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INTRODUCTION

The Center for Biblical Studies (CBS) educates, nurtures, and trains men and women of faith, preparing and forming them for leadership and ministry in order to impact the world with the Gospel of Jesus Christ.
The Center is a cross-denominational seminary, Bible college and training center dedicated to teaching the Word of God.  CBS opened its doors in 1990, as a result of a cooperative vision of local Christian leaders and pastors.  The purposes of the Center for Biblical Studies are:

· To provide students with a strong grounding in the Word of God.

· To support and extend the ministry of the local church. 

· To build unifying relationships across the Body of Christ.

The academic programs of the Center are designed to provide students with the spiritual foundation, knowledge and skills required to become committed, effective followers of Jesus Christ.  The Center does this through the study of Scripture and ministry of the Word in its historical context and contemporary settings.  The Center is highly motivated to help students find God’s purpose for their lives and equip them to fulfill their destiny in Him.  The core curriculum of the Center provides:

· An in-depth knowledge of, and love for, the Scriptures.

· A deep relationship with the Lord Jesus and a love for all people.

· A sensitivity to the guiding, directing power of the Holy Spirit.

· A solid foundation of basic Christian doctrine.

· The vision and character required for Christian living and leadership.

· A commitment to the Body of Christ.

Students receive an exceptional curriculum of sound Biblical study, theology, ministry, and prayer in an atmosphere of God’s presence and power.  Whether pursuing academic credit or studying for personal growth, the Center’s programs are designed to be flexible and diversified in order to meet the individual needs and the goals of each student.  Individualized programming and academic counseling are available to each student.  

Statement of Faith

· We believe in God, the Father, Son and Holy Spirit; Sovereign over all that is, was, and is to be.

· We believe Jesus Christ is fully God, fully man, and the only way of salvation.

· We believe the Bible is the authoritative Word of God.

Affiliation

The Center is a 501(c)(3) not-for-profit cross-denominational religious institution of higher education chartered by the State of Florida and governed by a Board of Directors.  It is not owned, controlled, or endowed by any denomination, agency, convention, or association. 
Why Study Locally?

There are distinct advantages to studying locally.  These include the opportunity to:

· Enroll in a time-flexible program.

· Enjoy the option of attending daytime, evening or weekend classes.

· Work toward a degree at your own speed.

· Put new information to immediate use in your current ministry. 

· Earn a living as you learn. 

· Save time and money by not having to move to another geographic location. 

· Relate to others who serve in other ministry settings.

· Interact with members of other groups within the body of Christ.

· Study in an atmosphere of faith.
· Learn from staff and faculty members who care.
Student Profile

Students come from various denominational backgrounds and from countries around the globe.  Hundreds of students attend classes each year at the Center for Biblical Studies.  Some are working toward college degrees and others, toward certificates in ministry.  Others attend classes for personal growth or continuing education credit.  The Center treasures each student and believes that students, who come from all over the world, attend CBS because God has called them here.

The Center provides assistance in equipping students for God’s call on their lives.  It is the Center’s prayer that each student encounters God through the Scriptures and learns to be obedient to the leading of the Holy Spirit.  Each program combines teaching, research and application to provide a Biblically sound theological education.

Faculty and Visiting Instructors

Members of the faculty of the Center for Biblical Studies are Biblical scholars, counselors, professionals and pastors with impeccable academic credentials who have extensive experience in their respective fields.  They have a deep love for God, an in-depth knowledge of His Word and represent several Christian denominations and groups.  Each has committed his/her life to Jesus Christ, believing that He is fully human and fully divine and is the only way to salvation.  Instructors base their teaching on the authority of Scripture.  In addition to being committed to Christ, faculty members are personally and sacrificially committed to the success and development of their students.

Each instructor addresses the areas of character that are so essential for a long-term and fruitful life of service to God and sets an example that students can emulate.  Members of the Jewish faith often teach about the historical and theological context into which Christ was born.

Information about degrees and qualifications of faculty is furnished on request.  Because most instructors are fully engaged in ministry and teach their area of expertise on a periodic basis, this list is updated each semester.                                                                                                                                                                 

About This Handbook
This handbook is designed to inform prospective and present students of the policies and practices of the Center for Biblical Studies.  To assist you in understanding specific terms, a glossary in located in the reference section.  Contact a Center staff person if you are unclear about any content of this handbook.

Center for Biblical Studies Campus General Information 
Administrative offices and most classrooms are located at 1560 Capital Circle NW, Suite 6.  Classroom locations are listed with each class description in the Center’s Course Catalog and on the Center’s website.  
Phone:
(850) 514-3777 or (850) 513-1000

Fax:  
(850) 514-7488

E-mail:
Info@CenterForBiblicalStudies.org 

Website:  
www.CenterForBiblicalStudies.org
Main Office:  1560 Capital Circle NW, Suite 6

Main Office/Registrar’s Hours:  Monday-Thursday, 9:00 a.m.-5:00 p.m.

Academic Advisor’s Hours:  Monday and Wednesday, 9:00 a.m.-5:00 p.m.

Mailing Address:
1560 Capital Circle NW, Suite 6; Tallahassee, FL 32303
After Hour Appointments:  Make an appointment to meet with an advisor or to see staff outside office hours.
Parking:  
Parking for students and visitors is available in the parking lot in front of the building.  
STUDENT ORIENTATION

Degree seeking students must attend an orientation session within the first twelve months of entering a college degree program.  All students are strongly encouraged to participate in Student Orientation.  Orientation introduces students to CBS’s spiritual, academic and campus life.  Sessions provide opportunities to meet faculty, staff and fellow students; receive study helps and discover the breadth of opportunity offered through the Center.  Orientation sessions are open to present and prospective students. 

PLANNING AHEAD

Student Academic Advisement

Prior to beginning a program of study (or as soon as possible in the first semester of study), students should meet with an Academic Advisor to design a program that meets both institutional requirements and individual needs.  This meeting will include a discussion of academic workloads, academic programs, and the student’s long-range and ministry goals.  

In addition to Center advisement, courses that require special focus on denominational distinctives, such as church polity, field education, and internship will be completed in cooperation with the leadership and oversight of that tradition.  If a student plans to work toward ordination, a certificate or another credential, he or she must discuss these plans with the Academic Advisor to be sure efforts lead in the direction of personal and ministry goals.  Contact the Center or send an e-mail to info@centerforbiblicalstudies.org to request an appointment with an Academic Advisor.
Initial Application

Prospective students should submit a general application prior to the beginning of expected semester of initial enrollment.  Individual courses may be taken for audit (personal growth) or college credit at the undergraduate or graduate level. 

Application to a Specific Degree or Program of Study

Students who plan to pursue a Bachelor of Arts or Master of Arts Degree must submit a formal program application for acceptance into a degree program.  A one-time non-refundable application fee must accompany the application.  In addition, the student must request from previously attended institutions, a formal transcript(s) showing any prerequisites or courses to be considered for transfer to the Center.  Up to six Center credit hours may be accepted into an approved degree program of study.  Students may enter programs at the beginning of any semester.  
Students seeking a certificate or diploma are encouraged to apply prior to the beginning of the semester in which they wish to enroll.
Course Scheduling

The Center offers core and elective courses every year in five, ten and fifteen week lengths.  The school year is divided into three parts.  The sixteen-week Fall Semester runs late August through mid-December; the sixteen-week Spring semester begins in January and ends in the month of April.  The ten-week Summer session is divided into two five-week sessions; Summer A & B, and is held from mid or late June until late July or early August.  Dates vary slightly from year to year.

Required courses are typically offered once each year, with a minimum cycle of every two years.  Students may enter the program at the beginning of any semester.  When fewer than 10 students enroll at the beginning of the class, the continuation of that class is at the discretion of the instructor.

Acceptance of Transferred Credits

The Center must receive, directly, a formal transcript of any courses to be considered for transfer.  Incoming credits toward any degree will be reviewed by the Center’s Academic Advisement Committee and approved by the Academic Advisor.  Only courses earning A’s and B’s may be transferred from other colleges and seminaries.

Obtaining Center Transcripts

The Office of the Registrar will issue transcripts within two weeks at the written request of the student.  Unofficial transcripts can be provided directly to students.  The Registrar will issue official transcripts only for students whose accounts are current.  Official transcripts are sent directly to academic institutions or potential employers- not to students. 
The student is responsible for requesting transcripts for possible transfer to other educational institutions.  Colleges and seminaries throughout the world have accepted credits from the Center.  However, the acceptability of credit transfer is always at the discretion of the receiving institution.  

EDUCATIONAL & TRAINING PROGRAMS

The Center for Biblical Studies offers a comprehensive and intensive range of programs for graduate and undergraduate degrees.  It also provides training courses for personal growth, continuing education units, content clusters, certificates of completion, and individual classes and seminars.

The Center provides day, evening and weekend classes.  Students may attend one course or participate as a part- or full-time student.  Students may enroll in one or more courses without applying for or working toward a specific diploma or credential.  If taken for credit, six hours of these courses may be applied toward a degree if they fit into the student’s program of study.  Degree seeking students may take up to six semester hours for college credit before submitting a formal program application.  Individual courses may be taken for college credit at the undergraduate or graduate level.  

Classes taken for academic credit may be applied toward one of the following:

· Dual Enrollment

· Two-Year Diploma

· Bachelor of Arts Degree

· Master of Arts Degree

Degrees Offered

The Center offers Bachelor of Arts and Master of Arts degrees in Biblical Studies.  Students may choose an emphasis in a major area of interest, including Biblical Studies, Ministry and Leadership, Missions and Evangelism, Theology, Biblical Prayer Counseling, Old Testament Studies and New Testament Studies. 

Continuing Education Units and Inservice Points
In some instances, Center courses may meet continuing education, inservice or certification needs of a variety of professionals.  Many professional groups require Continuing Education Units (CEUs) for continuing education or certification.  Some educational institutions require teacher inservice points for educational professionals.  Still other groups may use Center courses to meet partial requirements for ordination.  It is the professional’s responsibility to inquire of his or her credentialing agency, licensing board or certifying body to determine whether Center courses meet these various needs.  Teacher inservice points may be earned via Center courses if approved by the school or district Teacher Inservice Plan.  The Center for Biblical Studies enjoys provider status through the State of Florida to offer CEUs (Continuing Education Units) to clinical social workers, marriage and family therapists, mental health counselors, teachers, pastors, and other professional groups.  (See Academic Information for details.) 

STUDIES FOR PERSONAL GROWTH   

Courses for Personal Growth (Audit)

Students may audit courses for their own personal growth and enjoyment even if they do not want to earn course credit.  Examinations and outside reading are not required in these instances.  It is very important to decide if course credit is desired at the time of enrollment because audited courses cannot be converted to credit courses.  Students who are auditing classes are not permitted to add the course credit assignments and exams to obtain college credit.  The instructor may allow auditing students to take exams to gauge individual growth in class; however, this practice is not a requirement.  Courses for personal growth (audit) may be applied toward the following non-degree programs at the discretion of the instructor:
· Certificate of Attendance

· Content Cluster

· One-Year Certificate

· Two-Year Certificate

· Denominational Certification

For audited courses, records of attendance are kept but no student file for the course is maintained.

