must 
maintain its physical plant, equipment, and infrastructure while investing in new 
buildings, equipment, and infrastructure. The University uses an array of sources to 
support these investments, including surplus generated from operations, donations, and 
external debt. 
The utilization of debt and other financial resources to fund capital projects will be driven 
by the University’s strategic planning process. Capital needs will be considered in 
concert with the operations of the University. Debt and debt management will link capital 
budgeting to financial planning and operations. 
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Life College’s Debt Policy is intended to provide a framework for assuring that debt is 
managed and used strategically to advance the University’s mission. 
 
Appendices 
Appendix A - Additional Interest Rate Swap Guidelines 
Appendix B - Acceptable Collateral 
Appendix C - Definitions of Interest Rate Swap Terminology 
 
Debt Policy and Interest Rate Swap Guidelines 
 
Overall Principles for the Use of Debt 
The General principles the University will employ for the overall management of debt 
include the following: 

• The University will incur debt to maintain and enhance the physical plant and 
infrastructure. 

• Debt will be used as a financial tool to maximize the University resources. 

• Long-term debt will not be used to finance current operations. 

• The University’s debt capacity will be governed primarily by its ability to support 
all incremental costs – principal, interest payments, and annual operating costs 
of new space – within the University's operating budget and the trustee 
discretionary fund. 

 
The University will seek to maintain a high-quality credit rating and will target several 
key financial ratios used by rating agencies to evaluate the University’s credit. 
The University will seek to maintain an acceptable balance between interest rate risk 
and the long-term cost of capital. 
 
The University’s debt portfolio will be evaluated in the context of all its assets and 
liabilities. Diversification within the debt portfolio may be used to balance risk and 
liquidity across the institution. 
 
The University will consider the use of capital and operating leases, especially for the 
acquisition of equipment, to the extent such transactions are compatible with and help 
achieve its overall objectives concerning the use of debt. 
 
Strategic Planning and Resource Allocation 
The amount of external debt that the University has at any given time will be a function 
of its ability to service that debt through the operating budget without diminishing the 
resources necessary for other non-capital priorities and the desire to maintain a high-
quality credit rating while sustaining overall financial health. Yet, at the same time, the 
University recognizes that in order to meet its mission and strategic objectives, 
investment in the form of capital is often necessary and such investment may 
necessitate the incurrence of debt. 
 
Life College has engaged in a strategic planning process aimed at identifying ways to 
improve and enhance the educational product delivered to its students while 
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recognizing that such endeavors generally yield more ideas than can be absorbed 
within the financial constraints in which the University works. This disparity forces the 
University to balance the appropriate allocation of financial resources between 
programmatic support and the University’s physical infrastructure in order to ensure the 
long-term health of the institution. In conjunction with the academic priority setting 
process, the University has developed integrated, comprehensive plans covering its 
academic, space, and fiscal needs. Members of the University community have 
provided significant input into these decisions through an integrated planning process. 
This process has considered all needs in the context of the entire academic enterprise, 
and participants have evaluated and compared competing demands for resources. 
 
One result of this process has been a five-year budget projection that includes all 
revenues, expenditures, and commitments that can reasonably be expected. In this 
context, the University develops its annual operating budgets, as well as the University’s 
capital budget and capital plan. 
 
Donor-financed capital projects and other capital fund-raising activities will generally 
follow the priorities determined by the planning process rather than by donors. However, 
in certain instances, donor-specified projects that are consistent with the University’s 
mission and enhance the academic enterprise will be undertaken. 
 
Debt Administration and Oversight 
The University’s Board of Regents is responsible for establishing an overall debt policy 
and approving the issuance of all external debt, including all short- and long-term 
obligations, guarantees, and instruments that commit the University to future payments. 
The Board will be advised by the Finance Committee on all debt-related topics. 
 
The University’s Vice President for Business Affairs will manage the overall debt 
portfolio according to the University’s debt policy. The Vice President for Business 
Affairs will consult with the senior administration, Finance Committee, and the Board 
with respect to all financial matters associated with procuring, renovating, and managing 
capital assets. 
 
The Vice President for Business Affairs will report regularly to the Finance Committee 
on the status of the University’s debt portfolio and its plans regarding debt. This review 
will include an assessment of the University’s credit rating and key financial ratios 
compared to targeted levels and those of peer institutions. 
 
Debt Capacity 
In general, the University’s debt capacity will be evaluated and determined by the 
consideration of the following three primary factors: 

• Legal authorizations and limitations 

• Current and pro forma financial operating performance 

• Credit considerations including the University’s credit rating 
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• The University’s legal debt capacity as specified in applicable debt covenants 
and statutory restrictions is the starting point for evaluating the appropriate level 
of new and total indebtedness. 

 
Targeted Financial Ratios 
Bond rating agencies use a host of metrics to assess an institution’s creditworthiness. 
Some of these metrics are quantitative; some are not. Financial ratios, therefore, are 
important criteria, but they are not the only ones used to evaluate the University’s credit 
and its debt capacity. The University’s credit strength is also highly dependent on 
maintaining its competitive advantages in higher education, the quality of its academic 
enterprise, and strong academic and financial management. 
 
The University will set targets for several key ratios that assess the University’s overall 
financial health. These targets are set based on median ratios of similarly rated 
organizations published by Moody's and Standard and Poors (S&P). 
 
Unrestricted Resources to Debt of at least 1.5:1. 
This is a measure of the University’s leverage on its assets. Unrestricted Resources are 
defined as unrestricted net assets less net investment in plant, property, and equipment, 
plus long-term debt used to finance net investment in plant, property, and equipment. 
 
Expendable Resources to Operations of at least 1:1. 
While this measure of liquidity is less directly affected by the issuance of new debt, it 
provides a useful indication of the institution’s financial cushion relative to operations 
and its ability to service debt. Expendable resources are defined as unrestricted net 
assets plus temporarily restricted net assets less net investment in plant, property and 
equipment plus long-term debt used to finance net investment in plant, property, and 
equipment. This ratio is also part of the covenants required by the University's Letter of 
Credit arrangement. 
 
Debt Service to Operations should be maintained within a range of 4.5-10 percent. 
Debt Service to Operations is the typical measure used to evaluate an institution’s use 
of borrowed funds. The use of debt with bullet or balloon structures that defer principal 
payments until far in the future makes the calculation of debt service more difficult. The 
University will include not only required annual principal and interest payments in its 
definition of debt service but also an annual equivalent for sinking funds. The University 
will take into consideration the use of debt that has accompanying revenue when 
additional debt takes the University’s Debt Service to Operations to the higher end of 
this range. 
 
Developing the Budget 
 
Elements of a Budget 
When preparing a project budget, it is important to anticipate all project costs both those 
to be charged to the grant and those contributed by the University. Unanticipated costs 
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create significant difficulties and can threaten the success of the project/research. Work 
with the Controller's Office on budget development. 
 
Personnel: Personnel should include only salaries and wages. Faculty stipends and 
overloads are included in this area of the budget. 
 
The following notes on personnel costs refer to people who will be paid as employees of 
the University.  If a substantial portion of the work is to be done by employees of 
another organization (by faculty and staff at another University, for example), then that 
work might better be handled as a subcontract. See the sections below on consultants 
and subcontracts.   
 
Faculty Salaries for Summer and Inter session: Monthly payments for work during 
summer or inter-session will usually be made at the rate of 1/9 of the annual salary for a 
full month of such employment. Typically, the amounts are 2/9 for summer salaries and 
1/9 for inter session. (Remember that the monthly pay most faculty receives is based on 
a twelve-month distribution of a nine-month salary. Thus, to figure the amount to charge 
for a month of your time, divide your academic year salary by nine, not by twelve.) 
 
Faculty Overload Time: Faculty members may, with the appropriate approvals, do 
contract or grant work as an overload in addition to their regular teaching duties. Be 
sure the sponsor, your chair, and your dean know about the intended overload and are 
willing to approve it. Compensation for overload time will typically be at the same rate as 
regular compensation, although that is not required. 
 
Student Assistants: The use of student assistants is strongly encouraged because it 
provides work experience and income for students. Student salaries have a lower rate 
charged for fringe benefits, but students generally are not permitted to work more than 
20 hours per week on campus during the academic year.   
 
If you intend to hire individuals not currently on the payroll at Christian University, the 
rate at which you pay them will need to be in accordance with system job classifications 
and compensation levels. Human Resources can provide a range of salary for proposed 
employees when provided with a brief description of the position; work through the 
Controller's Office. 
 
Fringes: The fringe benefit rate for full-time wages is 36%, however, the rate is subject 
to change. Also, please note that the rate calculated on overloads and part-time 
temporary wages is 7.65%. Student wages do not earn fringes unless employment is 
during the summer. 
 
Travel: Be specific in your budget. Where does the project require that you travel? How 
far is that destination if you are requesting mileage? Will you require meals and 
lodging? Get quotes for air transportation and use the Life College reimbursement rate 
for mileage. Contact the Controller's Office with questions. 
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Equipment Purchases: If equipment is allowed by the grant, be certain to consider 
shipping, installation and maintenance costs. Use an accurate cost estimate from a 
potential vendor. 
 
Be aware that the University system requires bids for all purchases greater than $2,500. 
If there is only one vendor for the equipment you require - as is often the case for 
scientific equipment - you will need to document this to be exempt from the bid process. 
Contact the Christian University Purchasing Department with questions. 
 
The Life College policy requires all computer equipment and software acquisitions need 
to be approved by the University’s IT Department prior to submittal to Purchasing. 
 
Consultants: If possible, list each consultant.  Indicate the service to be performed and 
rate of compensation including travel. Occasionally it is appropriate to pay the persons 
to be involved in the project as consultants rather than employees, especially for short 
periods of time or for highly focused and specialized tasks. Show the compensation for 
a consultant in terms of days or hours to be worked multiplied by the daily or hourly rate 
to be paid. Remember that fringe benefits should not be added to the consultant’s 
payments. For that reason, consultant costs are usually listed separately or under 
"Other Costs" (see below) rather than under "Personnel".   
 
Full-time Faculty and Staff, Foundation Employees, Student Assistants as Consultants: 
Government regulators and auditors pay great attention to defining the appropriate use 
of consultants, because institutions do not pay the government the same taxes for a 
consultant as for an employee. The IRS has recently given notice that it will increase its 
auditing efforts in this area and, consequently, some sponsors may limit the amount that 
can be paid to consultants. If the consultant is to play an important role in the project, it 
helps to specify who that person is and include a resume or vita. Life College will not 
pay University employees for any services on a consultant basis. Services to be 
obtained from Christian employees (staff or faculty) should be shown in the "Personnel" 
category, usually with compensation shown as a percentage of their regular salaries 
and always with fringe benefits included. This requirement holds even for small 
commitments. 
 
Supplies -- These are consumable items such as office supplies, copy supplies, etc. 
Virtually every project requires some expenditure on supplies. For large amounts of 
money, or for large portions of the total budget, the request for supplies should be 
explained. A brief list of the types of supplies needed is useful for your own planning, 
even if the sponsor does not require it.   
 
Subcontracts -- If a portion of the work is to be completed by another institution, identify 
the organization by name and indicate the total anticipated cost.  
 
Other expenses-- Identify any other expenses necessary for completion of the project, 
such as student tuition, telephone charges, postage, publication costs, etc.  
 



 

59 | P a g e  

 

Indirect Costs (F&A) 
To support the activities of faculty and staff in the application for and administration of 
projects supported by external sources of funding, Life College provides services and 
facilities that are maintained entirely from facilities and administrative costs generated 
from these funded projects. 
 
Indirect costs reflect the maintenance and development of University infrastructure 
required to carry out the activities supported by grant dollars. Examples of these costs 
include: 1) buildings and equipment; 2) accounting, human resources, computing, and 
purchasing services; 3) mail, printing, duplication and all other central services; 4) 
library services and resources; and 5) administration. 
 
Office of Information Services (IT) 
Computers, networks, and electronic information systems are essential resources for 
accomplishing Life College's mission of instruction, research, and service outreach. The 
University grants members of the University community shared access to these 
resources in support of accomplishing the campus's mission. 
 
These resources are a valuable community asset to be used and managed responsibly 
to ensure their integrity, security, and availability for appropriate educational and 
business activities. All authorized users of these resources are required to use them in 
an effective, efficient, and responsible manner. 
 
Users must be aware of User Rights and Responsibilities, which outline liability for 
personal communication, privacy and security issues, and consequences of violations. 
Users should also be aware of the University's Rights and Responsibilities. A list of 
relevant University information services policies and guidelines is available in the 
Related Information section. 
 
   

LIFE COLLEGE Office of Information Services.   
NOTICE: The Student Laptop Program is optional and currently only available for 
Students in the United States of America.  We expect to expand this to International 
Students soon. 
 
Information Technology Policy 
Computers, networks and electronic information systems are essential resources for 
accomplishing Life College's mission of instruction, research, and service outreach. The 
University grants members of the University community shared access to these 
resources in support of accomplishing the campus's mission. 
 
These resources are a valuable community asset to be used and managed responsibly 
to ensure their integrity, security, and availability for appropriate educational and 
business activities. All authorized users of these resources are required to use them in 
an effective, efficient, and responsible manner. 
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The purpose of this policy is to: 

• Safeguard the integrity of computers, networks, and data, either at Life College 
or elsewhere; 

• Ensure that use of electronic communications complies with University policies; 

• Protect the University against damaging legal consequences. 
 
The policy applies to: 

✓ President 
✓ Vice Presidents 
✓ Deans 
✓ Director / Department Heads / Department Chairs 
✓ Faculty 
✓ Area Managers 
✓ All Employees 
✓ Students 
✓ Others 

 
Information Technology Services 
Life College's Information Technology Services provides computing and 
communications infrastructure services, support, and innovation in the delivery of 
information technology products and services for students, faculty, staff, alumni and 
community partners. 
 
We provide University-wide leadership for the planning, design, and provision of high 
quality, customer-oriented information technology services to the campus. We maintain 
a reliable and technologically advanced information infrastructure that supports the 
current and future requirements of the University. 
  
Academic Computing & Media Services 
The Academic Computing & Media Services operates within the Division of Information 
Services. Their mission is to provide effective computer and audio-visual technology 
planning, budgeting and support for the following areas: 

• Classrooms, labs and public access spaces (physical and virtual) 

• Student Laptop Program and Helpdesk 

• Campus Media Services 
 
Our primary goal is to ensure that technology and support offerings meet the academic, 
social and functional needs for our constituents and aligns with Christian’s mission and 
objectives. 
 
Service Level Agreement 
Classroom and Lab Support Terms of Service 
Introduction 
The Academic Computing team within Information Services handles management of all 
classroom and lab computer technology. 
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Use of classroom and lab computer, network, and Audio-Visual equipment is limited to 
academic use only.  Use of such technology indicates acceptance of the Life College 
Technology Resources Acceptable Use Policy. 
 
Day Support 
All classroom and lab technology receive highest priority. During normal business hours 
(8am - 4pm) 
 
Evening Support 
For after-hours support, please contact the AV office. Our evening support is provided 
by students who are trained in providing level one support* for classroom and lab issues 
only. All non-classroom or lab issues must be reported to the Help Desk for next day 
response. 
 
*Level one support provided by our student employees consists of troubleshooting most 
minor hardware and software issues. Major network and technical issues will be 
reported to a level-two staff member for resolution. Non-critical issues will be attended 
to the next business day. 
 
Alternate Error Reporting: 
All classroom or lab errors should be reported to the Media Services office, or to the 
Academic Computing Group.  Alternatively, you may use the e-mail link on the 
Academic Computing & Media Services home page for support for technology issues 
that are not time sensitive. 
 
Software Changes 
Please ensure your software requests are submitted by the requested deadline. Any 
requests for software installs or changes will not be processed after the semester 
begins. The due dates are: 
 
Fall - July 1st 
Winter/Spring - December 15th 
Summer - May 1st 
 
All software must be fully licensed.  For certain applications, a statement from the 
publisher indicating approval of installation may be required.  For more details and 
information regarding how to request additional applications. 
 
Security 
The professor must lock all classroom doors after use. 
No classroom should be left unsupervised. 
Please direct any room access request or concerns to Public Safety. 
 
Audio-Visual 
Professors are responsible for ensuring all audio-visual equipment, including projectors, 
are turned off after use. 
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All audio-visual issues and requirements should be directed to the audio-visual 
department. 
 
Questions and Concerns 
If you have any questions or concerns about the service you received from the 
Academic Computing team or our student technicians, you may choose to speak to 
either of the full-time staff members in the Academic Computing Office or the Audio 
Visual Office. 
 
About Our Classrooms 
All our classrooms are equipped with instructor stations, and several classrooms have 
student workstations available. This technology allows instructors to project their lecture 
notes, use interactive learning aids, and allow students to offer multimedia class 
presentations. All computer classrooms have electric screens and overhead projectors 
mounted on the ceilings. 
 
I-Pad Program Overview 
Life College Student I-Pad Program I-Pads for their academic and personal use, with 
the goal that the technology would both enhance their learning experience and provide 
an equal footing for all students to engage the rapidly evolving computer world.   
 
An I-Pad is issued to all incoming students as part of the Life College tuition package. 
Students keep this machine until the beginning of their Junior year, at which time it is 
exchanged for a new model I-Pad. Upon successful completion of their senior year, this 
laptop is theirs to keep without any further fee or expense. Juniors also have the option 
to purchase their two-year-old machine at a reduced price in addition to receiving their 
new laptop. All Life College issued laptops are purchased with a 3-year hardware 
warranty assuring post-graduate longevity. 
 
Students are responsible for the care and proper usage of the laptop as specified both 
in the Student Agreement signed at initial pickup and Life College Academic Computing 
Policy; however, within those boundaries they are free to do with the machine what they 
please, and their laptop user accounts have full Administrator authority. 
 
Laptop Central, the Life College Student Help Desk, provides on-campus six-day-a-
week hardware and software technical support to the student body.   
 
Find out more about: 
I-Pad distribution and scheduling 
Policies regarding your laptop after graduation 
Read the current Student Laptop Agreement 
Read the Information Services policies regarding copyright and fair use. 
 
I-Pad Distribution 
I-Pads are distributed to all incoming students on the morning of Labor Day.  After a 
Care & Feeding session detailing both basic care and registration of their laptop on the 
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Christian University network, as well as an overview of technological services provided 
at Christian University, students are issued their laptop and all accessories.  The 
student's Christian University ID card, barcode scanners, and electronic signature pads 
will also be distributed. As all Christian University laptops will come preloaded with our 
tailored software image, students need only boot their machine and log in with their 
email username and password to immediately access all network and informational 
resources. 
 
Note: All incoming freshmen must have completed the Alcohol Wise online education 
program to receive a Christian University laptop. 
 
Junior Swap 
Returning juniors receive their new model I-Pads during the afternoon of Labor Day.  
Both their existing laptop and its power adapter must be returned prior to receipt of the 
new machine.  The student retains all other accessories, such as their backpack or USB 
memory sticks.  The returned laptop is then examined in front of the student for damage 
and non-warranty related wear and tear, and an estimate of charges is attached to the 
student's receipt.  The student is then issued their new machine.   
 
Note: Life College is unable to provide any data backup services during Laptop Swap.  
It is the student's responsibility archive all critical personal data from their existing 
machine prior to arrival.  
 
An Office representative will be on location for those students choosing to purchase 
their existing laptop.  Payment can be made by check or credit card. 
 
Summer Swap 
For those juniors who live close to the Life College campus, Laptop Central does 
provide the opportunity to pick-up their new machine prior to Labor Day.   
 
In early August, I-Pad Central will begin Summer Swap for those eligible students.  
Should students wish to buy out their existing laptop in addition to receiving their new 
machine they must visit the Bursar's Office prior to exchanging their laptop.  A receipt 
for the purchase must be presented at the time of the exchange. 
 
Laptop Central will attempt to provide data transfer during this time, however students 
should plan on extremely long wait times for this procedure based on the high volume of 
calls and the average amount of data per student.  As always, copying data to DVD or 
an external hard drive is the preferred and most expeditious course of action.  If you are 
unable to back up your data, please call ahead on the day you plan to swap so that an 
estimate of time required may be given. 
 
