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ACCREDITATIONS AND AUTHORIZATIONS

Lancaster Theological Seminary is accredited by the Commission on Accrediting of the Association of Theological
Schools in the United States and Canada, and the following degree programs are approved: Master of Divinity,
Master of Arts (Religion), Master of Arts (Ministry and Leadership), Doctor of Ministry.

The Commission contact information is:
The Commission on Accrediting of the Association of Theological Schools
in the United States and Canada
10 Summit Park Drive Pittsburgh, PA 15275
USA Telephone: 412-788-6505
Fax:412-788-6510
Website: www.ats.edu

Lancaster Theological Seminary is also accredited by Middle States Association of Colleges and Schools.

Middle States Association of Colleges and Schools Commission
on Higher Education (MSA/CHE) 3624 Market Street
Philadelphia, PA 19104-2680
215-662-5606 ~ www.msache.org

All degree programs are approved by the Department of Education of the Commonwealth of Pennsylvania through
the Division of Graduate and Professional Programs.

Lancaster Theological Seminary is approved by the U.S Department of Justice for the enroliment of non- immigrant
international students and for Veterans Education under the provisions set forth by the Department of Veterans
Affairs.

Lancaster Theological Seminary is approved by church and denominational groups for the training of persons for
positions in ordained ministry.

STATEMENT ON NON-DISCRIMINATION

Lancaster Theological Seminary affirms a commitment to equality of opportunity for all individuals and does not
discriminate on the basis of age, sex, color, race, creed, national origin, religion, marital status, citizenship status,
ancestry, sexual orientation, gender identity/expression preference, physical or mental disability, veteran status, or
any other classification protected by law in admissions, financial aid, educational programs, housing and services,
or in employment practices.

Beyond the policy of non-discrimination, the Seminary acts affirmatively to attain a more balanced representation of
under-represented racial and ethnic minorities in order to add valuable diversity to the life of the school.
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SECTION 117 ACADEMIC YEAR AND TERMS

Fall Semester (1) Spring Semester (2)

Session 1 Session 2 Session 3

Term One Term Two (2™ half) Term Three

10 weeks* 5 weeks 10 weeks
courlfes onalld- | tem Two(a® half)
week term 5 weeks Summer

Courses from May through June 30.
DMIN 10 weeks including 1 week Intensive DMIN 10 weeks including 1 week Intensive

* Plus Reading Week

SECTION 217 STUDENT CLASSIFICATIONS, GRADE LEVEL ADVANCEMENT AND TIME LIMITS
FOR COMPLETION

STUDENT CLASSIFICATIONS
1 FULL-TIME master's students are officially defined as those who register for a minimum of 12 credits per

semester (24 credits per academic year). Doctor of Ministry students are considered full-time while they are

engaged in that program, even though they may not be registered for 24 credits during an academic year.

The maximum credit load for each term may be exceeded only by special permission of the student's

advisor and the Dean of the Seminary.

PART-TIME students are master's students who take fewer than 24 credits per academic year.

UNCLASSIFIED students are those who have earned baccalaureate degrees and would like to increase

their knowledge of a particular subject matter or need time for vocational discernment. A maximum of 18

credit hours may be earned in the Unclassified status before seeking a degree.

1 SPECIAL STUDENT STATUS may be applied for by persons who are in a degree program at an ATS
(Association of Theological Schools) accredited institution and wish to take one course at Lancaster
Seminary to be transferred into their program for graduation. Those who have already earned the Master of
Divinity degree and wish to take one course for credit to satisfy certification requirements may also apply in
this category.

1 SPECIAL (EMS), by special arrangement with Eastern Mennonite Seminary's Lancaster Campus, students
matriculated in graduate theological studies at EMS may apply and register for courses offered by
Lancaster Theological Seminary according to Lancaster Seminary's normal policies and procedures for
admission of Special Students. Eastern Mennonite Seminary students may take more than one course at
Lancaster Seminary. (See Section 3)

= =

TIME LIMITS FOR COMPLETION OF DEGREE PROGRAMS
1 Master of Divinity program must be completed within 8 years of first registration.
1 Master of Arts (Religion) program must be completed within 6 years of first registration
1 Master of Arts in Ministry Leadership program must be completed within 8 years of first registration.
1 Doctor of Ministry program must be completed within 5 academic years of first registration.
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SECTION 317 ADMISSIONS POLICIES AND PROCEDURES

To be considered for admission
a candidate must submit the following to the Admissions Office:

1 Completed Application for Admission

1 Official transcripts from all post-secondary institutions attended or from which a degree was earned.

o Ma st applidamts: Evidence of a baccalaureate degree earned from an accredited college or
university or its educational equivalent (as defined in Section 14).

A Persons who have not earned a baccalaureate degreel: The Association of Theological
Schools inthe U.S. and Canada (ATS) permits the admittance into the Master of Divinity
degree program only of persons who have not earned a baccalaureate degree or its
educational equivalent, but who meet all other admissions criteria, provided that the total
number of such students does not exceed fifteen percent (15%) of the total Master of Divinity
student body (ATS, Standard A.4.2).(See Section 13.)

o Do ct applibasts: Evidence of a Master of Divinity degree earned from an institution accredited
by The Association of Theological Schools in the United States and Canada (ATS), or its
educational equivalent? (as defined in Section 17).

Two letters of reference
Biographical Essay

o Ma st and dnslassified applicants should submit an essay of no more than 3 pages (double-
spaced) addressing their life experiences, vocational interests, educational goals and gifts for
ministry.

o Do ct applidasts should submit an essay of not more than five pages (double-spaced)
addressing their ministerial contexts, vocational interests, educational goals, gifts for ministry, and
potential interests for final project.

o Certificate applicants should submit a statement (no more than one page) explaining their interest
in seminary studies and gifts for ministry.

1 Application fee

If requested, an interview with a member of the Admissions Team

Child Abuse and Criminal Background Checks are required of all who are registered for resident courses at

Lancaster Seminary. This must be completed before the application is reviewed by the Admissions

Committee.

1 Testof English as a Foreign Language (TOEFL) may be required of any applicant whose first language is
not English.

1 For the Doctor of Ministry, admission can only be granted if a person has completed the MDiv (or its
equivalent) at least three years prior to beginning the Doctor of Ministry and been employed or otherwise

working in ministry. This 3-Year Rule is subject to the exception articulated in Section 17.

= =

= =9

Application Deadlines:
All applications and supporting documents must be received by the following dates for admissions
committee consideration:
1 MDiv, MAML, Unclassified, Certificates, Special: May 15 for consideration for admission in the
following academic year
1 D.Min: August 1 for consideration of admission in the following academic year.
1 Applications received after the deadlines may be considered on a space-available basis.

Doctor of Ministry Candidates:
Applicants to the DMin program are expected to have been engaged in professional ministry for at least three years
after receiving the MDiv degree. Up to twenty percent (20%) of students in the degree program may be enrolled
without the requisite three years of ministry experience at the time of admission if
!Consideration to accept an equivalency to a baccalaureate degree is determined by the Dean of the Seminary and Director of Admissions and
Financial Aid based on review of official transcripts and work history confirmation, if applicable, sent directly to Lancaster Seminary by the
institution at which credits were earned and/or work was performed. A cumulative GPA of 2.5 or higher is required (on a scale of 4.0). Section 13.
2D.Min. program applicants who wish to be considered for M.Div. equivalency must have earned atleast56 ma s t e r d®dit hazirg @dng  with
at least three years of professional ministry. For specific course work expected and additional details, see Doctor of Ministry Program, Section 16.
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they demonstrate the level of competence and reflection appropriate for advanced, professional ministerial studies
(ATS, Standard E.4.3). To be considered for such admission, applicants must meet the following criteria:
1 They have been engaged in consistent professional ministry during the five years immediately prior to
application.
1 They are further required to submit their best example of written theological reflection on the practice of

ministry for assessment by the Admissions Committee, including the Chair of the Doctor of Ministry
Committee.

Transfer Students:
In addition to submission of the required admissions application and documents, see Academic Policies and
Procedures, Section 4, for criteria regarding transferring credits into a Lancaster Seminary degree program.

International Applicants:

Lancaster Theological Seminary is authorized under Federal law to enroll non - immigrant students. Lancaster
Seminary has been enriched by the presence on our campus of those from around the world and values the
opportunity to participate in equipping them for leadership in congregations and agencies in their home countries.
International applicants are required to meet the general requirements for admission as noted above, as well as
additional language, financial and denominational endorsement standards. Test of English as a Foreign Language
(TOEFL) is required of all international applicants. Contact the Admissions Office for detailed information about
admissions requirements, appropriate programs and deadlines.
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SECTION 417 ACADEMIC POLICIES AND PROCEDURES

Advising:

A resident faculty member is assigned to serve as advisor for each student. The faculty advisor assists the student in
choosing a course of study that best meets her or his educational and vocational needs. The role of the faculty
advisor is to assist in a student's progress toward completion of the degree. Because completion of the degree is
more than simply meeting stated requirements, students are encouraged to consult with the advisor on any number of
matters, whether spiritual, emotional, vocational, or academic. Occasions for consultation on matters other than
academics will vary from student to student, and a student often will seek out a faculty member other than her or his
advisor. A student must consult with her or his advisor for clearance for registration for courses, adding or dropping a
course, requesting an extension on a course, waiving a requirement, directed study approval, disciplinary matters,
and final check for graduation.

Dean of the Seminary:

The Dean of the Seminary oversees the academic procedures and policies of the institution and holds primary
responsibility for matters related to student performance and community life. As outlined in this handbook, the Dean
of the Seminary oversees student disciplinary actions, evaluates the alternative cross-cultural proposals, and grants
permission for waivers, extensions, and other exceptions to seminary policies.

Disability Services

In accordance with the Americans with Disabilities Act, the seminary provides academic accommodations for
eligible students. A part-time Educational Specialist receives documentation and works with students and
instructors to arrange for appropriate services.

Chaplains

The seminary also provides part-time chaplains who are available by appointment to consult with students in a
variety of situations, such as adjustment to seminary life, interpersonal and family issues, conflict situations, and
spiritual needs.

Graduation Requirements:

Upon recommendation of the faculty and final approval of the Board of Trustees, the Master of Divinity, Master of
Arts (Religion), Master of Arts (Ministry and Leadership), and Doctor of Ministry degrees are awarded when
all appropriate program requirements have been fulfilled. See Sections 14, 15, 16 and 17 for graduation and
completion requirements specific to each program.

9 All degrees are awarded at the annual Commencement at the end of the Spring semester. No degree,
diploma, or certificate will be awarded unless all requirements have been satisfactorily completed and
the student account with the seminary is paid in full.

1 During the Fall semester of the year in which a student plans to graduate, s/he should meet with the faculty
advisor to review the student's transcript and file to be certain that all courses will be completed in time for
graduation.