Certificate of Attendance
Although audited courses are not eligible for college credit, the student may request and receive a certificate of attendance, if requested.  Students are encouraged to attend the entire course except for examinations.
Certificate of Completion

Certificates of Completion for individual courses may be requested at the time of registration.  Receipt of a certificate requires a minimum of 80% attendance.  Students requesting certificates may pick them up the last day of class.  
Content Clusters

Content Clusters are designed for individuals who attend the equivalent of six full-day seminars (about 42 clock hours) in their area of ministry.  Learning will involve seminars, short papers and a project design.  Areas include Christian Education, Prayer and Intercession, Praise and Worship, Servant Leadership, Personal and Family Life, and God in the Workplace.  


Concept:  Provide members of local churches and Christian organizations a means for learning about various topics to help in their specific ministries or areas of Christian growth and development.


Audience:  The content clusters are designed for persons who do not want to pursue a college education or 2-year certificate of credit-earning courses.  However, they do wish to obtain a body of knowledge and/or skills that helps to prepare them for a specific ministry in a church or other Christian setting or assists them in their own Christian growth and development.


Instructional Content:  The required content will be offered in evening and weekend seminars.  Related credit courses may be substituted for some of the required content with the permission of the Center.


Program Structure:  Participants will be required to complete six full days of non-credit seminars for a total of 42 points.  A core of seminars will be assigned and participants will add others to complete the requirement.  In addition, participants must complete a short paper on each seminar and a short project design to show how they would apply the knowledge and/or skills in a ministry of their choosing.

Completion Requirements:  

· 42 points as a combination of required and elective seminars.
· 100% attendance at all seminars.
· 75 – 100 word summary of each of the seminars attended.  The summary must include: 1) summary of the content and 2) discussion of how the content of the seminar may be used by the student.

· 70 of 100 points on the cluster project design.
The Content Cluster must be completed in four calendar years.

Program Enrollment:  The participant must complete a Content Cluster application to enter the program.  All required courses must be completed at the Center for Biblical Studies.  Eligible elective courses/seminars may be grandfathered in if 1) the course was completed within 2 years prior to the application date; 2) a course description (to include objectives and topics covered) is provided and 3) the participant provides documentation to show successful completion of the course. 

Planned Content Clusters:

1. Christ in the Home

2. Christian Education

3. Christian Writing

4. Leadership

5. Global Missions

6. Outreach/Evangelism

7. Personal Growth and Discipleship

8. Praise and Worship

9. Prayer and Intercession

10. Spiritual Friendship/Discipler

11. Workplace, Business and Government
One-Year Certificate

This certificate is designed for the person who does not want or need a college degree but desires written proof of commitment, regular attendance, and exposure to excellent teaching.  It is equivalent to one full year of study, whether taken in one year or longer.  A completed application for the certificate will allow you to begin this process.  This award will be made at the end of the school year upon the completion of 30 semester units, to include a minimum of five units in Biblical Studies.

Two-Year Certificate (Non-Credit)
This certificate is equivalent to two full years of study.  A completed application will allow one to begin the process.  The Academic Advisor will work out a program specifically designed for the student at that time.  This award will be made at the end of the school year in which 60 semester units are completed.  The semester units must include a minimum of 10 units on specific books of the Bible or Bible Survey courses.  It may also include a practicum in the area of your ministry or major interest.

Denominational Certification

Some denominations have designed programs to meet their specific needs.  When requested, the Center for Biblical Studies cooperatively plans programs to meet these unique requirements.  If preferred, these programs may be taken at the college level.

STUDY PROGRAMS FOR ACADEMIC CREDIT

Each academic degree program will include foundational courses in Biblical Studies, Theology, Hermeneutics, Church History, Ministry and Leadership, Biblical Prayer Counseling, and Missions and Evangelism, as well as electives in the area of the student’s choice.  An individually designed program of study will allow maximum flexibility to meet the student’s personal and ministry goals. 

Credit Hours

The Center’s allocation of credit hours for specific courses adheres to SACS (Southern Association of Colleges and Schools) and A.T.S. (Association of Theological Schools) standards (i.e., one credit hour for every fifteen 50-minute contact hours).  For example, a one-semester-hour course may be arranged as fifteen 50-minute classes, twelve and a half 60-minute classes, ten 75-minute classes, or five 150-minute classes.  Two and three credit courses are planned as multiples of these figures.  Courses may be taught once a week or in a variety of configurations.  

Writing Requirement for Credit-Earning Students

If a student does not possess an AA or AS degree and enrolls in a course for credit, he or she is required to complete a writing sample exercise by the end of the first week of class.  The sample is taken to determine if the student has the level of basic writing skills necessary to succeed in credit courses.  In the meantime, the student may register for credit classes and change them to audit if the writing requirement is not met.  

The writing exercise allows an hour for writing a short (100-250 word) essay on one of three general topics.  They may use their Bibles and computers if they wish to do so.  Selected faculty and staff evaluate the writing sample.  The three reviewers use standard criteria to make one of the following recommendations:

1. Upon examination of your writing, the committee believes you are ready to take courses for credit at the Center for Biblical Studies.

2. Upon examination of your writing, the committee recommends that you improve your writing skills by enrolling in the Center’s free course on Writing Correctly, which is presented each Fall Semester.

3. Upon examination of your writing, the committee requires that you enroll in writing courses at Tallahassee Community College or equivalent writing program and meet standards before continuing in courses for credit at the Center.  Your status will be changed from credit to audit. 

A copy of the Writing Report Form is included on page A-5 the Appendix of this handbook.  To schedule the writing exercise, the student may contact the Registrar.

Two-Year Diploma (Credit))
The Two-Year Diploma is designed for the serious student who does not want a college degree but wants college credit and is seeking academic excellence.  In this program, the student completes the equivalent of two years of study whether taken in two calendar years or longer.  The program introduces the fields of Theology and Biblical Studies for both laity and clergy. 

Sixty (60) semester credits are required for the Two-Year Diploma.  It will include a minimum of 10 semester credits in Bible and a guided study in the area of the student’s major interest.  Individual course requirements may vary depending on credits transferred, experience and the call for which one is being prepared.  This program may be added to an Associate of Arts degree to receive a Bachelor of Arts in Biblical Studies.  Specific course requirements are described at www.centerforbiblicalstudies.org.
A completed application is required to begin this program.  The Academic Advisor will assist in the development of an academic plan designed specifically to meet the student’s goals.  
Bachelor of Arts Degree
The Bachelor of Arts in Biblical Studies is designed to provide enrichment in the areas of Biblical truth and effective ministry.  This 120 credit-hour program will benefit both laity and those who are pursuing ordained ministry.  The degree may include a major study emphasis in Biblical Studies, Christian Counseling, Ministry and Leadership, Missions and Evangelism or Theology.  A full-time student may complete this degree in three years  
Meet with an Academic Advisor.  Students should to make an appointment with an Academic Advisor as soon as possible (after submitting all required application documents) to develop a personalized plan of study for current and future semesters.  Formal application to the BS Degree Program must be completed before nine (9) semester hours of work has been completed.  
Seminary Track.  An individually designed seminary track will be developed for students seeking ordination.

A Bachelor of Arts Degree from the Center for Biblical Studies may be earned in one of four ways:
1. Take 84 semester hours at the Center and add 36 designated semester hours from an accredited college. 

2. Receive the Center’s Two-Year Diploma.  Earn an AA Degree at another college and return to combine the two in order to receive a Bachelor Degree from the Center for Biblical Studies.

3. Work on the Two-Year Diploma and an AA Degree concurrently.

4. Transfer an existing AA degree to the Center for Biblical Studies and complete coursework for the Two-Year Diploma.
To successfully complete this four-year degree, the student must complete a total of 120 semester credits, earn a “C” average and complete all required core and additional courses that are required for the student’s particular area of emphasis.  Any course yielding a minimum grade of “D” will not be included in the calculation and should be retaken through our forgiveness policy.  Up to six semester hours from half or one-day seminars may be included in this degree.  Individual course requirements may vary depending upon a combination of credits transferred, experience and the call for which one is being prepared.  Areas of emphasis with specific course requirements are located on page A-6 of the Appendix and also described at www.centerforbiblicalstudies.org.
Master of Arts Degree
Individual course requirements for the Master of Arts Degree may vary depending upon a combination of credits transferred, experience, and the call for which one is being prepared.  Students may choose one of eight areas of emphasis and are strongly encouraged to work with the Academic Advisor to select specific courses to meet degree requirements.  The areas of emphasis are:

· General (Biblical) Studies
· Old Testament Studies

· New Testament Studies

· Christian Counseling

· Missions and Evangelism

· Ministry and Leadership

· Praise and Worship

· Theology

· Biblical Languages

Entrance Requirement.  Each applicant for admission to the Center for Biblical Studies’ Masters of Arts program must have a Bachelor’s Degree or its equivalent.

 

Meet with an Academic Advisor.  Students should make an appointment with an Academic Advisor as soon as possible (after submitting all required application documents) to develop a personalized plan of study for current and future semesters.  Formal application must be completed before nine (9) semester hours of work has been completed.  Areas of emphasis with specific course requirements are described on page A-7 of the Appendix of this handbook and at www.centerforbiblicalstudies.org.
To earn the degree, the student must successfully complete 36 semester credits (as shown in the student’s academic plan) and have a “B” average and complete an approved and acceptable thesis (if required in the academic plan.).  The thesis option will be granted in Biblical Studies, Old Testament Studies and New Testament Studies only.  All other tracks require the utilization of all nine (9) hours of electives in one area of concentration.  Any course yielding a minimum grade of “D” will not be included in this calculation and should be retaken through the forgiveness policy.  Up to three (3) semester hours of half- or one-day seminars may be included in this program.  A full-time student may complete this degree within one academic year. 
Other Advanced Degree Programs 

Many students complete a portion of other advanced degrees while studying at the Center for Biblical Studies.  These include the Master of Divinity and the Doctor of Ministry.
Seminary Track

The Center’s Seminary Track Program offers the first year of seminary training that may then be transferred to a seminary where the student will complete a seminary degree.  This program of study is offered in conjunction with selected seminaries who agree to accept up to 24 hours of selected core courses that provide the equivalent of the first year of seminary education.  The student is responsible for ascertaining the number of credit hours a specific institution will accept toward completion of a specific degree.    