 
Your I-Pad Post-Graduation 
 
Software Issues: 
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If you received a "graduate re-image" of your laptop during Laptop Central's "Check Up 
Before You Check Out" offer during the final weeks of the semester, or have received a 
re-image since graduation, your I-Pad contains a built-in Rescue and Recovery 
partition. 
 
Theft 
It is important to note that upon graduation, the I-Pad's insurance policy as well as its 
anti-theft software license will expire.    
 
Software Issues 
If you received a "graduate re-image" of your I-Pad during I-Pad Central's "Check Up 
Before You Check Out" offer during the final weeks of the semester, or have received a 
re-image since graduation, your laptop now contains a built-in Rescue and Recovery 
partition. 
 
Student Agreement  
 
Date I-Pad Issued ________________________________________                                 
 
Date to Return I-Pad_______________________________________ 
 
Life College has initiated a program to provide you with the use of an Apple I-Pad® 
 
Computer during your matriculation as an undergraduate at the University.  
This agreement relates to the computer system issued to you as  well as any loaner and 
replacement computer system that may be provided to you between _______________ 
and  ______________________. 
 
By accepting possession of the computer system, the software, and the related 
peripherals such as manuals, cables, network card, etc., I hereby agree to the following 
terms and conditions. I understand that by signing this agreement and initialing where 
indicated below, I agree to participate in the Life College I-Pad Program and to pay the 
charges as outlined on my Life College bill. 
   
I understand that I only have the right to use the computer system for and in connection 
with my attendance at Life College. I understand that I must comply with software 
license agreements. I shall not sublease, sell, or otherwise grant any individual or 
business any right or security interest to the computer system or otherwise encumber 
Life College’s lease.    
 
Life College I-Pad Program Policies: I always acknowledge my responsibility for the 
computer system during this agreement and therefore understand that I shall not allow 
any other person to have access to the computer system.  
 
I will adhere to all of Life College’s rules and regulations governing the use of this 
computer system and the Life College network, as stated in the Life College Catalogue; 
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and Christian University’s Computer Use Policy as defined, where the rules and 
regulations are incorporated by reference. This includes but is not limited to refraining 
from using the computer system to obtain, deliver, or create obscene or ethnic slur 
messages, pictures, or descriptions or to participate in illegal activities that may violate 
the University’s rules and regulations. I certify that I have read the rules and regulations 
(initial ____). 
 
I further agree to comply with all applicable copyright and other regulations regarding 
the software. In the event I use the computer system in a manner unrelated to my 
attendance at Life College or participation in academic programs in violation of this 
agreement, I agree to defend, indemnify, and hold Life College harmless from any and 
all claims based on or related to the use of the computer system, including liability for 
property damage and claims of third parties. Illegal activities include the downloading or 
copying of unauthorized, unlicensed, or pirated software (initial ____). 
 
Software and Data Backup: It is my responsibility to backup all data stored on the 
computer and to comply with the software licensing of any software I load on to the 
computer in addition to the Life College pre-loaded software (initial _____).  
Information on back-up procedures. In the event of damage or theft, Life College will 
provide a loaner or replacement laptop (available from a limited pool of loaner laptops 
on a first-come, first-served basis) that will include only the Life College image and the 
standard pre-loaded Christian University software, if I comply with the Life College I-Pad 
Program policies and procedures. University staff will not load unauthorized software on 
the new computer or backup/restore student data. 
 
Repairs: I acknowledge that I am responsible for the cost of any needed repairs not 
covered by warranty or insurance, up to a $500 deductible per incident and in excess of 
the insurance coverage (initial ____).  
 
I am responsible for the care and safekeeping of my computer system or loaner 
computer and any loss or damage to the computer system. The computer system must 
be kept in good working condition, and if necessary, must be repaired through the Life 
College I-Pad help desk and the laptop service depot.  It is my responsibility to check all 
items received and serviced to be sure everything is functioning. Any concerns or 
problems must be reported to laptop service depot within 48 hours of receipt (initial 
____). 
 
Theft: I acknowledge that in the case of theft I am responsible for the first $1,000 of the 
replacement cost of the new computer system (approximately $2,000). In the case of 
theft on campus, I am responsible for contacting the Life College Department of Public 
Safety immediately upon discovery. The Life College Department of Public Safety will 
contact the local police having jurisdiction. In the case of theft off-campus, I am 
responsible to contact the local police having jurisdiction and then also to report the 
theft to the Life College Department of Public Safety. To file an insurance claim, I must 
obtain and supply to the I-Pad program coordinator a copy of Life College’s Public 
Safety report (ready for release within 24 hours) and the report from the local police 
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having  jurisdiction (both copies must be signed by the student). Allegations of 
fraudulent claims will be referred to the Kentucky Attorney General for investigation and 
possible felony prosecution. Life College will provide a laptop loaner with the original 
software configuration if available and if necessary. I understand that Life College may 
assess me a late fee equivalent to the cost  of a new computer system (approximately 
$2,000) should I fail to return the laptop on or before the above return date without 
producing a Life College Public Safety report and a report from the local police having 
jurisdiction as outlined above (initial ____). 
 
 
Loaner I-Pads 
In the case of damage or theft, Life College will make a loaner I-Pad available for my 
use that will be configured with the original software configuration. I understand that I 
will be responsible for any damage or theft of a system while in my possession and that 
there is a limited pool of loaner I-Pads. They are dispersed on a first-come, first-served 
basis and one may always not be available (initial ____).    
 
Return Policies 
I agree to return the computer system to Life College, in the same condition as on the 
agreement beginning date, reasonable wear and tear accepted as defined in the Life 
College I-Pad Program policy. I understand that Life College may assess me a late fee 
of $25 per day up to the equivalent to the cost of a new computer system 
(approximately $2,000) and/or seek criminal prosecution or civil damages if I do not 
return the computer system  on or before the above return date (initial ____).  
 
If I withdraw (or am dismissed) from Life College, I agree to return the computer system 
to the Laptop Program coordinator on the date of withdrawal (dismissal)  
(initial ____). 
 
I authorize Life College to charge any liabilities arising under this agreement against my 
student account at Christian University (initial ____).  
 
I also understand that it is my responsibility to give written notice to Life College I-Pad 
coordinator if I have an address change or withdraw (or am dismissed) for any reason 
from Life College. I agree to accept the computer, the software, and related peripherals 
“as is.” In no event shall Life College be liable to me or my guardian, personal 
representative, or heirs for any incidental, special, indirect, or consequential damage of 
whatever nature arising out of any claim, whether in contract, tort, or otherwise, alleging 
Christian University’s failure to perform its obligations under this agreement or its 
breach of any duty, common law or otherwise, owed to me. (initial___). 
I (We) have read the program agreement and agree to abide by the terms and 
conditions herein. Specifically, I (we) acknowledge that the computer is leased by Life 
College and my use of the computer system is subject to Life College’s lease 
agreement as outlined in the Life College I-Pad Program student agreement. If I am not 
enrolled in Life College at any time, I must return the computer to Life College’s I-Pad 
coordinator in good working condition. 
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The above is acknowledged and agreed under seal: 
 
Student Signature: _____________________________________________________   
 
Date: __________________________, 2020 
 
Parent/Guardian Signature: ______________________________________________   
 
Date: __________________________, 2020 
 
(required if student is under 18 years of age) 
 
Print Student’s Name: 
 
______________________________________________________________________ 
 
Print Parent/Guardian Name:  
 
______________________________________________________________________ 
 
(required if student is under 18 years of age) 
 
 
Information Technology Policies 
 
Students are expected to fully adhere to Life College polices regarding copyright and 
conduct while using any Life College issued I-Pad, lab machine, or other technological 
resource.  These policies are enumerated both in the Student Agreement signed before 
issuance of a I-Pad, and within Information Services' Policies and Procedures, which 
can be found here. 
 
Life College University Systems 
 
Incoming Life College students are issued a I-Pad based off their accumulated credit 
hours and assigned class year.  To view the detailed specifications of the I-Pad you will 
receive, simply select your class below.  
  
Class of 2020 & Class of 2021 
Class of 2022 & Class of 2022 
I-Pad  
Provided Software 
The following minimal software load is provided on the laptop for all incoming students 
to Life College (Subject to updates and changes): 
 

• Windows  
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• Microsoft Office Student 

• Microsoft FrontPage 

• Adobe Photoshop Elements 

• Adobe Premiere Elements 

• Adobe Sound booth 

• Adobe Contribute 

• Adobe Acrobat Professional 

• Audacity 

• Antivirus & AntiSpyWare Business Edition 

• Spybot Search & Destroy 

• Malwarebytes' Anti-Malware 

• WinSCP FTP Software 

• Media Player 

• Sonic RecordNow! CD & DVD creator 

• Mozilla Firefox 3 

• Internet Explorer Safari 

• AIM  

• Messenger 

• Windows Media Player 

• Quicktime 

• RealPlayer 
 
Audio Visual Policies and Procedures 
 
General Policies 
Student Checkout Procedure 
Faculty and Staff Checkout Procedure 
Web Checkout Account Policy 
 
Editing Project Policy 
Student Group Reservations 
 
Policies: 
All equipment delivered to a room or checked out to a patron is the responsibility of the 
requesting patron including all damages, theft, and lost items.  
 

• Our Late Fee is $5 per item, per day, up to $20 maximum, rounded up. 

• We have a 10-hour grace period for renewal of equipment or to bring it back 
before you are charged late fines. 

• Audio Visual requires 24-hour notice for a reservation to be made for equipment 
to be delivered. 

• Checkouts can be made at any time in the AV Office when the equipment is 
available. 

• Equipment is on a first come first serve basis. 
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We do not deliver to the dorms. 
All fines and charges for students are to be paid at the office.  We do not take money in 
the AV Office. Go to the office with all funds.  Get a receipt.  Audio Visual has the right 
to alter or add to these policies without notice. 
 
We do not leave equipment in public areas without the patron being there.  If your 
equipment is not there when you arrive and no one from AV shows up, please call or 
come to the AV office. 
 
All weekend events outside of the AV Office's normal working hours must be made 
before the Wednesday the week of by 4pm.  All other requests after Wednesday will 
only be meant if staffing is available. Audio Visual charges for event labor outside our 
normal business hours or beyond our normal Staffing.  The charge is $20.00 per hour 
per worker.  Audio Visual reserves the right to determine the amount of labor needed for 
Set, Show, and Strike of any event. 
 
Student check out procedure: 

• Come to AV room and pick up an Equipment request form. 

• Have this form signed by your professor or student advisor. 

• Bring it back to AV and either put a reservation in our system for the equipment 
you need or check out the equipment on site. 

• When you are taking equipment, you MUST sign the checkout agreement form 
before you leave. 

 
Faculty Staff check out procedure: 

• Call, walk in, or log in to make your reservation. 

• When you are taking equipment, you MUST sign the checkout agreement form 
before you leave. 

 
Booth Policy: 

• The AV booth in is only available to AV Staff or authorized users. 

• If you need microphones or projection you need to make a reservation with the 
AV office. 

• If you are on the authorized list to use the booth you still need to put in a request 
for microphones, etc.  These items are locked up unless requested. 

 
Web-Checkout Account Policy: 
This applies to all new Faculty, Staff, and students.  If you wish to check out equipment 
or make reservations in our system you must come to the AV office in the Campus. 
 
Fill out a GREEN Web-Checkout account creation form.  You may not checkout 
equipment until an AV staff person enters you into our system. 
Editing Project Policy 
We cannot and will not Copy, Edit, or alter copy written material in any way. 
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Come in and have a staff person enter your editing request in our system.  Make sure to 
have your media with you. We will finish editing projects in the order in which they came 
in.  If you need priority for some reason, please see an office manager. 
 
Student Group Reservations Please bring the confirmation that you have space booked 
to the AV office. We will then enter a reservation into our system. 
 
Library 
The library supports the educational mission of the University by maintaining and 
developing collections of information resources that primarily meet the research needs 
of students, faculty, and staff. Library staff selects, purchases, and organizes library 
materials such as books, journals, DVD’s and other electronic resources. More 
importantly, library staff teaches users how to access, use and evaluate all information 
resources available in the library and electronically. The library's participation in library 
consortia enhances access to information resources for both scholarship and pleasure. 
Providing a user-friendly, stimulating environment conducive to lifelong learning, 
ministry, intellectual freedom, and information gathering are also functions of the library. 
 
Library Access Policy 
Life College Students are always given top priority for all resources.  The primary 
function of the Library is to support the instructional and research activities of the Life 
College academic community. Because of demands placed on library resources, access 
to and use of the Library are usually restricted to individuals affiliated with Life College 
and students and faculty. Arrangements for other individuals to use the facility will be 
made according to these guidelines. 
 
Admittance to the Library 
A photo ID and registration at the Circulation Desk may be required for non- Life 
College library users. All IDs, access and borrowing cards are strictly non-transferable. 
 
Types of Library Privileges 
"Access" privileges entitle an individual to enter the library and to use library materials in 
the building. "Borrowing" privileges also allow for the borrowing of normally circulating 
material. Some services such as I-Pad borrowing, Interlibrary Loan, DIALOG, Reuters, 
and reference assistance are limited to those with current valid Life College IDs. Life 
College Students are always given top priority for all resources. 
 
Fees 
At present the standard annual fees are $30.00 for "access" and $200.00 for 
"borrowing." Exceptions to the standard fees are noted in the following sections. A fee is 
charged for the replacement of lost cards. 
Applications and Questions 
All inquiries regarding use of the Life College Library should be directed to the Library 
Department, Life College, all access and borrowing cards are issued by the Library 
Department, weekdays between the hours of 8:30 a.m. and 5:00 p.m. 
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Rules 
All library users are expected to be considerate of others and to comply with the rules 
and regulations of Life College and the Library. Failure to do so will result in the 
suspension of library privileges. 
 
Christian University Affiliation 
 
Christian University ID holder 
A current Life College ID is also a library card. However, all new and replacement IDs 
must be activated in the Library Department. 
 
Relative or Guest of Life College ID Holder 
The spouse and children of regular Life College faculty, staff and students may be 
issued borrowing cards at no cost. Other relatives may visit the library while 
accompanied by the individual with the Life College ID. An individual with a Life College 
ID may register (sign in) and take responsibility for one non-relative guest. The 
individual must always accompany the guest with the Life College ID. 
 
Alumni 
An access card can be issued for $25 to anyone who has been awarded a degree from 
Life College. Alumni must have an Alumni card issued by the Alumni Office. To obtain 
an alumni card, call or email the Office of Alumni Relations in the Chancellor’s Office.   
 
Students from universities outside of Kentucky may gain admittance by showing a 
current valid student ID and a driver's license and must sign in at the Circulation Desk. 
 
Other Special Arrangements 
 
Referrals from Other Libraries 
Individuals with a short term need for specific material should obtain a letter of referral 
from their public librarian or school librarian. This letter will allow up to three visits within 
one week at no charge. 
 
Library Mission Statement 
The mission of the Life College Library is to collect, organize and provide access to 
information resources and library services that are central to the University's ministerial 
and academic mission. The library also recognizes the recreational and entertainment 
needs of the Life College community and recognizes the role these needs play in the 
life-long learning process. 
 
 
 
Collection Development Policy 
The mission of the Life College Library is to support the broader mission of the 
University as articulated in its mission statement: " Life College is a student-centered 
University focused on excellence that prepares its students to achieve their personal 
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best in ministry, life and their chosen profession". In support of achieving the University 
mission, the library collects materials and provides access to information resources 
which strongly promote and uphold student and faculty learning and research. 
 
The purpose of this policy is to provide direction and planning for future growth of the 
library collections as academic programs and degree offerings expand, new methods 
and formats of acquiring information become available, costs rise, and financial 
constraints are experienced. 
 
The Life College Library acknowledges and accepts the following statements from the 
American Library Association: 
 
Library Bill of Rights 
Freedom to Read Statement 
Intellectual Freedom Principles for Academic Libraries 
 
Library Materials 
Within the confines of its finances, the library strives to cultivate a utilized collection of 
materials. The following general collection development criteria are to be weighed and 
considered when acquiring materials: 
 

• Support the curricular needs as presented in the University catalog and course 
syllabi; 

• Ensure the informational needs of students and members of the Life College 
community; 

• Examine published reviews when available; 

• Evaluate the timeliness of publication 

• Review the publication source; 

• Consider the credentials of the author(s) or editor(s) 

• Cultivate the personal enrichment of students and members of the Life College 
community (when fiscally able) 

• Print Books (one-time purchases, including reference-type publications) 
 
The Life College Library will attempt to allocate at least 20 percent of its operating 
budget to the acquisition of books in support of curricular and library objectives. 
 
Under the supervision of the Library Director, the responsibility for book selections 
reside with the reference librarians, whom are all assigned subject specialty areas. 
 
Input from faculty members regarding book purchases in their area of expertise is both 
welcomed and encouraged. Faculty suggestions may be submitted via a publisher's 
flyer, in person request submittal(s), or via an e-mail to a member of library 
administrative staff. 
 
General rules for book purchases 

• Duplicate copies/items will not be purchased; 
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• Rare books are not collected or purchased; 

• The Library Director must approve the purchase of items greater than $200 each; 

• When an item is "out of print," an order will be sent to an out-of- print vendor only 
if the item has been requested by a faculty member and/or the item is essential 
to a specific subject area. Regular orders deemed “out of print” will not be 
automatically sent to an out-of-print vendor; 

 
Replacement copies of lost, unreturned, or damaged items will be purchased if:  

o The item is in demand; 
o It has high circulation statistics; 
o There are current inquiries for the material from users; 
o The item is considered a classic or vital work in its subject area; And/or 

the item is not available via another library 
 
Electronic Books 
The library maintains collections of electronic books with 2 types of access, perpetual 
and subscription. When acquiring electronic books, in addition to the general collection 
development criteria: 

• Evaluate the timeliness of the material when considering perpetual access or 
subscription access; 

• Refrain from purchasing duplicate titles, unless faculty author or part of a 
subscription package; 

• Consider and review the method of access and ease of use. 
 
 
Subscriptions - Electronic Databases 
As the individual demand for electronic access increases, the library seeks to provide 
electronic resources whenever feasible. In cooperation with the library director, 
reference librarians and relevant faculty members continually evaluate new databases 
to determine whether the purchase of a subscription to a database will add value to the 
library collection. The factors contributing to a decision for or against purchasing a 
database include: 

• Curricular value; 

• Number of classes the database will support; 

• Cost of the database; 

• Positive reviews/recommendations from Christian faculty and/or professional 
reviewers; 

• Appropriateness of the content to the level of research conducted by 
undergraduate and graduate students; 

• Quality of the interface design- ensuring students and faculty can retrieve the 
information they are seeking from the database; 

• Frequency of updates; 

• Review of license agreement, including limitations on number of simultaneous 
users, etc. 
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Considering the needs of Life College students and faculty and the monies available in 
the budget, all current database subscriptions will be evaluated annually to determine if 
a database is still the best database for the library collection. The Library Director must 
approve all database subscriptions, including those with associated annual costs. 
 
Subscriptions - Electronic Journals 
The Library Director will consult with reference staff to determine whether the purchase 
of a subscription to electronic journals will add value to the library collection. When 
considering purchasing subscriptions to electronic journals, review and take into 
consideration the general collection development criteria, in addition to the following 
factors: 

• Avoid the purchase of individual e-journal subscriptions, bundled options are 
preferred; 

• Cost; 

• Duplication- if we have access to the title electronically, cancel the print 
subscription; 

 
The Library Director must approve all new electronic journal subscriptions, including 
those with associated annual costs. 
 
Subscriptions - Electronic Serials 
The Library Director will consult with reference librarians to determine whether the 
purchase of a subscription to electronic serials will add value to the library collection. 
When considering purchasing subscriptions to electronic serials, review and take into 
consideration the general collection development criteria, in addition to the following 
factors: 

• Consult with Reference staff 

• Price must be somewhat comparable to the hard copy version 

• Consider the effects of expired access, as some subscriptions will not be 
perpetual, leaving a void in the collection 

 
The Library Director must approve all new electronic serials subscriptions, including 
those with associated annual costs. 
 
