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Foreword

Following His resurrection, Jesus stressed the high priority of disciple-making as the central 
activity in the Great Commission. Christ has never changed His priority! A reproducing 
church, however, requires renewal with each generation to cultivate Spirit-filled, biblically 
trained leaders who will advance the mission of God in the world. To this end, theological 
education plays a critical role in the health and growth of the church. 

As a theological educator, I am overjoyed by the development of this resource designed 
to equip and empower individuals who are called by God to serve in the arena of 
theological education. Harvest workers need good harvest tools! My personal desire to 
see the development of this particular resource emerged out of my experiences working 
alongside national churches and their training programs across Africa. These experiences 
with friends and coworkers have taught me some valuable principles about theological 
education and the church.

One important lesson is that while theological education must be theologically sound, it 
must also be educationally tenable. Theology and education are not mutually exclusive; 
yet, the key to positioning them toward a missional orientation is often catalyzed by good 
personal and institutional leadership skills. 

Let me illustrate this with an observation. In various contexts, a national church may 
appoint an individual to an administrative role over a theological institution, only to 
later express growing frustration about unrealized expectations because the school is not 
producing the kind of students who positively contribute to the life and growth of the 
church. In the meantime, the academic administrator feels increasingly uncertain as to his 
role and the institution that has been placed in his hands. 

While various factors work against quality theological training, one common problem 
is poor training for academic leaders to effectively oversee educational systems. In most 
cases, the problem does not relate to an academic leader not having an earned biblical or 
theological degree, exhibiting a lack of motivation, or falling short in intellectual ability. 
Instead, the issue normally concerns the individual having little or no training on how to 
effectively design and manage academic institutions and lead an educational team.



vi  |  Bible School Leadership Manual

While biblical and theological training must remain central to Pentecostal ministry, 
we need to ensure a parallel track of equipping institutional administrators and faculty 
to enhance personal leadership skills, to place people in their area of giftedness, and to 
design relevant programs based on desired outcomes—all of which will result in more 
effectual training systems to shape a new generation of pastors, teachers, evangelists, and 
missionaries to strengthen and grow the church of tomorrow.

Theological institutions remain critical for shaping future church leaders, and as such, our 
academic leaders play an important role in successfully achieving this strategic outcome. 
The Bible School Leadership Manual is designed to offer a practical and relevant tool to 
motivate and equip personal and institutional reflection and encourage our ecclesiastical 
training efforts toward higher levels of educational and ministerial standards. 

It is no secret that Pentecostalism has emerged as a prominent narrative in Africa’s religious 
landscape. The growth of the Pentecostal church in Africa now requires viable and 
sustainable models of education that will both strengthen and grow this church movement. 
If this is to happen, academic leaders and our institutions must be sufficiently prepared. 
The church in Africa will need not hundreds, but millions of trained leaders to fulfill the 
task of the Great Commission in this millennium. In response, our academic leaders and 
educational institutions must rise to greater standards of educational practice that will 
encourage and equip our national churches to confidently advance gospel proclamation, 
church planting, and disciple-making through the empowerment of the Holy Spirit.

The value of this harvest-tool resource kit is that it seeks to drive theological training from 
the grassroots no matter the academic level or model. My hope for this tool kit is that it 
will be greatly studied and utilized by academic leaders toward personal and institutional 
growth to promote excellence in Pentecostal theological education.

Your coworker in the harvest,

John L. Easter, Ph.D.
Executive Director, Africa’s Hope
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Introduction

In the first fifteen years of the twenty-first century, the Assemblies of God in Africa grew 
by an average of ten new churches and 1,900 converts a day. The amazing growth of the 
church demonstrates the urgent need for training more leaders and equipping Bible schools 
to teach this ever-growing number of students. This must be done as quickly as possible.

In February 2015, a group of missionary educators met to discuss the prospect of creating a 
unique resource for African Bible school administrators. The result is the manual you hold, 
designed to give administrators a systematic approach for leading Bible schools. 

The material in this manual and the digital resource is based on the ten standards of 
quality recommended by the Association for Pentecostal Theological Education in Africa 
(APTEA). The primary goals of this manual are (1) to provide information and guidance 
for schools in the process of a self-study and (2) to share resources from multiple well-
developed institutions to help schools that lack the personnel to develop these on their 
own. The Bible School Leadership Manual has three components: 

OVERVIEW OF THE TEN STANDARDS

The first component is an overview of each of the ten standards required by the Association 
for Pentecostal Theological Education in Africa (APTEA). To be endorsed or accredited 
by APTEA, a school must conduct a self-study that requires self-examination in each of 
these standards. This manual provides foundational instruction about how to conduct this 
self-study. 

APPENDICES RELATED TO THE STANDARDS

The second component is a set of detailed appendices. The first ten give samples, forms, and 
instructions for each of the ten standards. Appendix 11 lists the ten standards with their 
corresponding components and typical indicators. 

FREE DIGITAL RESOURCES

The third component is an extensive digital resource containing editable versions of the 
materials in the appendices, as well as many additional samples, forms, and instructions. 
All of these resources can be adapted for local school use. See Appendix 12 at the back of 
the manual for an index of all the resources available at the time of printing. To download 
the free digital resource, visit africaatts.org/resources. 
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S TA NDA RD 1  · Mission Statement, Goals, and Objectives

Why do we train 
leaders? 

You are the president of the main Bible school in your country. Your school’s student 
enrollment is dwindling. This has been going on for a few semesters. When you begin 
to investigate, you learn that a local church has opened its own training center in 
competition with your Bible school. The local pastors and national church leaders 
are disappointed with the quality of your Bible school graduates. They do not feel the 
school has adequately prepared these graduates for pastoring. Your school appears to 
be no different from other local evangelical Bible colleges. Your Pentecostal distinctive 
is missing. How can this be? Those who established your school did so to specifically 
train Pentecostal, servant pastors.

You examine your school’s mission and vision statements, and training pastors was 
its intended mission. You discover that part of the problem is that the administration 
has not reviewed its mission and vision statements each year to ensure the school is 
staying true to its mission. Over the years, the school has strayed from that mission 
and vision. The administration has not communicated the mission and vision to 
faculty and staff. Your Bible school has continued to offer new classes and degrees 
but focused more on attracting students than preparing students for Pentecostal 
ministry. Faculty members teach classes that revolve around their personal interests 
instead of classes that enhance the school’s mission. This comes, in part, because the 
administration has not regularly reminded the faculty and students of its mission and 
vision, nor conducted personal assessments of the faculty’s work ethic, content, and 
attitudes. As a result, the school is facing program reductions because it does not have 
the financial resources or student enrollment to continue all its operation.