Online Courses – Graduate Level

Some graduate courses are offered through an articulation agreement with Trinity School for Ministry, Ambridge, PA.  Under this agreement, CBS students take approved Association of Theological Schools (A.T.S.) distance learning courses through the Center for Biblical Studies.  With special registration and successful completion of each course, students receive transcripts from Trinity School for Ministry.  The A.T.S. is the most prestigious accrediting association for graduate theological education in America.
Academic Papers:  Style Manual
The Master of Arts thesis and other academic reports should follow the writing guidelines of the American Psychological Association (APA).  APA guidelines may be purchased from the Center, local bookstores and at various online sites.  Also, many websites contain free information about the guidelines. 

Academic Credit for Seminars and Workshops  

Academic degree seeking students are limited in the number of seminar and workshop credits that can count toward their study programs.  The student should consult with his or her Academic Advisor to determine how many to include in the personal program of study.

Students are required to attend the entire seminar or workshop to receive academic credit.  Seminars awarding less that one (1.0) credit may be combined to form up to six undergraduate or three graduate credit hours.  

To receive credit hours for a seminar or workshop, the student is required to submit a written essay of at least 500 words.  This is not a report of the class notes, but rather an assessment of the student’s comprehension of the material covered during the course.  The essay should be submitted to the Registrar’s office within one week following the date of the seminar or workshop.

On the title page, students should include the name of the class, course number, instructor’s name, semester in which the course is taken, student’s name, phone number, and the date the paper was submitted.  The 500-word written essay must include:

· A summary of what the student learned during the class.

· A demonstration of the student’s knowledge of the material covered in class.

· A description of ways the student plans to use what was learned.

Write in complete sentences, using correct spelling, grammar, verb tenses and quotes.  Do not attach a copy of class notes. 
All workshops and seminars are graded on a Pass/Fail basis.  Unless the instructor determines otherwise, papers are reviewed but not graded by the instructor. 
ADDITIONAL STUDY OPPORTUNITIES

The Center for Biblical Studies offers several other avenues for educational study.  These programs offer excellent content but are not part of a particular Center for Biblical Studies program.

Bridge Builder Courses

† This symbol identifies a Bridge Building program.  Bridge Builder programs partner with other churches and ministries who share the Center’s common destiny to help prepare the church for the challenges of our generation.  This partnership helps to fulfill the Center’s mandate to support and extend the ministry of the local church.  These unique courses are held off-campus but are designed by the Center.  They offer full access to academic credit, personal growth and continuing education.

Beyond Borders – The Classroom in Israel

The Center offers students the opportunity to study in Israel.  Living and studying in the land where Biblical events actually took place deepens the understanding of Scripture increases our ability to communicate its message, and expands cultural awareness and sensitivity to world events.  To facilitate such a living experience, the Center for Biblical Studies, in affiliation with Jerusalem University College, offers classes for academic credit and personal growth.  The courses are the Geographical and Historical Setting of the Bible, Jesus and His Times, and Short Term Pastor and Parishioner Study Tour.  All applicants must complete a medical information form, since fieldwork involves strenuous and sustained hiking in rugged terrain, and applications must be received three months prior to the program desired.  One year of college work is a perquisite to enrolling in classes in Israel.  Please contact the us Registrar for further information.

The African Project

Materials are made available in response to requests from believers in Kakamega, Africa.  This non-credit program is under the direction of Center partner, David Fritz.  Student responses to various areas of ministry focus are evaluated and returned, providing ongoing, practical assistance to those who minister in Kakamega and neighboring regions.  Additionally, Christian materials are being sent to other parts of the continent from Kenya to South Africa

Global Teams

Masters degrees are offered in Church Planting and in Missions/Evangelism through a program cosponsored by the Center for Biblical Studies and Global Teams, an international mission organization.  Classes are attended by a wide variety of international students.  Transcripts and diplomas are given through the Center for Biblical Studies.

Directed Individual Study
In certain circumstances, students may be allowed to complete a course via directed individual study.  In this case, the course will be designed for special study within one of the disciplines taught in the regular college curriculum.  Methodology will include independent research, readings, and laboratory experience.  Individual study is designed to meet the individual needs and the goals of the student.  Prerequisites and number of hour’s credit will vary according to the nature of each course.
Practicum & Internships

Practicum, internships and other community involvement or life application programs will be designed to meet the needs of individual students, when requested.  These programs will be held within the student’s major field of interest and will be jointly supervised by the Center for Biblical Studies and a mentor from the student’s own denomination or fellowship.

Distance Learning Courses – Graduate and Undergraduate 

On rare occasions, and only by permission of the Director, students may take courses not offered otherwise in a self-paced, independent learning (IDL) format.  Contact the Center for Biblical Studies office for availability.

ACCREDITATION AND LICENSING

Accreditation 

The Center for Biblical Studies is registered with the State of Florida Department of Independent Colleges and Schools and enjoys undergraduate and graduate credit transfers with seminaries throughout the country.  The Center offers courses accredited by the Association of Theological Schools (A.T.S.) through an articulation agreement with Trinity School for Ministry, Ambridge, PA.  A.T.S. is an accrediting agency that has a membership of more than 250 graduate schools that conduct post-baccalaureate professional and academic degree programs to educate persons for the practice of ministry and for teaching and research in the theological disciplines.

Continuing Education Units (CEUs) and Inservice Points
Continuing Education Credit is offered in cooperation with various professional groups including the Association of Christian Schools International (A.C.S.I.) and the Florida Association of Christian Colleges and Schools (F.A.C.C.S.).  These may be earned by attending classes, workshops or seminars.

The Center has provider status with the State of Florida to grant continuing education credits (CEUs) for Clinical Social Workers, Marriage and Family Therapists, and mental health counselors under the Provider Status License #50-318 (Expires 3/31/2011).  CEUs are calculated based on one continuing education unit per 50-minute contact hour.

Teachers in schools accredited by the Association of Christian Schools International (A.C.S.I.) receive one CEU for every six contact hours of A.C.S.I. approved courses.  The Center for Biblical Studies is an approved A.C.S.I. CEU provider.  Teachers in other schools may receive Teacher Education Center (T.E.C.) credit if courses offered are approved by the school or school district teacher education plan.  The Center will gladly work with other professional groups to help meet certification or credentialing needs. 

College & Seminary Credit Standard

Standards for computing semester credits follow the SACS and A.T.S. standard of one credit hour for every fifteen 50-minute contact hours.  Credit assumes successful completion of the course.  Seminars carrying partial credit may be combined to form up to six undergraduate or three graduate credit hours.

STUDENT SERVICES

Student Advisement

Student advisors are available to help students understand the selection and sequencing of their studies.  Such understanding is crucial to the smooth progression to graduation or program completion.  Students are encouraged to consult with their advisors regularly throughout their undergraduate and graduate years to ensure they are making appropriate progress toward their degree or area of study.

Writing Tutorial Assistance

To assist students in effectively communicating their own thoughts and ideas, the Center offers courses in writing, communication and speech assignments, such as essays and research papers.  Students evidencing need for improvement in their writing or grammar skills will be required to participate in the Center’s “Writing Correctly—For Students Only” class until college level writing skills are achieved.  Students may also be required to participate in this program as the result of diagnostic testing or at the recommendation of an instructor who finds their writing skills inadequate for completing successful coursework.  The faculty may suggest remedial work for individual students who will be given priority for help.  As time permits, extra services may be offered.  

Textbooks and Materials

The instructor of each course determines textbooks and class materials to be used.  Students are responsible for ordering/purchasing texts.  The Center for Biblical Studies will stock for purchase, any texts which cannot be obtained from book vendors.  Others may be ordered through local bookstores or through the internet.  ISBN numbers are listed after book titles in catalog course descriptions.  One copy of each text is usually available for student use in the main office library complex   Students may order new and used (when available) textbooks from the following sources:

http://ww.amazon.com

http://www.Christianbook.com or 1-800-247-4784

http://www.scholarebooks.com
http://www.cheapesttextbooks.com
http://www.abebooks.com
http://www.barnesandnoble.com
http://www.bestbookbuys.com
http://www.ecampus.com
www.findbookprices.com
Costs for other class materials are included with registration or materials costs.  These materials are available at the Center, usually in the first class of the semester.  Students who have registered more than two weeks in advance are given priority regarding class materials.  Class materials are offered at the lowest available costs.  

Library Facilities

Center Library
The Center for Biblical Studies is dedicated to providing support for the curriculum we offer through a growing collection of books, study helps, Bible, dictionaries, commentaries, journals and other materials.  The Center houses a collection of theological, scriptural and related disciplinary information resources and study tools for its students, clergy and community leaders, and to support the education objectives of the Center’s academic and training programs.  
Who may use the library?

Anyone may use the library’s resource at the Center.

Students enrolled in a semester-long class may borrow books and videos.

· If you are enrolled for credit, no deposit is required, but all items must be returned before grades or transcripts will be issued.

· If you are enrolled to audit, a $30 deposit is required per item. A check payable to the Center is the preferred method (the check will not be cashed unless you fail to return the items). A cash deposit is also acceptable. Credit/debit cards will not be accepted.

What items cannot be borrowed?

Books with “ref” before the number on their spine are reference works and may not be borrowed.

Finding  and borrowing books 

· The Center for Biblical Studies library catalog may now be accessed online at www.centerforbiblicalstudies.org.  The library has always been open to the community but now patrons may view the catalog and select desired holdings prior to coming on site. The Center has close to 7,000 books and other religious library resources.  Materials cover a wide range of topics such Biblical Counseling, Healing, Christian History, Christian Living, Church and Ministry Leadership, Missions, Theology, and Biblical Interpretation.  Holdings include scholarly books such as commentaries, concordances and scholarly writing.  They also contain books written by practitioners in various ministries.  The materials serve many uses including biblical research, sermon and teaching preparation, personal Christian growth, and gaining general knowledge.
To access the online catalog on the Center website, click on the Center library button on the left side of the screen.  Then, enter your key word and use the search  buttons to  locate the materials you want to read. Next, send the Center an online message (to: library@centerforbiblicalstudies.org) that notifies staff to find and retrieve the materials.
Center students and instructors may check out library materials and community members may use them in the library.  You may visit the Center library during Center operating hours (Monday-Thursday, 9-5). 
Returning books

Credit students; just place the books in the bin labeled “Please Return Books Here.”

Auditing students, take your books to a staff member who will return your deposit.

Faculty and students have access to many excellent library resources within the city of Tallahassee.  These resources include the State of Florida Library, the Florida State University (FSU) Library, the Florida A&M University (FAMU) Library, the Tallahassee Community College (TCC) Library, the Leroy Collins Leon County Public Library and its satellite libraries.  The Interlibrary Loan program gives access to any book in any U.S. Library in a matter of days.
Special Library Card at FSU Strozier Library 

Students may apply for a “Special Library Card” for the FSU Strozier Library.  The card allows a three-week check out (lower level card) with online renewal.  Maximum checkout time is 12 weeks.  