Subscriptions - Print Journals 
In order to cope with fiscal constraints, the library is reducing its collection of print 
journals, retaining only those titles that create a “popular” magazine collection. 
 
Journal title must meet general collection criteria; 
 

• A new title can be added only if an older one (of the same price) is eliminated 
(due to fiscal constraints); 

• If we already have access via electronically, the hardcopy will not be purchased; 

• Journals merely for faculty research cannot be purchased (due to fiscal 
constraints); 
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• Free subscriptions are added if they meet the general collection development 
criteria 

• Subscriptions - Print Serials 
 
Titles can be acquired only if there is a need; 
If item is available electronically, acquire in this format if fiscally able *(for irregular print 
serials consider the effects of purchasing an electronic subscription that will expire after 
a year and leave a void in the collection); 
 
To ensure fiscal responsibility, all print serials, especially standing orders, will be 
evaluated annually to ensure their demand and usage justifies their cost. The Library 
Director must approve all new print serial subscriptions, including those with associated 
annual costs. 
 
Videos/DVDs/Streaming Media 
Videos and DVDs within the Life College Library collection are all available for 
circulation. Streaming media titles are available electronically to current Christian 
University students, faculty and staff. As the movement toward electronic access 
increases, the library prefers to purchase streaming media rights and the MPEG2 
format of titles whenever available and fiscally feasible. 
 
Media requests $200 or greater require the approval of the Director of Library Services. 
Entertainment videos/DVDs are not purchased due to budgetary restraints. 
VHS, DVD, MPEG2 format will be dependent upon title/format availability. 
 
Archives 
The Archives play an essential role in documenting and preserving Life College history. 
Life College students and alumni will make frequent use of the archives, confirming the 
fact that the collection plays an essential public relations' role for the University. Items of 
historical interest to the history of the University are collected, and donations/artifacts 
relating to Life College's past and present are accepted. 
 
Special Collections\ 
Budgetary restraints prohibit the library from collecting resources for special collections, 
for example historical items on the history of the church or ministerial education. Items 
currently in special collections have been acquired from donors, or some items have 
become "special" since the time of their purchase, i.e. first editions, autographed 
editions, etc. Should the library acquire a special-collection gift, it will be determined at 
that point if additional funding is appropriate required to build on the acquired collection. 
 
 
Gifts 
The Life College Library accepts unsolicited gifts of library materials. If possible, a 
preliminary analysis is done beforehand to determine the appropriateness of the 
materials for the library collection. Once a gift is accepted, a librarian and item(s) in 
question determine the actual inclusion of gift items in the collection must meet the 
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same set of criteria that is used in the acquisition of purchased materials. As a rule, 
duplicate materials, examination copies, outdated editions, and items in poor physical 
condition are not added to the collection. Gifts that are not added to the collection are 
stored temporarily, given away, or discarded. 
 
Gifts that are accepted for inclusion in the collection are affixed with a Life College 
Library gift plate, and items are coded "g" in the appropriate field in the item record. 
 
All donations of library materials are funneled through the Director's Office so that they 
can be acknowledged appropriately. Larger gifts must come through the University's 
Development Office. 
 
The library does not assess the value of donated items either before or after their 
acquisition. It is the responsibility of the donor to acquire such an appraisal if it is so 
desired for tax purposes or mere curiosity. Appraisers are generally listed in the Yellow 
Pages under “Book Dealers- Used & Rare”. 
 
Other Freely Available Information Sources 
The reference librarians locate, review, and promote credible academic, spiritual, 
ministerial, government, and commercial Web sites useful to the research needs of the 
Life College community. Selected sites are posted on the Reference Services section of 
the Library Web page under the Research Guides by Subject option. Criteria for 
selecting a Web site for posting and promoting include: 

• Author of the site (i.e., the author has appropriate credentials to write on the 
subject); 

• Sponsor of the site (i.e., is there any possibility of biased information because of 
the sponsor's relationship to the information posted on the site); 

• Quality and scope of information; 

• Timeliness of information; 

• Site design and its effectiveness in helping patrons locate and retrieve needed 
information. 

 
The reference librarians will attempt to find additional professional reviews of the Web 
sites they recommend. The reference librarians review and revise links to Web sites on 
an ongoing basis to ensure obsolete links are deleted and that valuable new sites are 
linked and available to Life College patrons. 
 
Revision of this Collection Development Policy 
The library administrative staff will review the Collection Development Policy annually 
and make appropriate revisions as needed. 
 
 
Definitions 
Book: A set of written, printed, or blank pages fastened along one side and encased 
between protective covers. 
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CD-ROM (Compact Disk Read Only Memory): An index or reference work that is stored 
on a compact disc and accessed through a computer. 
 
Database: A collection of information stored in an electronic format that can be 
searched by a computer. 
 
DVD: See Media. 
 
Electronic Resource: See Database. 
 
Journal: A publication, issued on a regular basis, which contains scholarly published 
research such as articles, papers, research reports, or technical reports. (See also 
Periodicals.) 
 
Magazine: A publication, issued on a regular basis, containing popular articles, written 
and illustrated in a less technical manner than articles found in a journal. 
 
Media: In libraries, the term is used to describe non-print and print materials such as 
video, DVD, audio, and music. 
 
Microforms: A reduced-sized photographic reproduction of printed information on reel-
to-reel film (microfilm) film cards (microfiche), or opaque pages that can be read with a 
microform reader/printer. 
 
Periodicals: Material published regularly such as magazines, journals, and newspapers. 
(See also Serial.) 
 
Reference: 1. A service that helps information users to find needed information. 2. 
Sometimes refers to reference collections, such as encyclopedias, indexes, CD-ROM 
databases, handbooks, directories, etc. 
 
Serial: A library term for periodicals that refers more to hard-bound print publications 
such as annuals and directories, and which are filed with either the reference or 
circulation collections but not with print journal collections. 
 
 
Related Information 
We are providing this information to help users find additional information that is related 
to this policy: 
 
Association of University & Research Libraries (ACRL) Standards for University 
Libraries (2000 edition)  
Guidelines for Media Resources in Academic Libraries 
 
Reference Services 



 

78 | P a g e  

 

The primary clientele of the Life College Library includes the entire student body, 
faculty, and staff. Primary clientele are given priority service over any secondary or 
outside clientele, and reference librarians reserve the right to ask Life College students, 
faculty and staff to display their Life College identification. Life College, as a private 
institution, has the right to restrict library services to ensure its primary clientele receives 
the best possible service available when conducting research and completing 
assignments. 
 
All services provided by the reference librarians and support staff, such as face-to-face, 
telephone, and electronic reference services, will address academic and research 
needs. The librarians and staff reserve the right to discontinue service to clientele who 
communicate inappropriately or ask non-academic questions. Use of computers in the 
library should relate primarily to research and assignment completion. Patrons should 
adhere to the Information Technology Acceptable Use Policy when working on library 
computers. 
 
Related Policies 
 
Service to Alumni and Trustees 
Alumni and trustees are entitled to reference services, on-campus use of the reference 
collection, the library catalog and the reference subject guides via the library webpage. 
Alumni should display their Life College alumni card or Student ID to the reference 
librarian on duty. If the librarian on duty has Life College faculty or students who need 
assistance, she/he will serve them first, as they are primary clientele of the library.  
 
Secondary Clientele 
Secondary clientele includes students and faculty from surrounding Universities who are 
members of the Library consortium. Reference librarians will provide service to those 
patrons only after a valid identification card has been presented and any waiting 
Christian University students, faculty, or staff have been served. 
 
 
Outside Clientele 
Outside clientele, or users of the library from the local community and Universities not 
participating in the Library consortium, will be directed to reference services available 
through the Public Library or through the state system of Universities. These institutions, 
because they are funded with taxpayer monies, serve all Kentucky taxpayers. 
Reference librarians on duty who receive questions from outside clientele will provide 
these patrons with library phone numbers and other contact information to assist them. 
 
 
 
Department of Public Safety 
The Department of Public Safety (DPS) is a service-oriented branch of the institution’s 
Student Affairs division. The department has full-time officers and an auxiliary force of 
reserve officers who are charged with assisting the campus community with various 
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offered services including the enforcement of federal, state and local laws, and campus 
regulations. 
 
DPS is also responsible for monitoring security activities 24 hours a day on University 
property.  Department officers patrol the campus on foot, bicycle, motor vehicles, and 
on fixed posts such as the Entry Control Station at the main entrance to the campus.  
Electronic patrols can also be conducted by use of surveillance cameras in the dispatch 
office.  All reports of crimes, minor or major, are reported to DPS.  DPS is also the 
campus liaison to the Williamsburg and James City County Police and Fire Departments 
and works in close relation to both.  DPS is also responsible for parking enforcement, 
emergency medical services on campus, fire safety, and a variety of ancillary services 
including the production of identification cards and personal security escorts.  
 
Department of Public Safety members also act as first responders to all campus 
emergencies. A major component of this service includes the emergency medical 
technicians (EMT), who respond to all medical emergencies on campus and are 
licensed by the State of Kentucky.  
 
Department of Public Safety officers are not sworn officers and do not possess arrest 
powers.  However, within the jurisdictional boundaries of the campus they have the 
inherent right and authority to detain persons for wrongdoing.  They may restrain 
persons who create a disorder, or refuse admittance to the campus, or ask persons to 
leave who become disorderly or violate Virginia laws, campus rules, or regulations or 
demonstrate improper behavior.  The University has a close working relationship with 
the local and state police departments, and each cooperates in attempting to maintain a 
secure campus. Life College encourages its community to quickly report the incidence 
of crime and DPS promptly relays accurate information to the local police agency.  
 
The Department of Public Safety is a member of and active participant in the Kentucky 
University and University Public Safety Directors Association, the University Security 
Association, and the International Association of University Law Enforcement 
Administrators.  These groups help and insight into changing security trends and offer 
information about all areas of security operations on campuses. Life College annually 
coordinates the Kentucky Public Safety Training Academy, which is open to all campus 
public safety officers in the state.  
 
Parking 
A decal is required on all faculty, staff, and student vehicles. A decal can be obtained at 
the DPS office at no charge. When registering your vehicle on campus you must have 
the vehicle registration, a University ID card, and a current state-issued driver's license. 
The registration form can be found in a printable format on the DPS Web site. 
 
Unreserved parking during regular business hours is allowed between white-lined 
spaces or spaces marked in yellow have a sign marking it as reserved spot. 
Unauthorized parking in a reserved section is cause for enforcement action, which can 
include the vehicle being cited, booted, or towed at the owner's expense. 
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Overnight parking is allowed in the white-lined spaces of all parking lots by permission 
from the DPS officers. Excluding only those areas marked as reserved, the restrictions 
in the overnight parking area are from 1 a.m. Monday morning through Friday evening 
at 5 p.m. 
 
Appeals 
A citation can be appealed on the DPS Web site or by picking up an appeal form at the 
DPS office. The Appeals Committee meets once a month and makes a ruling on all 
appealed citations. The results can be sent to an e-mail address, an on-campus 
mailbox, or home address. All appeals are final. 
 
Towing 
In order to maintain compliance with the University parking rules and regulations and 
prevent violations, DPS has a tow policy. The following reasons are causes for a vehicle 
being towed. 

• Parking in a fire lane. 

• Parking in a handicapped zone (without the proper state or University permit). 

• A vehicle has two outstanding fines on record and a third is being applied. 

• A vehicle is parked where it obstructs other vehicles. 

• A vehicle is parked in a space reserved for the Resident Director, and it was 
requested that the vehicle be moved. 

 
Handicap Parking 
Life College provides designated disabled parking for those displaying the appropriate 
placard. State-issued handicapped permits are honored on campus if it is appropriately 
displayed. 
 
Permanent Handicap: Permanently handicapped individuals may receive permanent 
handicap parking status on campus upon presenting to the Department of Public Safety 
(DPS) a state handicapped-parking decal that has been assigned to them. 
Temporary Handicap: Temporary handicapped parking privileges are awarded to 
persons who present a doctor’s note indicating that a temporary health concern is 
present that requires handicap parking.  The duration of the permit cannot exceed 90 
days.  Requests for longer periods not covered by the Today Only pass, below, require 
an updated doctors’ certification letter.  Thereafter, a state permanent pass must be 
presented. 
 
Today Only: A “Today Only” permit may be issued to a person with an obvious need 
(e.g. crutches, cast on foot/leg, etc.) without a doctor’s certification. The Today Only 
pass can be re-issued but for no more than 5 days.  Thereafter, a doctor’s certification is 
needed. 
 
Any unauthorized vehicle parked in a handicapped space is subject to a citation and 
immediate towing at the expense of the driver/owner. 
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Parking and Traffic Rules and Regulations 
This parking guide has been designed to provide you with helpful information regarding 
campus parking and traffic rules. These rules are in effect 24 hours a day, 7 days a 
week, and are strictly enforced. 
 
Parking Enforcement 
Legal parking on campus is within designated white-lined spaces except where marked 
as reserved. There is no curbside parking allowed on campus. Parking in a fire lane, 
handicapped space, or reserved space is cause for a citation with a fine and/or towing 
of the vehicle. Payment of fines can be made by mail or at the DPS office during normal 
business hours. Appeal forms can be obtained at the DPS office and must be submitted 
to DPS no more than five days after the citation is issued. The Appeal Committee meets 
monthly during the school year and results will be mailed to either a campus mailbox or 
to a home address. An appeal fee is attached to each appeal not reduced or approved. 
 
Vehicle Registration 
All vehicles belonging to faculty, staff, or actively enrolled Life College students must be 
registered with DPS. Parking permits are free of charge and can be obtained at the DPS 
office. To receive a permit, you must fill out a short informational form and produce a 
valid vehicle registration, a current state-issued driver's license, and a Life College ID. 
 
Visitor Parking 
Visitor hangtags can be requested through DPS for special guests arriving on campus. 
The guests should stop at the Entry Control Station (ECS) to pick up a visitor hangtag 
and obtain directions to the appropriate parking area. The visitor's tag should remain in 
plain view on the rear-view mirror of the car and is valid only on the date (s) indicated on 
the pass. This area is reserved from 6 a.m. to 6 p.m. Monday through Friday. 
 
Guest-Passes, Student 
A student requesting a guest pass must use the online guest-pass form available on the 
DPS Web page. The completed form is e-mailed to the Entry Control Station (ECS) and 
will be presented to the visitor upon arrival. Informing the visitor of campus parking and 
traffic rules is the responsibility of the student host. Each student is allowed one visitor 
at a time on campus. Guests under the age of 18 must have the permission of the Vice 
President for Student Affairs or the Dean of Students to remain on campus overnight. 
Such permission must be granted no less than three days before the guest arrives. DPS 
retains the right to refuse access to any visitor. The visitor's pass must remain in plain 
view on the dashboard of the vehicle. 
 
Admission Parking 
Visitors to the Admission Office should stop at the Entry Control Station (ECS) and 
request an Admission parking pass. The visitor will then be directed to reserved parking. 
The pass should be placed in plain sight on the rear-view mirror, and it is valid only on 
the date(s) indicated. This area is reserved from 8 a.m. to 8 p.m. Monday through 
Friday. 
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Disabled Parking 
Disabled parking is available throughout campus near building entrances. DPS will 
make reasonable accommodations for disabled parking for persons with special needs. 
All vehicles must bear, and properly display, an appropriate State or DPS-issued 
handicapped permit. Failure to display a proper permit could result in fine and/or the 
towing of the vehicle. 
 
Faculty, Staff and Student Parking 
Faculty, staff, and students with a valid decal may park in any space designated for 
parking unless marked as reserved, or obviously sectioned off for a special event. 
 
Overnight Parking 
Overnight parking is restricted to a specified are. Overnight parking is allowed in any 
white-lined space that is not marked as reserved. In time-sensitive reserved spaces, the 
vehicle must be moved by the time noted on the sign. 
 
Reserved Parking 
Reserved parking is clearly marked on campus with a reserved sign and yellow striping 
and requires a special permit for use. All reserved areas are checked regularly, and 
violators may be fined, towed, or both. 
 
Life College Board Member (CUBM) 
Vehicles bearing a CUBM permit can park in the reserved parking area. If all the 
reserved spaces are in use, members are to park in general parking. The use of other 
reserved areas, handicapped spaces, or fire lanes is not permitted, and may result in a 
citation or the towing of vehicle. 
 
Residential Hall Parking 
Unauthorized driving and parking on walkways near the residence halls is not permitted. 
Driving on other campus walkways is also prohibited. 
 
Entry Control Station (ECS) One Lane Operation 
When entering campus during times when the one-lane operation is in effect, all 
incoming vehicles must use the left lane and stop until signaled to proceed by the 
attending officer. Refusing entry to the campus is at the attending officer's discretion. 
 
Speed Limit 
The speed limit on campus is 15 mph. However, certain conditions such as evening 
hours or inclement weather, may require reduced speed. 
 
Safety and Security 
A "park and drive at your own risk" is always in effect. DPS officers patrol parking areas 
and roadways on a regular basis, but the University cannot give unconditional 
guarantee of security and is not responsible for personal injury, damage, or theft of 
vehicles or belongings. In the event of an emergency, or if assistance is required, call 
__________ (campus _________), or flag down a DPS officer. 
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Related Services 
DPS provides safety escorts, vehicle jump starts, and vehicle lockouts 24 hours a day. 
DPS can be reached at their business line at ____________. 
 
Placement of Vehicle Permits 
Dry Seal Decals should be affixed to the lower left inside corner of the windshield 
(driver's side). 
 
Hangtags whether PLC, Disabled, Admission guests, or Visitors, should be displayed on 
the rear-view mirror. 
 
Student Requested Guest Passes should be displayed on the dashboard in plain view. 
 
Motorcycle permits should be attached to the right front fork or lower left side of the 
faring (if applicable). 
 
Responsibility to Inform DPS 
It is the responsibility of each person operating a motor vehicle on campus to inform 
DPS of unusual circumstances that may preclude compliance to these rules. Such 
failure constitutes a violation of these rules and is subject to enforcement action. 
 
Decal Ownership 
Although the Life College decal is affixed to personal vehicles, it remains the property of 
the University. DPS has the right to recall the decal at any time. 
  
Identification Cards 
The Department of Public Safety (DPS) produces all Life College identification cards. 
There is no first-time cost to community members for this service. There will be a $25 
charge to replace damaged, lost, or stolen cards. 
 
Students should bring their class schedule with their ID number for their first card. 
Students are always required to carry their ID card with them. They must surrender it to 
University officials upon request. The student to whom it is issued is the only one 
allowed to use it, and it is not transferable. 
 
Employees should bring their new employee form provided by Human Resources with 
their ID number for their first card. 
 
Fire Safety 
The University's Fire Safety Program is committed to ensuring that the Life College 
community is complying with applicable state and federal fire codes. The prevention of 
loss of life and property due to fire is the focus of the program. 
 
SMOKING IS PROHIBITED IN ALL UNIVERSITY BUILDINGS AND RESIDENCE 
HALLS!!!! 
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In Case of a Fire 
Sound the alarm. If you discover or suspect a fire, sound the building fire alarm by 
activating a pull station. Then leave the building. 
 
Leave the building. Try to warn or assist others only if you can do so safely. Move away 
from the building and out of the way of the fire department. Don't go back into the 
building until the fire department deems it is safe to do so. 
 
CALL PUBLIC SAFETY OR THE FIRE DEPARTMENT 
 
PUBLIC SAFETY EMERCENCY LINE _______________ 
 
FIRE DEPARTMENT 911 
 
Surviving a Fire 
Crawl if there's smoke. If you get caught in smoke, get down and crawl. Cleaner, cooler 
air will be near the floor. Get low. 
 
Feel doors before opening. Before opening any doors, feel the metal knob. If it is hot, 
don't open the door. If it is cool, brace yourself against the door, open it slightly, and if 
heat or heavy smoke are present, close the door and stay in the room. 
 