1 Although the Office of the Dean, the Registrar, and the faculty advisor will make every effort to notify the
student of any outstanding requirements, the final responsibility for completing the necessary
requirements rests with the student.

9 If a student completes the degree program early, s/lhe may request clearance for graduation from the
Registrar. This clearance will certify that the student has successfully completed all credits and
requirements for the degree and, upon approval of the faculty and Board of Trustees, is eligible for
graduation.

1 AMa s t studénson the flat-fee tuition payment plan, or a Doctor of Ministry student, who completes the
program early must complete all tuition payments prior to final clearance for graduation (MDiv: 6
payments at the prevailing semester rate; MAML: 4 payments at the prevailing semester rate; DMin: 15
quarterly payments at the prevailing tuition rate).

1 Inthe year in which a student plans to graduate, information will be distributed concerning matters related
to commencement. In addition, Doctor of Ministry candidates for graduation will receive information
concerning matters related to submitting the final Doctoral Project.
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1 A graduation fee is charged tothe s t u d eseminérgaccount in the Spring semester the student is
expected to graduate, whether or not the student participates in the commencement service. This
fee underwrites but does not cover all expenses incurred by the seminary for commencement.

1 Stafford loan Borrowers are required by law to complete Exit Counseling as instructed by the Financial Aid
Officer. See Student Financial Responsibility, Section 6.

1 Early Participation in Commencement: Under extraordinary circumstances a student who will not have
completed all requirements and/or still needs to complete six or fewer credits for the degree by the end
of the spring semester may appeal in writing to the Dean of the Seminary for consideration to be
permitted to participate in the commencement ceremony in May, under the following conditions:

0 Written request must be received by the Dean of the Seminary no later than April 1 of the
commencement year.

o Afinal grade must be submitted no later than August 1 of the commencement year. The student's
name will be removed from the list of graduates if the deadline is not met.

0 The date of the diploma may be August 31 to reflect the late graduation.

0 The student may be responsible for additional fees for special printing and distribution of the late
diploma.

0 The final decision is at the sole discretion of the Dean of the Seminary on a case-by-case basis;
approval for one student does not guarantee approval for another student.

o0 The student must be in satisfactory financial standing with the seminary in order to be considered
for early participation in commencement.

Guidelines for Assigning Academic Credits:

The faculty has adopted guidelines for assigning academic credits for all courses available at Lancaster Seminary.
i Cr éaui"is the unit by which an institution measures its course work. The number of credit hours assigned to a
course is defined by a combination of the number of hours per week in class and out of class preparation.

i Face-to-Face Courses: A face-to-face course offered at Lancaster Theological Seminary devotes most
instructional time to in-person interaction, with minimal use of instructional technology.

9 Hybrid courses: A hybrid course offered at Lancaster Theological Seminary uses online learning
communities to support classroom interaction, devoting at least two-thirds of instructional time to in-
person interaction. Guidelines for the granting of course credit and for the time expected of students is
as follows:

MDiv Face-to-Face Courses

# of academic Class time per Preparation time Total time per Pages of
credits week per week week reading per
course
(approximate)
1.5 credits
10 wk course | 2 hr 10 min 2 hrs 30 mins 4 hr 40 mins 500
5wk course | 4 hr 20 min 5 hrs 9 hrs 20 mins
3 credits 4 hr 20 min 5 hrs 9 hrs 20 mins 1000
MDiv Hybrid Courses
# of academic Class time per Preparation time Total time per Pages of
credits week per week week reading per
course
(approximate)
1.5 credits
10 wk course 1 hr 30 mins 3 hr 10 min 4 hr 40 mins 500
5 wk course 3 hrs 6 hrs 20 min 9 hrs 20 mins
3 credits 3 hrs 6 hrs 20 min 9 hrs 20 mins 1000

Leave of Absence or Withdrawal from Studies:

A Leave of Absence is a temporary interruption in a student's program of study, granted with the expectation that the
student will return according to the time frame projected on the request form. In some circumstances, a student may
wish to voluntarily withdraw from studies at Lancaster Theological Seminary, without the expectation that he/she will
return to studies.
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1 Leave of Absence: A student may request a Leave of Absence by completing and submitting to the

registrar a REQUEST FOR LEAVE OF ABSENCE OR NOTICE OF WITHDRAWAL FORM. [Doctor

of Ministry students, see Section 17.]

91 Ordinarily, Leave of Absence will be granted for up to three terms for master's students, or one full

year for doctoral students.
In certain circumstances, the faculty may recommend an administrative leave of absence.
A date the student reasonably expects to return should be provided.
In accordance with government regulations, a Stafford loan borrower who has been granted a
leave of absence that will exceed 180 days within a 12-month period will be reported as withdrawn
and will enter repayment. See Student Financial Responsibility, Section 6, for information on the
policies regulating loan funds of students who leave seminary studies.

1 Reinstatement from Leave of Absence: In order to be considered for reinstatement following an approved
Leave of Absence a master's student must make an appointment with the Dean of the Seminary; a
doctoral student must make an appointment with the Chair of the Doctor of Ministry Committee.

0 prior to June 1 to return in the fall; or

0 prior to December 1 to return in the spring .

0 The student's seminary account must be paid in full.

0 Any course(s) previously designated asfi | n ¢ o mmustée cendpleted.

0 A grade must be reported to the registrar.

o A plan for retaking any failed courses, if applicable, must be in place.

0 The student will be reinstated at the same grade level as when the leave was approved. See

Student Classifications, Section 2.

Any other conditions agreed upon by the seminary and the student must be met.

9 Withdrawal from Studies: To withdraw, the student must complete and submit a Request for Leave of
Absence or Notice of Withdrawal form to the registrar. [Doctor of Ministry students see Section 17.]

0 Ama s t studénswill be considered automatically i Wi t h diffséoendoes not register in a fall or
spring term and fails to request a leave of absence for two consecutive semesters.

0 A doctor's student will be considered automatically A Wi t h difrséhevfail®to secure a leave of
absence for up to one full year.

0 Once withdrawn, either voluntarily or under any other circumstances, the student must reapply for
admission if s/he wishes to return to study.

o If accepted, the student will re-enter under the prevailing graduation requirements for the degree

o Eligibility for credits to be accepted upon re-entry will be evaluated in accordance with stated
Transfer Credits policies.

i Official Date of Leave of Absence or Withdrawal

o For reporting purposes, the official date for either Leave of Absence or Withdrawal will be the last
day the student attended class or the last day of the academic term, whichever date occurs first.

See Sections 5 and 6 for further clarification.

o If a Stafford loan borrower withdraws or is granted a Leave of Absence, the official date of leaving
studies is determined by federal guidelines.

0 A student is considered on leave or withdrawn in good standing when the following conditions have
been met:

A Al existing account balances must be paid in full, OR a written repayment agreement must be
on file in the Business Office.

A Seminary housing must be vacated within 30 days from the date of notice of Leave of Absence
or Withdrawal, OR a written move-out agreement, approved by the Dean of the Seminary,
must be on file in the Business Office. All other housing policies and procedures apply.

A Under no circumstances will grades, transcripts, diplomas and/or any other certifications be
released if there is an outstanding balance on the student's seminary account and/or if
housing has not been vacated.

E E E]

Military Leave of Absence:
Whenever any member of the armed forces of the United States shall be called or ordered to active duty (other than
active duty for training), including active State duty, the seminary shall grant the member a Military Leave of Absence
from his or her education.
1 Persons on Military Leave of Absence shall be entitled, upon release from active military duty, to be
restored to the educational status they had attained prior to their being ordered to military duty without loss
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of credits earned, scholarships or grants awarded or tuition and other fees paid prior to the commencement
of the military duty.
1 If a Military Leave of Absence occurs priortothe s t u d eamiplétien of a semester, the student may be
eligible for an adjustment of tuition.
o If the adjustment results in a credit balance, the student may elect to request that the seminary
credit the tuition and fees to the next semester or term after the termination of the Military Leave
of Absence. See Student Financial Responsibility, Section 6.
o If applicable, Lancaster Seminary scholarship awards may be adjusted.
0 Lancaster Theological Seminary shall comply with the policies set forth by the U.S. Department of
Education regarding return of Title IV funds and deferment of loans by any Stafford loan borrower
who is granted a Military Leave of Absence. See Student Financial Responsibility, Section 6.

Separation from Seminary:

Lancaster Theological Seminary reserves the right, upon vote of the faculty, to separate from the seminary any

student who fails to meet the standards of academic or community life; or whose character, emotional health, or

personal maturity becomes a cause of concern to the community or raises reasonable doubts aboutthest udent 6 s
fitness for ministry or theological education, or for failure to meet their financial obligations.

1 Separation may include administrative leave of absence, administrative withdrawal, suspension or
dismissal. The date of separation will be the last day the student attended class or the last day of the
term, whichever date occurs first.

o A student who has been separated from the seminary by administrative leave of absence for more
than one year, administrative withdrawal, suspension, or dismissal must reapply for admission. If
accepted, s/he will be subject to the prevailing degree program requirements. Eligibility for
credits to be accepted upon re-entry will be evaluated in accordance with stated Transfer of
Credits policy in Section 4.

0 A student who has been separated from the seminary for less than one year by administrative
leave of absence should follow the guidelines for Reinstatement from Leave of Absence to return
in this section.

1 If a Stafford loan borrower is separated from the seminary for any reason, the official date of leaving
studies is determined by federal guidelines. See Student Financial Responsibility, Section 6.

Student Records and Transcripts:
Official copies of student records are maintained by the Registrar. Included in these records are the following:
application for admission and application essay, acceptance letter, correspondence relating to academic matters,
comprehensive vocational review report and an official transcript of courses and evaluations.
1 Access to a student's educational record is limited to the student himself or herself and agents of the
seminary who have a legitimate educational interest and are acting within the course and scope of
their employment and authority.
1 While a student is matriculating, one (1) official transcript per semester will be processed upon the
s t u d ewritterfrequest at no charge to the student. Additional copies will be processed at a fee of
$10.00 per transcript. Each request for a transcript must be accompanied bythe s t u d esignatéres, or
the student may complete and sign a one-time RELEASE OF TRANSCRIPT AUTHORIZATION FORM
which will be filedinthes t u d eermadent record and will be valid until rescinded in writing by the
student, or until the student is no longer matriculating at Lancaster Theological Seminary.
1 Under no circumstances will a transcript, diploma, grades, certificate or any other certification be released if
the student or former student has outstanding financial obligations to the seminary.

Students' Rights in Compliance with the Family Education Rights and Privacy Act of 1974 (FERPA):
In accordance with federal law, students are hereby notified that they have the right to inspect and review any and all
official records, files and data, including all material incorporated in their cumulative record folder.
1 A written request by the student to view her or his own educational record should be submitted to the
registrar. Within five (5) business days, the Registrar will respond with a time that the student may
review the records.
1 The student may request a hearing to challenge the contents of these records to insure that they are
accurate and not in violation of any of their rights. A written request for a hearing should be submitted to
the Dean of Students.
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1 The student has the opportunity to request correction, amendment or supplementation of any such records.
A written request for correction, amendment or supplementation of records should be submitted to the
Dean of the seminary.