Students will need a letter from the Center for Biblical Studies’ Director or one of its instructors (who will be your sponsor) asking for F.S.U.’s Special Library Card and stating the topic for research.  The letter must be submitted on Center letterhead.  Once your sponsor letter from the Center has been received, contact Strozier Library’s circulation desk, at 644-6810.  If the reason for the use of the Strozier Library is for research or if it benefits the State of Florida, the request for a card will probably be approved.  Students could also get a Special Library Card by completing a Borrower's Registration Form at the Strozier Library Circulation Desk.

STUDENT POLICIES

Class Attendance and Timeliness 

Students are expected to attend all scheduled classes, as well as other activities such as examinations, study halls, and tutorials, as determined by their programs, faculty and staff.  An official record of student attendance will be kept for each course.  Faculty will notify Center staff if students are not listed on their rosters or if students do not attend classes.  The Center for Biblical Studies reserves the right to handle individual cases of nonattendance as the need arises.
Students who register for academic credit or personal growth but do not attend or drop the course will be billed for the course.  Academic students will receive a failing grade as well.

A student with excessive unexcused absences in any course may be required by the academic dean or Registrar to drop the course with a failing grade (“F”).  A student who is absent for a period of two weeks will be automatically removed from the class roster (students are requested to officially drop such courses, in writing).  Students must have the permission of the Center Director or the student’s Academic Advisor to be readmitted to the Center and may be required to reduce their academic load.

Students should always be on time for each scheduled class session unless there is an emergency or the student has prior permission from the instructor.  Arriving a little early allows time to become focused before the class begins.  Also, all assignments should be completed by the due dates.  

The instructor determines how late assignments and tardiness affect student grades.  If faculty members excuse absences, the student should still arrange to complete the missed course requirements.  The student is responsible for all missed assignments.                                                                                                                                                                                 

Certificate students have a required attendance of 80% for each course and 100% attendance for each workshop.  Certificate students, who attend less than 80% of a class, without completing a Drop/Add form or having the consent of the faculty member (e.g. extenuating circumstances), will be automatically dropped from that class with a failing grade (no credit).  In such cases, no refunds will be given.
Class Participation

Students are to be active and involved learners.  They should seek information and answers to questions that relate to the course and participate fully in class discussions.  Each instructor determines the portion of the grade that is determined by class participation.

Classroom Counseling Liability

The Center for Biblical Studies is an educational institution.  In the process of education and training, students may be asked to participate in role-playing, class practicums and other supervised practices.  The Center for Biblical Studies is not responsible for counseling practice sessions in the classroom setting.  Classroom activities are reserved for educational and training purposes only and are not to be interpreted as personal counseling sessions.

Assignment Deadlines
All assignments, whether reading or written, are due as required by the instructor.  Credit-earning students who do not submit to the Registrar, the required written paper within one week of the end of the workshop or seminar will not receive academic credit.   

Semester Deadline for Coursework

The official end of each term is 4:00 p.m. on the last day of the examination schedule.  This is the deadline for handing in all coursework.  Instructors may set earlier deadlines for submission of any or all course work.  If students want to have the assignment returned, they must attach a self-addressed stamped envelope.

Homework Standard
Student pursuing academic credit should expect a sizable workload of approximately two (2) hours of study for every hour in class, though study times vary.  The Center bases its academic standards on those promulgated by the A.T.S. (Association of Theological Schools) and the SACS (Southern Association of Colleges and Schools).

Recording Classes – Students 

Some classes are recorded by the Center with the permission of the instructor.  Students who wish to record specific class sessions must provide their own equipment and must obtain permission from the instructor prior to recording. 

Cell Phones in Class
Cell phones are not allowed during class time, unless the student has the permission of his or her instructor.  Students, who need access to a cell phone during class, should place the phone on “vibrate.”  If the student is expecting an emergency call, he or she should sit near the door and exit quietly to answer the call when it is received. 
Name Tags

Students are requested to wear nametags during class.  This practice enables students to get to know each other and to communicate by name.  

Disruptive Behavior

The Center for Biblical Studies reserves the right to deny admission or remove those for whom there is evidence the individual may be disruptive or may interfere with the orderly conduct, process, functions, or programs of the college.  

Plagiarism

Plagiarism occurs when a student presents another person’s ideas or words as his own.  It also occurs when a student intentionally or unintentionally fails to cite the source of his or her ideas.  The Center expects students to be honorable in all academic and study work and in their personal lives.  It is the policy of the Center for Biblical Studies to uphold the highest standards of integrity in research and creative activity.  Following are specific examples of plagiarism:

· The words, sentences, ideas, conclusions, examples and/or organization of an assignment are borrowed from a source (a book, a newspaper or magazine article, a journal, an internet site where a book, newspaper, article, journal or article is cited or published; or another student’s paper, tapes, movies, etc.) without acknowledging the source.

· A student submits work done by another student—in part or in whole—in place of his or her own work.

· A student submits assignments received from the Internet, from commercial firms, or from any other person or group.

· A student knowingly aids another student in plagiarizing an assignment as defined above.

Students who intentionally present others work as their own, are subject to dismissal from the Center for Biblical Studies.

STUDENT RIGHTS AND RESPONSIBILITIES
Course Catalog Information Changes

The Center for Biblical Studies’ Course Catalog includes a description of current courses.  Descriptions of educational and training plans, course offerings, and requirements may be altered from time to time to carry out the purposes and objectives of the Center. 

 The Center reserves the right to change any provision, offering, or requirement at any time within the student’s period of study at the Center for Biblical Studies.  In the event that programs change, students will be permitted to complete their agreed upon course of study or will be phased into another program that meets their needs. 

The Center further reserves the right to require a student to withdraw from the school for justifiable cause at any time.  The Center for Biblical Studies reserves the right to deny admission or remove from enrollment, those individuals who display disruptive behavior or, in any way, interfere with the orderly conduct, process, functions, or programs of the college.  

Admission to the Center for Biblical Studies or registration for a given semester does not guarantee the availability of a course at any specific time.  Changes may occur during the year because of unforeseen circumstances. 
Equitable Treatment

The Center for Biblical Studies recognizes the essential right of all persons to be treated equitably and with dignity and respect.  The institution adheres to all local, state and federal laws that govern it.  If you have any concerns about fair treatment, please inform the Director or a Board member.

Student Complaints and Appeals

Student appeals should be brought to the instructor of the class in question.  If satisfaction is not achieved, the student may appeal to the Director who will meet with them both.  Should further action be needed, the matter will be taken up at the next regular meeting of the Board of Directors.

Course Grade Appeals  

A. A student has a right to expect thoughtful and clearly defined approaches to course grading, but it must be recognized that varied standards and individual approaches to grading are valid.  Course grading methods should be thoroughly explained to students at the beginning of the semester and must appear on the course syllabus. 

B. In a course grade appeal, only arbitrariness, prejudice, and/or error will be considered as legitimate bases for an appeal.

Arbitrariness: The grade awarded represents such a substantial departure from accepted academic norms as to demonstrate that the instructor did not actually exercise professional judgment. 

Prejudice: The grade awarded was motivated by ill will, and is not indicative of the student’s academic performance.

Error: The instructor made a mistake in fact, or failed to give students adequate notice of grading policies.

C. A student may appeal a grade reduced for academic dishonesty through the Course Grade Appeal Policy.

D. The Course Grade Appeal process must be initiated by the student prior to the close of week six of the following semester.  If the student moves to the formal process, it must be done before the end of the semester in which the appeal was initiated.  In cases where an incomplete was originally assigned, an appeal must be made within six weeks of the date the final grade is posted by the Registrar.

E. Normally, the Course Grade Appeal process will be completed during the semester in which the appeal is filed.

F. The Course Grade Appeal Process 
1. Informal steps: 

a. The student will discuss the issue with the instructor, and may consult with the Registrar, in an attempt to resolve the matter.   

b. If the matter is not satisfactorily resolved, the student will discuss the issue with the President of the Center for Biblical Studies.  If the matter cannot be resolved informally, the student may choose to file a formal appeal. 

2. A formal grade appeal: 

a. The student will request a Course Grade Appeal form from the dean.  The student will submit it along with any supporting documentation to the Registrar.  The student should keep a copy.  The Registrar will send a copy of the Appeal form and supporting documentation to the instructor and to the President. 

b. The President will talk to the instructor and to the student to resolve the issue. 

Housing, Transportation and Regular Christian Fellowship

Housing, transportation and regular Christian fellowship are the responsibility of each student.  The Center holds an orientation at the beginning of the Fall semester.  The Center will be happy to introduce you to other students and will assist you in locating Christian social activity and fellowship.  Expanded opportunities in these areas will be offered as the student body increases.

Job Placement

Degree programs of the Center for Biblical Studies are designed solely for religious vocations.  The Center will gladly furnish recommendations and transcripts to potential employers at the request of the student.  The Center does not promise or imply guaranteed placement, market availability or salary amounts.  Make official transcript requests to the Registrar.  A transcript request form must be completed in the Registrar’s office or mailed to the Registrar with payment.  Transcripts will not be issued, nor recommendations sent unless student accounts are current. 
Ordination

The Center does not provide ordination for students, but does work with each student and denomination to provide courses necessary to fulfill ordination requirements.  Students seeking ordination are responsible to ascertain the specific requirements of their denomination, convention or church association through which ordination is sought. 

Advisors at the Center for Biblical Studies will work with each student to meet the specific requirements of his or her denomination, convention, or church association, and to fulfill his or her calling.  A degree does not guarantee, but may be designed to lead to, ordination by your particular denomination.
REGISTRATION

Office of Registrar
The Office of the Registrar is the official custodian of permanent academic records of all past and currently enrolled students at the Center for Biblical Studies.  Students should consult this office with questions concerning possible errors in registration records, dropping and adding courses, cancellation of registration, admission applications, withdrawals, financial arrangements, and questions about course locations and meeting times.  Also, transcripts may be requested from this office.
Please report all changes in permanent and local addresses, name, social security, enrollment status, selection of major and minor areas of study, etc. immediately to this office.  
Semester Registration
An application fee must accompany all applications for admissions.  Registration with tuition fees is due five (5) business days before scheduled classes.  Registration is not official until the Office of the Registrar receives the Semester Registration Form (online or hard copy) with payment.  
Pre-registration is available online at www.centerforbiblicalstudies.org.  Payment may be made online via PayPal.  Also, students may register in person, by phone or by mail.  To register by mail, complete and mail the registration form with your tuition payment.
You may register in person at the Office of the Registrar, Monday-Thursday, 9:00am-5:00pm.  The Center accepts payment by cash, check, Master Card and Visa.  Several financial aid options are available.  (See the Financial Assistance section for further details.)