Go to the nearest exit or stairway. Elevator shafts may fill with smoke or the power may 
fail, leaving you trapped. Stairway fire doors will keep out fire and smoke - if they are 
closed - and will protect you until you get outside. 
 
Close as many doors as possible as you leave. This helps to confine the fire. 
 
Total and immediate evacuation is safest. Only use a fire extinguisher if the fire is very 
small and you know how to do it safely. If you can't put out the fire, leave immediately. 
Make sure the fire department is called, even if you think the fire is out. 
 
 
If You Get Trapped 
Keep the doors closed. Seal cracks and vents if smoke comes in. If you're trapped in a 
room and there's no smoke outside, open the windows from the top to let out the heat 
and smoke and from the bottom to let in fresh air. 
 
Signal for help. Hang an object at the window (a bed sheet, jacket, shirt) to attract the 
fire department's attention. If there is a phone in the room, call the fire department and 
report that you are trapped. Be sure to give to your room number and location. 
 
Sometimes it's safer to stay in place. It all the exits from the floor are blocked, go back 
to your room, close the door, seal cracks, open the windows if safe, wave something at 
the window, and shout or phone for help. 
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DON'T JUMP, THE FIRE DEPARTMENT WILL RESCUE YOU! 
 
If You Are on Fire 
Stop, Drop and Roll. If your clothes catch on fire, stop, drop and roll, wherever you are. 
Rolling smothers, the fire. 
 
Cool your burns. Use tap water on burns immediately. Don't use ointments. If skin is 
blistered, dead white, or charred, call for an ambulance. 
 
To Prevent Fires 
Smoke with care. If you smoke, don't smoke in buildings on campus or near flammable 
materials. Use large ashtrays and be sure ashes, matches, and cigarette ends are cold 
before you dump them. Don't smoke while intoxicated. 
 
Cook in approved areas or kitchens and use laboratory-tested appliances. Stay nearby 
while appliances are on. Clean up grease and appliances as soon as possible. 
 
Be careful with electricity. Use only laboratory-tested appliances. Don't overload outlets. 
Replace damaged wires. 
 
Help Eliminate Campus Fire Hazards 
Electrical abuse. Use of electrical "octopuses" to obtain more outlets can result in 
overloaded circuits and fire, replace damaged wires, and match your appliance power 
requirements to the circuit power. 
 
Appliances should never be left unattended or used in prohibited areas. They should be 
unplugged after use and not stored until they are cool enough to touch. Also, appliances 
may overload circuits. Match the size of the extension cord to the appliance power cord 
to prevent cord overheating. 
 
Open flames. Open flames, such as candles, are not allowed on campus. 
 
Hazardous storage. Dispose of all waste as soon as possible. Surplus material and 
paper recycling containers should be stored in a safe place, not in corridors, stairs or 
exit ways. 
 
Flammable liquids. Gasoline, kerosene, ether, paint, glue, etc., may not be stored in 
residential buildings. In laboratories, shops and classrooms, storage of flammable 
liquids is limited to specific quantities and approved containers. 
 
Obstacles. Storage of bicycles, chairs, desks, and other items is prohibited in all exit 
ways. Blocked exits have resulted in pileups of people during emergencies. 
 
Protect Yourself 
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Participate in fire drills. Fire drills are conducted to familiarize you with the sound of the 
building's fire alarm, the emergency exits that you may not normally use, and the 
procedure for calling the fire department. Learn where the other exits are - now. 
 
If you are disabled (even temporarily), you should do the following: 

• Learn about fire safety. 

• Plan for fire emergencies 

• Be aware of your own capabilities and limitations. 

• On campus, the staff notifies the fire department about residents with disabilities 
to help them find these students. Look for "areas of refuge," like stair enclosures 
or the other side of corridor fire doors. Most elevators are designed to stop 
operating when the alarm is sounding and are not safe during fires. Sometimes it 
may be safer to stay in your room. Follow the advice for being trapped. 

 
If you use alcohol or drugs, you are especially vulnerable to smoke asphyxiation. Even 
young healthy people may not be able to escape a fire if they are intoxicated. They may 
not hear the smoke alarm or be able to find an exit. Let the fire department know if you 
think someone hasn't evacuated the building. 
 
Report Damaged Fire Equipment 
Fire doors: Should close completely and automatically. 
 
Exit signs: Two exits should be visible from all public areas. 
 
Fire Alarm: Horns, bells, and pull stations should be accessible and not vandalized. 
 
Sprinklers: Keep 18" of clearance around sprinkler heads. Report bent or damaged 
heads. 
 
Smoke detectors: Keep them clear so they can detect smoke when you are asleep and 
wake you in time to get out. 
 
Fire extinguishers: Report empty or vandalized extinguishers. Please take a moment to 
familiarize yourself with the location of fire extinguishers. All buildings are equipped with 
5 lb. dry-chemical fire extinguishers that can safely be used on Class A, B, or C fires. 
 
Class A fires: Combustibles such as trash, wood or paper. 
Class B fires: Flammable liquids. 
Class C fires: Electrical equipment. 
Fire extinguisher use instructions: 
 
Pull the metal ring pin. 
Aim the nozzle at the base of the fire while holding the extinguisher upright. 
Start from a safe distance, approximately 8 feet back. 
Squeeze the lever while sweeping back and forth with the nozzle. 
Evacuation Procedure 
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The Department of Public Safety (DPS) is committed to ensuring the rapid and safe 
evacuation of all campus buildings in the event of an emergency. All staff, faculty, and 
students should quickly exit the building when an evacuation announcement or fire 
alarm is activated. Office doors should be closed and locked. Proceed to the nearest 
exit and move safely away from the building and await instructions. Evacuation 
announcements may be in the form of a fire alarm, public address system, hand-held 
bullhorn, telephone announcement, or by a Public Safety Officer. 
 
Students living in residence halls should take a moment to familiarize themselves with 
their evacuation meeting spot. Each residence hall has a specific location that all 
residents of that hall should report to during an emergency. This location is signified by 
a red dot on the walkway pavement. Inside the red dot is the corresponding number of 
the residence hall. When the fire alarm is activated, all residents should report to this 
spot and await instructions from Public Safety or from a member of the Residence Life 
staff. 
 
Designated Evacuation Sites 
When an evacuation situation is in effect, all building occupants will immediately 
evacuate the building using the nearest fire exit and move safely away from the 
building. 
 
DPS will notify the evacuated persons of the designated evacuation sites. This may be 
accomplished in various ways that may include the following: 
Use of the public address system 
Use of hand-held bullhorns 
Personal contact 
 
Life College Evacuation Safety Team Members  
The Life College Evacuation Safety Team (CUEST) is a group of volunteers made up of 
staff and faculty members who augment the efforts of DPS in evacuating the building by 
ushering people out the building during fire alarms. CUEST members are assigned to 
various parts of the building and are equipped with hand-held two-way radios by which 
they have communication with DPS. CUEST members can notify persons in their area 
about the severity and duration of the event and direct them to shelter when necessary. 
When it is safe to reenter the building, CUEST members will be notified, and they in turn 
will notify persons at their location. 
 
CUEST team members are trained and equipped by the DPS Fire Marshal. Any faculty 
or staff member with an interest in participating as a CUEST member should contact the 
Christian University Fire Marshal at the business line of the DPS. 
 
Emergency Medical Services 
 
 An EMT can be requested by calling the DPS Emergency Line at ________, or 911. 
 
Crime Reporting 
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Life College is a safe campus. However, bad things can and do occur anywhere and 
anytime. For that reason, it is important for the Life College Community to familiarize 
itself with the crime reporting procedure on campus. 
 
Knowledge and execution of this procedure can sometimes result in the prevention of a 
crime, apprehension of a suspect, and the return of valuables to the rightful owner. 
 
Because the Department of Public Safety (DPS) cannot be everywhere at the same 
time, it is every community members' shared responsibility to report crimes on campus. 
By doing so, Life College can continue to be as crime free as reasonably possible. 
 
You can reach the Department of Public Safety at any time at _______. The Emergency 
Line number is ___________. 
 
What to Do 
Persons who fall victim to a crime should immediately notify DPS at __________. If the 
crime scene jeopardizes the safety of any person, those persons should do all they can 
to move from the crime scene to a secure location as quickly as possible. 
 
Steps that can help an investigation include: 

✓ Remain calm. 
✓ Report the crime immediately. Time is of the essence. 
✓ Do not handle, touch, or remove evidence. 
✓ Get a good description of the culprit: heights, weight, color of hair and eyes, 

clothes, direction of travel, etc. 
✓ Vehicle information: make, model, and color of car, and license plate number. 
✓ Number of persons involved. 
✓ Date and time of the crime. 
✓ Method of the crime. How did it happen? 

Once you have informed DPS, an officer(s) will respond to your location to interview you 
and investigate further. Try to remember and tell the officer as many details as possible. 
 
Who to Tell 
Any person who is a victim of a crime on campus, witnesses a crime, or is made aware 
of any crime should call DPS at ______. To report a crime in progress you may use the 
Emergency Line at _______. The Department of Public Safety is staffed continually, 
and you will speak with the dispatcher. Make sure to tell the dispatcher if the crime just 
occurred. 
 
Crime Prevention Tips 
The Department of Public Safety (DPS) is committed to providing services that create 
and foster a safe environment. It attempts to create an atmosphere that is as safe as 
reasonably possible. That commitment is imbedded in the idea that all community 
members are active participants in the crime prevention effort. Each person shares 
responsibility for a safe campus. 
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Although Life College is recognized as a safe campus, suggestions that support and 
enhance personal safety and security for property are available to all community 
members. 
 
Personal Safety on Campus 

✓ Look alert, assertive, self-confident, and in control. Those who look lost, 
confused, passive, or in a fog are more vulnerable. 

✓ Stay aware of your surroundings. 
✓ Stick to well lighted and well-traveled areas. 
✓ Walk or jog with a companion at night. 
✓ Have your key in your hand as you approach your car or building. 
✓ Request an escort from DPS. 
✓ If approached by a would-be attacker, don't panic. If you panic, you won't be able 

to outthink or outmaneuver the attacker. 
✓ If you are threatened, the first order of business is to get away. Drop anything 

that might slow you down. 
✓ Don't accept a drink from anyone you don't know and trust. 
✓ Don't get in an elevator or stairway with someone who looks out of place or 

behaves in a strange or threatening way. 
✓ Be extra careful when using bathrooms that are isolated. 
✓ Report all harassing phone calls, e-mails, etc. to DPS. 
✓ Report all suspicious persons or activity to the DPS at _______. 

 
 
Property Security on Campus 

✓ Lock personal, resident-hall rooms whenever you go out. It only takes a moment 
for a thief to steal. 

✓ Never leave your wallet, handbag, briefcase, laptop, or other valuables in 
unattended common areas or out in the open. 

✓ Lock personal valuables and cash in your desk and keep them out of sight. 
✓ Never carry large amounts of money. If you must, do not advertise that you are 

doing so. 
✓ Don't attach your identification card to your key ring. This could help a thief find 

your car or room easily. 
✓ Engrave an identifying number in your personal property. 
✓ Report a lost University key immediately to the Department of Public Safety. 
✓ Do not hide an extra set of keys for your car on any part of the vehicle. 
✓ Always carry your purse tightly clutched in your hand or under your arm. 
✓ Use a lockdown device for your laptop. 
✓ Do not leave windows open in your residence hall. 
✓ Do not prop open doors. 
✓ Report all suspicious persons or activity to the Department of Public Safety. 
✓ For more information related to crime prevention issues, please contact the 

Department of Public Safety at ________________. 
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Bomb Threat  
A bomb threat may come to the attention of the receiver in various ways. It is important 
to compile as much information as possible. Please DO NOT attempt to notify or 
evacuate an entire building as this could consume valuable time that would be better 
used to gather important information. Please keep in mind that most bomb threats are 
false and are primarily intended to elicit a response from the building occupants. In the 
case of a written threat, involve as few people as possible as this is evidence that 
should be turned over to the Department of Public Safety. Don’t handle the document. If 
the threat should come via e-mail, make sure to save the information on your computer. 
Most bomb threats are transmitted over the telephone; thus, the following instructions 
will be provided with that assumption. 
 
Immediate Action 
Remain calm and immediately refer to the attached bomb threat checklist. If applicable, 
pay attention to your telephone display and record the information shown in the display 
window. 

• The objective is to keep the caller on the line as long as possible to attempt to 
gather as much information as possible. Try not to anger the caller at any time. 

• While engaging the caller, pay attention to any background noise and distinctive 
sounds (machinery, traffic, other voices, music, television, etc.). 

• Note any characteristics of the caller's voice (gender, age, education, accent, 
etc.). 

• Attempt to obtain information on the location of a device (building, floor, room, 
etc.). 

• Attempt to obtain information on the time of detonation and type of detonator. 

• Notify the Department of Public Safety at ________ immediately after the caller 
has ended the call. If possible, call DPS using a different phone while keeping 
the caller on the line. 

• If the threat was left on your voice mail, do not erase. 

• Notify the immediate supervisor within your work area. 

• If an evacuation occurs, all persons outside of the building should keep away 
from windows and other glass areas. If the building is affected, persons should 
seek shelter in another building or in an area to which they are directed. 

 
Decision 
The decision to evacuate a University facility should be made after a thorough 
evaluation of the information available, including but not limited to: 

• The nature of the threat 

• The specificity of location and time of detonation 

• Circumstances related to the threat (i.e. political climate, series of events leading 
to the threat, etc.) 

• Discovery of a device or unusual package, luggage, etc. 

• The Director of Public Safety may decide to evacuate a building without 
consultation. The Department of Public Safety will notify the Police and Fire 
Departments who will organize a search team and direct the search. Other 
emergency units will be alerted to the threat and asked to stand by for further 
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instructions. Persons leaving the building should report to a specified location for 
further instructions. 

 
Subsequent Procedures/Information 
Staff can be of assistance to the Department of Public Safety in several ways. Staff will 
be more familiar with their work area than the DPS officers. As the search is conducted, 
staff may be asked to identify boxes or objects in their work area. The importance of 
good housekeeping will be very apparent at this time. Throughout the year, it is 
important to keep areas free of unnecessary debris. If an evacuation is necessary, 
classes will be dismissed. If a device, package, bag, etc. is discovered, the Department 
of Public Safety will notify the Police who will notify the Kentucky State Police Bomb 
Squad for assistance. The decision to resume normal activities in the building will be 
made jointly by the Director of Public Safety or a designee in consultation with the 
President and/or appropriate individuals in the University administration after police and 
fire personnel have deemed the affected area clear. The Department of Public Safety 
and police will interview the person who received the threat. 
 
Office of Student Affairs 
Providing student learning “beyond the classroom” is the main purpose of the Student 
Affairs Division. The Vice President for Student Affairs and Dean of Students and staff 
are responsible for the following offices: 

• Operations 

• Campus Ministries 

• Student Union 

• Counseling Services 

• Health Services 

• Intercultural Center 

• Department of Public Safety 

• Residence Life 

• Women's Center 

• Men’s Center 
 
Additional Resources: Student Handbook 
 
Administration 
  
Vice President for Student Affairs and Dean of Student 
 Associate Dean of Students 
 Associate Dean/Director of Residence Life 
 
After-hours Psychological Emergencies 
The following are guidelines for dealing with psychological emergencies that occur 
between 4:30 p.m. and 8:30 a.m. and on weekends.  
Emergencies that occur during normal office hours will be handled by the Office of 
Public Safety if medical needs exist, the Counseling Office, and the Office of Residence 
Life (if the student resides on campus). 
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Suicide Attempts 
The Office of Public Safety and the Resident Director (RD) on duty should be contacted.  
The Emergency Medical Technicians (EMT's) will respond to the medical needs of the 
individual.  If the student is not transported to a hospital, the Resident Director will meet 
with the student to assess the situation.  For consultation or assistance in dealing with 
the psychological aspects of the situation, the Resident Director should contact 
Counseling staff, the psychiatric consultant, or Mental Health Services of Virginia.  For 
consultation or assistance in dealing with the administrative aspects of the situation, the 
Resident Director should contact the Director of Residence Life and Dean of Student 
Life. 
 
Other Psychological Emergencies 
The RD on duty should be contacted.  This individual will meet with the student and 
assess the situation.  For consultation or assistance in dealing with the psychological 
aspects of the situation, the RD should contact Counseling staff, the Psychiatric 
consultant, or Mental Health Services of Kentucky. For consultation or assistance in 
dealing with the administrative aspects of the situation, the RD should contact the 
Director of Residence Life and the Dean of Student Life. 
 
Reassessment of Student Status 
After any psychological emergency, the Vice President for Student Affairs or the Dean 
of Student Life will reassess an individual's status as a student and/or campus resident 
in order to determine whether or not it is appropriate for the student to continue to reside 
on campus and/or to continue student status. 
 
If a student is required to leave campus for psychological reasons, the following 
conditions must be met before the individual resume’s student and/or resident status: 

• The student will be required to undergo a psychiatric evaluation. 

• The psychological evaluation is to be performed by a licensed 
psychiatrist/psychologist. 

• The psychiatrist performing the evaluation will be independent of the University 
but will be required to include the University's description of the problematic 
behavior in assessing the student's mental status. 

• This psychiatrist will summarize the results of the evaluation in written form on 
the "Psychiatrist's Reenrollment Questionnaire" supplied by the University.   

• The Vice President must receive this completed form for Student Affairs and/or 
Dean of Student Life before any decision is made concerning the resumption of 
student and/or resident status. 

• A member of the Counseling Center staff, who may communicate directly with 
the evaluator to clarify the written summary and/or gain further information, will 
review the evaluation.   

• This staff member will make a subsequent recommendation to the Vice President 
for Student Affairs. 

 
Bias Incident Committee 
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Life College is committed to challenging and stopping acts of discrimination and hate. 
Toward this end, the Bias Incident Committee was established to monitor such incidents 
when they occur and ensure that they are investigated thoroughly. The committee also 
makes recommendations for educational programs and standards for action. 
 
If you or any member of the Life College community is a victim of a bias incident or hate 
crime, you have several options: 

• Complete the Bias Incident Form available and put it in interoffice mail. 

• Pick up a copy of the form at the Department of Public Safety or Human 
Resources. 

• To report an incident in person, go to the Public Safety Office or contact the 
Resident Director on duty at ____________. 

 
The appropriate offices will investigate all reports, and individuals involved will be 
notified of actions taken. 
 
Counseling Services 
The Counseling staff provides individual counseling for students experiencing personal 
problems or concerns.  Students experiencing more serious psychological problems or 
who require more long term or intensive psychotherapy are referred to appropriate off-
campus agencies. 
 
Counseling staff also lead group programs designed to assist students in coping with 
the developmental tasks of the University years. 
 
Counseling staff provides consultation services to faculty/staff regarding student 
behavior, as well as referral resources for faculty/staff seeking 
counseling/psychotherapy. 
 
All counseling contact is confidential within ethical and legal guidelines. 
 
Counseling staff conducts programs, which assist students in dealing with the 
developmental tasks of the University years. 
 
On-Campus: Members of the Life College community who need assistance may contact 
several on-campus resources including: Counseling Services, Health Services, and 
Campus Ministries. The personnel in these offices can provide personal advising or 
counseling, detailed information on health issues and reporting procedures, or referrals 
to resources off campus. All contacts with these offices with regard to sexual assault 
matters are held in confidence except when the victim gives permission to report, if the 
security of the campus or the surrounding community has been breached or would likely 
be breached, or if the assault occurred in front of witnesses. These campus offices are 
open Monday - Friday, 8:30 a.m. - 4:30 p.m. A Resident Assistant can assist you in 
contacting staff from these offices when the offices are closed. 
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Mandated Reporters: The Campus Security Act requires that the following individuals 
are mandated to report crimes, including sexual assault, which occur on campus or at 
campus sponsored events off campus: Director of Public Safety, Assistant Director of 
Public Safety, all Public Safety officers, Vice President for Student Affairs/Dean of 
Students, Associate Dean of Students, Director of Residence Life, Associate/Assistant 
Directors of Residence Life, Director. 
 