1 By law, the seminary is permitted to disclose directory information concerning students as defined in the
Act, unless a student has specifically waived those rights. At Lancaster Seminary, directory information
includes:

0 St u d €full haéns, address, telephone number, and seminary e-mail address

o Degree program and Denomination

o Dates of attendance

o Photograph

0 Degrees and awards received

o Participation in recognized activities

0 A student who does not wish to have this information disclosed or published must notify the
registrar in writing. The request for non-disclosure will remain in effect until itis rescinded in
writing to the registrar. A non-disclosure request is not retroactive.

1 Students with questions concerning their rights within the Act may consult with the registrar.

1 Individuals who did not complete the application process, or those who applied but were not enrolled, are
not covered by the Act.

1 FERPA Compliance issues are regulated by the Family Policy Compliance Office, U.S. Department of
Education, 400 Maryland Avenue, SW; Washington, DC 20202-5920; ferpa@ed.gov; (202) 260-3887
(voice). Individuals who use TDD may call the Federal Information Relay Service at 1-800-877-8339.

Style Guide for Writing Papers:
The faculty has adopted as the standard guide to writing papers for all programs the following handbook: Kate L.
Turbabian, A Manual for Writers of Research Papers, Theses, and Dissertations: Chicago Style for Students and
Researchers, (Chicago: University of Chicago Press). All students are urged to purchase this handbook. It is based
on The Chicago Manual of Style. Preference will always be for the most recent edition in publication at the start of the
academic year.Copies of the Turabian text and the Chicago Manual of Style are also available in Schaff Library.
9 Papers that do not conform to this standard may be returned by professors for rewriting.
1 Professors reserve the right to grant advance requests from students wanting to submit papers using MLA
style.
1 All students attending Lancaster Seminary are expected to be proficient in writing. Written work must
display critical thinking skills as well as appropriate grammar, usage and mechanics. Students who
experience difficulties with the basic elements of writing (i.e., parts of speech and grammar) are referred to
the following book: Jan Venolia, Write Right! A Desktop Digest of Punctuation, Grammar, and Style,4th
edition (New York: Ten Speed Press, 2001).

Submitting Assignments in Electronic Format

is at the discretion of the professor. Lancaster Seminary is not responsible for any work that may be lost in
transmission to the professor. Students are advised to retain a copy of each assignment and to ensure that they
make a plan for sufficient backup of all their work. Students should follow all policies and procedures set forth in
Lancaster Theological S e mi n &lecgrénis Communications Policy in Appendix | of this Handbook.

Intellectual Property Rights Policy:

The purpose of this policy is to clarify ownership of intellectual property for faculty, staff, administration, students, and
contractors of the Seminary. The Seminary bases its policy on U.S. Copyright Office Circular #9, i Wrks Made for

Hi r the Columbia University Copyright Policy, and a similar policy by ATS-accredited Columbia Theological
Seminary. Preference will always be for the most recent edition in publication at the start of the academic year.

General Principles
1. The fulfillment of the S e mi n anissiod isvolves the creation, use, and dissemination of intellectual
property, which may be expressed in many forms.
2. The Seminary has a long-standing tradition of recognizing the intellectual property rights of faculty,
lecturers, and guest speakers and obtains permissions from these rights holders before distributing their
works.
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The Seminary claims copyright in its logos, promotional works, institutional works (including books,
periodicals, electronic media, audio and video recordings produced by the Seminary), and any works that
bearthe S e mi n aame.6This includes works produced on behalf of the Seminary as works made for
hire unless an agreement signed by all parties involved states differently.

Seminary Ownership

1. Apart from the exceptions listed below, the Seminary is the sole owner of all intellectual property created
through the use of Seminary resources or facilities, supported directly or indirectly by Seminary funds, and
developed within the scope of Seminary employment. Employees of the seminary include faculty members,
administrators, full-time staff, part-time staff, and student staff. The Seminary also owns intellectual
property specially ordered or commissioned for use by the Seminary when a written agreement is signed
that the work shall be considered a work made for hire.

2. The Seminary retains intellectual property rights in its brand identity. Members of the Seminary community
must adhere to the Visual Identity Guidelines when using the S e mi n dnand @entity for official Seminary
business. Unauthorized use of the S e mi n &rnangd @entity is strictly prohibited.

Exceptions to Seminary Ownership

1. Works by Students: The Seminary recognizes that individuals enrolled in a Seminary course retain
ownership and rights over the work they create while enrolled in that course. Works created by student staff
of the Seminary within the scope of their employment as staff are not included in this exemption.

2. Works by Faculty: The Seminary does not claim ownership over the works of faculty created within the
duties of regular faculty, as outlined in Section 3.1 of the Faculty Manual. Faculty members retain
ownership and rights over their scholarship, work they create for their courses, and any other creative
works they produce while employed by the Seminary. At times, faculty may be asked to sign an Agreement
for Distribution of Digital Content that would grant permission for Seminary use of their work.

3. Works by Guest Lecturers and Speakers: The Seminary recognizes that individuals contracted to speak or
lecture at a Seminary-sponsored event retain ownership and rights over the content they deliver at that
event. All guest lecturers are asked to sign an Agreement for Distribution of Digital Content, which provides
an option to grant permission for Seminary use of their work.

Use of Teaching Materials

In order to facilitate joint work on teaching materials and support collaborative teaching, individuals who contribute
teaching materials used in jointly developed and taught Seminary courses grant a nonexclusive, nontransferable
license to the Seminary to permit other contributors to the course to continue using those jointly produced teaching
materials in Seminary courses. Individuals contributing syllabi for courses inthe S e mi n a@urrigldum also grant a
nonexclusive, nontransferable license to the Seminary to permit other instructors to use and/or adapt these syllabi
for future course offerings at the Seminary.

Appeals and Arbitration

Anyone who feels his or her intellectual property rights, as stipulated by this policy and by Title 17 of the U.S. Code,
have been violated may make an appeal to the Dean of the Seminary. (Refer to the appeals process as outlined in
Sections 9 and 10).

Transfer Credits, Advanced Standing and On-line Study:
In general, transfer credits are accepted from ATS- accredited institutions under the following guidelines:
9 Credits were earned at an institution accredited by The Association of Theological Schools in the U.S. and
Canada (ATS).
1 Official transcript shows a grade earned of C or higher (GPA 2.0) forMa s t studénss or B or higher (GPA
3.0)forDo c t studénts.
1 Credits have not been applied to another degree already received.
1 Credits were earned not more than ten (8) years prior to Lancaster Seminary matriculation. Exception
may be requested by written application to the Dean of the Seminary.
1 Courses are appropriate for the degree program(s) being pursued at Lancaster Theological Seminary.
1 Credits for courses for consideration in meeting Lancaster Seminary degree program requirements must
meet the goals and objectives of the required courses as evidenced by a course syllabus, subject to
approval by the Dean of the Seminary or the appropriate department professor.
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1 Alltransfer credits and advanced standing are subject to approval by the Dean of the Seminary, based on
these and other transfer of credit policies. To graduate from Lancaster Seminary, all Lancaster Seminary
requirements for the degree must be successfully completed (MDiv, Section 14; MA(R), Section 15).

Normally, it is assumed that required courses, or equivalent, will be completed with Lancaster Theological
Seminary faculty.

Students from another ATS-accredited institution requesting transfer of credits into a Lancaster
Seminary degree program:

1 MDiv to MDiv: Transfer from MDiv program at another ATS accredited institution into MDiv at
Lancaster Seminary:
o A minimum of 51 credits must be successfully completed at Lancaster Theological Seminary.
o No more than 24 credit hours may be transferred toward the Lancaster Seminary MDiv degree.
o All degree requirements for the MDiv must be fulfilled to be eligible to graduate.
1 MA(R) to MA(R): Transfer from MA(R) program at another ATS accredited institution into the
Lancaster Seminary MA(R) program:
0 Up to six (6) credit hours from a non-theological graduate institution may be considered for transfer.
o No more than twenty-six (26) credit hours may be transferred toward the Lancaster Seminary
MA(R) degree.
o A minimum of 26 credit hours must be completed at Lancaster Theological Seminary, and all
graduation requirements must be satisfied, in order to earn the Lancaster Theological
Seminary MA(R) degree.

1 MA(R) to MDiv: Transfer from MA(R) program at another ATS accredited institution into the Lancaster
Seminary MDiv program:

o If MA(R) or equivalent degree was not awarded, the equivalent of a minimum of two (2) years of
study (at least 50 credits) and all requirements for graduation must be successfully completed
at Lancaster Seminary to earn the Lancaster Seminary MDiv degree.

o If MA(R) or equivalent degree was awarded from another institution: Up to 12 credits (1/6 of the
Lancaster Seminary MDiv degree per ATS standards) may be considered for transfer as
i Ad v a Standing & credits. The equivalent of a minimum of two (2) years of study (at least 50

credits) and all requirements for graduation must be successfully completed at Lancaster
Seminary

to earn the Lancaster Seminary MDiv degree.
1 If MA(R) degree was earned at Lancaster Theological Seminary:
o All credits earned toward the Lancaster Seminary MA(R) degree may be used toward the MDiv

degree at Lancaster Theological Seminary provided that they meet all other conditions for
transfer credits.

o If accepted, the student will enter the MDiv degree program under the prevailing graduation
requirements for the degree.

0 Upon successful completion of the MDiv program, the student must relinquish the Lancaster
Seminary MA(R) diploma.

Transfer from One Ma s t &rogram to Another:

Students already accepted into the MDiv or MA(R) program at Lancaster Seminary may make application to transfer
from MDiv to MA(R) or MA(R) to MDiv program according to the following guidelines (Note that course schedules
may require additional time to complete the degree):

1 Meet with the faculty advisor to discuss vocational goals, review the requirements for the new degree (see
Sections 13 and 14), requesta d v i signatd@reson the REQUEST FOR TRANSFEROFMASTERG S
DEGREE PROGRAMS form and a statement of endorsement to be included with the form.

1 Attach an updated Admissions essay explaining the change in vocational goals and direction. (minimum 1
page)

1 Meet with and secure the recommendation and signature of the Director of Admissions and Financial Aid.
Updated references supporting the change of degree request may be required. (pastor, judicatory, etc.)