Students registering for their first term may do so during Orientation.  Transfer students should see their Academic Advisor for assistance with their course selection prior to registration.

Fees are listed with each course and vary according to the number of credit hours taken.  Please note that material fees and tuition can change without notice.
Course Load

Students may attend on a full or part-time basis.  Twelve (12) undergraduate or nine (9) graduate semester hours constitutes a normal full-time load. 

An Academic Advisor must approve a course load of more than twelve (12) undergraduate or nine (9) graduate hours.  In no case may a student register for or receive credit for more than eighteen (18) semester hours within one semester.  Core courses that receive grades below a “B” (graduate) or “C” (undergraduate) must be repeated.

Students are expected to pace themselves to meet their deadlines and maintain a balanced life.  If the course load proves to be too great, students should ask their advisor about possible adjustments.

Schedule Changes and Drop/Adds

Dropping or adding courses is the responsibility of the student and must be submitted in writing to the Registrar.  Students are encouraged to discuss course changes with their instructor and Academic Advisor before taking action.   
Courses may be added during the first two weeks of the semester.  Courses may be dropped or changed from credit to audit at any point during the semester but no financial refund is available after the first two weeks of the semester.  Courses may be changed from audit to credit only during the first two weeks of class.  All schedule and course status changes are the responsibility of the student and must be requested in writing by established deadlines.  Courses dropped will be indicated on the student’s record as “DRP.”  A copy of the Drop/Add form is located on page A-15 of the Appendix and at www.centerforbiblicalstudies.org.
Students will receive credit for courses they complete and in which they are properly registered.  Likewise, students will be held responsible, financially and grade-wise for every course for which they register unless they officially drop the course.  When a student does not come to class and fails to drop the course, the student will automatically be given a failing grade. 

Refunds for dropped courses are given on a pro-rated basis only within the first two weeks of class.  Following this deadline, no refunds are given.  Books or course materials for dropped courses will not be reimbursed.

Audit/Credit Changes


To change to credit or audit status, the student must submit a written request to the Registrar for approval.  Such changes are handled on a case-by case basis.  Students are encouraged to discuss these changes with their instructor and Academic Advisor before making a final decision.

Status in a course may not be changed from audit to credit status after the first two weeks of class.  They may be changed from credit to audit at any time during the semester, but after the first two weeks of class, no refunds will be given.

Withdrawal from CBS

Students who withdraw from all their classes after the first three weeks of class must complete a Request for Withdrawal.  Students will receive a Withdrawal/Passing (WD/P) or Withdrawal/Failing (WD/F) for the course or course from which they have officially withdrawn.  Students who do not officially withdraw from courses will be assigned an “F” for those courses.

Students who withdraw from the Center for Biblical Studies will receive a percentage of paid tuition according to the following schedule: 

First week: 100%; 

Second week: 75%; 

Third week: 50%. 

After the third week:  No refunds will be made 

Textbooks, application fees and registration fees are not refundable. 

Students who withdraw may apply for reinstatement or readmission.  However, reinstatement or readmission will be considered on a case-by-case basis and is not automatic.  Students who totally withdraw from an academic program at the Center and are readmitted at a later date are subject to the degree requirements of the current catalog at the date of re-enrollment.

Prerequisites

Students are responsible for meeting prerequisites for each course in which they enroll.  The student must have any substitutions for prerequisites approved by the Academic Advisor.  

Student Classifications

· A degree candidate is a student who has been officially admitted as a candidate for a particular degree or diploma.

· A student who takes courses for credit, but who has not been admitted to a degree program is classified as a special student.

· A student who is taking courses for personal growth (non-credit or audit) is an auditor.  Auditors do not receive academic credit for courses.  Audited courses cannot be changed from audit or credit after the first two weeks of class.  Student records are not kept for these courses.
· A student taking 12 undergraduate or 9 graduate credit hours per semester is considered to be a full-time student.  A student who is taking less is considered to be a part-time student.

Students who wish to register for more than twelve credit hours must have the permission of the student advisor to take an overload.  Students are strongly advised to register for no more than the standard twelve- to fifteen-credit-hour study load.

Declaring or Changing Majors

Students who plan to obtain degrees are encouraged to declare their intended major early in their academic life and request an advisor in that academic discipline.  The declared major is extremely important because it directs students to the appropriate pre-requisite courses for that major.

Students are allowed to change their major at any time during the semester by contacting their Academic Advisor.  Understanding degree requirements is crucial to the smooth progression to graduation.

Undeclared Majors

The Center allows undergraduate students to have an undeclared major until 50% of required semester hours have been completed.  Graduate students must declare majors no later than the second semester of their study.  Students in degree programs will meet with their Academic Advisor upon acceptance into the program.  All degree-seeking students should schedule appointments with their Academic Advisor regularly prior to registering for classes.

DEGREES AND THESIS

Determining Degree Emphasis and Requirements

The Center for Biblical Studies offers Bachelor of Arts and Master of Arts degrees in Biblical Studies.  Students may choose a major emphasis in the Biblical Studies Degree based on their particular focus.  The emphases include:

Biblical Studies

New Testament

Old Testament

Biblical Counseling

Practical Ministry and Leadership

Missions and Evangelism,

Theology 

Biblical Languages

The Baccalaureate Degree program consists of 120 semester hours.  The Masters Degree program requires 36 semester hours.  Specific requirements for each one may be found in the Appendix of this handbook and at www.CenterForBiblicalStudies.org.

Students pursuing degrees are required to work closely with an Academic Advisor and or the Director to determine specific course requirements.  Individual programs of study may vary depending upon thorough analysis of degree requirements, transfer of credits, professional experience, and career goals.

Thesis Option

Students in the Masters of Arts Degree program in some areas can elect to write a thesis as partial completion of the Masters Degree program.  [Otherwise, 9 hours of electives are required.]  These students must have a grade point average of at least 3.00.  The thesis option will be granted in Biblical Studies, Old Testament Studies, and New Testament Studies only.  All other tracks require the utilization of all 9 hours of electives in one area of concentration.  Accepted professional guidelines are in place to give direction and credibility to specific processes inherent in this traditional academic milieu.  Students who choose to write a thesis should contact the Registrar’s office for guidance on thesis requirements and guidelines.  The Thesis Proposal Form is included in the Appendix of this handbook.
FINANCIAL ASSISTANCE

One of the first questions every prospective student asks is, “Can I afford it?”  We are happy to report the answer is yes!  It has long been the policy of the Center for Biblical Studies to keep tuition and other costs as low as possible.  To assist students financially, the Center has a number of options available.  Among these are a limited number of scholarships underwritten by the Center.
Textbooks, material fees and a few specific courses are not available for scholarships.  Please check with the Registrar for any exceptions and for assistance in determining the best plan for you.  Textbooks are not included in tuition fees, unless otherwise specified.

Enrollment at the Center for Biblical Studies is contingent upon honoring relationships and covenants.  No grades will be issued for courses, nor will students be permitted to re-enroll, unless accounts are current.  Students are accountable for the courses in which they enroll and the assigned tuition and material fees.  Fees are to be paid during the semester in which classes are taken.

Please direct inquiries and questions regarding financial arrangements to the Registrar’s Office.  The Office of the Registrar is open from 9:00 a.m.-5:00 p.m. Monday through Thursday.

Congregational Support

Some congregations assist students financially, knowing the fruit of their labors will be returned as increased leadership and service within those churches.  Students are encouraged to ask the pastor or appropriate Board member within their own congregation about this possibility.

Upon request, the Center for Biblical Studies will gladly provide information regarding available programs or services on behalf of the student seeking financial assistance.

Interest-Free Payment Plans

Interest-free payment plans are also available for students in good standing who demonstrate the financial ability to make payments on time.  Tuition must be paid in full by the end of the semester in which the student enrolls.  Payment plans are designed by, and must be co-signed by, the Registrar.  Failure to meet the work or financial agreement will result in interest charges being applied and the withdrawal of this option for the following semester.

Student Spouse Discount

A student’s spouse may attend classes concurrently at a 50% tuition discount.  Students must inform the Registrar’s Office that they wish to take advantage of this opportunity.

Scholarships

Marcia Sammons Partial Working Scholarships

Marcia Sammons was a “chief” volunteer at the Center for Biblical Studies.  She spearheaded the Audio Tape Department and volunteered in many other areas at the Center during its formative years.  Marcia’s dedication and commitment set the pattern for the Center’s Volunteer Program and our work/study program.  We are pleased to provide the Marcia Sammons Partial Working Scholarship in her honor.

Partial working scholarships are awarded on an individual basis for those who pay half of their tuition and work out the remaining half by assisting the Center in various ways.  To be considered for this scholarship, students must demonstrate a financial need and are required to complete an application at the time of registration, along with a Working Scholarship Covenant.  These must be returned to the Registrar’s Office two week prior to the start of classes.

Before applying for this scholarship, the Center asks students to contact their churches for possible financial assistance.  If the student’s church is unable to help directly, a pastoral recommendation must be presented as part of the application.  This is essential to be considered for a CBS scholarship.

Textbooks, and a few specific courses, are not covered by this scholarship.  Please check with the Registrar for any exceptions.  Students who are scholarships recipients are expected to be in regular attendance.

Dr. Lily Ruth Johnson Tuition Assistance Scholarship

Dr. Lily Johnson, an educator by profession, worked with the Center through its developmental years.  Through her knowledge and leadership, the Center grew and strengthened its foundation.  We are pleased to establish this scholarship in her memory.

Initiated in 2000, The Dr. Lily Ruth Johnson Tuition Assistance Scholarship is awarded to the serious student who demonstrates a financial need.  This scholarship applies to tuition costs in excess of six (6) semester hours and is awarded on a case-by-case basis. 

Students taking at least six semester hours may apply for the Dr. Lily Ruth Johnson Tuition Assistance Scholarship.  To be considered, students must have a minimum of a 2.0 (C) grade point average, and complete a scholarship application, which must be returned to the Registrar’s Office with registration two weeks prior to the start of classes.

Before applying for this scholarship, the Center asks students to contact their churches for possible financial assistance.  If the student’s church is unable to help directly, a pastoral recommendation must be presented as part of the application.  This is essential in order to be considered for a Center scholarship.

Textbooks, and a few specific courses, are not covered by this scholarship.  Please check with the Registrar for any exceptions.  Textbooks are not included in tuition fees.  Students who are scholarship recipients are expected to maintain regular attendance.

Marie Rutherford Williams Full Tuition Scholarship

A ceaseless prayer warrior, Marie Williams devoted much of her time to studying the Word of God, teaching Bible studies, raising a wonderful family, assisting her husband in his pastoral ministry, leading weekly prayer groups, and organizing and leading monthly all night worship and prayer watches.  She was instrumental in helping form the prayer foundation for the Center for Biblical Studies.  She encouraged, nurtured, sharpened and challenged everyone who knew her.