Non-Mandated Reporters: If you are unsure whether you want to report sexual assault 
to the police, Counseling Services, Health Services, and Campus Ministries are all non-
mandated reporters. 
 
Disabled Student Services  
Life College supports students who self-identify with disabilities and provide 
documentation of their disability from an appropriate source. Life College professional 
staff members serve as advocates for students with disabilities and assist them in 
achieving equal access to all University programs and services. If students have 
disabilities that may require accommodations, it is incumbent upon the student to 
contact the designated office: 
 
Individuals with permanent or temporary physical disabilities who wish to obtain 
handicapped parking passes should contact the Department of Public Safety. 
For psychiatric or psychological disabilities, contact Counseling Services. 
 
Notice of Non-Discriminatory Policy for Students 
Life College admits students of any race, age, gender, color, national and ethnic origin 
to all the rights, privileges, programs, and activities generally afforded or made available 
to students at the school. It does not discriminate unlawfully based on race, color, 
religion, sex, national origin, age, ethnicity, disability or veteran status in administration 
of its educational policies, admission policies, scholarship and loan programs, and 
athletic and other school-administered programs. In addition, Life College does not 
discriminate unlawfully against persons with a disability and is in full compliance with the 
Rehabilitation Act of 1973 as amended and the Americans with Disabilities Act of 1990. 
 
Persons may contact Director, U.S. Department of Education, Office of Civil Rights, 
Region One, Boston, MA 02109 regarding the University’s compliance with regulations.  
 
 
Drug Policy 
Drugs 
The illegal sale, possession and/or use of controlled substances, e.g., alcohol, 
marijuana, amphetamines, barbiturates, and other hallucinogens, is prohibited on the 
Life College campus, dorms, or at any University-sponsored function. Students and 
student organization leaders are subject to University disciplinary action and referral to 
local authorities for violation of the University drug policy. 
 
Drug-Free Campus Program 



 

95 | P a g e  

 

As an institution of higher education, Life College prohibits the unlawful possession, 
use, or distribution of illegal drugs and alcohol on the Life College campus by faculty 
members, students, staff members, and administrators. All members of the campus 
community are expected to comply with all federal, state, and local laws, as well as all 
applicable policies contained in the Student Manual, Residence Hall Occupancy and 
Board Agreement, Employee Handbook, and other documents, when on the campus, or 
during University-related activities off campus. Violation of these policies or laws by 
students may result in sanctions up to an including permanent dismissal from the 
University (expulsion). Violation of these policies or laws by employees of the University 
may result in irrevocable termination of employment. 
 
Note: The full and detailed list of sanctions for students found in violation of the campus 
alcohol or drugs policy is contained in the Student Manual section on Campus 
Standards of Conduct. 
 
Drug Free Policy 
Life College prohibits the unlawful possession, use, or distribution of illicit drugs and 
alcohol by students, employees and guests on its property or as part of any of its 
activities. Where there is evidence of violation of the law, law enforcement officials may 
be contacted immediately. 
 
Any full- or part-time employee or student found to be in violation of this policy may be 
subject to applicable legal sanctions under local, state, and federal law for the unlawful 
possession or distribution of illicit drugs and alcohol, as well as disciplinary action up to 
and including termination of employment or separation from the University. 
 
Substance abuse is a problem that poses a serious threat to employees and students. 
The use of alcohol and illegal drugs endangers the health and safety of the abusers and 
all others around them Life College is committed to making a good-faith effort in 
creating and maintaining a drug-free workplace. 
 
Counseling and Treatment 
Students who believe they have a problem with alcohol or other drugs may present their 
problem at a variety of locations. These include but are not limited to Counseling 
Services and Health Services. The personnel in these offices can provide personal 
advising or counseling, detailed information on health risks and intervention strategies, 
or referrals to long-term counseling or other interventions. All contacts with these offices 
regarding alcohol or drug problems are held in strict confidence. 
 
 
Drug Education 
 
Life College regularly schedules drug-abuse prevention programs in the residence halls 
and throughout the campus. Members of the Life College community who believe they 
have a problem with drug abuse may receive information on prevention and treatment 
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programs from a variety of offices. These include Health Services, Residence Life, 
Counseling Services, Human Resources, and Public Safety. 
 
The Christian community encourages all its members to seek professional assistance 
when recognizing a drug-abuse problem. 
 
Health Services 
 
Every full-time student is required to have on file at the University a current medical 
form that documents immunization status and health insurance. 
 
Life College provides a health education program that includes a peer-education 
program. Students deliver workshops to campus groups on issues involving alcohol and 
other drugs, sexual assault, AIDS, and wellness topics. 
 
Clinical components of the Health Services program include the treatment of illnesses 
and injuries, women’s healthcare, and referral as appropriate. 
 
All healthcare and medical records are considered confidential and family members are 
notified only in the event of a life-threatening accident or illness. 
 
Key Control Policy - Faculty and Staff 
 

• All keys must be issued by and returned to the Facilities Lock and Key Shop. 

• No deposits will be required. 

• No key shall be issued by or turned in to any person or office other than the Lock 
and Key Shop. 

• No more than one key will be issued per person for the same area. 

• Lost and/or stolen keys must be reported immediately to the Department of 
Public Safety. 

• All keys must be returned to the Facilities Lock and Key Shop before a person 
leaves the University's employment. 

• No key will be issued without a properly completed Key Authorization Card. 

• To control continuity and security over the campus key system, the only lock 
cylinders and keys to be used on any area of Life College are those authorized 
and installed by the Facilities Lock and Key Shop. 

 
Parking Decals 
Parking decals are to be used by all students, faculty, staff and auxiliary employees on 
campus. 
The procedure for employees to obtain a decal is as follows: 
The employee is responsible for completing the registration card. 
The Department of Public Safety will issue a decal to the employee. 
If an employee owns two vehicles, two registration cards must be completed for two 
decals to be issued. 
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The decal issued should be placed on the lower left side of the front windshield on the 
driver's side. 
The decal remains the property of the University and must be returned to DPS upon 
leaving Life College's employ. Decals are not issued annually. 
 
Poster, Paint, and Sign Policy 
The Life College Student Senate have accepted the following policies for Student 
Involvement. All clubs, organizations, and departments are advised to follow these 
policies: 
 

• Only currently recognized Life College student organizations or departments may 
post posters and signs on the campus and Residence Halls. 

• Posters and signs on campus may be displayed in enclosed bulletin boards (not 
departmental). To hang posters or reserve bulletin board space in the Residence 
Halls, permission must be granted by the specific Residence or Area Director. 
Limited space is available to post items in the residence halls. 

• Posters and signs must bear the name of the sponsoring organization or 
department. In addition, alcohol cannot be advertised as the major focus of the 
sign or event. 

• Any signs placed on classroom bulletin boards may not overhang the board, and 
only one sign per classroom bulletin board is permitted.  The maximum number 
posted for any event is two per bulletin board. 

• Poster/paint markers and banner paper are available for use by all recognized 
student organizations and clubs. 

• Sidewalk chalk is permissible only on sidewalks. 

• Off-campus groups must receive permission from the Director of the Center for 
Student Involvement to advertise their event(s) on campus. This permission will 
be given if the event(s) is/are in support of the aims of the University. 

• Failure to abide by the guidelines in this policy will necessitate immediate 
removal of unauthorized posters and signs. Violations by student clubs and 
organizations may result in the loss of posting privileges. 

• Anyone found guilty of removing posters, unless authorized by the Center for 
Student Involvement or the sponsoring organization, is subject to campus 
disciplinary sanctions. 

  
 
 
Solicitation Policy 
Solicitation applies to commercial, charitable, religious and political endeavors.  
Authorization to sell or solicit for the sale of merchandise on campus or Housing Units 
will not ordinarily be given.  Any party granted permission to sell or solicit for the sale of 
merchandise must agree to abide by appropriate federal, state, and local regulations. 
Commercial endeavors are divided into three categories: 
 

 student ventures 
 student organization ventures 
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 non-student ventures 
 
Student Ventures 
Student Ventures are defined as projects conducted by students for the purpose of 
making a profit.  Students may sell or solicit for the sale of merchandise on campus only 
with the written authorization of the Dean of Student Life.  Individual students will not 
ordinarily be given the appropriate written approval to sell or solicit for the sale of 
merchandise on campus, unless it can be shown that such sale constitutes a service to 
the University community not otherwise available. 
  
Student Organization Ventures are projects conducted by recognized student 
organizations for the purpose of making a profit.  Student organizations may sell or 
solicit for the sale of merchandise on campus only with the written approval of the Dean 
of Student Life.  Student organizations will be given the appropriate written approval to 
sell or solicit for the sale of merchandise for the purpose of fund-raising when it can be 
shown that the primary vendors and beneficiaries of the sale will be members of the 
Christian community. 
  
Non-student Ventures include all efforts to sell or solicit for the sale of merchandise or 
other by University employees, University affiliates, or commercial vendors. 
University employees may sell or solicit for the sale of merchandise on campus only as 
directly related to the purpose and description of their employment. 
University affiliates may sell or solicit for the sale of merchandise on campus only as 
provided for in their written terms of affiliation with Life College. 
Commercial vendors may sell or solicit for the sale of merchandise on campus only with 
the written authorization of an office of Life College acting within the scope of its 
authority. 
 
Charitable, religious, and political solicitations on University property are not allowed 
unless permitted by the Dean of Students.  Permission for such solicitations will be 
granted only to the extent that such activities are consistent in time, place, and manner 
with the mission and activities of Life College. 
 
Alcohol Policy 
Christian University is committed to encouraging and facilitating responsible student 
decision making based on Biblical principles. The University recognizes that responsible 
decision-making concerning alcohol is especially crucial to the health and safety of 
students, respect for University property, and the ministerial and educational mission of 
the institution. Alcohol abuse among students has been shown to have serious negative 
effects on the abilities of students to reach their educational goals. While students have 
the primary responsibility for maintaining their academic progress and for their overall 
health, Life College must, in all its programs, services, and activities, promote and 
enforce the non-use of alcohol on its campus and among its community members. To 
achieve this goal, as well as to monitor and regulate alcohol-related behavior, Life 
College has adopted the following policies. 
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Summary of State and City Laws Concerning Alcohol   
Kentucky law regarding alcoholic beverages states that no alcoholic beverages can be 
sold, delivered, or in any way given to a person under twenty-one (21) years of age. The 
possession of alcohol is also in violation of this State law. Anyone under the age of 
twenty-one (21) years who knowingly makes false statements as to his/her age in order 
to purchase or in any way procure alcoholic beverages shall be subject to appropriate 
penalties by the State of Kentucky. This includes the use of falsified or false 
identification in order to procure alcohol in violation of the law. Life College is obligated 
to abide by and enforce state laws.  
 
Student Housing 
 
Mission 
Residential living is an integral part of a student’s development and provides an 
extension of and enhancement for the more formal classroom learning experience. The 
Office of Residence Life at Life College is committed to providing not only a living area 
for the students, but fostering an environment conducive to intellectual, spiritual, social 
and personal growth; to providing programs that meet the cultural and recreational 
needs of residents; to providing support, counseling and referral services; and to 
promoting student responsibility, accountability and leadership experiences from a 
Biblical perspective. 
 
Living Options 
Living options at Life College are designed to foster a gradual increase of independent 
lifestyle and individual responsibility. First- year students can establish relationships with 
large numbers of classmates in a more traditional setting. Sophomores and Juniors 
experiment with small group living while eating in common areas with all resident 
students. Most seniors can choose to live independently in townhouse units with full 
responsibility for their cooking, cleaning, etc. All living areas include telephone, cable, 
and computer access. 
 
First-Year Complex 
Each of the first-year residence halls (Men’s and Women’s) houses approximately 140 
students. Each hall has a system of double bedrooms with a common bathroom, with 
men and women on alternate sides of the building. Some first-year students may be 
assigned to a triple room, if necessary. Both halls have study and social lounges. 
 
Townhouses 
Many, but not all, seniors at Life College live in one of the townhouse apartments. The 
townhouses come as close as possible to duplicating apartment living, while 
maintaining on-campus status, and include cooking facilities. 
 
Off-Campus Housing 
Information regarding off-campus housing is maintained in the Office of Residence Life. 
Students may use these references (apartment lists, etc.) to find off-campus housing. 
While these references do not carry with them a Life College endorsement, they are a 
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good source for leads on area housing. Students are encouraged to try to make their 
off-campus housing arrangements in the spring or summer for the best selection. 
 
Residence Hall occupancy and Board Agreement* 
* This is a highlight of the information included in the agreement. For more detailed 
information, please see a copy of complete Residence Hall Occupancy and Board 
Agreement. 
 
Eligibility: Students interested in campus housing must be registered as a full-time 
student (12 credit hours or more) for the semester(s) they wish to live on campus. 
Students on any disciplinary sanction, e.g., Residence Hall Probation or Disciplinary 
Probation, may not have equal priority in room selection or lottery with those students in 
good standing. For special exceptions, see the Director of Residence Life. 
 
Room Assignment: The University reserves the right to make and change room 
assignments whenever necessary. The University reserves the right to assign up to 
three students to a room (triple) when housing demand exceeds the spaces available. 
In such cases, the residents of that room will be billed at a reduced rate until additional 
spaces are available. Students understand that if space is available and they choose 
not to “de-triple,” they will each be billed for the regular room rate on a prorated basis 
once the University has made the offer. 
 
Move in/Move out: Students are required to formally check in at the beginning of the 
semester and to properly check out at the end of each academic year. Students who fail 
to properly check out may be subject to fines, and it may affect the result of any appeals 
filed. Completion by the student of the Room Acceptance form is also required, since 
the Office of Residence Life as a basis for assessing damage or loss charges uses it at 
the end of the term. Students are expected to leave their living area in the same 
condition as when they moved in. Students must remove all personal property from the 
residence halls at the end of the academic year. 
 
Liability: The University is not responsible for damage to personal property by fire, theft, 
or any other cause, or for any property left in the halls upon closing.  The University will 
assume no responsibility or liability for any damage to property or any personal injuries 
caused by the intentional, willful or malicious conduct of students, including without 
limitation, such conduct as fighting, wrestling, vandalism, horseplay and the like. 
 
Guests: A resident may have no more than one guest at any one time. Overnight guests 
may visit for no longer than two consecutive nights within a given week, except with 
permission from the Office of Residence Life. They must also be properly registered 
with Public Safety and Residence Life. Life College students will be held responsible for 
the conduct of their guests. The privilege of entertaining guests is a negotiable 
agreement between roommates. (See Guest Policy.) 
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Solicitation: Door-to-door solicitation is strictly prohibited in the residence halls. Any 
promotion within the residence halls must receive prior written permission from the 
Office of Residence Life. 
 
Pets: No pets are allowed in University residence halls except for non-carnivorous small 
fish (maximum one tank per room/a ten-gallon tank size). There will be a $10 fine per 
day until the pet is removed. 
 
Prohibited items in Residence Halls include but are not limited to: 

• Any heat-producing appliances including, but not limited to: grills, hot plates, 
heating/immersion coils, electric fry pans, toaster ovens, toasters, electric 
heaters, microwave ovens (only micro-fridges from the University approved 
vendor are allowed), or hot pots. (All of the above are allowed in the townhouses 
except for heating/immersion coils and electric heaters.) 

• Halogen lamps; extension cords; 

• Water beds, hot tubs; 

• Television or radio antennae that are placed outside the room window, or 
anywhere on the exterior of the building or grounds; 

• Weights; 

• Firearms, BB guns, knives, or any type of weapon; 

• Fireworks or explosives of any type; 

• Gasoline, kerosene, gas grills, or other hazardous chemicals; 

• Motorcycles, mopeds, or other gas-powered vehicles; 

• Dartboard/darts; 

• Traffics signs, neon signs; 

• Kegerators, keg refrigerators, taps and funnels. 

• Alcohol 
 
The University reserves the right, at its sole discretion, to deem other items as 
prohibited. 
 
Student Involvement and Student Organizations 
The mission of the Center for Student Involvement is to create and support co-
curricular, leadership development, ministerial development and service-learning 
opportunities that enhance the educational experience of students. Our goal is to teach 
students to become contributing members of Life College, the church and the greater 
community, and to enhance students' personal and professional development through 
leadership, social, recreational and cultural opportunities. 
 
The Center for Student Involvement and it is responsible for providing support to the   
student clubs and organizations on campus. Each year, the staff also coordinates the 
following programs: Orientation, Life College Experience, Homecoming, Parents & 
Family Weekend (in conjunction with the Student Senate). The staff of the Center also 
advises major student organizations for Student Involvement. 
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In addition to the leadership opportunities available through clubs and organizations, the 
Center for Student Involvement staff coordinates such programs as the Leadership 
Development Series and an all-campus recognition dinner for clubs and organizations. 
Students are also strongly encouraged to become involved in church and community 
service, and each year our office coordinates such projects as blood drives, the 
Alternative Spring Break trip, Helping Hands, and many others. 
 
Student Organizations 
There are three categories of student organizations at Life College: agent organizations, 
governing organizations, and independent student organizations. 
 
Agent Organizations 
Agent organizations are student organizations that are directly supervised by University 
officials and serve a paraprofessional role in support of the mission and goals of Life 
College, e.g., Resident Assistant staff, Orientation Leaders, and the Life College 
Experience staff. These organizations are an extension of the administration of Life 
College. 
 
Governing Organizations 
Governing organizations are independent organizations that are advised by University 
officials and serve as recognized representatives of the student body and its 
organizations to the University administration, e.g., the Student Senate, Student 
Programming Board, Commuter Connection, Inter-fraternity Council, Student Presidents 
Advisory Council (SPAC), and media organizations. These organizations are 
independent of Christian University, but since they have functions delegated to them by 
Life College, they are directly supervised by the University in the exercise of these 
functions. 
 
Independent Organizations 
Independent student organizations are student organizations that are primarily 
composed of Life College students and are recognized by the Center for Student 
Involvement. They are required to have a faculty/staff advisor who is a member of the 
Life College community. These organizations are subject to the disciplinary jurisdiction 
of Life College when operating on University-owned property, or at an event 
cosponsored with the University off campus. All campus organizations are responsible 
for adhering to the policies and procedures in the Resource Guide for Student Clubs 
and Organizations. Additionally, all organizations are subject to University discipline 
when their off-campus independent activities have a negative impact on the educational 
and ministerial mission of the University.   
 
Student President’s Advisory Council (SPAC) 
A group of student leaders chaired by the Vice President of the Student Senate, SPAC 
provides an intermediary communication link between the Student Senate and all 
clubs/student-operated organizations. SPAC serves as a reliable source for distributing 
information and sponsoring workshops, and seminars concerning budgets, student 
policies, fundraisers, and other related topics. 
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Student Programming Board 
The Student Programming Board (SPB) is responsible for programming a variety of 
social, cultural, educational, and recreational activities for the entire Life College 
community. The organization’s primary goal is to enhance campus life through the 
presentation of quality and diverse entertainment. SPB is the center of student 
entertainment and is responsible for the planning and sponsoring the campus activities 
such as: on-campus movies, cultural events, comedy shows, bands, lectures, theme 
weekends, novelty programs, concerts, trips, theatre. 
 
All students are encouraged to participate in the planning and implementation of SPB 
programs. 
 
Student Senate 
The Life College Student Senate is the governing body for all students and for most 
student organizations and clubs. It serves as a channel of communication between the 
student body and the faculty and administration of the University. The Student Senate 
provides a spectrum of services and activities to the Life College community.  It 
comprises of numerous committees to examine the problems and needs of students 
and strives to initiate action to meet these needs. In addition, the Student Senate, 
through the Ways and Means Committee, is responsible for allocating and monitoring 
the use of the student activity fees paid by all full-time undergraduate students. 
 
Student Organization Regulations and Procedures 
 
Request for Recognition 
A student group desiring recognition as an organization by Life College must submit a 
written proposal to be approved by the Student Senate and the Director of the Center 
for Student Involvement. A student group desiring recognition as a sports club must 
submit a written proposal to be approved by the Student Senate in conjunction with the 
Director of the Center for Student Involvement. A student group desiring recognition as 
a fraternity or sorority must submit a written proposal to be approved by the appropriate 
Greek governing body, as well as the Center for Student Involvement and the Vice 
President for Student Affairs and Dean of Students. 
 