3Per ATS standard M.4.2 fi A d v a Btanding with C r e dsidétedbminedb y i a p p written mrid/artoral assessment that students have
the knowledge, competence, or skills that would normally be provided by the specific courses for which they have been admitted with

advanced s t a n dN1.43gi.Ad v a standirg) with credit cannot be automatically granted on the basis of ministerial or life experience or
the content of undergraduatewo r k . o
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1 The completed and signed Request for Transfer of Ma s t Beag@ePrograms must be submitted to the
Admissions office, along with required documentation.
1 The prevailing administrative fee will be addedtothes t u d eseminérgaccount.

Doctor of Ministry Transfer Credits
1 Requests for transfer of a maximum of 6 credits must be approved by the Doctor of Ministry Committee.
1 Official transcript must show that a grade of B (GPA 3.0 or higher) or higher was earned.
1 See also Doctor of Ministry Degree, Section 16.

On-line Study
1 Up to thirty (30) credit hours of on-line study from an ATS-accredited institution, including Lancaster
Seminary, may be applied toward the MDiv degree upon approval of the Dean.
1 Up to fourteen (14) credit hours of on-line study from an ATS-accredited institution, including Lancaster
Seminary, may be applied toward the MA(R) degree upon approval of the Dean of the Seminary.
1 Up to six (6) credit hours of on-line study from an ATS-accredited institution, including Lancaster Seminary,
may be applied toward the DMin degree upon approval of the Doctor of Ministry Committee.
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SECTION 57 REGISTRATION POLICIES AND PROCEDURES

Course Registration

for Fall term (Session 1) usually takes place the preceding March or April. Registration for Spring and Summer terms
(Sessions 2 and 3) usually takes place the preceding November. (Specific registration dates for each semester will be
communicated to students via seminar-assigned email and campus postings.)
1 Registration information is announced to the community by e-mail no later than two weeks prior to the
designated registration period and includes:

0 Specific information unique to each semester.

o Instructions for on-line registration.

o Directions for downloading course schedules.

o Instructions for viewing and purchasing required and recommended textbooks.

1 On-line Registration
is to be completed via the SONISWEB system during the open registration period, unless otherwise noted.

0 A late registration fee will be assessed to returning students who submit registrations after the
stated deadline.

o Only students whose Seminary accounts are current will be cleared for registration. See Student
Financial Responsibility, Section 6.

o All students are expected to make payment in full for tuition and fees by the stated due dates for
each semester. See Student Financial Responsibility, Section 6 for procedures and options for
payment of tuition and fees.

0 Students who cannot register in a fall or spring term, but who wish to remain in the degree
program, should follow the policies and procedures set forth in Academic Policies and
Procedures, Section 4, for requesting a Leave of Absence. If they do not submit a request, it may
be assumed that they wish to withdraw from the program and an Administrative Withdrawal may
be processed at the discretion of the Dean of the Seminary.

Registration Changes:
After the end of the formal registration period, changes in registration (adding or dropping courses may be made by
completing the ADD OR DROP COURSES FORM, available for download from the seminary website.
9 The Add or Drop Courses form must be signed by the s t u d dacultydadvisor to add and/or drop classes.
9 The completed and signed form must be submitted to the registrar. A separate form must be submitted for
each semester.
9 A Change of Registration fee will be charged for each form submitted.
1 Adding Courses:
Courses may be added prior to the second meeting of the course.
9 Dropping Courses:
Courses may be dropped at any time prior to the last class session for any reason, including Leave of
Absence, Withdrawal, Military Leave of Absence or Separation from Seminary.
0 The student must submit the signed Add or Drop Courses form to the registrar. The official date of
dropping the course is the date the form is received by the registrar.
o If the form is received by the registrar prior to the end of the 50% tuition refund period (See Student
Financial Responsibility, Section 6), the dropped course(s) will not appearonthest udent 6 s
transcript.
o If the form is received by the registrar after the end of the 50% tuition refund period, the dropped
course(s) will be designated as Withdraw Pass (WP) or Withdraw Fail (WF) as determined by
the professor. WP or WF will be recorded onthe s t u d d@ranscéips, but will not be calculated
inthe GPA.
o Dropping courses may affectthe s t u d esligibildysor financial aid.
1 Deadlines to Drop Courses Without Penalty
0 Terms 1, 2, and 3 (10 weeks each) 1 Up to End of Day 8 of the Term
o 3-credit Intensive Course 1 Prior to 3rd class meeting
0 2-credit Intensive Course i Prior to 2nd class meeting
0 1- or 1.5-credit Intensive Course i Prior to 2nd class meeting
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0 Online or Hybrid courses i The deadline to drop will be determined by the Dean on a per-course
basis.

0 Students who submit the signed drop form by the Deadline to Drop Courses Without Penalty may
be eligible for a tuition adjustment according to the terms in Section 6.

1 All students who register for courses will be graded in those courses unless the Add or Drop Courses form
is submitted to the registrar within the posted deadline.

Directed Study:
Students may register for courses listed in the class schedule posted each semester. In addition, it is possible to
arrange for a Directed Study with special permission of a resident faculty member/supervisor and approval by the
Dean of the Seminary. A Directed Study is intended to give a degree or certificate student the opportunity to conduct
study and research in an area of interest to her/him under the supervision of a faculty member. Because supervising a
Directed Study affects faculty teaching load, professors are not obligated to undertake a Directed Study, and only full-
time resident faculty may supervise a Directed Study.
1 Itis the student's responsibility to identify clearly the topic and to submit a proposal for a Directed Study.
1 A student should be prepared to spend a minimum of 30 hours for each hour of credit to be earned.
1 A student must have successfully completed a minimum of 6 credit hours of coursework before applying for
a Directed Study.
1 Students are limited to no more than three (3) credit hours of Directed Study per term.
9 Because of the unique nature of each Directed Study, registration cannot be accomplished on-line.
1 Individual faculty members may not supervise more than six (6) credits of Directed Study within one
academic year.
9 A Directed Study may not be used to fulfill a core curriculum course and is not intended to duplicate or act
as a substitute for a regular course, except in rare circumstances with approval from the Dean of the
Seminary.

9 Procedure to request Directed Study

0 A draft Directed Study proposal should be submitted by the student to the requested professor no
later than three weeks before registration periods. Submission of a proposal does not
guarantee that the professor and/or Dean of Seminary will approve the proposal.

0 The student submits to the Registrar the completed and signed DIRECTED STUDY PROPOSAL
form (available on the Seminary website), along with all supporting documentation. Forms that
are not signed or accompanied by the requested documentation will be returned to the student.

0 Only one Directed Study may be taken per semester. Masters level students may not take more
than 9 credits of Directed Study without approval by the Dean of the Seminary.

o Doctor of Ministry students are permitted to take up to six (6) elective credits as Directed Study for
the duration of the program upon approval from the Doctor of Ministry Committee.

0 An administrative fee is charged, in addition to regular per-credit tuition, for each Directed Study.

Student Audit of Courses (non-credit):
Full-time students may audit up to six credits during a semester at no charge. Part-time students may audit
courses for a charge equal to one-half the regular tuition rate.

1 Students who wish to audit a course must seek permission from the professor. The extent of involvement of
the auditor is to be negotiated with the professor. Professors may reserve the right to refuse auditors, and
auditors will not be permitted in a course filled with the maximum number of registered students.

1 The student may register to Audit a course during the regular on-line registration process by choosing
fi A u dathérthanfi Cr e ®oicompléte the process, the student submits to the registrar a completed and
signed AUDIT FORM. The Add or Drop Courses form is required if the request is submitted after the on-
line registration period.

1 At the conclusion of the course, the professor will determine if the student has successfully completed an
audit. If so, the student will receive "AUD" on her or his transcript. If not, the course will not appear on the
transcript.
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Course Extensions (Incompletes):

All work for courses is expected to be completed by the time established in the course syllabus. A student may
request an extension for time to complete course work. Approval of such a request is not automatic and is limited to
one course per semester.

f
f

il

f
f

In order to request an extension for course work, a student must complete a REQUEST FOR EXTENSION
OF CLASSWORK form.

The form must be signed by the course instructor and the student's faculty advisor before an extension is
considered. Unsigned forms will be returned to the student.

The signed form must be submitted to the registrar no later than the last day of the academic term for
which it is requested.
Itisthes t u d easporsibility to ensure that the signed extension form is delivered by the due date to
the registrar for processing.
Students on Academic Probation are not eligible to request extension of coursework during the semester of
probation.
Course Extension Deadlines:
Completed work must be delivered to the Registrar on or before the close of business on the designated date
noted on the following schedule.
Extension for Term One must be submitted by December 5
Extension for Term Two must be submitted by March 15
Extension for Term Three must be submitted by June 5
Extension for Summer Term must be submitted by July 15
If the due date falls on a Saturday, Sunday or holiday, the work may be submitted by 8:30
a.m. on the following business day.
If the student fails to deliver completed work to the Registrar on or before the close of business by
the designated deadline, agrade of i Far fi F a will lbe entered onthe s t u d eredor@.sSee also
Standards for Academic Performance, Section 7.

=4 =4 =8 -8 -a-9-1

1 The Registrar will record receipt of and forward the completed work to the professor.
9 A course for which an extension has been granted will be entered on the student's transcript as

0 i n c o m(nt),evhieh will remain until the professor submits a change of grade, provided the
student complies with the designated submission dates.

1 Additional Extension or Variance on Course Extension Deadline: Under extenuating circumstances a

il

f
f

student may request more than one extension or a variance on extension deadlines. In this case, the
student must

o Petition the Dean of the Seminary in writing indicating the extenuating circumstance as well as a
plan and time frame for completion of the work.

0 Submit to the Registrar an updated REQUEST FOR EXTENSION OF CLASSWORK FORM with
the signatures of both the course instructor and the s t u d dacuitydadvisor, as well as the date
by which the work must be submitted.

Informal arrangements between the student and the professor are not recognized without the submission of
the proper paperwork and approval of the Dean of the Seminary, and a student risks having a failing
grade posted to her/his academic record.

For recipients of Federal Stafford loans, fi | n ¢ o mgrddes orethie transcript may affect the determination
of Satisfactory Academic Progress toward completion of the degree, required for loan eligibility.

Grades for courses in which extensions have been approved are due from the professor no later than the
end of the subsequent term.

1 An administrative fee is charged for each request for extension of course work.

Registration for Clinical Pastoral Education (CPE):
Students in the Master of Divinity and Master of Arts (Religion) programs are encouraged, but not required, to
participate in Clinical Pastoral Education (CPE) during the course of their studies. Because CPE programs fill
quickly, it is recommended that students explore program options and apply early.

1 Students wishing to apply CPE to their Field Education requirement can receive 1.5 credits for PT355, and

should not register for Field Education. If students are not applying CPE toward Field Education no

2018-2019 Student Handbook Page 23



Lancaster Theological Seminary 2018-2019 Student Handbook

requirement is needed for Field Education.

1 Documentation of acceptance by the CPE site must accompany registration for CPE.

1 Students are charged at the regular Lancaster Seminary tuition rate, and may request reimbursement for
the site fee only (not to exceed $500.00), according to the policy outlined in Student Financial
Responsibility, Section 6.