In her honor, the Center has established a full tuition scholarship.  Only one such scholarship is offered each year.  The Marie Williams Scholarship covers tuition costs for one semester and goes to the serious student who demonstrates a financial need and successful coursework performance at the Center in a previous semester.  This scholarship does not include textbooks or material fees.

Before applying for this scholarship, the Center asks students to contact their churches for possible financial assistance.  If the student’s church is unable to help directly, a pastoral recommendation must be presented as part of the application.  This is essential in order to be considered for a Center scholarship.  Students who are scholarships recipients are expected to be in regular attendance.

ACADEMIC RECORDS AND GRADING

Students Records
The Registrar’s Office is responsible for maintaining all official academic records for students and applicants for admission to programs.  The Center is committed to maintaining the confidentiality of educational records in accordance with the Family Educational Rights and Privacy Act of 1974 as amended.

All currently enrolled and former students have the right to review their academic records to determine their content and accuracy.  Students may not review documents submitted by or for students as part of admission, nor may they be released to third parties.  A student wishing to review his or her academic record should make an appointment with the Registrar.

Grading

Grading is at the discretion of the Instructor and may be based on any combination of class participation, attendance, examinations, and/or written assignments.  Both ongoing and testing or appraisal evaluations are essential.  Grading should be fair and held to rigorous performance standards.  The basis for grading should be articulated in the course outline and discussed at the first class session.  

Study for Center for Biblical Studies credit is typically recorded with the following grade designations: A, A-, B+, B, B-, C+, C, C-, D+, D, D- or F.  All study for Center credit is recorded with the following grade point assignments:
	 
	Letter  Grade
	Grade Points Per Credit

	 Excellent
	A ( 94-100)
	4.00

	 
	A- (90-93)
	3.67

	Good
	B+ (87-89)
	3.33

	 
	B   (84-86)
	3.00

	 
	B-  (80-83)
	2.67

	Average
	C+ (77-79)
	2.33

	 
	C    (73-76)
	2.00

	 
	C-  (70-72)
	1.67

	Passing
	D (below 70)
	1.00

	Failing
	F (below 60)
	0.00


The grade point average (GPA) is computed by dividing the number of grade points earned in a given course by the number of credits attempted.  Credits with grades of “I” or “W” are not included in computing the grade point average.  Credits with grades of "F" are included in computing the grade point average.  

In addition to the above “letter” grades, the following designations are used in grading:

	Designation
	Meaning

	I
	Grade Point Per Semester Hour 0.0

	Pass/Fail

	Some weekend workshops are graded on a Pass/Fail basis.  Academic credit is awarded, but no grade points are given

	WD/P
	Withdrawal/Passing

	WD/F

	Withdrawal/Failing

	DRP
	Dropped course

	R
	Course repeated

	CC
	Class Cancelled

	CEU

	Continuing Education Unit

	AU
	Audit


Incomplete Grade

Students may petition the faculty member for permission to receive an “I” at the end of a semester.  An “I” grade (incomplete) is granted when students are unable to complete course requirements for reasons beyond their control and when arrangements have been made with the Registrar and instructor before the end of the semester.  It is the instructor’s responsibility to decide if an "I" should be given.  It is the responsibility of the student to develop a contract to meet the instructor’s requirements for making up an incomplete.  Incompletes (I’s) may only be given for extenuating circumstances (e.g., illness, family loss or changes in work schedule (whether business or ministry).  

To receive an “incomplete (I)” at the end of a semester, the student must have permission of the faculty member involved.  Course incompletes are not given automatically.  A grade of “I” denotes that course work has not been completed due to an unavoidable emergency (illness, death or other emergency) which does not include delinquency in class attendance, being involved in church work or other employment.  Students with “incompletes” in two or more classes will not be allowed to enroll in a new semester or term without the permission of the Director.  These students are required to meet with their Academic Advisor to form a plan for completing the previous semester’s work.
The incomplete must be made up during the next semester in which a student is enrolled.  When requirements have been met, the instructor will submit a change of grade form to the Registrar.  If a student has not completed the required coursework before the end of the next semester, the “I” grade automatically becomes an “F” unless arrangements are made with the faculty extend the “I” for another term.

Student communication is a key factor in determining incompletes.  All students are required to communicate with their instructors regarding missed classes, incomplete or outstanding work just after or prior to their emergency.

“W” (withdrawal) designations may not be given by faculty, but are recorded by the Registrar provided the student has followed appropriate procedures and met the deadline date for dropping the course. 

 

Pass/Fail Credits

Seminar/workshop credit is given on a Pass/Fail basis.  To receive academic or CEU credit for seminars or workshops, the student must write a paper of at least 500 words detailing what he or she learned and how the new knowledge will be applied.  These papers should be submitted to the Registrar no later than seven days following the completion of the workshop or seminar.  All students in such courses will be graded on a “P” or “F” basis.  

Student teaching and internships are graded on a Pass-fail basis.

Change of Grade

Any change of a grade on the official grade report must be made by the instructor, who submits a change of grade form to the Registrar. 

Transcripts and Grades for Graduate Students
Only courses in which a student earned “A’s” and “B’s” may be received from other colleges and seminaries.  Graduate students must have an overall average of 3.0 grade point average to be eligible for graduation.  Undergraduate students must have an overall 2.0 grade point average to be eligible for graduation and must make a minimum “C” in all required courses.
Grade Reports
Semester grade reports, showing courses, hours earned and grades received in all subjects, are mailed within a month of the final meeting of the last course scheduled during that semester.  All courses for which a student is enrolled will appear on the student’s transcript, including courses that are repeated or dropped.  The grade point average will include all grades except those graded Pass/Fail.
Any student who appeals a final grade in any subject should first contact the instructor of the class and then the Registrar’s Office.  If the grade is to be changed, the instructor will notify the Registrar by means of a Change of Grade form stating the reason for the change.  Grades may not be contested more than three months after the date of issue.
Forgiveness Policy

The grade point average (GPA) is computed by dividing the number of graded hours attempted at the Center for Biblical Studies into the total number of quality points earned at this college.

Under the Forgiveness Policy of the Board, a degree seeking student may improve his/her grade point average (GPA), by repeating a course in which a grade of “D” or “F” was received and submitting a written request that the repeat grade be the only one counted in the final calculation.  Only two such requests are available to any student during the student’s undergraduate career.  The student must repeat the same course or a similar approved course taken at the Center for Biblical Studies.

A student is required to submit the signed form for Grade Forgiveness to the Office of the Registrar by the midterm date of the term in which the course is being repeated.  At any time prior to that midterm date, the student may also submit a written request to cancel the signed form for grade forgiveness for that course.  No change will be allowed after the midterm date.

Students may repeat courses in which they received a grade of “D” or “F” without using the Forgiveness Policy.  In such cases, both the original and repeat grades will be used in the computation of GPA.  Credit for only one attempt will apply toward graduation.

A course taken on a letter grade basis must be repeated on the same basis for the Forgiveness Policy to apply.  A student will not be allowed additional credit and/or quality points for a course repeated in which the student originally made a “C-” or better unless the course is specifically designated as repeatable to allow additional credit.

Dean’s List

Undergraduate students who are registered for a least twelve (12) semester hours of letter grade (A-F) course are eligible for the Dean’s List.  The required grade point average is 3.5 in any department, for any given term.

GRADUATION

Graduation General Requirements and Ceremony

The following requirements must be met no later than April 30 of the year in which the student expects to graduate.

· Satisfactory completion of all course work and projects required for the degree, including changing all incompletes to letter grades.
· Required grade point average (2.00 for undergraduate; 3.00 for graduate). 

· Payment of application fee.
· Payment of the graduation fee.
· Payment in full of any monies owed to the Center for Biblical Studies.
· Return of all outstanding library or resource materials/
Graduation ceremonies are held annually for graduate and undergraduate students.  They are usually scheduled for the second Saturday in June.  

Graduation Grade Point Average Requirement

In computing the required grade point average (GPA) for retention and conferral of a degree, the total number of quality points is divided by the total number of semester hours for which letter grades are received.  Letter grades of D or F cannot be counted toward graduation, but are calculated in the student’s GPA. 

Undergraduate students must have at least an overall 2.00 grade point average to be eligible for graduation.  Graduate students must have at least an overall 3.00 grade point average to be eligible for graduation.  Core courses in which a “D” or “F” is earned can be repeated (see Forgiveness Policy).  However, students earning grades of a “D” or “F” are required to confer with the instructor and the student advisor.  Continued low grades may be grounds for dismissal.

Graduation Application 

A request for a graduation must be made to the student advisor or the Office of Registrar one term prior to graduation or when the student has completed all but 10 hours of course work for their degree – whichever comes sooner.  If the student is unable to graduate at the end of the term for which application was made and the diploma was ordered, the student must make application for the degree no later than the beginning of the next term in which the student expects to graduate.  The student must bear the expense of the second diploma request.  A $150 graduation fee covers the cost of invitations, cap and gown, diplomas and other related graduation expenses.

Graduation Check

A graduation check is initiated by turning in the Graduation Check Form to the Academic Advisor or Office of Registrar one term prior to graduation.  This check will include an overview of grades and course completions in the light of requirements for graduation.  An additional graduation check is required two weeks ahead of graduation.  Students should request the check through the Office of Registrar.  Success completion of all work and payment of all tuition and fees is required and will be verified by the Registrar. 

Degrees of Distinction

Three degrees of distinction are granted to graduating students, based on all college-level work attempted, including the term’s work in which Baccalaureate Degree requirements are completed.  They are:
· Cum Laude for an overall of 3.50.
· Magna Cum Laude for an overall average of 3.70.
· Summa Cum Laude for an overall average of 3.90.
Graduation with Honors

Honors programs are designed to encourage talented students to undertake independent and original research as part of the Center experience.  Students who complete and successfully defend graduate honors theses or projects as defined by his or her individual department will graduate with the designation, “With Honors.”

SCHEDULE OF FEES

Payment of appropriate fees and tuition is an integral part of the registration process.  Enrollment at the Center for Biblical Studies is contingent upon honoring covenants.  No grades will be issued for courses, nor will students be permitted to re-enroll, unless accounts are current. 

Tuition, Manuals and Materials Fees

Students are accountable for all tuition, manual and material fees.  Fees are to be paid in full during the semester in which classes are taken. 

Fees vary with the number of credit hours taken and the materials selected by each instructor.  The fees are listed with each course on our web site and in the current Course Catalog.  Students have financial liability for all credit hours remaining on their schedules at the close of the official Drop/Add period each semester. 

Class material fees are paid to the Center for Biblical Studies.  Students are responsible for ordering / purchasing their own texts.  The Center stocks only those texts that are not available online.  

Admission Application Fee: $50.00

Applicants for admission for degree seeking students are assessed a non-refundable application fee.