The process to request recognition as a student organization is as follows: 
 

• Meet with the Director of the Center for Student Involvement to discuss your 
proposed group. 

• Submit a proposed constitution and list of currently enrolled Christian University 
students who are interested in becoming members to the Vice President of the 
Student Senate and the Director of the Center for Student Involvement. The 
proposed constitution and list of interested students must be submitted a 
minimum of one week prior to the Student Senate meeting at which the group 
wishes the proposal to be considered. 
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• A minimum of five currently enrolled full-time Christian University students must 
indicate interest for the group to request recognition. 

• Each proposed group must have an advisor who is a member of the Life College 
faculty or staff. 

• The proposed constitution will be reviewed and voted on by the members of the 
Student Senate. 

• If passed by the Student Senate, the Vice President will then approve the 
constitution for Student Affairs and Dean of Students. If approved, the group 
becomes a fully recognized student organization. 

 
In order to be recognized by the University, all organizations must include the following 
statements in their constitution: 
 

• Membership is open to all interested Life College students. 

• All meetings are open to the Life College community. 

• Groups seeking recognition that are affiliated with a nationally recognized 
organization may be allowed to limit their membership, pending the approval of 
the Vice President for Student Affairs or his/her designee. 

• Students who pledge, join, accept membership, or affiliate in any way with a 
former fraternity or sorority whose recognition has been withdrawn by the 
University are in violation of University policy and are subject to disciplinary 
action. This disciplinary action may range from probation status to University 
suspension. 

• All social fraternities and sororities must be nationally affiliated to be recognized 
by the University. 

 
The University, through the Office of the Vice President for Student Affairs and Dean of 
Students, reserves the right to deny recognition to any student organization whose 
stated aims and/or objectives are not consistent with those of Life College. The Vice 
President for Student Affairs and Dean of Students may revoke an existing 
organization’s recognition whenever due cause for said revocation can be clearly 
demonstrated. All student organizations are required to maintain a current Student 
Organization Registration Form with the Office of Student Activities, along with an 
updated constitution at the beginning of each academic year. This form must be 
updated each time new officers are elected, or a new faculty/staff advisor is chosen. 
 
The act of recognition implies that a student organization obligates itself to abide by all 
the rules and regulations of the University pertaining to student organizations. These 
rules and regulations are specified throughout this manual and other University 
publications. In addition, members and officers agree to comply with all academic rules 
and regulations of the University and recognize that violation of any University policies 
or interference with University functions is grounds for disciplinary action against the 
organization and its members. 
 
Recognition or the ability to use the name “Life College” does not imply or indicate Life 
College sponsorship or approval of the activities of the organization. 
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Student Organizations Financing 
Student organizations requesting funding from the University may do so through the 
Student Senate Ways and Means committee each spring semester for the upcoming 
fiscal year. All funds for student clubs and organizations must be kept within the 
University’s budgetary system; no off-campus accounts will be permitted. Expenditure of 
these funds is subject to state, University and Student Senate Ways and Means 
guidelines and procedures. 
 
 
Policies Governing Campus Activities 
All activities held on Life College property including fund-raising events, must be 
approved by the Office of Student Activities. Although the general policy holds, separate 
guidelines exist regarding activities held in the Townhouses, Residence Halls, Life 
College campus. The specific policies can be obtained from the administrators 
responsible for those areas. More detailed general policies may be obtained from the 
Center for Student Involvement. Please refer to the Resource Guide for Student Clubs 
and Organizations. 
 

1. Conditions for Approval of activities: 
a. Assurance that all University regulations, local, state and federal laws 

concerning fire and safety regulations, necessary security, and conduct 
will be followed. 

b. Indication that the activity is consistent with the purposes and constitution 
of the sponsoring organization. 

c. Availability of financial resources on the part of the sponsoring 
organization if the event is a financial failure or if property damage occurs. 

d. Assurance that no group or individual will accrue private financial gain 
from sponsorship of the event.   

e. Damage/theft Responsibility. Any damage, theft, and/or abuse of facilities 
immediately before, during and after the event, is the responsibility of the 
sponsor(s). 

f. Facility Cleanup. It is the responsibility of the sponsor(s) to leave the 
facility in a satisfactory condition after each event, as determined by the 
University. 

g. Financial Responsibility. The sponsor(s) assumes complete financial 
responsibility for any theft or damage or abuse to the facilities immediately 
before, during, and after the event. 

h. Fees. Appropriate fees will be assessed for rentals services, and 
maintenance. 

i. Activities sponsored by outside group. Events must be related to the 
general mission and function of the University or be a community-service 
function. These events will generally not be held while classes are in 
session. Coordination for outside groups is done through the Student 
Affairs office. 
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Scheduling Activities 
1.  Any recognized student organization wishing to sponsor activities that require the 
use of University facilities must initiate its request with the Center for Student 
Involvement. 
 
2.  Any office or department wishing to sponsor activities that require the use of 
University facilities must initiate its request with the Central Scheduling Coordinator in 
the campus office, or with the Life College Operations Office if the event is to be held on 
the campus. 
 
3.  Student organizations wishing to sponsor activities must complete an Event Planning 
Form, signed by the appropriate offices, at least two weeks prior to the event. A ten-day 
notice is required if maintenance or dining services are required. Once approved by the 
Center for Student Involvement, the form must be submitted to the Central Scheduling 
Coordinator for space to be assigned. 
 
4.  Activities requiring setups (tables, staging, and/or facilities staff) must be scheduled 
a minimum of two weeks (10 working days) prior to the event. This will be strictly 
enforced. 
 
5.  The authority for determining the availability of space rests with the Central 
Scheduling Coordinator and the Life College Operations Office. 
 
6.  If dining areas are desired and/or food is needed, the sponsoring group is 
responsible for making all necessary arrangements with dining services at least two 
weeks (10 working days) in advance. 
 
7.  If it becomes necessary for the sponsoring group to cancel an activity, it is their 
responsibility to notify the Central Scheduling Coordinator or the Life College 
Operations Office immediately. Otherwise, the sponsoring group may be charged for the 
expenses incurred in preparing for the activity. 
 
Policy on Damages 
1.  It is a condition of use of Life College facilities that the sponsoring group or 
organization will be held financially and judicially responsible for any damages that may 
result from the actions of persons attending that event. 
 
2.  It is the sponsoring organization’s responsibility to take necessary precautions and 
provide necessary control over its own function to prevent damages or other such 
incidents from occurring. University Public Safety will be used as reinforcement for 
serious situations. 
 
University Policy on Trips 
Private or commercial trips may not be advertised in University facilities or on bulletin 
boards without the permission of the Director of the Center for Student Involvement or 
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the Director of Residence Life. Advertising flyers may not be placed under residence 
hall doors or on car windshields. 
 
Registered student organizations may use University facilities and bulletin boards to 
advertise trips. However, the University does not imply its sponsorship of such trips by 
allowing the use of its facilities for advertisement purposes only. 
 
The Center for Student Involvement, Office of Residence Life, or other appropriate 
University office registers student organization trips. 
 
Students have no authority to contract for trips or travel arrangements on behalf of Life 
College. The Director of the Center for Student Involvement, Director of Residence Life, 
are the authorized agents of the University in this regard. Trips conducted against this 
policy by students or student organizations are not considered official University 
organization travel, and the sponsoring organization may have some or all its privileges 
as an organization revoked. Individual students organizing such unauthorized trips may 
also be subject to disciplinary action. 
Student organization advisors must notify the Department of Public Safety of buses 
coming onto campus to pick up students. Advisors must indicate time and location of 
arrival. 
 
 
Life College Campus Use Policies for Student Organizations 
 
Decorations 
Groups reserving space who wish to decorate an area for a program must abide by the 
following: All decorations must be removable and not considered permanent. 
Decorations can only be affixed to non-painted surfaces with non-marking masking tape 
(not scotch tape, tacks, staples, nails, etc.). Sponsoring organizations are to remove 
decorations immediately following an event. The failure to remove decorations could 
result in a loss of space-reservation privileges. Groups must adhere to current fire 
regulations that may apply to materials such as flame proofing, etc. 
 
Scheduling 
Life College Operations will handle scheduling of Life College facilities. All reservations 
must be made by or through recognized campus organizations. Reservations must be 
scheduled three (3) working days in advance for a meeting and two (2) weeks in 
advance of a program or event. Reservations that require variances from the policies 
contained here must be submitted three (3) weeks in advance with a variance request 
attached to the reservation. It is the responsibility of the individuals who have reserved 
the conference room to clean them before they leave. 
 
Conference Rooms 
No regular day/evening academic classes or class-related seminar/workshops 
/presentations may be scheduled in the Life College conference rooms without prior 
approval. Recognized student organizations have priority on the reservation of space 
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Monday through Thursday from 3 p.m. to 9 p.m. Organizations that hold regular weekly 
meetings may apply to Life College Operations for meeting space each spring. 
Reservations will remain in effect for a full year unless groups do not adhere to Life 
College policies or leave rooms in unsatisfactory condition. 
 
 
Violations 
Organizations reserving space are financially responsible for damages incurred to 
facilities during their use. Groups that do not abide by Life College policies risk loss of 
scheduling privileges for at least fifteen (15) weeks for any repeated violations. 
Violations of policy may result in other disciplinary action. Recognized organizations will 
not be charged rental fees for use of facilities. However, they may incur costs for 
services beyond those normally provided by the University. Expenses may also be 
incurred for failure to adhere to specified regulations. 
 
Services, Food, and Beverages 
Student organizations that hold meetings in the Life College will be allowed to bring in 
snack items to be served during their meetings. The organization is responsible for 
leaving the room cleaned and removing trash. All other food services will be handled 
according to University policy. 
 
Advertising 
Life College provides specific bulletin boards, showcases, and display cases for the 
purpose of allowing student organizations and campus groups to publicize and promote 
special programs. All postings must be in accordance with the University Poster, Paint 
and Sign Policy. Groups not in compliance will be sanctioned. 
 
Display Cases/Advertising 
All postings require approval by Life College Operations and are stamped with a tear-
down date of two weeks from submission. There is a maximum of one poster per 
display case per event. Postings not stamped will be removed. A total of eight (8) 
posters/flyers may be submitted to the Operations Office for posting. Five will be 
displayed in the Christian Center and three will be displayed in the Rotunda display 
cases. Organizations wishing to display larger banners should bring them to the 
Operations Office to be stamped and approved. Large banners can only be taped to the 
outside of the windows of the north and south foyers only. Additional information may be 
obtained in the Office of Life College Operations. 
 
 
Showcases 
The showcase at the Information Desk can be reserved by student organizations. The 
showcase is requested through a reservation process at the Life College Operations 
Office. Reservations are required two (2) weeks prior to use and will be for a period of 
two (2) weeks for the showcase. Organizations may reserve the showcase for a 
maximum of twice per semester, but these requests cannot be consecutive. Each group 
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is responsible for design, setup and cleanup of the showcase. Failure to follow 
reservation procedures will result in loss of privilege for at least fifteen (15) weeks. 
 
Selling and Solicitations 
Life College adheres to and enforces the University solicitation policy. Space for sale of 
items or the distribution of information will be available in the commons of Life College.   
 
All vendors must be sponsored by a recognized student organization or a University 
office/department. Sponsors are limited to one vendor space at any given time and four 
vendor spaces per semester. Each request shall be for a maximum of three days. 
Reservations of space will made be through the Office of Life College Operations. 
 
Vendors from off campus may be sponsored and must adhere to the Christian 
University solicitation policy or risk the ability to return to campus. An off-campus vendor 
may be sponsored a maximum of two times per semester per student group or 
organization. Variances to this policy can be submitted to the Director of Life College 
Operations and the Director of Center for Student Involvement. 
 
The sponsoring organization is responsible for all aspects of vendor space including but 
not limited to setup, breakdown, cleanup, explanation of policies to off-campus vendors, 
and collection of monies. In addition, the name of the sponsoring organization is to be 
prominently displayed at the vendor location. 
 
Programming: Getting Involved 
Programming involves groups of residents joining for ministerial, social, educational, 
and cultural purposes. It is intended to provide opportunities to have fun and to learn 
about life skills, lifestyles, and other residents outside the classroom. Resident 
Assistants sponsor a variety of programs, both for individual residence halls and 
campus wide. These programmers welcome your ideas and involvement. 
 
Residence Hall Council 
All Residence Halls/Areas have a Hall Council. Representatives from each side are 
elected to attend meetings to discuss residential living issues. 
 
Life College Experience 
Life College Experience is a program designed to aid in the adjustment of new students 
to the University, and is open to all first-year, transfer, international, and commuter 
students. Regularly scheduled events will focus on learning academic survival skills, 
expanding cultural awareness, career planning, etc. A highlight of the program is 
involvement with an upper-class student, and staff mentors, and faculty advisors, as 
well as an annual community service program.  
 
 
Development Office Giving Policy 
 
Mission Statement 
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The Development Office's mission is to increase the level of private giving in support of 
Life College's strategic objectives and to develop and maintain positive relationships 
throughout the institution's broad range of constituents. To this end, the Development 
Office plans, coordinates, and implements fund raising programs with Life College 
alumni, parents, friends, corporations, and foundations. We ask that all faculty and 
student organizations seeking external support from businesses, foundations, or alumni 
check with the Development Office prior to any solicitations. 
 
Related Policies 
Because of IRS regulations, all gifts must be documented by the Development Office for 
Life College to issue a receipt for tax purposes. Please contact the Development Office 
for information on how to make a gift to or solicit a gift for Life College. A gift acceptance 
form must be filled out for all gifts of equipment, in-kind gifts such as artwork or 
merchandise, securities and cash gifts of $1,000 and over, and must be submitted with 
original documentation (including checks or cash) to the Gift Processing staff in 
Advancement Services. 
 
Gift Acceptance Policies 
Confidentiality Guidelines 
Definitions 
 
Gift: A tax deductible gift (also an outright gift) is made to Life College when a donor 
transfers cash, stocks, bonds, real property, tangible personal property, or gifts-in-kind, 
and receives no direct benefits and requires nothing in exchange beyond an assurance 
that the intent of the contribution be honored. Life College will issue the donor a receipt 
for tax purposes for all gifts in this category. 
 
Quid-pro-quo contribution: A gift made to Life College where tangible goods and 
services have been provided to the donor. The Development Office must comply with 
strict substantiation requirements. A portion of these gifts may also be tax deductible, 
and, therefore, it is important to involve the Development Office early in the process to 
ensure that IRS regulations are met. 
 
Pledge: A pledge is a commitment to give a specific dollar amount over a fixed time 
schedule, generally not to exceed five years. 
 
Planned Gift: A planned, or deferred gift is generally made to Life College in the present 
with the benefit "deferred" to the University until a future date. 
 
Receipt: Life College's policy is to issue a timely written receipt to all donors. An 
appropriate quid pro quo receipt is issued when the donor has received a tangible 
benefit in return for support. Also, a gift-in-kind receipt is issued to donors of personal 
property. These receipts do not reflect a dollar amount, just the description of the 
donated items. 
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Endowment: A gift of at least $50,000 to be invested for the purpose of producing 
present and future income that may be expended or reinvested with the original gift. The 
principal of the endowment is kept intact. Income is expended according to the donor's 
stipulation and according to the University's spending policy and may be unrestricted or 
restricted. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
AREAS OF STUDY 
 
Your specific interest is the place to start exploring what Life College has to offer. You 
may choose from dozens of areas of study as you consider what God may be calling 
you to do or what gifts you and others have discovered in you. 
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The list below is a way to start delving into Life College programs of study. Each is 
linked with the one- or two-degree programs that will give a framework to your study.  
These levels range from Certificate to PhD.  Following are examples: 
 
Area of study (PDF)  Corresponding degree programs 
 

o Pastoral Ministry   Master of Divinity / Doctor of Divinity / PhD 
o Pastoral Care & Counseling Master of Divinity / Doctor of Divinity / PhD 
o Evangelism    Master of Divinity / Doctor of Divinity / PhD 
o Prophetic/Apostolic Ministry Master of Divinity  
o Teaching Ministry   Masters Christian Formation / Doctor of CF 
o Youth Ministry   Master of Divinity / Doctor of Divinity 
o Worship    Masters in Christian Formation /  

▪ Doctor of CF or Doctor of Sacred Music 
o Certificate in Worship Leadership (non-degree) – Certification available for 

various church and ministry functions – please inquire for more information. 
 

o Mission & Evangelism Master of Divinity: Mission and Evangelism 
Theological Studies concentration / Doctor / PhD 

o Christian Spirituality  Masters in Christian Formation / Doctor / PhD 
o Certificate in Christian Spiritual Formation (non-degree) 
o Teaching Ministry of the Church Masters in Christian Formation / Doctor / PhD 
o Certificate in Teaching   Ministry of the Church (non-degree) 
o Academic Studies   Masters Theological Studies / Doctor / PhD 
o Master of Divinity: Theological Studies concentration 
o Ethics and Theology for business professionals Certificate in Business Ethics 

(non-degree) / Bachelors/ Masters / Doctor / PhD 
o Certificate in Pastoral Theology for Financial Professionals (non-degree) 
o Theology and Ethics  Certificate in Theology and Ethics (non-degree) 
o Certificate in Theological Studies (non-degree) 

 
For complete information about each degree program and areas of study, see the 
Catalog and/or contact the Life College offices. 
 
DEGREE PROGRAMS 
 
Life College offers graduate degrees that prepare people for ministry in the church, such 
as congregational leadership, pastoral care and counseling, youth ministry, and spiritual 
guidance.   
 
Life College Degrees are recognized by the Kentucky Department of Post-Secondary 
Education.  Life College operates in the State of Kentucky as a license exempt College 
for the purpose of Religious education.  All degrees issued by Life College have a 
religious qualifier. 
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Life College is accredited by the Association of Christian Universities (ACU).   The ACU 
exists to provide non-traditional education organizations such as religious colleges, 
schools, home schools, seminaries, nursery schools, bible schools and other institutions 
of learning with oversight and accreditation.  ACU members are in more than 50 
countries.  http://acu.yolasite.com/ 
 
In addition, Life College offers several non-degree certificate programs.  The 
uniqueness of Life College is the ability to customize the degree discipline to the 
student’s career path.  A summary of some of the degrees is listed below: 
 
 
MASTER OF DIVINITY / Doctor of Divinity / PhD 
 
The Master of Divinity curriculum is designed to educate and form Christian men and 
women for ministerial leadership of the congregation in a variety of church settings. 
Modified plans of study are available for those who wish to concentrate in pastoral care 
and counseling, mission and evangelism, theological studies, or youth ministry.   
Successful completion of the criteria of this discipline will qualify the student for Doctor 
of Divinity or PhD in Divinity course of study.  
 
MASTER IN CHRISTIAN FORMATION 
The Masters in Christian Formation prepares students for ministry in several focused 
areas: spiritual formation and guidance, teaching ministry, worship, and youth ministry. 
Life College provides a context, a process, and tools to study and to engage in the 
church’s ministries of personal and communal formation and transformation. This 
degree is not intended to prepare people for independent ministerial leadership of the 
congregation.  Successful completion of the criteria of this discipline will qualify the 
student for Doctor of Divinity or PhD in Divinity course of study. 
 
MASTER THEOLOGICAL STUDIES 
The Master in Theological Studies degree prepares students for stronger participation in 
the life, mission, and service of the church. It serves as the basis for further academic 
work and supplements professional training in other fields.  Successful completion of 
the criteria of this discipline will qualify the student for Doctor of Divinity or PhD in 
Divinity course of study. 
 
CERTIFICATE PROGRAMS 
The certificate programs can be focused to meet students' learning goals. This can 
include preparation for team ministry, education for lay leadership, and sabbatical study 

http://acu.yolasite.com/
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for professionals in other fields. Life College has certificates geared toward specific 
professions or roles in business and church life, and one general certificate with more 
flexibility for the student. Each consists of 27 credit hours and may be completed over 
an extended period (three to five years) or in one year. Because the certificates are not 
degree programs, credits may be applied later to any of the Life College degree 
programs. 
 