Mission, Goals, 
and Objectives 1

Educational 
Programs 2

Faculty  
and Staff 3

Student 
Development 4

Learning 
Resources 5

School 
Administration 6

Physical 
Resources 7

Financial 
Resources 8
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Outcomes 9

Relationship 
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As president, how can you solve this problem? What steps can you take to ensure the 
Bible school will adhere to its mission and vision to train the kind of pastors needed 
in your cultural and spiritual context?

DEFINING TERMS
The first and most fundamental issue that a Bible school’s administration and the national 
church leadership must address is the mission statement for the school. Closely related to 

the mission statement are the school’s vision state-
ment, goals and objectives, core values, and the 
philosophy of training that the school will follow. 

It is essential to understand the definitions of each 
of these terms. For consistency in terminology, 
we recommend that all Assemblies of God Bible 
schools in Africa use the standard definitions below. 

We anticipate that each school will devise distinct formulations for each term.

Mission statement
A mission statement is a clear, concise, enduring declaration of the major purpose or reason 
for the school. What is the administration and faculty of the school trying to accomplish 
through the academic programs and activities of the school? What makes the school 
unique from other schools with a similar purpose?

Vision statement
A vision statement is a mental image of a realistic future for the school. It focuses on who 
you are as a training institution and what the school aspires to become over the next ten 
years. What will the school look like in ten years? Accomplishing the mission will result 
in the school fulfilling its vision. The vision statement expresses what the institution wants 
to become and accomplish. The mission statement, distinct from the vision statement, 
declares how the vision will become a reality—what must be done to bring the vision to 
fulfillment.

Goals
Goals are general statements of what the administration wants the school to achieve. Goals 
state the target, the results your school needs to accomplish. They clarify the intentions and 
the direction the school is taking to fulfill its vision and mission. Goals are broad, general 

The first and most 
fundamental issue 

is the mission 
statement 
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intentions that include the intangibles. They may be somewhat abstract and are usually 
difficult to measure objectively.

Objectives
Objectives are specific, time-sensitive, measurable steps or outcomes the school plans 
to achieve. In contrast to goals, objectives are narrow, precise, tangible, concrete, and 
measurable. Objectives describe actions and activities the school must implement to arrive 
at its goals. When determining objectives, the administration should include specific 
results and dates. Objectives are measurable in terms of whether or not the school has 
achieved them. Several objectives may need to be completed for each goal. Accomplishing 
objectives leads to reaching goals, which result in fulfilling the mission. 

Core values
Core values express the ethics, principles, behavior, and attitudes that will guide the 
decisions, relationships, and behavior of the school’s governing body, administration, staff, 
faculty, and student body. All members of the institution must safeguard these core values 
and be accountable to them.

Philosophy
The philosophy of the school is a broad, general statement that defines the school and 
synthesizes all aspects of the mission, vision, goals, and values of the institution as it 
attempts to fulfill its mission. 

All of these elements need to be interrelated and internally consistent. The vision statement 
must relate to the mission statement. The core values of the school must provide the ethical 
foundation for accomplishing the mission and fulfilling the vision. Make each element 
concise, focused, biblical, and measurable.

MISSION, VISION, GOALS, AND OBJECTIVES
The school’s mission, vision, goals, objectives, core values, and philosophy statements 
establish the purpose and direction for the school by which it operates. They are the basis 
by which the administration structures and evaluates all aspects of the school. They help 
shape the curriculum and set the standards for student outcomes. The administration must 
organize the school’s facilities, faculty, and finances to enable the institution to fulfill these 
statements and continue to mature as a well-run, well-organized, Pentecostal ministerial 
training institution.
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When evaluating these aspects, the administration must ask questions such as the 
following: Do the academic programs of the school enable it to fulfill its purpose for 
existing? Does the school’s governance structure facilitate the accomplishment of its 
mission? Are the school’s budget and financial operating systems consistent with its 
mission and core values? Is the school receiving and spending its financial resources in 
keeping with the school’s mission?

WRITING MISSION AND VISION STATEMENTS 
How does the administration determine these statements and express them in writing? 
Each statement will require time, thought, and consensual deliberation by a group of 
leaders involved in the school. The leadership team of the church, the school’s governing 
body, and the school’s administration need to work together to formulate these statements. 
They must be selective in their choice of words so each statement conveys a message that 
is simple, memorable, concise, and meaningful. Each statement should describe distinctly 
why the school exists, how it will function, and what it intends to accomplish. 

Begin by formulating the school’s mission statement, which describes the reasons the 
school exists such as training, servant leadership, and discipleship. Make references to the 
presence and power of the Holy Spirit as a major component in the training process and 
to the school being missional, which means training for cross-cultural outreach with the 
priority of reaching the unreached and planting the church where it does not exist. Include 
Scripture and scriptural foundations and describe the relationship of the school to the local 
church. A significant function of your school is the formation of godly, servant leaders 
whom God has called to influence and build His church.

The vision statement describes what the future of the school and the school’s ministry 
context will look like. It provides the reality the administration wants to create through the 
effective performance of the school and all of its members in the foreseeable future. How 
will the vision become a reality? 

DEVELOPING GOALS AND OBJECTIVES
Consistent with the school’s mission and vision statements, goals and objectives need to 
articulate in concise, specific, and measurable terms what the school intends to achieve. 
The administration must address critical organizational issues within the objectives. They 
must answer questions such as the following: Who will accomplish this goal? How will it 
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be achieved? What will be the procedure for accomplishing this task? How will we know 
when we have completed it? When will we complete this goal or task? Objectives state the 
detailed steps the school will take to achieve 
each goal. With each objective, the authors 
need to provide a time frame for its completion. 

The goals the administration determines 
for faculty may include such topics as em-
ploying innovative classroom techniques of 
instruction and a time frame for returning 
marked examinations and papers to students. For students, goals may include: developing 
their thinking and ministry skills, enhancing their worship of God, and motivating them 
to obey the Holy Spirit’s guidance. Each Assemblies of God school will have the goal to 
develop servant leaders who are skilled in their capacity to influence others and respond 
to the spiritual and holistic needs in the communities where they serve. They are training 
students to enrich the ministry of the local church and to make disciples in regions that 
have not embraced the gospel. Goals may also address chapel programs and nonacademic 
curriculum, which are important dimensions of training.

REVIEWING AND COMMUNICATING
The administration along with the governing board, faculty, students, and alumni need to 
review periodically the school’s vision, mission, goals, and objectives to ensure the school 
is remaining true to its mission. Over time a school might stray from these core reasons 
for its existence. 

The administration also needs to consistently communicate the school’s mission, vision, 
and goals to faculty and students. Keeping these purpose statements in the forefront of 
communication and interaction will ensure that each decision regarding the school will be 
in line with the purpose of the school.

SAMPLES
Sample mission and vision statements
THE MISSION OF ASSEMBLIES OF GOD THEOLOGICAL SEMINARY (AGTS)

The mission of AGTS is to shape servant leaders with knowledge, skill, and passion to 
revitalize the church and evangelize the world in the power of the Spirit. 