1 In order for credits to be awarded, the student must present to the registrar forthe s t u d dila & cdpy of
the CPE evaluation and a statement of successful completion of the CPE provided by the CPE
supervisor. Under no circumstances may a student receive more than 1.5 credit hours for CPE.

1 CPE completed prior to study at Lancaster Seminary is not eligible for transfer into a Lancaster Seminary
degree program

Registration for the Cross-Cultural Component of the Master of Divinity Program
See Master of Divinity Program, Section 13.

Other Registration Opportunities:
Lancaster Seminary has established relationships with the following programs through which seminary students may
earn academic credits.
1 On-Line Study:
Whether through Lancaster Seminary or any ATS-accredited institution, students may request
authorization to undertake on-line study.

0 A completed EXTERNAL OR ON-LINE STUDY REQUEST FORM must be submitted to the
registrar for consideration and approval by the Dean of the Seminary prior to the registration
period.

0 See Academic Policies and Procedures, Section 4, for Lancaster S e mi n @aligy fegarding the
maximum number of on-line credits that will be accepted toward each degree program.

0 See Appendix | : Technology skills and knowledge requirements for participating in Lancaster
Semi n &stcénwrylearningenvi r onment s o

1 Inter-Institutional Studies:
Exchange programs with the following institutions have been established:

o Millersville University and Franklin & Marshall College cross-registration opportunities have
been established whereby full-time degree-seekingma s t semibiaians may, upon approval
from both institutions, take eligible courses during the fall or spring term and pay Lancaster
Seminary tuition. Terms of the exchange and forms are available inther e g i sdfficear 6 s

o Drew Theological Seminary: Lancaster Seminary has entered into an agreement with Drew
Theological Seminary to offer United Methodist doctrine, polity, and history courses on the Drew
campus in Madison, New Jersey, or on-line. Lancaster Seminary students who wish to register
for the United Methodist courses at Drew will do so in the normal registration process.Dr e wd s
tuition and fees will be chargedtothes t u d d.antaéter Seminary account.

o Eastern Mennonite Seminary Lancaster Campus: By special arrangement, degree-seeking
students may apply and register for courses offered by EMS Lancaster campus in accordance
with EMS policies and procedures.

o0 Other opportunities as announced.
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SECTION 61 STUDENT FINANCIAL RESPONSIBILITY

With a commitment to modeling good stewardship, Lancaster Seminary provides the following guidelines related to
student financial responsibility

It is expected that students attending Lancaster Seminary assume the responsibility of:
1 Full payment of tuition and fees generated from their registration.
1 Full payment of all charges for residential or commuter housing and any other miscellaneous charges.

Monthly Student Statements:

Lancaster Seminary does not mail paper billing statements to enrolled students. The monthly billing statement is
available in the SONISWEB system as a ledger form or billing statement form. Failure to acknowledge and review the
electronic statement does not relieve responsibility for timely payments.

Tuition and Fees*

are set each year by the Board of Trustees. For students who pay on a per-credit basis, tuition is assessed for every
course for which a student registers and is charged to student accounts. A tuition adjustment may be applicable if a
student drops a course by submitting the ADD OR DROP COURSES FORM by the stated deadline as set forth in the
Tuition Adjustment Refund Policy in this section. The prevailing fee schedule is available on the website at My LTS |
For Students. Note: Non-attendance does not constitute a course drop. It is the responsibility of the student to submit
the Drop form by the deadline to drop courses without penalty to be considered for a tuition adjustment (see Section
5).

Master of Divinity and Master of Arts in Ministry and Leadership students on a flat-fee tuition plan will be
billed a flat rate twice per year.

Tuition Discount:

Students who pay on a per-credit basis and who register for 12 or more credits in a semester will receive a tuition
discount of $100 per credit. The discount will be applied to the student account after the deadline to drop courses
without penalty. (See Tuition Adjustment Refund Policy in this section.)

Explanation of Related Fees:

1 Student Activity Fee: All students are charged a Student Activity Fee for the Fall and Spring semesters.
The revenue from the Student Activity Fee is managed by the Seminarian Community Council. This fee
is non-refundable should the student leave studies for any reason.

1 Technology Fee: All students are charged a Technology Fee for the Fall and Spring semesters that is used
solely for services that Lancaster Seminary provides for students, including student computing and
technology equipment, software, networks, site assistance and troubleshooting, and the support staff
necessary for these functions to operate effectively. The fee may be pro-rated should the student leave
studies for any reason.

9 Course Evaluation Override Fee: Students are required to complete Course Evaluations each term for their
enrolled courses; failure to do so may result in a course evaluation override. There will be a course
evaluation override fee charge for each course evaluation override where an evaluation is not completed.

1 Graduation Fee: A graduation fee is charged to all students in the last semester of study whether or not the
prospective graduate participates in the commencement ceremony. This fee underwrites, but does not
cover all expenses incurred by the Seminary for commencement and the graduation process.

1 Course fees may be charged for certain courses as announced and/or when Course Packets are required.

1 Cross-Cultural Seminar Fee: The cost of the Cross-Cultural seminar is included in the cost of the flat fee for
MDiv students

1 Overdue Balance Fee: An Overdue Balance Fee will be assessed at a rate of 2% on balances outstanding
30 days or more. This fee will be assessed monthly until the Seminary account has been paid in full.

1 Master of Arts (Religion) Fee: The Capstone Project Fee is charged upon registration for MA300.

1 Master of Arts (Ministry and Leadership) Fee: Fee is charged upon registration for the Capstone
Thesis/Project.

“Lancaster Theological Seminary reserves the right to revise or alter all regulations pertaining to student tuition and fees and collection of tuition
and fees whenever such revision or alterations are deemed necessary.
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1 Doctor of Ministry Fees: In addition to quarterly tuition, Doctor of Ministry students are charged the
Technology Fee and Student Activity Fee one time each semester. A Major Project Consultation Fee
and/or Major Project Advisor Fee may also be charged when appropriate. See also Doctor of Ministry
Program, Section 17.

1 Other fees include a Refund Check Fee for any additional checks requested after Loan Credit refund; a
fee for Stop Payment of check; a fee for Return checks; and a fee if PPL Account is hot changed from
seminary account to apartment resident.

Payment of Tuition and Fees:

Tuition bills for the Fall Semester will be made available in July, with payment due August 15. Tuition bills for the
Spring Semester will be made available in early December, with payment due January 15. Students are
expected to make payment-in-full for tuition and fees by the stated due dates.

1 Every student registered for a course will be financially responsible for tuition for the course.

1 A student who submits the Add or Drop Courses form to the registrar to officially drop the course within the
deadlines set forth under Tuition Adjustment Refund Policy may be eligible for a tuition adjustment
according to the policy. See also Adding and Dropping Courses in Section 5.

1 Non-attendance does not constitute a course drop. It is the responsibility of the student to submit the Drop
form by the deadline to drop courses without penalty to be considered for a tuition adjustment (see Section
5).

Defer Payment of Tuition for Degree-seeking Students:
If payment-in-full by the stated due date is not possible, degree-seeking students may make an arrangement to
defer payment of tuition only under the following guidelines:

9 Degree-seeking students are eligible for the deferred tuition payment plan.

1 Deferred Tuition Payment applies to tuition only; all other fees and charges must be paid in full when due.

1 DEFERRED TUITION PAYMENT PLAN REQUEST FORM must be submitted to the Business Office prior
to the payment due date for the semester (August 15 for fall semester; next business day after January 15
for the spring semester).

1 The form must be accompanied by the Deferred Payment Plan Fee ($50.00), one-third (1/3) of the tuition
amount reflected on the statement (less scholarships and loans), and all other fees and charges on the
statement.

1 By signing and submitting the Deferred Tuition Payment Plan Request form, the student agrees to pay
tuition in the installments specified and according to the plan deadlines noted on the form.

9 Students who not in compliance with the terms of the Plan will not be considered in good financial standing.

1 The Overdue Balance Fee will be assessed if the student is not in compliance with the terms of the
Deferred Tuition Payment Plan.

Submitting Payments:
All payments are to be mailed or delivered to the Business Office in time to arrive on or before the due date noted
on the monthly statement.
1 Checks or money orders may be delivered or mailed to Business Office, Lancaster Theological Seminary,
555 West James Street, Lancaster, PA 17603.
1 Payments may be made through the seminary website at www.lancasterseminary.edu > My LTS T For
Students > Business Office. Processing fees apply.
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Past Due Accounts:
Only students whose seminary accounts are up to date are considered in good financial standing, except as noted
under the Deferred Tuition Payment Plan agreement. A student who owes $1,500 or more to Lancaster Seminary
at the time of registration for the next semester will be placed on Hold and will be unable to register for additional
classes or
1 Receive diplomas or participate in commencement;
1 Issued official transcripts;
1 Receive grades”.
1 The seminary reserves the right to assign a financial mentor to a student whose account is seriously past
due, as determined by the Vice President of Operations and Finance, and may require her or him to
complete the se mi n aeducdiianal offerings related to finances and stewardship as available.

1 The Overdue Balance Fee will be assessed until the seminary account has been paid in full.

Prior Year Charges and Outstanding Balances:

Any student whose Seminary account shows a balance over

$200 as of the end of a Spring Semester (June 30) must arrange to meet with the Business Office to develop a
financial plan. Failure to do so may lead to a student being placed on Administrative Leave of Absence (See
Section 4 > Separation from Seminary).

Financial Mentoring Available:

Lancaster Seminary has engaged financial mentors who are available to assist students in creating a plan for
payment and for future financial planning. The seminary reserves the right to assign a financial mentor to students
whose accounts are seriously past due. Students may also be required to complete thes e mi n aducat@msal
offerings related to finances and stewardship as available. To request a financial mentor, contact Cheryl DeMarco at
717-290-8743 or e-mail to cdemarco@lancasterseminary.edu.

Tuition Adjustment Refund Policy:
Students who submit the REGISTRATION CHANGE to drop courses or submit a Request for Leave of Absence
or Notice of Withdrawal to leave seminary studies prior to the end of a semester may be eligible for an adjustment
of tuition charges. If the adjustment results in a credit balance, the student may be entitled to a refund based on
the date the appropriate signed form or notice is received, according to the following schedule:
1 100% Tuition Refund if appropriate signed form or notice is received by the registrar
o0 Terms1, 2,3, and DMin (10 weeks each) - Up to End of Day 8 of the Term
0 3-credit Intensive Course i Prior to 3rd class meeting
0 2-credit Intensive Course i Prior to 2nd class meeting
0 1- or 1.5-credit Intensive Course i Prior to 2nd class meeting
1 50% Tuition Refund if appropriate signed form or notice is received by the registrar
o Term 1,2, 3 and DMin (10 weeks each) - Up to End of Day 16 of the Term
o 3-credit Intensive Course i Prior to 4th class meeting
0 2-credit Intensive Course i Prior to 3rd class meeting
0 1- or 1.5-credit Intensive Course i Prior to 3rd class meeting
0 Online or Hybrid courses as determined by the Dean.