Graduation Fee: $150.00

A graduation fee is assessed to cover the cost of invitations, cap and gown, diplomas, and other related graduation expenses.

Unofficial Transcript Fee: $2.00; Official Transcript Fee:   $7.00
The unofficial transcript is a simple listing of courses completed with grades and credits earned.  The official transcript is the official record of student performance and is issued to an educational institution or agency.  Each additional copy of the unofficial or official transcript is issued at the same cost as the first copy.  
Returned Check Charge:  $25.00

A returned check charge will be assessed against a student’s account.  Returned checks for insufficient funds are not released to the student until the student has made payment to the Center.  Returned checks must be paid in full with a money order, credit card or cash.  The Center will not accept payment with another check.

Students are not allowed to re-enroll for classes until the returned check is paid and cleared through the Center’s bank.  Students may continue to pay tuition, course fees and textbooks with personal checks unless another check is returned.  In the event that this should happen, the student will then be required to conduct all business with the Center by credit card, cash or money order.

Reimbursement of Fees

Student or faculty who are officially withdrawing from the college, dropping or adding courses, or changing credit or audit status, during any given semester will be refunded a percentage of paid tuition as follows provided Center deadlines are met:

First week
100%   

Second week
75%
Third week 
50%
No refunds will be made after the third week.  No refunds will be made beyond the academic year in which the course was taken.  Financial reimbursement is not applicable to textbooks.
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A.  GLOSSARY
AU – Audit.  A student who is enrolled for audit/personal growth rather than academic credit.

A.C.S.I. – Association of Christian Schools International, an accrediting institution.

A.T.S. – American Theological Association of Schools, an accrediting institution.

Add/Change Period – A two-week period beginning the first day of classes and ending the last day of the second week of the semester, during which a student may add, change or drop courses without academic penalty.

Academic Honors – In recognition of academic achievement, each Fall and Spring semester.  The Center publishes a list of those earning at least twelve contact hours.  The Dean’s List recognizes those who earn at least a 3.25 GPA or higher. 

Advanced Standing – Status granted to transfer students who enter the Center after having earned college credits elsewhere.

Appeal – The right of a student to contest a grade given in a particular course.

Audit – A student who enrolls in a course for personal growth and does not receive academic credit.
Baccalaureate Degree – A program of 120 semester hours preparing graduates for ministry in their communities and churches.

BIB – Biblical Studies.  BIB is the designation used for all courses in Biblical Studies.

CENTER or CBS– the Center for Biblical Studies

CED – Christian Education.  CED is the designation used for all courses in Christian Education.

CEU – Continuing Education Units (CEUs) through the State of Florida to provide continuing education for professional groups.

CNS – Counseling.  CNS is the designation used for all courses in Counseling.

Degree Candidate – A degree candidate is a student who has been officially admitted as a candidate for a particular degree or diploma.

Dismissal – Expulsion of a student from the college for inappropriate personal conduct.

DRP – Dropped.  A grade received by a student who maintains enrollment in a semester, but chooses to drop a course during the Add/Change period.

F.A.C.C.S. – Florida Association of Christian Colleges and Schools, an accrediting institution. 
Final – A final examination in any course taken for college credit.

Full-Time Student – A student who enrolls in 9 or more graduate or 12 or more undergraduate 

              semester hours per semester.                                                                                      

GED – A general education diploma indicating academic standing equivalent to high school graduation.

GPA – Grade Point Average.  The grade average is calculated by dividing the number of letter grade points earned by the number of semester hours attempted.  A semester GPA is the average earned for a given semester.  The GPA is the average the student has earned which includes hours accumulated at CBS, and other grades transferred from other colleges or educational institutions.  Grades expressed as Pass or Fail are counted as hours earned, but are not used to calculate the GPA.

Grade Points – Values assigned to each letter grade level earned (i.e. A = 4 grade points; B = 3 grade points; C = 2 grade points; D = 1 grade points; F = 0 grade point; AU, WP, WF, DRP, NS = 0 grade points.

HIS – History.  HIS is the designation used for all courses in History.

LANG – Language.  LANG is the designation used for all courses in Biblical language of Greek and Hebrew, or other languages such as Conversational Spanish.

Official Withdrawal – The process initiated in the Office of the Registrar which officially terminates the student’s relationship with the college for the semester.  It removes the student from class rolls and activates the refund process, if a refund is due.

Master Degree – A study program of 33 hours preparing graduate students for ministry in their communities and churches, or for further graduate studies.

MIN – Ministry.  MIN is the designation used for all courses in Ministry, Leadership and Evangelism

MIS – Missions.  MIS is the designation used for all courses in Missions.

NS –     No show.  A grade issued for an audit/personal growth student who did not attend class and/or did not drop the course in which he or she was enrolled.  

Part-Time Student – A student who enrolls in less than 9 graduate or 12 undergraduate semester hours per semester.

R – Course repeated.  A letter added to the letter grade denoting the fact that the student repeated a course required by their degree program.

SACS – Southern Association of Colleges and Schools, an accrediting institution.

Semester – a fifteen (15) week period of study scheduled in the Fall or Spring of the Center calendar.

Semester Hour – A unit of measurement used to calculate college credits earned toward graduation.  A credit hour indicates the number of contact hours per course per semester.  For example, a 3-semester hour course requires 45 fifty-minute contact hours or three (3) fifty minute contact hours a week for fifteen weeks.        

Special Student – A student who takes courses for credit, but who has not been admitted to a degree program.

THE – Theology.  THE is the designation used for all courses in Theology.
Transfer Credit – Semester hours of academic credit from other colleges or seminaries that have been accepted into a Center degree program.  

Weekend Intensive – A workshop or seminar fully contained within a weekend, granting partial credit.  
WF –   Withdrawn failing.  A grade issued upon withdrawal from college, which yields no quality points and is calculated in the GPA.

WP –   Withdrawn passing.  A grade issued upon withdrawal from college, which yields no quality points, but is calculated in the GPA.

B. Writing Exercise Explanation Form
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Writing Exercise Explanation

I certify that I have an accredited associate degree or above; therefore I am exempt from this exercise.   

Name___________________________________________________Date__________________
Dear Credit Student:

The Center for Biblical Studies is committed to your success and realizes how important basic writing skills are to your success.  The Center welcomes and encourages you to take courses for personal growth (audit), regardless of your previous education and skill level.  However, if you plan to take courses for credit, you need to possess good written communication skills.  For that reason, the Center requires a writing sample to be reviewed by three members of the faculty and staff in order for you to continue as a credit student.  In the meantime, you may register for classes and change them to audit if the writing requirement is not met.    

It is anticipated that you will complete your writing exercise today.  If you cannot, please sign up for one of the scheduled times you can sit for the writing exercise.  While at the Center, you will be given one hour to write a short (100-250 word) paper on one of three general topics.  You may use your Bible and computer if you wish.  
Three examiners, qualified members of the Center’s Writing Committee, will review your paper using standard criteria to make one of the following recommendations:

( Upon examination of your writing, the committee believes you are ready to take courses for credit at the Center for Biblical Studies.

 

( Upon examination of your writing, the committee recommends that you improve your writing skills by enrolling in the Center’s free course on Writing Correctly, which is presented each Fall Semester.  

( Upon examination of your writing, the committee requires that you enroll in writing courses at Tallahassee Community College or an equivalent writing program and meet standards before continuing in courses for credit at the Center.  Your status will be changed from credit to audit.

If you have questions about the results of your exam or the next step in your education, please contact Rita Flanagan at 850-562-2585 or Jo Anne Arnett by E-mail:   Info@CenterForBiblicalStudies.org.

 C. Bachelor of Arts in Biblical Studies Degree Requirements

(See page 10 in this handbook.)

OPTION 1:  84 hours at the Center and 36 from an Accredited College
The semester credits completed at an external institution must include the following:

6 hours of mathematics

6 hours of English Composition

6-12 hours of Social Sciences and /or History

5-11 hours of Humanities/Fine Arts

7 hours of Natural Science (to include at least one lab)

The remaining 84 credit hours must follow the student’s planned course of study to be developed with the Center academic advisor.

OPTIONS 2, 3 AND 4

These are the courses to be completed at the Center in addition to the AA degree or the 60 hours of basic studies earned at an outside SACS accredited institution.
	Areas of Study
	
	Semester Hours

	Biblical Studies               
	BIB
	24

	Hermeneutics
	BIB         
	3

	Christian Counseling        
	CNS         
	3

	Church History                
	HIS
	3

	Ministry & Leadership     
	MIN
	3

	Missions & Evangelism
	MIS
	3

	Theology  
	THE
	3

	Electives
	
	18

	
	Total Hours=
	60


D.  Master of Arts Degree Tracts and Requirements

Track 1- General (Biblical) Studies (maximum flexibility)
	Area of Study
	
	Semester Hours

	Biblical Studies*
	BIB
	12

	Hermeneutics
	BIB
	3

	Christian Counseling
	CNS
	3

	Church History
	HIS
	3

	Missions, Evangelism
	MIS
	3

	Theology
	THE
	3

	Electives
	
	9

	
	Total Hours = 
	36



* May substitute six (6) thesis hours
Track 2- Emphasis in Old Testament Studies

	Area of Study
	
	Semester Hours

	Biblical Studies*
	BIB
	15

	Hermeneutics
	BIB
	3

	Christian Counseling
	CNS
	3

	Biblical Hebrew
	HEB
	6

	Church History
	HIS
	3

	Missions, Evangelism
	MIS
	3

	Theology
	THE
	3

	
	Total Hours = 
	36


           
* 12 hours in Old Testament Studies to include Old Testament Hebrew Exegesis
Track 3- Emphasis in New Testament Studies

	Area of Study
	
	Semester Hours

	Biblical Studies*
	BIB
	15

	Hermeneutics
	BIB
	3

	Christian Counseling
	CNS
	3

	Biblical Greek
	GRE
	6

	Church History
	HIS
	3

	Missions, Evangelism
	MIS
	3

	Theology
	THE
	3

	
	Total Hours = 
	36


           
* 12 hours in New Testament Studies to include New Testament Greek Exegesis
Track 4- Emphasis in Christian Counseling

	Area of Study
	
	Semester Hours

	Biblical Studies
	BIB
	12

	Hermeneutics
	BIB
	3

	Christian Counseling
	CNS
	12

	Church History
	HIS
	3

	Missions, Evangelism
	MIS
	3

	Theology
	THE
	3

	
	Total Hours = 
	36


Track 5- Emphasis in Missions and Evangelism

	Area of Study
	
	Semester Hours

	Missions, Evangelism
	MIS
	12

	Biblical Studies
	BIB
	12

	Hermeneutics
	BIB
	3

	Christian Counseling
	CNS
	3

	Church History
	HIS
	3

	Theology
	THE
	3

	
	Total Hours = 
	36


Track 6- Emphasis in Ministry and Leadership

	Area of Study
	
	Semester Hours

	Biblical Studies
	BIB
	12

	Hermeneutics
	BIB
	3

	Ministry & Leadership*
	MIN
	12

	Church History
	HIS
	3

	Missions, Evangelism
	MIS
	3

	Theology
	THE
	3

	
	Total Hours = 
	36


           
* To include 3 hours of Christian Counseling

Track 7- Emphasis in Theology
	Area of Study
	
	Semester Hours

	Biblical Studies
	BIB
	12

	Hermeneutics
	BIB
	3

	Ministry & Leadership
	MIN
	3

	Church History
	HIS
	3

	Missions, Evangelism
	MIS
	3

	Theology
	THE
	12

	
	Total Hours = 
	36


Track 8- Emphasis in Biblical Languages of Greek or Hebrew*

	Area of Study
	
	Semester Hours

	Biblical Studies
	BIB
	12

	Hermeneutics
	BIB
	3

	Hebrew or Greek
	LANG
	12

	Church History
	HIS
	3

	Missions, Evangelism or Christian Counseling
	MIS or CNS
	3

	Theology
	THE
	3

	
	Total Hours = 
	36


* Some flexibility may be given in this track depending upon individual academic background

E.  Basic Grading Criteria for Class Papers

Overall Criteria

 (1) Content
This includes the choice of an important and relevant topic, the degree to which you include material relevant to the defense and development of your interpretation, and the amount of irrelevant material you weed out of your discussion.