Goals and objectives 
need to articulate 
what the school 
intends to achieve  
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THE MISSION OF EVANGEL UNIVERSITY

Evangel University is a comprehensive Christian university committed to excellence in 
educating and equipping students to become Spirit-empowered servants of God who 
impact the church and society globally.

THE MISSION OF ADDIS ABABA BIBLE COLLEGE (ABC)

Addis Ababa Bible College trains men and women to become disciples of Jesus Christ to 
serve the local church and to reach the unevangelized of Ethiopia, the Horn of Africa, 
and the world through the enablement of the Holy Spirit and a living knowledge of 
inspired Scripture.

THE MISSION STATEMENT OF KAG EAST UNIVERSITY

KAG EAST University is a Pentecostal training centre shaping servant leaders for strategic 
global impact through Spirit-empowered life and ministry.

THE VISION STATEMENT OF EASTERN BIBLE COLLEGE

We envision qualified and equipped Eastern Bible College graduates contributing to an 
increasingly redeemed and transformed nation through the establishing and strengthening 
of local churches and through expressions of compassion that are sustainable, create 
independence, and enhance the capacity of people to serve others.

Sample Goals and Objectives
A PARTICULAR GOAL #1 

We desire to have meaningful, spiritual, daily chapel services for our entire college family.

OBJECTIVES FOR GOAL #1

• Objective 1a: The dean of students will schedule daily chapels in advance for the 
entire semester.

• Objective 1b: A variety of worship teams will lead the daily chapels in meaning-
ful praise and worship for approximately 15 minutes. They will meet in advance 
to pray and prepare.

• Objective 1c: The format of the chapels will vary: twice per month the students 
meet in small groups for Bible study and prayer; once per month the entire 
chapel is devoted to intercession; once per month the entire chapel will consist 
of testimonies and song; and speakers will include faculty, administration, 
students, staff, and outside guests.

• Objective 1d: Chapels will start and finish on time.
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• Objective 1e: At the end of the semester, the administration will meet with the 
faculty and students to evaluate the spirituality and meaningfulness of the 
chapel program.

Sample Core Values
ABC’S CORE VALUES

As a foundation for our vision and mission, our core values include:
• Subordination of our personal wills and desires to the beliefs, practices, and 

lifestyles ascribed in the Bible, God’s written and authoritative revelation.
• Respect for the dignity, uniqueness, and opinions of others.
• Protection of the academic and tangible properties of every member of the ABC 

community and the ABC facilities and resources.
• Pursuit of excellence in all we do while acknowledging both our God-given 

abilities and our human limitations.
• Working together to edify and promote the success of every member of the ABC 

community.
• Acknowledgement of our utter dependence on the Holy Spirit to live holy, excel 

academically, and fulfill God’s calling on our lives.

Sample Philosophy Statement
A PHILOSOPHY STATEMENT FOR THE COLLEGE

We embrace historic Pentecostal and evangelical Christianity as revealed in the Scriptures. 
We seek to provide a comprehensive education for men and women called by God to full-
time ministry through a rigorous academic program within the context of a Christ-centered 
worldview. Central to the learning process is the integration of both faith and academics 
that ultimately leads to the development of a Christian mind and godly character.

CONTENTS OF APPENDIX 1
See Appendix 1 for samples of mission and vision statements, goals, objectives, core 
values, and philosophy statements. These samples come from several schools and 
programs in Africa.

These resources and more are also part of the Bible School Leadership Manual digital 
resources. Visit africaatts.org/resources to download the digital resources folder.
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S TA NDA RD 2 · Educational Programs

Do our programs 
align with our goals?

The students of your Bible school recently met with the national leadership to 
complain about your faculty. Their main issue is that many faculty members require 
students to purchase textbooks and notes written by the faculty. These texts and notes 
are sometimes very expensive. The students think that because the school underpays 
its faculty, faculty members are subsidizing their salaries by selling their books and 
notes at a high price. The students also claim that their education does not seem to 
prepare them adequately for ministry. Some of the courses do not meet graduation 
requirements. The faculty also teaches whatever they wish to teach rather than 
following the course description and stated outcomes, so the students do not receive a 
comprehensive and balanced education.

Teachers often dismiss class early, so the students are not receiving the class contact 
hours required by the school. Other students claim that those who attend extension 
classes off campus do not follow the same requirements as on-campus students for 
the same courses. Field ministry training is not adequately preparing students for 
vocational ministry. The school has not updated its catalogs, so they do not reflect 
current class offerings and graduation requirements.

As president, how would you respond to these charges? What steps would you take to 
correct any deficiencies in your school’s educational programs? 

When people think about what are the most important components of a school, it is likely 
that the educational programs a school offers come most readily to mind. Through a school’s 
educational programs, it accomplishes its purposes. Educational programs encompass the 

Mission, Goals, 
and Objectives 1

Educational 
Programs 2

Faculty  
and Staff 3

Student 
Development 4

Learning 
Resources 5

School 
Administration 6

Physical 
Resources 7

Financial 
Resources 8

Student 
Outcomes 9

Relationship 
with Churches 10
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structure of the curriculum leading to the certificates, diplomas, and degrees the school 
offers. It also includes the requirements and procedures for admitting students into those 
programs. Educational programs encompass the nature of the instructional process. The 
courses required and the sequence in which they are to be taken is critical. These are among 
the most important aspects of what constitutes a quality school.

The basic issues concerning the educational programs of a school involve whether the 
school has adequately structured its curriculum and academic policies and procedures—

including the requirements and procedures 
for admitting students into those programs—
to accomplish its stated mission. Everything a 
school does needs to relate to its mission and 
purpose. If a school’s mission states that its 
purpose is to train church planters, the 
structure of the curriculum and academic 
policies related to admitting and instructing 
students need to reflect this focus. One might 
ask if the school provides a theological and 

biblical understanding of church planting and the practical skills and experiences needed 
by church planters. If so, then one can say the school has developed an educational 
program to achieve its purpose. If not, then it is likely that the school is not achieving 
its mission.

All too often a school begins with a borrowed curriculum from another culture or context. 
The goal for the original curriculum may be different from yours. For instance, the 
primary goal of the program may have been defending one church theology from another 
denomination. However, your context may be planting churches where there are none. 
The first school may have a much heavier weight on theology where your school may need 
a greater emphasis on practical ministry, evangelism, missions, and church planting. 
Every Bible school must honestly evaluate its program to ensure it is in alignment with the 
mission of the school.

In this standard, a school must consider what constitutes quality educational programs 
and how to implement them. As a school improves its educational programs in appropriate 
ways, it addresses one of the most important areas in the endorsement and accreditation 
processes of the Association for Pentecostal Theological Education in Africa (APTEA), or 
any accreditation process. 