9 No tuition refund for courses that have been completed nor for dropped courses or withdrawals for which
the appropriate signed form or notice is received by the registrar after the end of the 50% Tuition Refund
period.

1 Master of Divinity and Master of Arts (Ministry and Leadership) students on the flat-fee billing will not
receive a refund for dropping a single course but will be able to re-enroll in the course at a later time
without additional charge.

1 Lancaster Seminary Scholarship may also be adjusted.

®In accordance with FERPA regulations, students have a right to examine their educational records, including electronic records. Upon written
request for an appointment with the registrar, a student may set up a time to view his/her education record. Grades will not be printed nor
disclosed over the phone or email
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1 Students in their second semester and beyond who leave the Seminary will be assessed an Administrative

Fee of $100. Students who leave the Seminary within their first semester of study will not be assessed
the Administrative Fee, but will forfeit the non-refundable Entrance Deposit.

1 Student Activity Fee, which goes directly to the Seminarian Community Council, is non-refundable.

Registration-related fees may be pro-rated.

Tuition Adjustment for Leave of Absence, Military Leave of Absence, Separation or Withdrawal

1

= =

If a student leaves Seminary study prior to the student's completion of a semester, the student may be
eligible for an adjustment of tuition.

If the adjustment results in a credit balance, the student may be entitled to a tuition refund, which shall be
calculated by the registrar based on the date the Request for Leave of Absence or Notice of Withdrawal
form is received, according to the schedule in Section 6.6.

If applicable, Lancaster Seminary scholarship awards may be adjusted.

If applicable, return of Stafford Loan Title IV Funds will be determined according to federal guidelines.

Reimbursement for Clinical Pastoral Education (CPE)

Students paying on a per-credit basis who register for CPE are charged tuition at the regular Lancaster
Seminary tuition rate. Students who are requesting to do the first unit of CPE to fulfill one year of their field
education requirement should register for PT355. Students need to contact the Field Education Coordinator to
begin the reimbursement process. (See also Registration Policies and Procedures, Section 5.)

l

T
T

At the request of the student registered for PT355, the Seminary will cover the site fee only, not to exceed
five hundred dollars ($500.00).

Any other fees charged by the site are not eligible for reimbursement.

If the student does not complete the CPE, the student will be responsible for reimbursing the Seminary any
funds paid on the student's behalf.

In order for the Seminary to cover the cost, the student must submit or arrange for the center to send an
invoice to the Business Office after the 50% refund period has passed for the semester in which he or she
is enrolled.

The Seminary cannot prepay CPE fees. If prepayment is necessary, the student must pay the advance
cost, and present a receipt to the Seminary for reimbursement after the 50% refund period has passed.

Financial Aid at Lancaster Seminary:

Lancaster Seminary provides financial aid to eligible students in the form of Lancaster Seminary Scholarships and
Federal Stafford Loans. If an eligible student wishes to be considered for financial aid, s’lhe must submit a Financial
Aid Application to the Financial Aid Office each academic year.

1

Financial Aid Application Deadline: Prior to May 15 of each year, returning students who wish to be
considered for seminary scholarships for the next academic year must complete the Free Application for
Federal Student Aid (www.fafsa.ed.gov) and submit it to Lancaster Seminary along with the Lancaster
Seminary Financial Aid Application form. Both the FAFSA and the Lancaster Seminary Financial Aid
Application form are used to determine eligibility for both Lancaster Seminary Scholarships and federal
Stafford loans (if applicable). Prospective students must comply with all instructions from the Office of
Admissions and Financial Aid to be considered for scholarship assistance for the following academic year.
Eligibility for Lancaster Seminary Scholarships: To be eligible for Lancaster Seminary scholarship funds, a
student must be
0 seeking a degree or certificate AND
0 registered for a minimum of six (6) credits per semester, AND
0 making satisfactory academic progress (Section 8) and be responsible members of the Seminary
community (Section 9).
o Insome instances, the student must demonstrate financial need.
o Students awarded Lancaster Seminary scholarships are required to
A attend three (3) financial education classes of a maximum of 1.5 hours each (no academic
credit).
A Waivers will be considered on a case by case basis by the Financial Aid Officer and the Dean
of the Seminary.
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1 Lancaster Seminary Scholarships: Tuition scholarships are generally available to Lancaster Seminary
students who meet the eligibility requirements. The amount of funds available for Seminary allocation to
students varies each year. Scholarships are awarded as long as funds are available.

o Scholarships will be awarded for a maximum of 75 attempted credits for MDiv students, a
maximum of 52 attempted credits for MA(R) students or a maximum of 48 attempted credits for
MAML students.

o Scholarships may be need-based and/or merit-based.

o0 Some scholarships may require specific criteria.

o0 Scholarship amounts may be adjusted according to the number of credits for which the student has
registered.

o Lancaster Seminary scholarship funds cannot be applied to classes taken at other seminaries or
institutions.

1 Federal Stafford Loans: Lancaster Theological Seminary participates in the Federal Family Education Loan
(Title IV) Program. Based on federal guidelines, graduate and professional students are only eligible to
receive unsubsidized loans, which are non-need based loans guaranteed by the government and made
through the U.S. Department of Education. The student is responsible for all interest payments accrued
with unsubsidized loans. For st udents who have earned theithebachel
Stafford borrowing maximum allowed by the federal government for your seminary studies is $20,500 per
academic year. These funds, by law, must be disbursed in two equal amounts, near the start of the first
semester and the start of the second semester. Students may receive not receive a check from the
business office from their student loan funds until after all bills with Lancaster Theological Seminary have
been paid for the semester in which such loan funds are disbursed. For questions about the total cap on
student loans, deferment of your previous students loans, or any other such details, contact the Office of
Admissions and Financial Aid.

o MDiv, MA(R) and MAML students enrolled for a minimum of six (6) credits per semester and all
DMin students are eligible to apply for Stafford Loans.

A Fall Semester Certification: returning students should apply by May 15; new students should
apply as soon as they are accepted if they have not already done so in conjunction with
admissions process. At the latest, this application should be completed no later than one
month prior to entrance.

A Spring Semester Certification: new or returning students who did not apply in the Fall semester
should apply by December 1 for timely spring disbursement.

A Students who apply by the stated dates and are certified to receive federal Stafford loans to be
received onthe S e mi n alisburéement dates for each semester will not be assessed the
Deferred Payment Fee.

A Students who apply after the beginning of the semester for which they are requesting loans
may be automatically assessed the Deferred Payment Fee.

0 A student who has $50,000 or more of prior student loan debt will be required to meet with the
Financial Aid Counselor prior to acceptance.

o0 Any previous default action must be resolved before admission is finalized. Financial Aid Officer will
provide information as needed, but it willbe the s t u d eesporisibility to clear the default.

o A student who has any outstanding balance to Lancaster Seminary at the time of registration for
the next semester will be unable to register for additional classes or receive transcripts, diplomas
or gradese. (See also Past Due Accounts).

o Exit Counseling Requirement: Exit counseling with the coordinator of financial aid is required on
or before the last day of attendance when a student ceases to be enrolled at least half-time or
discontinues studies.

A Aloan recipient who leaves study for any reason is required to notify her/his lender promptly.

A Graduating students should schedule their exit counseling sessions not later than the last day
of April of the year of graduation.

Completion of Exit Counseling is required to be cleared for graduation.
Students who complete studies in December or January must complete exit counseling
before the last day of attendance.

®In accordance with FERPA regulations, students have a right to examine their educational records, including electronic records. Upon written
request for an appointment with the registrar, a student may set up a time to view his/her education record. Grades will not be printed nor
disclosed over the phone or email
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A The Seminary notifies the NSLDS (National Student Loan Database System) within 30 days of
~as t ud deaving Seminary studies or dropping below half-time enroliment.
A The effective date of leaving Seminary studies is determined by federal guidelines.

Return of Title IV Funds for Stafford Loan Borrowers:

For Stafford loan borrowers who leave the seminary, return of Title IV Funds will be determined

according to federal guidelines. If a student has completed more than 60% of the payment period,

he or she is considered to have earned 100% of the Title IV loan aid received for the payment

period. In this case, no funds need

to be returned to the Title IV aid programs. If a student withdraws before completing more than 60% of the payment
period, the amount of any Title IV loan aid the student received for the period

must be recalculated to reflect the portion of the period completed prior to leaving studies. The unearned Title IV
loan aid for the percentage of the payment period not completed must be returned to the applicable Title IV
program. Return of the Title IV Funds will be distributed in the following order: [Note: Lancaster Theological
Seminary students are eligible for Unsubsidized Federal Stafford Loans only.]

1. Unsubsidized Federal Stafford Loan

2 Direct Unsubsidized Stafford Loan

3. PLUS loans received on behalf of the student

4, Direct PLUS loans received on behalf of the student

5 Other Title IV grant or loan assistance
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SECTION T 7 STANDARDS FOR ACADEMIC PERFORMANCE

In addition to the specific curricular requirements, there are two primary standards used to assess academic
performance: (1) at least a 2.0 grade point average (GPA) for each semester for Ma s t studénss; at least a 3.0
grade point average (GPA) for each semester for doctoral students; and (2) satisfactory academic progress toward
completion of the degree. Determination of Satisfactory Academic Progress is outlined in Upholding Academic
Standards, Section 8, forma s t studénss, and in Section 17 for Doctor of Ministry students.

Grades and Cumulative Grade Average:

Students regularly receive both oral and written feedback on course work. Formal evaluation for courses includes
the assignment of letter grades or a designation of i P a ®rdid- a iThe fobowing indicates the numerical
equivalents for letter grades used to determine cumulative grade averages. It identifies grades which figure into
the GPA and for which credit is earned (counted toward the program) or attempted:

Grade Description Points | In GPA Credits

A Excellent 4.0 Y Earned

A- Excellent 3.7 Y Earned

B+ Good (M) 33 Y Earned

B Good 3.0 Y Earned

B- Good (M) 2.7 Y Earned (M)
Not Passing (D) Attempted (D)

C+ Fair (M) 2.3 Y Earned (M)
Not Passing (D) Attempted (D)

C Fair (M) 2.0 Y Earned (M)
Not Passing (D) Attempted (D)

Pass Equal To C or greater (M) 0.0 N Earned
Equal To B or greater (D)

C- Not Passing 17 Y Attempted

D+ Not Passing 13 Y Attempted

D Not Passing 1.0 Y Attempted

D- Not Passing 0.3 Y Attempted

F Not Passing 0.0 Y Attempted

Fail Equal. To C- or lower (M) 0.0 N Attempted
Equal to B- or lower (D)

| Incomplete 0.0 N Attempted

W, WP, WF Withdrawn from course 0.0 N Attempted

Earned and Attempted Credits:
All credits for which a student registers are considered fi a t t e nogedit® whéther or not they have been
successfully completed.