 
CERTIFICATE PROGRAMS 
Certificate programs offer professionals, congregational leaders and pastors a 
foundation in theological and biblical study. These are designed to: 
Provide people in various professions with opportunities for spiritual enrichment, 
theological reflection, and fuller integration of Christian values in their work.   
Prepare new pastors for ministry in small congregations while they build the church. 
Prepare congregational members for roles they may carry in the life and work of the 
congregation. 
 
A general Certificate in Theological Studies is available, along with specific Certificates 
that fit several kinds of work and ministry. Each certificate requires 27 credit hours. The 
general Certificate in Theological Studies could be completed in one year with full-time 
study, but also may be completed with part-time study over several years. Completing a 
themed Certificate will involve part-time study over several years, because the courses 
needed will not be offered all in the same year. Themed certificates include: 
 
Certificate in Ethics for Business Professionals 
Certificate in the Teaching Ministry of the Church (Christian Education) 
Certificate in Christian Spiritual Formation 
Certificate in Pastoral Theology for Financial Professionals 
Certificate in Theology and Ethics for Business Professional 
Certificate in Worship Leadership 
 
MENTORING AND ADVISING 
Life College assigns an adviser to all students in the certificate programs. In addition, for 
those preparing for service in a congregation, it is desirable for the student to have a 
mentor from the local congregation. The adviser and mentor will counsel the student in 
order to make the educational experience most profitable. A small group seminar may 
be organized as a context of discernment and discussion of vocational, ethical, and 
theological issues. 
 
 
MORE INFORMATION 
 
For detailed information, please review the Life College Catalog and the following fact 
sheets: 
 
Christian spirituality 
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Teaching ministry 
Worship 
 
COURSES 
If you are looking for short-term intensive courses, select Interim or Summer Courses 
from the catalog. 
 
COURSE DESCRIPTIONS 
The curricular offerings are organized into three departments, with some courses placed 
in an interdepartmental category. 
 
The Life College Catalog contains descriptions of many courses offered. 
 
SCHEDULE OF OFFERINGS 
Courses listed under the departments are subject to some change due to sabbatical 
leaves and other transitions. 
 
Each spring an announcement is made of courses to be offered the following academic 
year. Some courses are offered every year while others are offered in alternating years. 
 
Normally a minimum of five registrants is required for a course to be offered. 
 
Life College reserves the right to cancel a course for which enrollment is insufficient or 
faculty is unavailable. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Course ID  Course Title      Hrs.  
    
 
Bible 
 
BIB500 Reading the Bible       3.0   
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BIB501 Beginning Hebrews: Ruth     4.0       
 
BIB526 Luke-Acts: Mission Perspectives    3.0      
 
BIB531 Psalms        3.0      
 
BIB538 Pentateuch        3.0       
 
BIB603 Canon and Community      3.0      
 
BIB612 Exegesis: The Parables     3.0     
 
BIB617 Exegesis: Prophets of Judah's Restoration   3.0   
 
BIB643 Old Testament Theology      3.0   
 
GP: BIB691 Jerusalem Seminar      3.0   
 
GP: CHM541 Christian Formation in the Congregation   3.0   
 
GP: CHM632 Managing Disagreement Church Communities 1.0   
 
GP: CHM633-2 Conflict, Communication, and Conciliation  2.0   
 
GP: CHM633 Conflict, Communication, and Conciliation  3.0   
 
GP: INT500 Theological Education and Formation   0.5   
  
SCUPE (Seminary Consortium for Urban Pastoral Education) 
 
SCUPE:M 305 Dimensions & Dynamics of Urban Ministry  3.0   
 
GP: BIB502-2 Beginning Greek     2.0   
 
GP: BIB520 Sermon on the Mount     3.0   
 
BIB529 Paul's Letters from Prison     3.0   
 
BIB502 Beginning Greek: I John      4.0   
 
BIB503 Introduction to Bible Study Tools    4.0   
 
BIB509 Biblical Spirituality       3.0 
 
BIB535 The Gospels       3.0   
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BIB536 From Daniel to Jesus: Early Judaism in the 2nd  3.0 
   
BIB601 Hebrew Readings: Prophets     3.0   
 
BIB642 Theology & Ethics of the Gospels    3.0   
 
History, Theology and Ethics     3.0 
 
HTE541 Thinking Ethically      3.0   
 
HTE602 Global Church History      3.0   
 
HTE604E Eastern Christianity      3.0   
 
HTE621 Systematic Theology      3.0   
 
HTE633 Fivefold Theological Legacy     3.0   
 
HTE641 Economic Justice & Christian Conscience   3.0   
 
HTE646 Human Sexuality & Christian Ethics    3.0   
 
HTE655 Issues in Church Research & Unity    3.0   
 
BIB502-2 Beginning Greek      2.0   
 
BIB527 Epistle to the Romans      3.0   
 
BIB403 Does God Have a Name     2.0 
 
BIB404 Baptism According to Matthew 28:19   2.0 
 
BIB405 Restoration of the Charismata    5.0 
 
 
 
 
 
 
History, Theology and Ethics 
 
 
HTE570 Transformation of Christianity in Latin America   3.0   
 
HTE600 Christian History in Global Perspective    3.0   
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HTE605 History of Christian Spirituality      3.0   
 
HTE631 Philosophical Theology       3.0   
 
HTE632 Seminar in Theology: The Lord's Supper    3.0   
 
HTE644 Attitudes Toward War, Peace, Revolution    3.0   
 
HTE654 Seminar in Ethics       3.0 
   
HTE520 Church History & Theology      3.0   
 
HTE653 Latin American Perspective      3.0 
  
HTE001 Pentecostal Studies      3.0 
 
HTE002 History of the Apostolic Faith Movement   3.0 
 
HTE003 History of Pentecostal Movement    3.0 
 
THE009 Spellbound        3.0 
 
HTE010 Ethics        4.0 
 
HTE012 IS Christmas Christian      2.0 
 
HTE019 Pagan Christianity      3.0 
 
HTE020 Grace        3.0 
 
HTE021 Seven Men and 2 Natures     3.0 
 
HTE022 Apostolic Faith Church of God     3.0 
 
HTE023 History of the Apostolic Faith Church of God   3.0 
 
HTE024 History of the Original Pentecostal Assemblies of God  3.0 
 
 
 
Church and Ministry 
 
 
CHM503 Spiritual Disciplines Seminar: Prayer    1.0   
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CHM521 Luke-Acts: Mission Perspectives    3.0   
 
CHM531 Human Development and Christian Formation  3.0   
 
CHM532 Principles of Pastoral Care     3.0   
 
CHM542 Education for Fivefold      3.0   
 
CHM558 Intercultural Communication of Christian Faith  3.0 
 
CHM563 Art in Worship       3.0   
 
CHM565 Ensemble        1.0   
 
CHM581 Missional Church: Theology and Practice   3.0   
 
CHM641 Supervised Practicum in Youth Ministry   3.0   
 
CHM682 Teaching Practicum     2.0   
 
CHM684 Pastoral Counseling: Adv Theory & Practice   3.0  
 
CHM685 Mission / Evangelization Practicum    3.0   
 
CHM687 Fivefold Ministry in Church & World    3.0   
 
CHM689 Supervised Ministry Experience    3.0   
 
CHM690 Worship Practicum      2.0   
 
CM691 Confident Woman      4.0 
 
CHM506 Spiritual Disciplines Seminar: Family Spirituality  1.0   
 
CHM511 Foundations of Worship & Preaching    4.0   
 
CHM524 Leading Transformational Change    3.0   
 
CHM541 Christian Formation in the Congregation   3.0   
 
CHM546 Faith Formation & Spirituality of Youth   3.0   
 
CHM565 Ensemble        1.0   
 
CHM621 Pastoral Ministry & Leadership    3.0   
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CHM641 Youth Ministry Practicum     3.0   
 
CHM682 Teaching Practicum      2.0   
 
CHM684 Pastoral Counseling: Adv Theory & Practice   3.0   
 
CHM685 Mission / Evangelization Practicum    3.0   
 
CHM687 Prophesy in Church & World     3.0   
 
CHM689 Supervised Ministry Experience    3.0   
 
CHM690 Worship Practicum      2.0   
 
CM820 Healing School – Coates     8.0 
 
CM928 Knowing Five-Fold Ministry    2.0 
 
CM839 Grace by Covenant     2.0 
 
CM840 How to Be Christian Without Going to Church   3.0 
 
 
 
Interdepartmental 
 
INT500 Theological Education and Formation Seminar  0.5   
 
INT511 Justice Colloquium      1.0   
 
INT512 Mission Colloquium      1.0   
 
INT514 Bible Reading Colloquium     0.5   
 
INT516 Youth Ministry Colloquium     1.0   
 
INT522 Theology of the Church      3.0   
 
INT522E Theology of the Church (Online)    3.0 
 
INT601A Growth in Ministry      1.0   
 
INT601B Growth in Ministry      1.0   
 
INT601AC Growth in Ministry      1.0   
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INT603 MA Colloquium       1.0   
 
INT606 MA Comprehensive Exams MA       3.0 
 
INT607 MA Thesis Research MA        3.0 
 
INT607A Thesis: Extension MA      3.0 
 
INT686 Peace and Justice Practicum     3.0   
 
INT500 Theological Educ. and Formation Seminar Intensive 0.5   
  
 
 
History, Theology and Ethics 
 
GP: HTE520 Church History & Theology    3.0   
 
GP: CHM531 Human Development & Christian Formation  3.0   
  
GP: CHM689 Supervised Ministry Experience    3.0   
 
GP: CHM689-6 Supervised Ministry Experience   6.0   
 
GP: INT500 Theological Education and Formation Seminar  0.5   
 
GP: Life101 Introduction to Ministry and the Bible  12.0 
 
CHM552 Evangelization in Early Christianity    3.0   
 
CHM610-2 Cultural Hermeneutics     2.0   
 
CHM610 Cultural Hermeneutics      3.0   
 
SCUPE (Seminary Consortium for Urban Pastoral Education) 
 
SCUPE:S-H 303 Public Issues in Urban Ministry   3.0   
 
S-H 307 Eco-Justice: A Vision for a Sustainable City   3.0   
 
INT501 Formation in Ministry      0.5   
 
INT502 Christian Formation Seminar     0.5   
 
INT503 MA Seminar       0.5   
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INT511 Peace Colloquium       1.0   
 
INT512 Mission Colloquium      1.0   
 
INT514 Bible Reading Colloquium     0.5   
 
INT519 Pastoral Ministry Colloquium     1.0   
 
GP:INT501 Formation in Ministry      0.5   
 
HTE801 I Slept with Potiphar’s Wife    2.0 
 
HTE802 Church Government     3.0 
 
HTE803 Restoration of the Charismata 
 
 
 
RELIGITICS (Religion and Politics) 
 
RP309 Give Us A King      4.0 
 
 
 
Ministry to People in Difficult Life Situations 
 
INT521 Mission of the Fivefold Church's in the World   3.0   
 
INT601A Growth in Ministry      1.0   
 
INT601B Growth in Ministry      1.0   
 
INT601C Growth in Ministry      1.0   
 
INT606 MA Comprehensive Exams   
 
INT607 MA Thesis Research      3.0   
 
INT686 Peace Practicum       3.0   
SCUPE (Seminary Consortium for Urban Pastoral Education)   
 
Scupe: B-Th 302 Urban Principalities and the Spirit in City  3.0   
 
Scupe: S-H 304 Good News for the City     3.0   
 
Scupe: M 304 Christology and Culture     3.0   
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Scupe: M 306 Prophetic Preaching in the Urban Context  3.0   
 
Scupe: S-H 305 Restoring Urban Communities   3.0   
 
Supervised Ministry Practicum      3.0   
 
 
 
Leading Transformational Change 
  
HTE649 The Church and Race      2.0   
 
BIB602 Greek Readings: Synoptic Gospels    3.0   
 
BIB645 The Authority of Scripture     3.0   
 
HTE686 Islam, Christian-Muslim Relations    2.0   
 
HTE686-3 Islam, Christian-Muslim Relations    3.0   
 
CHM514 Celebrating the Christian Life    2.0   
 
CHM514-3 Celebrating the Christian Life    3.0   
 
BIB590 Luke's Quest Stories      2.0  
 
CHM544 Principles of Youth Ministry     2.0   
 
CHM548B Issues in Youth Ministry: Premarital Guidance  1.0   
 
CHM523 Contemporary Theologies of Mission    2.0   
 
CHM545 Pastoral Care of Youth and Young Adults   2.0   
 
CHM545-3 Pastoral Care of Youth and Young Adults   3.0   
 
CHM637 Marriage, Family, and Pastoral Care    2.0   
 
CHM637-3 Marriage, Family, and Pastoral Care   3.0   
 
GP: HTE656 Ethics in the Congregation     3.0   
 
GP: CHM633 Conflict, Communication & Conciliation   2.0   
 
SCUPE: M 302 Cross Cultural Ministry Intensive   3.0   
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Supervised Ministry Practicum (Credit varies)   
 
The information in this catalog applies to the current academic year. Care is 
taken to ensure the accuracy of information in this publication; the information is 
susceptible, however, to unintended error and is subject to changes or deletions. 
Life College reserves the right to change programs of study, academic requirements, 
the academic calendar, and other matters described here without prior notice, in 
accordance with established procedures. This catalog is descriptive and is not to be 
construed as a legal contract. 
  
Academic calendar  
General information  
Academic programs  
Doctor of Divinity 
Doctor of Theology 
Doctor of Christian Leadership 
Doctor of Eschatology 
Master of Divinity (MDiv) 
Master of Eschatology 
Masters in Christian Formation (MCF) 
Masters in Fivefold Ministries 
Masters in Prophetic/Apostolic Studies (MPS) 
Master’s in theological studies (MTS) 
Certificate programs  
 
Admission policy 
Life College is committed to dismantling barriers to equality within the seminary and the 
communities where we live and serve. As part of this commitment, Life College will 
make decisions regarding admission to study without discrimination based on age, race, 
religion, physical disability, national or ethnic origin, gender, and sexual orientation.   
 
Anti-racism commitment 
Life College is committed to remaining an anti-racist institution. One of the ways we 
engage this ongoing work is through an anti-racism team composed of students, faculty, 
and staff that identifies and works to dismantle racism within the seminary community. 
 
Programs of study 
Life College offers a plethora of graduate degrees, and 27-credit-hour certificate 
programs. 
 
Master of Divinity 
The Master of Divinity degree is designed to educate and form Christian women and 
men for ministerial leadership in the body and a variety of church settings. Modified 
plans of study are available for pastoral care and counseling, mission and evangelism, 
theological studies, and youth ministry. 
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Masters in Christian Formation 
The Master of Arts in Christian Formation prepares students for ministry in 
spiritual formation and guidance, teaching, and worship. 
 
Masters Fivefold Studies 
The Master of Fivefold Studies degree prepares students for Fivefold 
ministries from congregational to global settings. 
 
Masters Theological Studies 
The Master of Theological Studies degree serves as the basis for further 
academic work, supplements professional training in other fields, and prepares 
students for stronger participation in the life, mission, and service of the church. 
  
Certificates 
Certificate programs offer professionals, congregational leaders and pastors a 
foundation in theological and biblical study. Plans of study for several 
specific roles and situations are suggested; students also may work with an adviser to 
create an individual plan of study. 
 
Master of Divinity (MDiv) 
Educational goals 
 
Graduates with an MDiv: 
1. Are grounded in and are continuously formed by the Bible. 
2. Engage their historical and theological traditions in the context 
of the larger Christian church. 
3. Are formed by a continuing encounter with God. 
4. Demonstrate personal integrity and authority in ministry. 
5. Understand and creatively engage their ministry context. 
6. Lead the church in fulfilling its missional calling. 
 
Purpose 
The Master of Divinity curriculum prepares men and women for 
ministerial leadership of a congregation and for church leadership more broadly. 
The program is designed to develop spiritually mature, Spirit-led leaders to 
care for and guide the church. Concentrations with modified plans of study are 
available in pastoral care and counseling, mission and evangelism, youth ministry, and 
theological studies. The latter includes possible majors in Bible, theology and ethics, 
church history, and Global Unity studies. 
 
Whether one serves God as a pastor, teacher, prophet, evangelist or apostle in a 
congregation, a chaplain, a pastoral counselor ,  youth minister, a ministerial vocation 
involves careful listening to the Spirit of God through Jesus Christ in a specific time and 
place and accepting the responsibility to mediate God’s kingdom. 
 



 

126 | P a g e  

 

Education for ministerial leadership, therefore, involves attention not only to a 
student’s growth in theological discernment and competency in ministry, but also 
attention to the development of character, sense of call, pastoral identity, spiritual depth, 
and commitment to service in the name of Christ. 
 
Preparation for pastoral service in the Biblical tradition includes more than developing 
the ability to bring pastoral presence to individuals. It also seeks to enable students to 
provide insight and direction for worship life, group planning and decision-making, 
preaching and teaching, healing, and the work of forgiveness needed in congregations 
and church organizations.  Such pastoral leadership assists the spiritual growth of 
groups of believers, building them together into a “dwelling place of God in the Spirit” 
(Ephesians 2:22) and for service in the world. 
 
Program design 
The Master of Divinity degree requires: 
 
72 credit hours of successfully completed study. 
• satisfactory completion of a senior portfolio and interview with recommendation for 
graduation; and 
• four thematic requirements, which may be met through credit hours or by 
informal, non-credit learning with approval of the faculty adviser. 
 
The 72-hour degree is designed as a three-year program. By taking 12 hours per 
semester plus three hours during Interterm and Summer each year, a student can 
complete the program in three years. However, some students combine study and 
employment, extending the time to complete the degree.   
 
Forty-five credit hours of course work must be taken at Life College, with 30 of those 
credit hours in residence on campus. However, candidates for the 
 
MDiv degree are encouraged to take two years of credit work (60 credit hours) 
at Life College to benefit from the formational and ministry assessment aspects of the 
program. MDiv students completing a semester or more of theological education 
elsewhere, and who intend to graduate from Life College, should apply for Life College 
admission as soon as their intention is clear so that a faculty adviser can be assigned to 
guide the program of study, assess growth in ministry during the MDiv program, and 
complete the senior interview process. 
 
In the first year of study, these are recommended courses: 
• Reading the Bible 
• Theology of the Church 
• Mission: The Church’s Ministry in the World or alternative 
• Beginning Hebrew: Ruth or Beginning Greek: 1 John or Introduction to Bible 
Study Tools 
• Foundations of Worship and Preaching 
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Admission to the Master of Divinity degree program 
 
At the time of application to Life College, a student may indicate his or her intention to 
pursue the MDiv degree. However, admission into the MDiv program normally is 
granted at the end of the first year of study or 30 credit hours by action of the 
Admissions Committee and the Life College faculty. 
 
Admission to the MDiv degree program is contingent upon the following: 
• participation in the Formation in Ministry seminar; 
• supporting evidence of the student’s call to ministry; 
• completion of personality inventories; 
• submission of a plan for growth in spiritual formation; 
• completion of Beginning Hebrew, Beginning Greek, 
or Introduction to Bible Study Tools; 
• recommendation of the Formation in Ministry leader or the academic adviser; 
• action of the Admissions Committee and the Life College faculty. 
Students transferring into Life College after a year or more of study in another setting 
must solicit statements and recommendations in support of their admission to the MDiv 
degree program from congregational leaders as well as from previous schools. These 
recommendations should be submitted prior to enrollment in the second-year Ministry in 
Church and World course or the senior-year Growth in Ministry seminar. The faculty 
upon the recommendation of the Admissions Committee will make decisions regarding 
admission to the MDiv program. 
 