The structure of a 
school’s curriculum 

and academic policies 
must reflect the 

focus of its mission 
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Standard 2 of the APTEA standards, which relates to the educational programs of the 
school, is the most comprehensive of the APTEA standards. It encompasses ten components 
a school must address in the self-study process and fifty specific indicators related to these 
components. As such, Standard 2 concerns about 30 percent of all the issues a school must 
evaluate in the process of obtaining APTEA endorsement or accreditation. 

Here are the ten components that determine the quality of the educational programs 
offered by a school: 

1. The educational programs, from admission to graduation, align with and support 
the mission of the school.

2. Course requirements are designed to achieve the school’s mission and instill the 
distinct values of the institution, following internationally recognized academic 
standards.

3. Admission requirements are consistent with the purpose, values, and outcomes-
goals of the school.

4. Relevant field ministry is incorporated into the training.
5. The school provides clear, accurate, and helpful information that details program 

requirements for students.
6. Course requirements, evaluation methods, and the number of credit hours are 

developed for the faculty and students for each course.
7. Accurate academic records are maintained.
8. Off-campus programs maintain the same quality standards as those offered at the 

main campus.
9. Instruction is contextual and relevant to the mission, purpose, and location of the 

school.
10. The school systematically reviews its educational master plan.

These ten components will be examined in detail in the following paragraphs.

EDUCATIONAL PROGRAMS AND THE 
SCHOOL’S STATED MISSION
A school begins its self-analysis by looking at its mission and purpose and how the programs 
the school offers relate to them. Has the school designed its academic programs to support 
the mission and purpose? In the sample above, the school had a mission to train church 
planters. Perhaps the founders established the school to train pastors or church leaders in 
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general. The school might also want to train missionaries, Christian education leaders, 
or worship leaders. Whatever the case, the administration needs to examine whether the 
curriculum and academic programs the school offers support the intentions of the school 
as represented in its mission and purpose statements. To do so, we need to look at the 
following elements.

Degrees, diplomas, and certificates
In many cases, the founders stated the school’s mission and purpose when they established 
the school. The administration, however, sometimes fails to revisit and update the mission 
statement as the school grows. Over time, the school evolves to reflect new directions and 
priorities. Perhaps the administration developed programs without regard to the school’s 
mission, even though the mission statement still expresses the appropriate intention of its 
stakeholders. A key administrator or individual board member may have a strong liking 
toward a particular field of study and, through their influence, a new major or degree 
program is started. Because some schools are tuition driven, administrators assume a 
popular field of study, though outside the mission of the institution, will bring in students 
and finances. The school’s administration must periodically revise the mission statement 
or adjust the curriculum to ensure that the two remain consistent with each other. 

Appropriately balanced courses
Courses in Bible, theology, practical ministry, missions, leadership, and general education 

need to be part of a ministry training program 
so that students obtain the ability to think both 
biblically and theologically (academic focus) 
and are able to apply this knowledge in actual 
ministry settings (practical focus). If there are 
too few courses in either area, students may 
be able to perform ministry functions without 
understanding why they do it that way, or they 
may possess knowledge without being able to use 
that knowledge in a practical way. Schools avoid 

either error when they provide students with a well-rounded education in all aspects of 
theology and practical ministry. 

In the same way, general education courses in social science, history, literature, time 
management, and finances provide students with a broad perspective on human life and 
social development. This will aid them in their ability to work with laypeople, who may have 

Students need 
the ability to think 

biblically and apply 
their knowledge in 
ministry settings 
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a broad-based secular education. Schools need to plan for their general education courses 
to give students a broad understanding of disciplines that have relevance to ministry 
effectiveness, such as psychology, counseling, history, and communication. Even courses 
in math and science can benefit pastors and church leaders as they encounter health, 
medical, and environmental concerns within their churches and communities. (Samples 
of course sequences for various educational programs are included in Appendix 2.)

Nontraditional Delivery Systems
The educational strategy needs to reflect openness to creativity and innovation in the 
school’s delivery systems. These nontraditional systems may include evening classes, off-
campus extension programs, virtual learning, distance education, correspondence courses, 
short-block (intensive) courses, cohort learning environments, exchange programs, 
etc. Providing alternative learning options for students will allow a greater audience of 
students to participate in what is offered. All of these programs must be in alignment with 
the mission, remain under the direction of the administration of the school, and fulfill the 
same rigors academically, spiritually, and in every way as the traditional delivery system. 
Many students because of distance, work schedules, or other reasons may not be able to  
attend traditional residential programs. Nontraditional programs may be the school’s way 
of fulfilling its mission in a much greater capacity than ever before.

Student educational experiences 
In addition to courses that focus on understanding how to minister, students need to 
have practical experiences in ministry in different settings that allow them to develop 
skills and experience practical results. For instance, students who plan to become pastors 
would benefit from an internship or practicum in a church setting, missions students in 
a missionary outreach, etc. All students need 
to learn how to communicate the gospel 
effectively in personal witnessing, preaching, 
and teaching. 

A major purpose of any academic program 
is to equip students with the skills they need 
to continue to learn throughout their lives. 
The educational program can provide only 
a small fraction of the knowledge students 
will need throughout their lives and ministries. Learning how to study effectively, conduct 
research, and find sources for the new information they may need as they encounter new 

An academic program 
should equip students 
with the ability to 
continue learning 
throughout their lives 
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problems and challenges are some of the most valuable outcomes of higher education. 
The student’s course of study also needs to provide the foundational education needed to 
continue studies at a higher level should the student choose to do so. 

In keeping with the mission statement of the school, schools need to give students 
opportunity to specialize in specific areas of ministry, or to take elective courses in these 
areas to broaden their scope of ministry preparation. If the school admits students with 
special physical needs, or those who cannot adequately study in the language of instruction, 
it must provide the assistance these students need to be successful. 

Schools need a catalog or prospectus that clearly describes all academic programs and 
courses it offers, admissions requirements, and academic policies related to course credits, 
graduation requirements, and discipline. (See Appendix 2.8 for the typical components of 
a school catalog.) Schools must assume active responsibility for the programs they offer, 
including how they administer and supervise these programs. Schools cannot transfer this 
responsibility to outside agencies such as a church or denominational body. Such entities 
may be a sponsor or major stakeholder in the school, but control of the academic program 
must reside within the administration and faculty of the school. 

For any school to continually develop and improve, it must periodically solicit feedback 
from its alumni and stakeholders. Schools can gain valuable insights from alumni. As 
alumni begin to engage in ministry, they may reflect on things their schooling prepared 
(or did not prepare) them for in ministry. A common proverb states, "Feedback is always 
friendly." Even if we receive feedback that is not positive or complimentary, it is “friendly” 
because it informs us of something we did not know and may want to change.