1 Master's students (M):

o Credits for courses for which a student earns a letter grade of C or higher or Pass are considered
attempted and earned credits toward completion of the degree. Letter grades are used in
calculating the GPA.

o Credits for courses for which a student earns a letter grade of C- or lower, Fail, WP or WF are
considered attempted credits only and are not counted toward completion of the degree. Letter
grades are used in calculating the GPA.
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T Doctords Students (D):

o Credits for courses for which a student earns a letter grade of B or higher or Pass are considered
attempted and earned credts toward completion of the degree. Letter grades are used in
calculating the GPA.

o Credits for courses for which a student earns a letter grade of B- or lower, Fail, WP or WF are
considered attempted credits and are not counted toward completion of the degree. Letter grades
are used in calculating the GPA.

1 Neitheri P a 1& @ F ais chlculated in grade point averages.
1 @ Fodi F athat has not been resolved by the last day of the term following the one in which it was earned
willremainonthes t u d eermabent record.

Alternate Grading Option:
Professors designate courses as either letter graded or pass/fail at the beginning of the term as noted on the course
schedule posted for the semester. A student may choose the alternate form of evaluation (except for Ministerial
Studies sequence courses) by taking the following steps:
1 Complete the portion of the ALTERNATE GRADE FORM marked fi P a s s Gradiag Aption For Graded
Cour @i be tGtadeOption For Pass/FalCour se. 0
1 The student must submit the completed form to the registrar within the first two weeks of the beginning of a
Fall or Spring term 10-week course or before the second class period of shorter term courses.
Once an alternate grading option is chosen and processed, it is irrevocable.
In addition to submitting the proper form to the registrar, the student is responsible for notifying the professor
at the beginning of the term that s/he would like a grade for a course that has been designated as pass/fail.
1 Atthe completion of the term, the instructor may submit a letter grade for all members of the class. If the
student has elected to be evaluated with a pass/fail, the transcript will show a "Pass" for a grade of C or
higher, or a "Fail" for a grade of C- or lower

T
T

Repeating a Course:
Ma s t studénss may be required to repeat failed courses as follows:
Required courses with a grade of C- or below, Fail, WP or WF must be repeated and successfully completed in
order to fulfill graduation requirements.
1 Elective courses with a grade of C- or below, Fail, WP or WF may be repeated atthes t u d aliactefios.
1 Both the C- or below or Fail grades and the subsequent passing grade from repeating the course are
included inthes t u d eerrhadent record. In the case of letter grades, the new passing grade is included
in calculating grade point average.
1 Arequired course may be repeated more than once only upon authorization from the Dean of the
Seminary.
The student will be charged tuition at the time of registration for the course to be repeated.
Scholarship funding is not provided for any repeated course tuition charges.
Courses for which a passing grade has been earned may not be repeated for the purpose of improving the
grade.

= = =4

Class Attendance:
Students are expected to attend every class session in its entirety. Attendance in each course is recorded in the
manner preferred by the instructor.
1 Absences and tardiness may be taken into consideration in evaluatingthe s e mi n a total aontébsation to
the work of the course.
9 Allabsences not satisfactorily explained by the seminarian are regarded as unexcused.
1 The student is responsible for consulting with the professor about the best means for making up work
missed due to absence.
1 Normally, missing 20% or more of class sessions will result in failure of the course.
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Contesting a Grade:
A student who is dissatisfied with the grade earned in a course must first seek to resolve the issue through a direct
conference with the course instructor. If the dispute cannot be resolved in this manner the ma s t studénsmay
bring the concern to the Dean of the Seminary, orthe d o ¢ t siudeitanay bring the concern to the Chair of the
Doctor of Ministry Committee.
1 The Dean of the Seminary (or Chair) shall confer with the student and the instructor for the purpose of
negotiating a solution.
1 If a mutually satisfactory outcome cannot be found through such negotiation, the student may request a
formal review by submitting a written request to the Dean of the Seminary (or Chair), within five (5)
business days from the date of the decision, stating reasons for contesting the grade.

1 The Dean of the Seminary (or Chair) then will arrange to have the student's work evaluated by a second
reader, either another Lancaster Seminary professor qualified in the same field or another person outside
the Lancaster Seminary faculty who is equally well qualified.

1 After receiving a report from the second reader, the Dean of the Seminary (or Chair) will make a
determination on the final grade.

1 If the student is not satisfied with the decision of the Dean of the Seminary (or Chair), s/he may appeal to
the Faculty within five (5) business days from the date of the report, for further review.

I The decision of the Faculty is final.
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SECTION 8 7 UPHOLDING ACADEMIC STANDARDS

Determination of Satisfactory Academic Progress:
A student is considered to be makingfi s a t i sacaenticoprryo g rase fellows:
1 Masters Students
o A cumulative GPA of 2.0 for graded courses is maintained and/or
o No more than one (1) failing grade (F, Fail or WF) per semester is earned, not to exceed three (3)
failing grades for the duration of the degree program.
1 Doctors Students
o A cumulative GPA of 3.0 for graded courses is maintained,;
0 no course or components of the program are failed,;
o0 anaverage of ten (10) credit hours per semester are successfully completed within the first three
years in the program; and
o the completion of the doctoral project is on schedule.
1 Federal Stafford Loan Borrowers:
Federal regulations require that Stafford loan borrowers must make satisfactory academic progress toward
a degree, to be reviewed at the end of each academic year, and must be on track to complete the degree
program within the time limits described in Section 2. Stafford loan borrowers who are not making
satisfactory academic progress or are on probation may file an appeal to continue to receive a loan for the
next year by completing and submitting to the Financial Aid Office an ACADEMIC PROGRESS APPEAL
FORM, documenting extenuating personal circumstances and/or a remedial academic plan approved by
the advisor.

Progress Toward Completion of the Degree:

If there is an indication that a masters student is not making satisfactory academic progress toward completion of
a degree, the studentd faculty advisor and the Dean of the Seminary, after consultation with the student, may
formulate a motion for action by the faculty. Faculty action may include:

1 Suspension pending satisfactory completion of remedial steps such as tutoring, special course work or
counseling, or

1 Administrative Leave of Absence with terms to be specified by the faculty; or

1 Dismissal.

1 Inthe case of a Master of Divinity student, the Dean of the Seminary may report an action of the faculty to
thes t u d euthorizing committee or similar endorsing denominational body.

91 If there is an indication that a doctoral student is not making satisfactory academic progress toward the
degree (for example, failing any course or component of the curriculum), the chair of the Doctor of Ministry
Committee, in consultation with the s t u d eadvisod and the student, may make a recommendation to the
Doctor of Ministry Committee. The Committee may formulate a motion for action by the faculty that may
include the above.

1 Appeals: A student has the right to appeal an action of the faculty according to the process set forth in
Standards for Conduct, Section 9.

Academic Probation:
Ama s t studénsis automatically placed on academic probation for the subsequent semester and will be notified
by the D e a nO#fise of his or her probationary status when:
1 The grade point average for courses taken during a fall or spring semester is below 2.0, or
1 F, Fail or WF is earned for any course.
1 To be removed from academic probation, the student must:
o Achieve a 2.0 or higher grade point average, and/or all i P a grades for courses taken as
Pass/Fail, during the semester of probation;
o Complete all course work by the end of the semester due date with no course extensions;
o0 Meetregularly during the semester with his or her faculty advisor; and

0 Achieve a 2.0 or higher cumulative grade point average, and/or all i P a gradés for courses taken
as Pass/Fail.

If the student does not meet the conditions of academic probation, the Dean of the Seminary in consultation
withthes t u d eadvisod, svill formulate a motion for action by the faculty. This action may include
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continuation of probation, suspension or dismissal. In the case of a Master of Divinity student, the Dean of
the Seminary may report the decision of the faculty tothe s t u d euthor&ziag committee or similar
endorsing denominational body. Stafford loan borrowers are subject to federal regulations regarding
probation

Faculty Review of Student Progress:
Substance of the Review: The faculty reviews, on at least an annual basis, eachs t u d gnmodredsstoward
completion of his or her degree program. This evaluation includes areas related to readiness for ministry consistent
withthe s e mi n anissyod ssatement, academic policies and standards for student conduct. The review includes
assessments of:

1 Academic Performance

1 Vocational Development

1 Maturity of faith and character

Purpose of the review: The purpose of the review is to identify areas of affirmation and concern in ways that may be
helpful to the faculty in supporting the student and in being faithful to the needs of the church. If the faculty
determines thatas t u d emdredsstoward readiness for ministry is deficient in regard to academic performance,
vocational development or maturity of faith and character, it may, at its sole discretion, recommend or require of the
student one or more of the following:

Supportive consultation with the faculty advisor.

Remedial studies at Lancaster Seminary or elsewhere.

Transfer to a different degree program, if applicable.

Leave of Absence

Dismissal from studies.

Other appropriate responses.

= =2 =448

In the case of a Master of Divinity student, the Dean of the Seminary may report the determination,
recommendation, requirement or action of the faculty tothe s t u d eauthorézing committee or similar endorsing
denominational body when such action is appropriate.

Appeal Process:
An appeal of a faculty determination, recommendation, requirement or action may be made according to the
procedure set forth in Appeals in Section 9.
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SECTION 917 STANDARDS FOR ACADEMIC INTEGRITY

As a theological seminary educating and strengthening persons for service to church and society, the Seminary

expects students to commit themselves to high standards of academic and community life. Expected in all matters is

honesty, respect for others and care for the quality of community life. When a student violates the Standards for

Academic Integrity, the Seminary seeks to address the breach in both pastoral and just ways.

Statement of Standards:

Lancaster Theological Seminary students act in all academic and Seminary matters with the utmost honesty and

integrity. They conduct themselves professionally and responsibly in order to promote a community of trust and

respect. Thesef undamental values inform and support the Seminary:

nurturing community, and upholding academic excellence.
1 Students are asked to affirm this statement during new student orientation.
1 Faculty are asked to include this statement in their syllabi.

Breaches of the Seminaryés Standards for Academic
1 Cheating on examinations and papers;
9 Plagiarism, including but not limited to:
0 Misrepresenting the nature and extentofone 6 s own research;
o Of fering work done by others as onebds own;
o Employing words and/or ideas originating with others without proper acknowledgement; and/or
0

I ntegr i

Submitting the same work for more than one course without clear and prior consent of all instructors.

Standards Committee:

The Standards Committee is appointed annually by the Dean of the Seminary and consists of at least two faculty

members (excluding the President and the Dean of the Seminary) and two students. The Standards Committee meets

when called for an academic integrity hearing and occasionally for policy review and revision.