Personality inventories normally are required during the first semester of studies 
at Life College 
 
Master of Divinity 
Primary program 
 
Total credit hours................................................................................................ 72 hrs. 
Required courses...............................................................................................62 or 63 
Bible.................................................................................................................... 25 or 26 
  
 
The Bible curriculum orients students to the study of Scripture by introducing them to 
the biblical languages, guiding them into the disciplines of Old and New Testament 
studies and biblical theology, and aiding them in the interpretation of Scripture. The 
Recommended sequence is for those who will use the Bible actively in pastoral ministry 
because it prepares students best to work with the biblical languages, interpret 
Scripture, and use commentaries and helps for preaching and teaching. The 
requirements also can be met through the Alternative sequence with the approval of the 
student’s faculty adviser. 
 
Introduction 
Courses offered by Life Church are organized into three departments and a fourth group 
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of interdepartmental courses: 
 
• Bible (BIB) 
• History, Theology, and Ethics (HTE) 
• Church and Ministry (CHM) 
• Interdepartmental (INT) 
 
Within each category, courses are designated in various categories, matching 
current requirements of degree programs of study. If a student is working with 
a previous program of study, he or she may need to consult with the adviser or 
registrar to determine which courses will meet older requirements. 
 
This catalog contains brief descriptions of courses offered with some regularity. 
Students should note that these syllabi are from previous offerings of courses and are 
subject to change when the courses are next offered. 
 
Schedule of offerings 
Each Spring an announcement is made of courses to be offered the 
following academic year. Some courses are offered annually, some biennially, some on 
a less frequent, occasional schedule. 
 
Life Church reserves the right to cancel a course or make other changes as needed. 
Normally a minimum of five registrants is required for a course to be offered. In the 
event of a cancellation, registrants are notified approximately three weeks prior to the 
first day the class was scheduled to meet. 
 
Orientation 
Reading the Bible BIB500  
Annual — Three hours 
By reading parallel types of material from the Old and New Testaments, students will 
come to understand better the scope of the Bible and its contents and background, as 
well as how the two testaments fit together. After an orientation to the world and the 
structure of the Bible, students will explore a variety of biblical texts and themes, 
including narrative texts, theological foundations, prophetic writings and Pauline 
writings, worship, wisdom literature, the Historical Jesus, creation, and eschatology. 
 
Recommended Bible Sequence 
Beginning Greek: 1 John BIB502 
Annual — Four hours   
In this first-level Greek class, students learn the basics of the Greek language 
and read 1 John, an early Christian letter about the fundamental human 
desire to know and love God. We will take note of the style of the letter, its 
theology, and how it speaks to our own spirituality. While this is the basic 
skill-building course for the New Testament exegesis sequence, it will be 
helpful to any student who wishes to have a clearer understanding of the 
biblical text. This course is a prerequisite for New Testament exegesis courses. 
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Beginning Hebrew: Ruth BIB501 
Annual — Four hours   
This is the basic course in the Old Testament exegesis sequence. It prepares 
students for exegesis by providing (1) a working knowledge of Hebrew 
grammar, (2) the ability to read Hebrew narrative, (3) an introduction to the 
process of exegesis and (4) familiarity with computer programs that aid in 
the reading and exegesis of biblical texts. This course is a prerequisite for Old 
 
Testament exegesis courses. 
Greek Readings: Synoptic Gospels BIB602 
Annual — Three hours   
This is the basic course in the New Testament exegesis sequence that offers 
(1) reading skill in Koine Greek, (2) an introduction to the major literary and 
theological issues in interpreting the Synoptic Gospels, (3) practice with 
a “hands-on” method of studying biblical texts, and (4) familiarity with 
computer programs that facilitate reading and exegeting the Greek text. The 
students in this course also will begin a Bible study journal for use in other 
seminary courses and future ministry. Prerequisite: Beginning Greek. 
 
Hebrew Readings: Prophets BIB601 
Annual — Three hours   
This course develops the skills and methods of exegesis. These skills are 
gained through (1) reading Jeremiah and using the tools of exegesis and 
computer software to illumine the text, (2) studying selected passages to hone 
specific exegetical skills, and (3) developing exegetical notes on a passage. 
The course provides enough skill and knowledge to exegete the Bible with 
greater confidence and power in ministry. Prerequisite: Beginning Hebrew. 
 
Alternative Bible Sequence 
Canon and Community BIB603 
Biennial — Three hours   
This course focuses on the origin, canonical formation, and canonical 
authority of Scripture. We seek to understand the influence of various 
communities in the production, transmission, translation, preservation, and 
interpretation of Scripture. We focus also on modern English translations, 
with attention to the use of the Bible in the congregation. 
 
 
Introduction to Bible Study Tools BIB503 
Annual — Four hours   
In this course students will learn enough Greek and Hebrew to be able to 
use study aids and research tools based in the original biblical languages. 
They also will be oriented to basic exegetical methodologies. Using print and 
computer-assisted Bible study programs, students will cultivate skills needed 
when studying the Bible in preparation for preaching and teaching in the 
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congregation. 
 
Exegesis 
Prerequisites for all the courses in this section are: 
• Reading the Bible 
• Beginning Greek: 1 John or Beginning Hebrew: Ruth 
 
Galatians BIB610 
Occasional — Three hours   
This study of Galatians explores the theological creativity of Paul the 
missionary pastor. Historical, rhetorical, theological, ethical, and pastoral 
themes will be explored in this stunning manifesto of Christian freedom. 
Students will cultivate exegetical skills and explore ways in which the 
message of this letter can inform, support, and challenge the church today. 
Prerequisites: see above. 
 
Genesis BIB616 
Biennial — Three hours   
This course focuses on reading and interpreting portions of the Hebrew 
text selected from both the primeval history (Genesis 1–11) and the ancestral 
narratives (Genesis 12–50). It is designed to enable students to gain greater 
confidence in reading the Hebrew text and to develop a coherent and 
theologically useful exegetical approach. Primary attention will be given to 
the biblical text itself. Prerequisites: see above. 
 
The Parables BIB612 
Occasional — Three hours   
A study of the parables of Matthew, Mark, and Luke that will (1) increase 
skills in exegesis, (2) provide a set of notes for use in ministry, and (3) develop 
an understanding of the function of the parables in the gospels. Those 
interested in imaginative language and the questions of how stories invite 
Christian conversion and growth will want to take this course. Prerequisites: see above. 
 
Prophets of Judah’s Restoration BIB617 
Biennial — Three hours   
Prophets in the period of Judah’s restoration, following the exile, drew on 
earlier traditions to interpret a radically new situation. In the process, these 
preachers and theologians helped to preserve the Jewish community while 
giving a new shape to its theological heritage. We will study the Hebrew text 
of selected chapters from Isaiah, Haggai, and Zechariah within their wider 
biblical context. We will attend to the central theological themes that unite 
and distinguish them. Prerequisites: see above. 
 
Sermon on the Mount BIB611 
Biennial — Three hours   
In this course, teacher and student seek to understand this important 
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Scripture text on several levels—its universal appeal as well as its history of 
interpretation, and its Jewish background as well as the “modern quest for its 
meaning.” Prerequisites: see above. 
 
Book Studies: English language 
The Book of the Twelve: Minor Prophets BIB535 
Occasional — Three hours   
This course will survey the prophetic material from Hosea to Malachi, 
focusing especially on Hosea, Amos, Micah, Haggai, and Zechariah and 
on specific texts within those books. We will pay attention to historical 
and literary context, to the history of prophecy in Israel and Judah, and to 
prophetic theology and ethics. The course also will attend to connections in 
these prophetic books to the wider Old Testament and biblical canon. 
 
Chronicles-Ezra-Nehemiah BIB537 
Occasional — Three hours 
The books of 1-2 Chronicles, Ezra, and Nehemiah were written during the 
post-exilic period of ancient Israel when the community in Judah struggled 
to form a new identity as the people of God. Chronicles attempts to construct 
a better alternative future by creating a distinct view of the past. Ezra- 
Nehemiah presents the recent history of this group from the perspective of 
those elite who returned to bring leadership and a new vision. These books 
contain rich contributions to topics such as theology, worship, spirituality, 
prayer, joy, identity formation, community life, God’s involvement in history, 
inclusivity and exclusivity, the reinterpretation of previous biblical traditions, 
the function of the Law, and the relationship to Empire. 
 
The Corinthian Correspondence BIB523 
Biennial — Three hours   
This course is a survey of the Corinthian epistles and a study of their contents 
with a view to understanding the nature and challenges of early Gentile 
Christianity. We will attend to a variety of issues addressed by these letters to 
determine how they illuminate church life today: unity, discipline, sexuality, 
freedom, spiritual gifts, worship, and stewardship. 
 
The Epistle to the Romans BIB527 
Biennial — Three hours   
We will read Paul’s most comprehensive presentation of his gospel, utilizing 
historical, literary, social-world, and rhetorical-analytical methods. We 
will seek to discern Paul’s theology and explore ways in which this letter 
relates to the congregational circumstances in Rome and to Paul’s ongoing 
missionary agenda. We will also discuss the theological, ethical, and pastoral 
implications of the message of this letter for the life of the church today. 
 
From Daniel to Jesus: Early Judaism in the Second Temple Period BIB536 
Occasional — Three hours 
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The book of Daniel and the Dead Sea Scrolls were produced at a time of 
great contention over the interaction of Judaism with the “globalization” of 
Hellenistic culture. Many different approaches were taken within Jewish 
traditions during this era—known as the Second Temple Period: withdrawal, 
active and critical engagement, acceptance, and violent revolution. In light 
of the importance of this period for interpreting the New Testament and 
its relevance for teaching and preaching in the congregation, this course 
is an introduction to Daniel, the Dead Sea Scrolls, selections from the Apocrypha, 1 and 
2 Maccabees, the origins of the Septuagint, 1 Enoch, the Jewish philosopher Philo, the 
Jewish historian Josephus, and other important 
writings. 
 
The Gospel and Epistles of John BIB522 
Biennial — Three hours   
This study seeks to appreciate the distinctive contribution that John’s Gospel 
makes to the Christian faith and to the life of the church. The Gospel’s 
witness to Jesus Christ and its plea for church unity will be at the center of 
the study. The study will combine various approaches of inquiry: inductive 
method of study, historical background and setting, insights of narrative 
analysis, great themes of the Gospel, and the formative role of John’s Gospel 
in Christian theology through the centuries. By attending to the prominent 
role of symbols in the narrative, the study will probe the Gospel’s role in 
spirituality and theology. 
 
The Gospel of Matthew BIB524 
Occasional — Three hours   
This course focuses on Matthew’s story of Jesus, which is at its most profound 
level a story about God. Jesus’ life, ministry, death, and resurrection are set 
within a theological horizon that stretches back to creation and forward to 
the eschaton, a broad vision in which Matthew deals with concrete elements 
of church life. We will attempt to understand and appropriate the story at 
both the visionary and practical levels. 
 
Isaiah BIB533 
Biennial — Three hours   
The English text of the entire book will be read and studied with a view to its 
theological coherence and its relation to both diverse historical circumstances 
and the rest of Scripture. Individual texts will be studied in detail, with 
an interpretive approach appropriate to both theological reflection and 
preaching. Particular attention will be given to Isaiah’s creative use of Christian as 
a symbol of judgment, hope, and transformation. 
 
Job and Wisdom BIB532 
Occasional — Three hours 
Wisdom literature addresses difficult and probing questions of the meaning 
of life, freedom and responsibility, divine-human interaction, suffering 
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and the problem of evil, the function of praise and lament, and the proper 
ethics that flow from a proper theology. In this class, we will discuss the 
perspectives presented by the wisdom traditions, especially as manifested in 
the books of Proverbs, Job, and Ecclesiastes. 
 
Letters from Prison BIB529 
Occasional — Three hours   
This course will examine the content, historical circumstances, “letter” 
aspects, theological distinctives, and the relevance of Philemon, Colossians, 
Philippians and Ephesians for Fivefold ministry and the Christian life today. 
Attention will be given to the major themes of Christology, salvation, life “in 
Christ,” sanctification, and ecclesiology as well as to the issues of slavery, 
marriage, family and the Christian in society. 
 
Luke-Acts: Mission Perspectives BIB526 
Biennial — Three hours   Cross-listed with CHM521 
This reading of Luke-Acts pays attention to the unity of the two books as 
well as to their significance for the mission of the contemporary church. 
Work with the text includes discussion of various aspects of mission, such 
as preaching, teaching, and healing; resolution of community problems; and 
prayer. 
 
Pentateuch BIB538 
Occasional — Three hours   
The books of Genesis to Deuteronomy (the Pentateuch) serve as Instruction 
(Torah or Law)—as the primary foundation for the Jewish and Christian 
faith traditions. This course examines these formative texts from a variety 
of perspectives, including redaction criticism and the composition of the 
Pentateuch; cosmology and the comparative Ancient Near Eastern myths of 
creation and the Flood; origins and application of the Law Codes; narrative 
criticism and the development of Israel’s “salvation history”; the concerns 
for holiness, purity, and identity formation; the function and ritual of 
worship; creation, the natural world, and contemporary environmental 
issues; anthropology and theology proper (humanity and God); and the 
continuation of these traditions with their reinterpretations in the New 
Testament and other Jewish and Christian literature. 
 
Psalms BIB531 
Biennial — Three hours   
A thematic and genre study of the Psalms. The various types of psalms 
will be linked with different facets of human experience, both of God and 
of the world. In this way, a picture of an integral spiritual maturity will be 
drawn from the Psalms. This course is particularly suited for those seeking 
spiritual growth guided by biblical texts and the development of concepts for 
nurturing spiritual development in congregations. 
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The Revelation to John BIB525 
Occasional — Three hours   
This course examines first-century political, economic, and social conditions 
that stand behind John’s message to Christians seeking to be faithful in the 
context of the Roman Empire. Art, archeology, imperial records, Patristic 
literature, and other sources will illuminate the Apocalypse. The class will 
consider issues of worship, allegiance, power, violence, and mission both in 
the first century and in corresponding settings today. 
Theological and Thematic Studies 
 
The Authority of Scripture BIB645 
Biennial — Three hours   
From its inception, the church has regarded Scripture—first the Old 
Testament and then the Christian canon—as indispensable to its faith 
and life. However, the church’s understanding of Scripture’s authority 
has varied. This course will examine views from the early and medieval 
church, the Reformation, and the modern and contemporary periods. We will 
consider the challenges posed and resources offered by such movements as 
historical criticism and feminism. Readings will be drawn from confessional 
statements, systematic theologies, and other monographs and essays. 
Students will articulate and refine their own disciplined views of Scripture’s 
authority. Prerequisite: one course in theology (HTE department). 
 
The Bible and Theology BIB644 
Occasional — Three hours   
The course will begin with an account of the emergence of biblical theology 
as a discipline. We will then examine different approaches to (for example) 
the relationships between the Bible and theology, biblical and systematic 
theology, faith and reason, church and culture. This examination will involve 
reading biblical texts and work by various theologians on subjects such as the 
Trinity, creation, or the church. Prerequisites: BIB500 and one course in theology 
(HTE department). 
 
Biblical Perspectives on Atonement BIB654 
Biennial — Three hours   
The passion of Jesus has been the subject of theological debate for centuries. 
But how do the earliest commentators on these events understand them in 
light of their Jewish contexts? This class will look at how Paul, the Gospel 
evangelists, and the later writers interpreted the cross. We will also examine 
how several modern writers handle these materials as we formulate our own 
understanding of the atonement for faith and ministry? 
 
Biblical Spirituality BIB509 
Biennial — Three hours   
In this class, we will work to understand theoretically and practice personally 
the formational aspects of biblical study. How can the Bible become a lifelong and life-
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giving spiritual resource for individuals and congregations? Confessional or 
contemplative reading of the Bible is reading the Bible as if our life depends on it, as of 
course it does. In this way of reading, the biblical text itself vibrates with new meaning 
for new situations and circumstances. 
 
Old Testament Theology BIB643 
Biennial — Three hours   
To become familiar with the questions that have occupied Old Testament 
theologians, students will examine several modern proposals, though the 
course will attend primarily to the Old Testament itself. Within the Old 
Testament, the focus will be especially on two themes: creation and covenant. 
Each of these themes assumes a variety of shapes, in turn shaping part of the 
Old Testament’s diverse but coherent testimony to the one God. Students will 
aim to hear that testimony in fresh ways. Class sessions will include assigned 
readings from the Bible and from secondary literature. 
 
Pauline Theology and Ethics BIB641 
Biennial — Three hours   
This course takes a narrative approach to Paul’s pastoral and missionary 
theology and ethics. Specific themes will include Christology, creation and 
redemption, call and promise, covenant and law, Israel and the nations, 
salvation and judgment, God’s righteousness and justification, the Spirit 
and participation in Christ, the church and the powers, freedom and love, 
sexuality and holiness, suffering, death, and hope. 
 
Teaching the Bible in the Congregation BIB505 
Biennial — Three hours   Cross-listed with CHM547 
In this course, students will explore the role and function of teaching 
Scripture in the congregation. Issues include assessment of current 
approaches to and congregational attitudes toward the Bible; the real or 
perceived gap between scholarship and the church; effective teaching 
modules for various congregational settings; biblical illiteracy and biblical 
irrelevancy; and the role of the pastor and other congregational educators 
in teaching the Bible. This class is for those who want to nurture spiritual 
maturity by helping a congregation encounter the Living Word both 
informationally and formational. 
 
Teaching the Bible in Theological Education BIB668 
Occasional — Three hours 
In this practicum for those interested in teaching Bible in an academic 
setting, students will work with a professor in a Life College Bible department course. 
Experiences may include syllabus design and course development, lecturing, grading, 
and discussion of pedagogical issues with the professor. Early indication of interest and 
discussion with a professor leading the study is essential. Coordination with Teaching 
Practicum (CHM682) is also a possibility. 
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Theological Hermeneutics BIB662 
Biennial — Three hours   
Hermeneutics is the art of interpretation. It is also critical and constructive 
reflection on the practice of interpretation. In this course, we are concerned 
with theological hermeneutics: the interpretation of the Bible as the church’s 
Scripture. We will survey the history of biblical interpretation extending through the post-
Reformation period and concluding in the modern era. This will help to identify issues 
that have endured into the present. Next, we will consider proposals by feminist, 
liberation, and “post-modern” theologians. Finally, students will address a contemporary 
issue by practicing the art of biblical-theological interpretation and reflecting together on 
their own practice. 
 
Theology and Ethics of the Gospels BIB642 
Biennial — Three hours   
This focus on Jesus and the Gospels will combine inductive learnings, 
evaluation of contemporary portraits of Jesus, and theological interpretation 
of the Synoptics. Each of the four Gospels will be studied to discover the 
theology and ethics that each contributes to the canon and to the faith 
of the church. Primary themes of liberation, discipleship, worship, and mission—all set 
within the relation between the Old and New Testaments—emerge for discussion and 
application to the life of the church today. 
 
War and Peace in the Bible BIB653 
Biennial — Three hours   
The Old Testament component of this course will examine ancient Israel’s 
language and thought about war and peace in the development of Old 
Testament traditions. Special attention will be given to the theology that 
lies behind, and in front of, the OT texts and their talk of war; to the way 
this “talk” contributes to confessions of faith in YHWH; and to the way it is 
transformed into a vision of peace under YHWH’s universal rule. The New 
Testament component of this course will examine critical issues for the Gospels, the 
Pauline literature, and the book of Revelation. Attention will be given to several 
contexts: The Ancient Near East, the Second Temple Period, and the development in 
the Early Church for the first few centuries. 
 
Seminars 
Seminar in Biblical Studies BIB669 
Biennial — Three hours 
This course will expose students to a wide spectrum of the methods of 
interpretation used in Biblical Studies, both those deemed to be standard 
and those regarded as cutting edge and very recent in their development or 
integration into the field of Biblical Studies. This course would be excellent 
for those who are going on to further graduate work, who have an interest in 
teaching, or who desire to read the Bible from a variety of perspectives and 
possible meanings. The last two seminar topics have been Methodological 
Approaches to Biblical Studies and The Septuagint. 
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ICOF members have united organizations, fellowships, ministers 
and ministries all over the world.   This includes a network of 

educational institutions under Life College & Seminary, Harvard 
High School International, humanitarian aid organizations, 

chaplains and other charities. 