APPROPRIATE COURSE REQUIREMENTS
A person does not start on a major journey without an idea of where he or she is 
going. A school’s administration must not develop an educational program without an 
understanding of its goals and objectives. The administration needs to identify goals 
and objectives for every program leading to an academic degree and every course in the 
curriculum that is included in earning the degree. Every syllabus needs to state clearly the 
course objectives. In other words, a school needs a mission statement, goals, and objectives. 
A program needs to relate to the school mission statement and have program objectives. 
Each course needs to relate to the school mission statement and have course objectives that 
are in alignment with the program objectives.
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Standard education requirements

Below is a list of the semester credits usually required to receive an academic degree. These 
sometimes differ for a named degree (e.g., Bachelor of Theology) within different African 
educational systems. 

• One-Year Certificates = 30–32 credits
• Diplomas = 60–96 credits
• Bachelor’s degrees = 120–144 credits
• Master of Arts degrees = 36–45 graduate-level credits
• Master of Divinity degrees = 72–96 graduate-level credits (dependent upon the 

student’s undergraduate degree)

EXPECTED CLASSROOM CONTACT HOURS PER CREDIT

For all curriculum levels, 750 minutes of classroom instruction are needed for each course 
credit hour (e.g., one credit = 750 minutes; two credits = 1,500 minutes; three credits = 
2,250 minutes), plus a one-hour final exam period for each credit. This calculation is for 
any calendar term, whether semester, trimester, or quarter, including one- to three-week 
intensive courses. Divide the minutes for each course by the weeks of the term to determine 
the classroom hours needed for each week (e.g., a three-credit course offered over twelve 
weeks would require 187.5 minutes per week: 2,250 ÷ 12 = 187.5 minutes). This would be 
equivalent to a little over three hours per week of classroom instruction or contact between 
the students and teacher. Note that the final exam period is in addition to the three hours 
per week. The minutes listed are actual class minutes, excluding breaks.

VIRTUAL LEARNING AND CONTACT HOURS

Online and distance learning should not result in education delivery to be less than the 
in-class experience. Video delivery, discussion board postings and reactions, reading 
instructor’s feedback, weekly lecture notes, etc., can be calculated as contact hours for in-
class learning. Shortcuts should not be taken for virtual learning, but they may be defined 
differently. Contact can be defined as student-to-teacher, teacher-to-student, and student-
to-student discussion times.

CALCULATING CLASS HOURS FOR DIFFERENT CALENDAR PERIODS

Semester schedule: Usually, two sixteen-week terms per academic year (fifteen weeks of 
classes, plus a final exam week).

• Three-credit course: 2,250 ÷ 15 = 150 minutes of class per week, usually 
involving three 50-minute sessions. 
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• Two-credit course: 1,500 ÷ 15 = 100 minutes per week (two 50-minute sessions).

Trimester schedule: Usually, three twelve-week terms per academic year (eleven weeks of 
classes, plus a final exam week).

• Three-credit course: 2,250 ÷ 11 = 205 minutes of class per week (three 75-minute 
sessions).

• Two-credit course: 1,500 ÷ 11 = 136 minutes per week (two 75-minute sessions).

Using the same formula, you can calculate the required class hours for any term length. (For 
further help in converting classroom instruction time into credit hours, see Appendix 2.)

EXPECTED OUT-OF-CLASS STUDY HOURS

The following are the expected requirements for academic programs offered by any level 
of school. This ensures that the preparation given by students meets the global standards 
of  any similar institution offering the same academic degrees. These are the study hours 
an average student will need. Some students may take more or less time to complete 
assignments depending on their background and ability. These study requirements form 
the basis for transferring credit and recognizing academic degrees from one school to 
another so students may continue their education. Adherence to these requirements is also 
necessary for APTEA to endorse or accredit a school.

Diploma and a bachelor’s first and second years of study:

• One hour of out-of-class study for each hour in class.
• Includes 100–200 pages of assigned reading (e.g., textbooks, assigned journal 

articles) and a 5- to 7-page written assignment per course.

Diploma and a bachelor’s third and fourth years of study: 

• One and a half to two hours of out-of-class study for each hour in class. 
• Includes 300–500 pages of assigned reading (e.g., textbooks, assigned journal 

articles) and a 10- to 12-page written assignment per course.

Master’s level: 

• Three to four hours of out-of-class study for each hour in class. 
• Includes 1,000–1,500 pages of reading from multiple sources and a fifteen- to 

eighteen-page written assignment per course.
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ACADEMIC LOAD

There is no shortcut to learning. Hours in preparation, including reading, research, and 
reflection, are necessary to learn and experience life transformation. Both the student and 
the institution must be committed to upholding high learning standards, which require 
a certain number of hours in study and preparation both in and out of class. While some 
students may want to fast track in order to earn their degree more quickly, the school must 
ensure that the faculty are maintaining high standards in their course requirements and 
that students are given a maximum number of credit hours they can earn per term. The 
goal is not to prolong their studies but to guarantee that students are truly learning, staying 
healthy, and engaging in local church ministry.

CURRICULUM 

Any curriculum can become out of date with decreased relevance over time. At least every 
five years, the administration needs to review its curriculum for every academic program 
by soliciting input from its faculty, alumni, and stakeholders. It also needs to review 
developments in theological and ministry education to ensure the curriculum remains 
current and appropriate for the students who are enrolling.

Faculty must develop a syllabus for every course in advance of offering the class. This 
syllabus must include all information necessary for students to understand what the course 
will emphasize, what the learning outcomes will be, what their teacher will require of them 
in terms of reading, research, and projects, and how their teacher will determine their 
grade including the evaluation of classroom par-
ticipation, attendance, and projects. The syllabus 
serves as a contract between the teacher and the 
student. It clearly states what is required of the 
student to successfully complete the course, and if 
it is accomplished the student will get the corre-
sponding grade. It should also describe resources 
the student can consult in doing research on the 
topic or for future reference. (See Appendix 2 
for samples).

The school’s faculty members need to be the principal developers of the school’s curriculum. 
Even if stakeholders or other administrators suggest or propose educational programs, 
the faculty should have significant input into the structure and implementation of the 
curriculum for those programs. Faculty members are the content experts who possess 

The school’s faculty 
members need to 
be the principal 
developers of the 
school’s curriculum  
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the best understanding of how the sequence of subjects should flow and what the course 
requirements should be. If a curriculum is adopted that requires certain expertise for a 
course, additional qualified faculty may need to be recruited. Based on the subject matter, 
the teacher of the course is responsible, with the support of the administration, to find 
adequate reading resources for the course and make them available for all students.