Procedure:

When there is a suspected breach of the Standards for Academic Integrity, the following procedure shall be followed:

1. A faculty member or student who suspects a student of violating the standards of academic integrity, shall report

their suspicions to the Dean of the Seminary in writing with supporting evidence.

2. If there is sufficient evidence for an inquiry, the Dean of the Seminary shall determine the severity of the alleged

violation and if it is a first-time or repeat offense.

3. For first-time, not severe offenses:

3.1. The Dean of the Seminary shall convene a meeting with the student, faculty member for the course

involved, and faculty advisor to review what happened.

3.2. If the student is found not guilty, no further action is taken.

3.3. If the student pleads not guilty, the Dean of the Seminary shall refer the case to the Standards Committee

(see 4.1 and following).

3.4. If the student pleads guilty, the Dean of the Seminary shall decide on appropriate consequence (e.g.,

supplementary writing assignment or required sessions with a writing coach) and communicate this along
with any requirements in writing to all present at the meeting and support personnel designated to assist

the student with meeting the requirements.

35, The Deanédés Office shall track the student 6s

progress

responsibility to stay in contact with the Deano6s Of
Seminary notifies the faculty member and faculty advisor in writing when the student has completed the

requirements.

3.6. If a student fails to follow through on the requirements within the time frame specified, the Dean of the

Seminary shall refer the case to the Standards Committee (see 4.1 and following).
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4. For repeat offenses and severe first-time offenses, the Dean of the Seminary shall refer the case to the Standards
Committee:

4.1. The Standards Committee shall convene an academic integrity hearing within five (5) business days of
receiving the referral. It shall request and review all pertinent information, hear testimony from the student,
and hear testimony from the faculty member of the course.

4.2. If the student is found not guilty, a report shall be made to the faculty and no further action is taken.

4.3. If the student is found guilty, the Standards Committee deliberates on an appropriate disciplinary action
and formulates a motion for faculty action:

1 Formal Admonishment: A written statement that becomes apartoft he st udent ds per man

1 Suspension: Action to suspend a student includes a recommendation of steps the student should take
to be permitted to resume studies.

0 A student may apply to the Dean of the Seminary for removal of a suspension after satisfactory
completion of recommended steps.

0 Removal of suspension is an action of the Dean of the Seminary in consultation with the faculty.

0 Students returning from suspension may participate in a restorative welcome circle facilitated by
the chair of the Standards Committee.

9 Dismissal: Students dismissed from the Seminary may not resume studies without re-applying and
being admitted. Dismissal will be recorded on the
action will become a pentfite.e of the studentds per man

91 Other action appropriate to the circumstances.

4.4. Upon receiving the motion from the Standards Committee, the regular faculty shall convene to deliberate
and decide on an action. The Dean of the Seminary shall communicate the outcome to the student.

45.1f the action involves requirements to be met by the
progress toward meeting the requirements. It is the
Deanbés Office whi | entsfThe Oeanloflthe Seminanhnetifies the ragular écuky when
the student has completed the requirements.
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Appeals:

A student receiving a consequence by the Dean of the Seminary or disciplinary action by faculty action may appeal
to the President according to the following procedure:

1. The student must submit the request for an appeal in writing to the President within five (5) business days of
the date of the decision, documenting the basis of the appeal.

2. The President shall review the request with supporting documentation and convene a meeting with the student,
faculty advisor, and the original arbiter (either the Dean of the Seminary or chair of the Standards Committee).

3. If the President decides to uphold the original decision, no further appeal may be made. The decision of the
President is final.

4. If the President agrees to reopen the case, the President shall appoint an Appeals Committee comprised of
one faculty member (excluding the President, the Dean of the Seminary, the chair of the Standards Committee,
and the faculty member of the course), one student (excluding members of the Standards Committee), and one
ministerial formation instructor (excluding members of the Standards Committee).

5. The Appeals Committee shall review the case by studying all documentation from the case, hearing testimony
from the student, hearing testimony from the faculty member of the course, and hearing testimony from the
original arbiter (either the Dean of the Seminary or chair of the Standards Committee).

6. Upon completion of its review, the Appeals Committee shall provide a written report and recommendation to
the President.

7. The President shall decide on the appeal and notify the student of the decision within five (5) business days of
receiving the report from the Appeals Committee. No further appeal may be made. The decision of the
President is final.

Appeals

Student appeals the decision in writing, documenting the basis
for the appeal, o President within 5 days

President reviews the request with documentation and convenes a meeting with
student, faculty advisor, and original arbiter {either Dean or chair of Standards

Committes)
President agrees to reopen the case President upholds the original decision

President appoints an Appeals Committee comprised of one faculty member, one
student, and one ministerial formation instructor

Appeals Committee reviews the case:

- studies all documentation from the case

- hears testimony from the student

- hears testimony from the faculty member

- hears testimony from the Dean or chair of Standards Committes
- provides a writien report and recommendation to the President

President decides on the appeal and responds to student within & days of receiving
the report from the Appeals Committee; the decision of the President is fina

Approved by the Faculty, 5/8/2018

2018-2019 Student Handbook Page 39



Lancaster Theological Seminary 2018-2019 Student Handbook

SECTION 107 STANDARDS FOR PERSONAL INTEGRITY

As a Christian community of learning, the Seminary expects that all members of our community show respect for one
another. Such respect includes care for the personal well-being and faith development of others. It involves sensitivity
to personal differences, including racial, sexual, ethnic and religious diversity. Such respect also extends to respect for
the property and privacy of others.

Students in any program of and/or employed by the Seminary are subject to all policies adopted by Lancaster
Theological Seminary. Such policies include but are not limited to: Anti-Harassment Policy; Prevention of Sexual
Assault and Rape Policy; Alcohol & Substance Abuse/Drug-Free Workplace Policy; Smoking Policy; Electronic
Communications Policy; and Guidelines for Conduct (see Appendix I).

Statement of Standards:
Pl ease see the fNnStatement of St andardso in Section 9, St ¢

Breaches of the Seminary6s iBduderbdtare mbslimifedto theRaetslistadimahe | nt egr i
Guidelines for Conduct (see Appendix I).

Grievance Policy:

If a person feels aggrieved by a member of the Lancaster Theological Seminary community, the issue should first be
discussed with and, if possible, resolved with the other relevant party. Ideally, this should be achieved by meeting
face to face with the other party rather than through memo, email or voice mail. Lacking a mutually satisfactory
resolution, a person may bring a formal grievance to the appropriate authority.

Superseding Procedures:
Some breaches of the Seminarydéds Standards for Personal I
procedure presented here. Those procedures are:
1 For cases of harassment, sexual or otherwise, follow the procedure in the Anti-Harassment Policy (see
Appendix 1)
1 For cases of rape and sexual assault, follow the procedure in the Prevention of Sexual Assault and Rape
Policy (see Appendix I)
91 For cases of criminal activity, follow the Procedures to Report Criminal Activity and Emergencies (see
Appendix 1)
1 For faculty grievances against a student, see the procedure documented in the Faculty Manual, which may be
found on the website uforfFecufiFgoulty > My LTS
1 For consensual, amorous relationships between faculty and students, see the policy documented in the Faculty
Manual, whi ch may be found on the WeePacuétynder fAFaculty
For violations of the Family Educational Rights and Privacy Act of 1974 as Amended (FERPA), see Section 4
For complaints in areas related to the accrediting standards of The Commission on Accrediting of The
Assaociation of Theological Schools in the United States and Canada, report directly to:
The Association of Theological Schools in the United States and Canada
The Commission on Accrediting
10 Summit Park Drive
Pittsburgh, PA 15275
Telephone: 412-788-6505
Fax: 412-788-6510
Website: http://www.ats.edu

=A =

Procedure:
When there is a suspected breach of the Standards for Personal Integrity that is not covered by one of the
procedures mentioned above, the following procedure shall be followed:

1. Anyone who suspects a member of the Lancaster Theological Seminary community of violating the standards for
personal integrity shall report their suspicions in writing with supporting evidence to the appropriate authority,
hereafter called the arbiter:
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1 Student, staff, and faculty concerns are reported to the Dean of the Seminary;
1 Dean of the Seminary concerns are reported to the President; and

1 President concerns are reported to the Chair of the Personnel Sub-committee of the Executive
Committee of the Board of Trustees.

2. The arbiter shall name at least two other people to form an Investigative Council. The two council members named
must not have the same designation (student, faculty, staff) and must not be involved in the case. If appropriate,
the arbiter may choose to call the Standards Committee to act in the place of an Investigative Council.

3. The Investigative Council, under the leadership of the arbiter, shall collect evidence and pertinent material for the
case. If the Standards Committee is called in place of an Investigative Council, the chair of the Standards
Committee shall lead the committee through the process and shall make a report to the arbiter. Upon review of the
evidence collected, the arbiter decides whether or not to issue a formal charge.

4. No charge is issued when there is insufficient evidence that a violation occurred. The case may be reopened if new
evidence arises.

5. Acharge is issued when there is sufficient evidence to suggest a violation occurred. At the time the charge is
issued, the arbiter shall determine the severity of the violation and if it is a first-time or repeat offense.

6. For first-time offenses:
6.1. The arbiter convenes a meeting with the offender and the complainant to review what happened.
6.2. If the offender pleads not guilty, the arbiter and investigative council hold a hearing (see 7.1 and following).

6.3. If the offender pleads guilty, the arbiter decides on an appropriate consequence and communicates this
along with any requirements for restitution in writing to all present at the meeting.

64. The arbiterds office shall track the offenderés p
responsibility to stay i n ilefalfilihgahe tequirements. Thehasiteanotifies t e
the complainant in writing when full restitution is complete.

rog
rés
7. Forrepeat offenses and severe first-time offenses, the arbiter and Investigative Council shall hold a hearing:

7.1. The Investigative Council, under the leadership of the arbiter, shall convene a personal integrity hearing
within five (5) business days of the issuance of the formal charge. It shall request and review all pertinent
information, hear testimony from the offender, and hear testimony from the complainant. If the Standards
Committee is called in place of an Investigative Council, the chair of the Standards Committee shall lead
the committee through the personal integrity hearing and shall provide a report with recommendations to
the arbiter.

7.2. If the offender is found not guilty, a report of the case is filed, and no further action is taken.

7.3. If the offender is found guilty, the arbiter deliberates on an appropriate disciplinary action (if the offender is
a student, please see 4.3underi Pr ocedur edo in Section 9):
A Formal admonishment;
A Suspension;
A Dismissal; or
A Other action appropriate to the circumstances.

7.4. The arbiter shall communicate the decision to all concerned parties in writing.

7.5. If the action involves requirements to be metbytheof f ender, the arbiteroés offic
progress toward meeting the requirements. |t is the
arbiterds office while fulfilling the wriingwhemfelment s.
restitution is complete.
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