(2) Accuracy

It is extremely important to gain an accurate understanding of the text.  Be careful to read statements in context.  If you seem to find a contradiction in the text, it is quite possible that you have not followed the author's logic or argumentative process.  Try again and see if there is a way to resolve this apparent contradiction.  (In other words, the contradictions in texts often arise because we bring a certain understanding to the text, rather than gaining our understanding from it.) 

(3) Organization
Papers generally are composed of three sections: the introduction, the body, and the conclusion.  Know what you want to say before you write the paper, and strip off anything, which is not essential to making your point.  To accomplish this, it often is helpful to write an outline before you write the paper; and it is absolutely essential to edit and re-write the paper after you have stripped the chaff from the first draft. 

(4) Originality
An original idea, or an idea defended in an original way, is sure to be rewarded. 

(5) Quality
The paper must exhibit correct grammar, punctuation, spelling, syntax, and typography.  (Proofreading is essential to ensuring the absence of such errors.)  The format of the paper and of notes must conform to the accepted standards for a research paper.  An excessive amount of difficulty in any of these areas will adversely affect the evaluation.  A typical exegetical or research essay would cite at least 6-7 secondary PRINT sources. 

(6) Punctuality
Papers must be submitted on time to receive full credit toward a grade. 

General Criteria by Grade
An “A” paper will have all these characteristics:
 

 
1.
A clear, succinct thesis statement 

2.
Written in concise, formal English that is a pleasure to read 

3.
Free of any typographical, orthographical, grammatical, and syntactical errors 

4.
Incorporates the readings to date 

5.
Follows a linear development, from the introduction through the body to the conclusion 

A “B” paper will have all these characteristics: 
 

 
1.
A clear thesis statement 

2.
Written in concise, formal English 

3.
Free of any typographical and orthographical errors 

4.
Free of most grammatical and syntactical errors 

5.
Incorporates the readings to date 

6.
Follows a linear development, from the introduction through the body to the conclusion 

A “C” paper will have these characteristics: 
 

 
1.
A vague or diffuse thesis statement 

2.
Written in verbose, formal English 

3.
Free of any typographical and most orthographical errors 

4.
Only minor grammatical and syntactical errors 

5.
Draws cursory connections to the readings to date 

6.
Follows a linear development, from the introduction through the body to the conclusion 

A “D” paper will have these characteristics: 
 

 
1.
No thesis statement 

2.
Written in colloquial English 

3.
Minor typographical and orthographical errors 

4.
Have a few grammatical and syntactical errors 

5.
Draws vague connections to the readings to date 

6.
Has no clear line of development; lacks an introduction and/or conclusion 

An “F” paper will have one or more of the following characteristics: 
 

 
1.
No thesis statement 

2.
Poorly written in colloquial English 

3.
Several typographical and orthographical errors 

4.
Significant grammatical and syntactical errors 

5.
Draws no connections between the field activity and the readings to date 

6.
Has no clear line of development; lacks an introduction and/or conclusion 

F.  CASE STUDY EVALUATION PROTOCOL

Evaluation of the overall quality of each case study will be made on the following criteria: 

	CASE STUDY PARTS
	CRITERIA

	Abstract
Summary paragraph introducing the project, building, hypothesis, highlights of findings.
	· Concise brief of the parts to the case study.



	Introduction

Description of building, background information, designer’s intent, observations, and how team decided on topic.
	· Selection of an interesting or challenging building;

· Relevant issues to current building performance topics that address energy-use and conservation and/or occupant well-being and associated topics covered during the Fall term.

	Hypothesis / Inquiry Questions

A question converted to a statement that can be tested, deals with one relevant topic, and has only one clause.
	· Suitability in scope and context to the case study building.
· Testable and well-framed statement linking design intent to performance topic.

· Significance in going beyond the mundane.

	Methods / Equipment

Step-by-step procedure that explains how, who, what, where and details of the collection of information.
	· Innovative utilization of field methods which are well-matched to the hypothesis(es) and based upon direct experience with the selected building; 

· Appropriate approach and use of equipment for this case study.

	Data / Analysis

Collection of data, explanation, and interpretation of the results.
	· Effective communication and analysis of results in response to the research questions;  this may include creative or unique ways of representing data;

	Conclusions / Design Lessons Learned

Concise statements of key findings and what was learned.
	· Understanding of the complexities and variables of the project.

· Appropriateness of concluding statements.
· Suggestions for studies to build upon this case study.

	Web Design
	· Ease and logic of navigation.
· Readability and clarity.
· Creativity in using the web to enhance the representation of data.

· Appropriate attribution, acknowledgement, etc.


A =
demonstrates meeting the objectives and criteria above;

serves as a useful model of information for the design community.

B =
demonstrates meeting the objectives and criteria above

C =
meets several of the objectives and criteria above, is deficient in areas.

D =
does not demonstrate meeting the objectives and criteria above

G.  drop/add form

D R O P / A D D   F O R M

All courses changes must be completed within the first two weeks of the semester.  Dropping and adding classes or changing from Credit to Audit or Audit to Credit, must be done in writing by the student. No phone calls are permitted. Drop/Adds are done with permission of the Registrar and are treated on a case-by-case basis. Refund schedule (if deadline requirements are met) is 1st Week at 100% and 2nd Week at 50%.  Financial reimbursement is not applicable to textbooks or material fees. Courses may not be changed from audit to credit status after the first two weeks of class. 

DATE __________________

______________________________________________________________________________
                           LAST                                       FIRST                                  MIDDLE                                                                                                  

Home Phone _______________________________ 
Work Phone_____________________________________

 DROP REQUEST -- I request the following class/s be dropped from my study program:

Reason for Drop:________________________________________________________________________
Course #________________ Course Title______________________Starting date:___________

 Audit      Credit     CEUs     Certificate

Course Fee:  $____________

Course #________________ Course Title_____________________Starting date:____________

 Audit      Credit     CEUs     Certificate

Course Fee:  $____________

Course #________________ Course 
Title________________________________________Starting date:____________ 

  Audit      Credit     CEUs     Certificate

Course Fee:  $____________








       TOTAL FEES: _____________

 ADD REQUEST -- I request the following class/s be added to my study program:

Reason for Add:_________________________________________________________________________
Course #______________ Course Title_______________________ Staring date:____________ 

  Audit      Credit     CEUs     Certificate

Course Fee:  $____________

Course #_____________ Course Title_________________________ Starting date:___________


 Audit      Credit     CEUs     Certificate
            Course Fee:  $____________

Course #_____________ Course Title_________________________ Starting date:___________

 Audit      Credit     CEUs     Certificate

Course Fee:  $____________







TOTAL FEES:_____________

CBS Registrar Office Use Only – Accounting Instructions, Refund or Payment Due

Method of Payment: 

      □  PAYMENT PLAN  CHANGED
               □ SCHOLARSHIP CHANGED

      □  CASH: TOTAL: $ __________□ CHECK:  CHECK #__________ TOTAL: $________

      □  CHARGE:  VISA/MC  #__________________ EXP. DATE_______ TOTAL$_______

H.  TIPS FOR ACADEMIC SUCCESS

  ► Attend the Student Orientation held prior to the beginning of each Fall semester.

  ► Be on time for class.

  ► 
Have your homework and class assignments in to your Instructor on time.

  ► 
Take all your courses seriously.

  ► 
Arrive early to your class.  This will give you time to become settled and focused.  The most important part of the class is often presented at the beginning of each session.

  ► 
Keep up your homework.  It is not difficult to “stay up”, but may be a problem to “catch up”.

  ► 
Keep written class requirements at the beginning of your notebook.  This will be extremely helpful as you study and will be a constant reminder of what is expected.

  ► 
Inform your instructor if an emergency arises or if anything requires your absence.  Though you are responsible for all assignments, tapes or CDs of each class may be available for purchase. Check with your fellow students for class notes.

  ► 
Ask questions if you do not understand.  If you are in a lecture class, write your questions for presentation to the teacher after class.

  ► 
If you have difficulty or find that academic credit is not working for you, see your Academic Advisor before changing to personal growth/audit or to a certificate program rather than academic credit.

  ► 
Make an appointment with the student advisor who will design a study program to meet your goals and needs.

The Academic and Training Committees have prepared study and learning help documents for Center students.

I.  Thesis Proposal Form 

	Center for Biblical Studies

THESIS PROPOSAL FORM

· Students who plan to begin their projects in the Fall semester should have their proposals submitted by July 10. 
· Students who plan to begin their projects in the Spring semester should have their proposals submitted by November 10. 
· Students who plan to begin their projects during the Summer should have their proposals submitted by April 10.  

Student’s Name:_____________________________________


Address:___________________________________________


Semester presenting thesis:      ______________             

E-mail: ___________________________________________

Telephone number:_____________________   

Title of Thesis/Project: ___________________________________________________________________________________

Hypothesis/Research Question: ____________________________________________________________________________

Area in which Masters Degree is being sought:   __________________________________     

Name of faculty advisor:  ____________________________________________________


	Faculty Advisor’s Endorsement:  Please mark the boxes below with an “x.”

  Yes

  No

The bibliography includes respected sources in the field.

  Yes

  No

The project involves independent work and thought on the part of the student.

  Yes

  No

The project makes a contribution and is of value to others in the field.

  Yes

  No

I have read the written proposal and find it satisfactory.

Faculty Advisor Signature:___________________________________________    Date:_______________________
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