ADMISSION REQUIREMENTS
Admission forms, policy, and procedures
Admission forms need to make it easy for prospective students to apply for admission. 
Schools must also adequately develop forms and procedures to evaluate students’ spiritual 
and personal character, their motivation and commitment to learning, and the adequacy 
of their academic background for the programs the school offers. The institution must also 
evaluate the financial capacity of the student to address all the costs of his or her education. 
(See a sample application form in Appendix 2.) 

In general, a school needs to accept provisionally a student’s credits from a previous school 
until the receiving school can verify that these credits are at the same academic level as the 
credits of the receiving school. If the school cannot verify the academic level of the credits, 
it needs to accept credits at less than face value. For instance, a school might give a diploma 
program two years of credit instead of three years. If the previous school is not an endorsed 
or accredited school, the receiving school needs to accept credits based on validation by 
examinations, a period of probationary study, or other appropriate indicator of academic 
equivalency.

Entrance requirements
CERTIFICATE LEVEL

Since certificate-level programs may vary in purpose and structure, there are no rigorous 
admission standards for such programs. Schools may accept students into a certificate 
program at the school’s discretion where there is reason to believe the student can be 
successful in the program.

DIPLOMA—SECONDARY LEVEL

Since this is a secondary-level program (meaning students in this program did not 
complete high school), admission would require that the student has completed a primary 
school program. The student must also show evidence that he or she has the ability to study 
at the secondary level. 
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DIPLOMA—POST-SECONDARY LEVEL

Admission requires that the student has completed a secondary program (normally twelve 
years of education or its equivalent). In some settings, completion of secondary school 
may only require ten years. In this case, the school needs to require additional evidence 
of readiness for post-secondary-level instruction such as performance on entrance exams.

COLLEGE/UNIVERSITY LEVEL 

Admission to a bachelor’s program requires that the student has evidence that he or she 
has completed the secondary level (normally twelve years) as evidenced by a secondary-
level diploma, or the equivalent. Admissions policies need to conform generally to those at 
national higher education institutions. In some cases, schools may admit students without 
a secondary diploma on a limited probationary basis when there is reason to believe the 
student can study at this level. Specific, objective steps that verify learning capacity need to 
be in place before such students are admitted.

GRADUATE/SEMINARY LEVEL

Admission to a master’s degree program (e.g., M.A., M.Div.) requires that the student has 
completed a bachelor’s degree or equivalent and other appropriate prerequisites. 

FIELD MINISTRY TRAINING
Effective ministry training requires a balance of the academic and the practical. Field 
ministry internship experiences provide opportunities for students to take the knowledge 
and skills they learned in the classroom 
and apply them in the ministry setting for 
which they are preparing. These exper-
iences should take place on a regular basis 
under the guidance and evaluation of a 
supervisor. Field ministry experiences are 
vital for allowing students to be able to 
grow in ministry effectiveness. Therefore, 
schools need to plan carefully for internship experiences as a part of any ministry 
training program. 

Schools should not view field ministry internships as a one-size-fits-all process. Students 
might be planning to engage in different kinds of ministries, and their practical experience 
needs to reflect these choices. 

Effective ministry 
training requires a 
balance of the academic 
and the practical  
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The school needs to develop a document that describes the field ministry internship 
program, including the number of hours involved and the types of practical assignments, 
and how it will conduct field ministry. (See Appendix 2 for a sample.) This helps students 
know what the school expects of them. Likewise, the school needs to give guidance to field 
ministry internship supervisors, both at the school and in the field, on what the school 
expects of them. Just as professors evaluate academic performance in the classroom, field-
education supervisors must also evaluate the student’s field-education performance and 
give students feedback that will help them as they develop ministry skills. 

PROVIDE CLEAR, ACCURATE INFORMATION 
CONCERNING EDUCATIONAL REQUIREMENTS
The school has an ethical responsibility to ensure it provides accurate and up-to-date 
information on the programs it offers to current and prospective students and to the public 

at large. This includes requirements for 
admission and graduation, grading policies, 
descriptions of educational programs, and 
current course offerings. The school needs 
to make these documents readily available 
to students and other interested parties. It is 
especially important that the school has a 
mechanism to update information in these 

documents regularly, especially if it distributes them online.

It is important that a school not overstate the quality and recognition of its programs, 
especially as relates to its level of endorsement or accreditation. It also needs to disclose 
fully all financial information to both current and prospective students.

DEVELOPING COURSE REQUIREMENTS
It is not enough to establish criteria for faculty to follow in grading and evaluating student 
learning. The school must establish procedures for ensuring that faculty implement these 
criteria. Schools can accomplish this in the following ways.

Grading criteria
The faculty needs to adopt grading criteria and use it for all courses. It is common for 
schools to adopt a system for assigning grades that is similar to one of those in Table 2.1. 

The school has an 
ethical responsibility to 

provide accurate and 
up-to-date information 
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Some schools using the American system insert + and – grades within these ranges, as 
well. The French grading system is numerical and ranges from 0 to 20. Whatever the system 
a school uses, it is important to state these grading criteria clearly so that both faculty and 
students know how grades will be calculated and recorded. 

Consistency is needed among the faculty in the weight assigned to different learning 
components. The final grade should include both the assessment of formative and 
summative work: effort and learning done throughout the course of study as well as a 
final examination and research paper or project. The school may need a policy to guide 
the faculty in setting the weight for the formative and summative assessment components.

The school must develop a consensus on what the grade categories mean. For example, an 
A grade indicates a student has done superior work and met all outcomes at a high level of 
performance. A C grade means the student has done satisfactory work. Grading standards 
must be upheld consistently and objectively by all faculty. 

The institution must determine if its grading system will be norm-referenced (usually 
resulting in a bell-shaped curve for grade distribution) or criterion-referenced. A norm-
referenced grading system compares the grades of students with each other and seeks a 
normal distribution of grades around a median. Criterion-referenced grading systems 
establish course objectives or outcomes and use these references to determine the student’s 
grade. The student’s grade is based on the degree to which the objectives or outcomes 
were attained.

Appealing grades
Schools often fail to implement a process whereby students can appeal a grade they consider 
inaccurate or unfair. This is an important procedure to have in place. For instance, a process 

Table 2.1—Common Systems for Assigning Grades

AMERICAN SYSTEM
PERCENT GRADE

90–100 A (Excellent)

80–89 B (Good)

70–79 C (Average)

60–69 D (Below Average)

0–59 F (Failing)

FRENCH SYSTEM
SCALE GRADE

18.00–20.00 Excellent (Excellent)
16.00–17.99 Très Bien (Very Good)
14.00–15.99 Bien (Good)
12.00–13.99 Assez Bien (Good Enough)
10.00–11.99 Suffisant (Satisfactory)

0.00–9.99 Insuffisant (Insufficient)



24 |  Bible School Leadership Manual

that allows students to appeal to the academic dean or the academic affairs committee 
would be appropriate. It is also important that a school takes seriously an appeal from the 
student without assuming that anything a faculty member does is necessarily appropriate. 
At the same time, it is important to uphold the integrity of the faculty’s role in student 
evaluation.  

Standard syllabus format
Faculty members need to follow the standard format for syllabi adopted by the school. (A 
sample of a syllabus template and sample syllabus is located in Appendix 2.) The academic 
dean should routinely review all syllabi to ensure that faculty members are following 
school policies and are including appropriate objectives, assignments, and grading criteria 
in their syllabi.

It is important that the school files copies of all syllabi in the academic dean’s office for 
reference for each class. New faculty can review them for their course preparation. If a 
school pursues accreditation, the visiting accreditation team will want to review the syllabi 
for compliance with accreditation standards.

Diversity in teaching methods
Educational research confirms that effective teachers incorporate various types of 
assignments and assessments in their courses as appropriate to the subject matter. 
Assignments of various kinds, especially those that require students to apply what they are 
learning in practical ways, promote more useful learning outcomes than those that simply 
require memorization and recall. Schools need to encourage faculty to enhance their 
skills by facilitating professional development opportunities and if applicable, making it 
possible for faculty to participate in the seminars and workshops offered by the APTEA 
Teacher Development and Certification Commission. Some diverse teaching method 
ideas include:

Interviews
Inductive Bible study
Reaction sheets
Music
Discussion sheets
Student teaching
Field trips
Outreach projects

Outside speakers
Problem-solving
Agree or disagree sheets
Personal testimonies
Role-plays and skits
Contests
Buzz groups
Pantomimes

Brainstorming
Dramatic readings
Paraphrasing
Story-telling
Panels and forums
Individual and group reports
Verse memorization 
Debates
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Plagiarism
Plagiarism is using material written by another person without proper citation or 
representing material written by another as one’s own work. Plagiarism is a serious violation 
of Christian integrity and academic ethics. While the concept is foreign to many students, 
it must be explained repeatedly and reinforced by the faculty. The school’s written policy 
on plagiarism needs to define plagiarism and clearly state the penalties that will result if 
a student plagiarizes. The policy should also explain how students can avoid plagiarism. 

Plagiarism should be addressed in a beginning orientation and/or course in the school 
with explanation of its meaning and the consequences.

The following statement, or something similar, needs to be included in each syllabus:

In this course, there are serious penalties for plagiarism. These can include: failing 
the written assignment (the minimum penalty), failing the course, or expulsion 
from school. If you have any questions about how to properly quote and cite 
materials written by others that you wish to include in your written assignments, 
please see your instructor to discuss this. Otherwise, the instructor will assume 
that you understand what constitutes plagiarism, and you will be subject to the 
stipulated penalties if it should occur.

RECORDING, MAINTAINING, AND 
SAFEGUARDING ACADEMIC RECORDS

One of the most fundamental responsibilities of a school is to maintain accurate academic  
records of its students and ensure it preserves these records for future reference. Academic 
records must verify what courses have been completed by a student and list the grades 
for every course. The registrar must ensure that for a student to graduate, all required 
courses have been completed with a satisfactory GPA. Written records should be kept in 
the registrar’s office and include the official transcript listing all courses completed by the 
student along with the grades and a copy of the degree certificate that was awarded. These 
documents should be kept on file as permanent records for each student. Students may ask 
for copies of their transcripts decades after they have graduated. Schools must be able to 
provide transcripts for their students. Even if a school closes, it must take steps to preserve 
the academic records of its alumni, usually by transferring them to another institution for 
safekeeping. 
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The school must maintain individual records (transcripts) for all students at its main 
campus. This includes grades, credits earned, and any certificates, diplomas, or degrees 
awarded. Schools need to provide grades to students within a few weeks of the end of a 
school term. To make this possible, faculty need to be responsible to grade all course work 
within a certain amount of time after the class has been completed. The academic dean will 

need to work with the registrar to hold faculty 
accountable for the timely grading of all course 
work and submission of final grades. (See the sample 
of a transcript form in Appendix 2.) 

In addition to the copies maintained on campus 
in the registrar’s office, schools need to keep a 
duplicate copy off campus. This ensures that a fire 
or some natural disaster does not permanently 
destroy these valuable records. If the school 

computerizes its records (e.g., using OASIS), this is relatively easy to do by simply making 
a backup copy at the end of each term and either sending it to an off-campus server or 
cloud-based service. Alternatively, schools can copy records to a CD or USB flash drive 
and store them at an off-campus location (perhaps at a local church or denominational 
office). In any case, it is vital that the school safeguard the academic records of students on 
a permanent basis.

The school needs to furnish as quickly as possible any transcripts a student requests. Even 
years after they graduate, students may need a copy of their transcript as they pursue 
employment opportunities or further education. It is common for schools to charge a small 
fee to provide a copy of the transcript. When a school receives student requests, it should 
fulfill these requests within a week or so. 

OFF-CAMPUS EDUCATIONAL PROGRAMS 
AND COURSES
Increasingly, schools are developing off-campus education programs to extend their 
training impact beyond their main campus. These programs often use the facilities of 
a local church. Schools are also increasingly offering courses on the Internet. The goals 
and objectives of these programs, if stated separately, need to be consistent with those 
of the main campus. The school must also provide appropriate resources and controls to 
maintain quality at all of its off-site learning centers. 

A school must 
maintain and 

preserve accurate 
academic records 

of its students 
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The fundamental issue with any such program is that it must be equivalent to those 
offered on campus and be under the control of the school’s administration and faculty. It 
is inappropriate for a school to award credit for courses it has not approved and adequately 
supervised. The same academic and quality standards must be upheld for all sites and 
delivery systems.

The school needs to integrate off-campus programs into the mission and purpose of the 
school in the same manner as those offered on campus. If off-campus programs represent 
special situations and opportunities, then the campus administration and faculty need to 
understand and support these special situations, but maintain consistency with the mother 
institution in terms of quality assurance. If such programs or courses differ in purpose or 
procedure from those offered at the main campus, the school must justify the differences 
and clarify the connection between the off-campus site and the school’s mission.

Off-campus programs and courses must follow the same criteria for academic excellence 
as those offered on campus. The same admission policies must be observed. The syllabi for 
off-campus courses must be the same or equivalent to those for on-campus courses. The 
school must require comparable levels of student work and achievement for course credit.

The school must manage off-campus programs under the same administrative authority as 
on-campus programs. If there is a director or coordinator who organizes the program at an 
extension center, he or she must be a part of the school’s administration. This person needs 
to report to an on-campus administrator who serves under the direction of the academic 
dean, or to the academic dean directly if there is no other responsible administrator. Off-
campus programs, including the selection of instructors, must be accountable to and under 
the supervision of the school’s administration. 

The academic qualifications of all faculty, whether on campus or off campus, must be the 
same. Usually, this means that the faculty member has one level of education above the 
level of the course he or she is teaching (e.g., a bachelor’s degree for diploma-level courses, 
a master’s degree for bachelor-level courses). Occasionally, schools can make exceptions for 
an eminently qualified teacher who does not have the required academic qualification (e.g., 
a highly effective pastor who teaches pastoral ministry).

The general rule is that off-campus programs must be functionally and academically 
equivalent to those on campus. The school must also base credit it awards for participation 
in off-campus programs on the same standards required for on-campus courses. The 
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school needs to publicize the requirements for these off-campus programs with accuracy 
and completeness. (For further considerations when projecting an extension education 
program, see Appendix 2.)

INSTRUCTIONAL CONTEXTUALIZATION AND 
METHODOLOGY
It is often difficult to find textbooks and other resources written with a particular context 
in mind. In ministry and theology, most resources come from the West. Faculty need to 
look for relevant resources appropriate to the course subjects and use them whenever 
possible. Even where contextualized re sources are not available, faculty need to be sensitive 
to local issues as they teach and make learning assignments. Before a course can be offered, 
the teacher must have found adequate reading resources in terms of the content at 
appropriate academic level and volume (in terms of the number of required pages of 

reading). And these resources must be 
accessible and affordable to the students 
whether through personal hard copies, 
books reserved in the library, or online.

Effective teachers take into account the 
back ground of their students and their 
prior learning experiences. If students have 
mostly learned through memorization and 
rote recall of course information, faculty 

may need to teach students how to think more critically and apply information learned to 
new contexts. Practical assignments can be beneficial in this regard. 

Faculty can address contextualization issues through the objectives for the course, 
textbooks and reading assign ments, other class assignments, and classroom presentations. 
Faculty need to address these issues in the course syllabus.

DEVELOPING AN EDUCATIONAL MASTER PLAN
If a school offers only a simple curriculum focused on one academic area (e.g., a school with 
a diploma in only one area), then it probably does not need a comprehensive master plan. 
But it needs a fixed curriculum and a systematic sequence of course offerings that must be 
followed by students in order to graduate within a certain amount of time. It is essential 

Effective teachers 
take into account the 

background of their 
students and their prior 

learning experiences 
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that the order in which the students are to take the courses is provided and reinforced 
through academic counseling. If a school has multiple programs leading to different levels 
of academic awards such as various diplomas and/or degrees with different majors, and 
depending on the frequency with which new students are admitted, then a master plan 
provides a comprehensive overview of the school’s programs.

An educational master plan provides an overview of how the various programs of a school 
relate to its mission and purpose and how they serve its constituency. It needs to describe 
the various programs, present their specific goals, show the interrelationships of the various 
programs the school offers, and describe how the school delivers instruction (e.g., on 
campus, off campus, virtual learning). The educational strategy needs to reflect openness 
to creativity and innovation in the school’s delivery systems. The administration needs to 
develop the master plan, the faculty needs to review it, and the board needs to approve it. 
The board, administrators, and faculty need to review and update the school’s master plan 
at least once every five years, or more often if the school has introduced new programs. 
Having fully grasped the school’s master plan, faculty can be assigned to provide academic 
and spiritual counseling to students and guide them in their academic planning, course 
selection term by term, and practical ministry involvement.

CONTENTS OF APPENDIX 2
See Appendix 2 for the following supplemental resources related to educational programs:

• Sample Course Sequences and Program Guides
• How to Convert Classroom Instruction Time into Credit Hours
• Course Numbering Systems
• Sample Syllabi
• Admissions Requirements
• Sample Application for Admission Form
• Sample Internship/Field Ministry Training Program Syllabus
• Typical Components of a School Catalog
• Sample Transcript Template
• Sample Registration Card
• OASIS Academic Records Software
• Considerations for an Extension Education Program

These resources and more are also part of the Bible School Leadership Manual digital 
resources. Visit africaatts.org/resources to download the digital resources folder.
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ADDITIONAL RESOURCES

OASIS (OPEN AFRICAN STUDENT INFORMATION SYSTEM)

OASIS is a software program that integrates student information and program information 
easily. It tracks grades, creates student reports, generates transcripts, and allows for the easy 
backup of data. OASIS can import information from the TROUSERS software program. 
For more information about OASIS and to learn if there is an upcoming training event in 
your area, contact info@africaatts.org.

AFRICA’S HOPE DISCOVERY SERIES

The Discovery Series is a diploma-level curriculum approved by APTEA and Global 
University. Each text includes a student workbook and instructor’s packet, allowing local 
teachers to easily adapt the material for their school. The Discovery Series also includes 
ExamPro software to easily generate professional-looking exams and suggested activities 
for each course that can be adapted for classroom use. 

Digital copies, print rights, and assessment systems are available only with a memorandum 
of understanding (MOU) with Africa’s Hope. Contact info@africaatts.org for more 
information.
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S TA NDA RD 3 · Faculty and Staff

How do we develop 
a productive team?

You have received a new faculty member who has been assigned to your school. 
He does not want to be at your school—his attitude and actions show this. He is 
constantly making disparaging remarks about national leadership. He has no training 
in teaching methodology. Since he only has a diploma, he is not qualified to teach the 
B.A. students. He reads from the text as he lectures. He teaches to the test so students 
will do well and make him look good. However, the students are developing a bad 
attitude toward national leadership. Since the class lectures are boring, some students 
sleep during class. The students are not learning. They cannot remember much of the 
class material two weeks after class. They only memorized the answers for the test. 
The students are beginning to complain about the teacher to each other.

How would you handle this situation? What could you do to prevent this from 
happening? How could you help this teacher?

Well-trained teachers are the key to the success of the school. No one should underestimate 
the value of a well-written mission statement with a strong educational program to support 
it. Without the mission statement, the program has no true meaning. It just becomes an 
activity. On the other hand, writing the mission statement and planning the program is not 
enough. The administration may have worked hard to develop a strong mission statement 
and set well-written goals and objectives. They may have planned wonderful education 
programs. None of that will be beneficial, however, if staff and faculty are not qualified, 
motivated, and equipped to carry them out. Leaders of the school must be committed to 
the appointment of God-gifted, God-called teachers to serve at your institution
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The administration must implement mission, values, and goals to have benefit to the 
school. The faculty and staff of the school become the most important determiners for the 
success of the educational program. The administration must always pay careful attention 
both to how they select faculty and staff and how they plan for ongoing development and 
enrichment of the faculty and staff. 

FACULTY QUALIFICATIONS
Administrators need to use wisdom and guidance from the Holy Spirit to choose faculty 
according to call and qualifications rather than choosing according to position or 
prominence. The number one qualification is that the faculty member must have a calling 
to teach. The school needs to balance a person’s call to teach with appropriate academic 

and ministry experience. One old adage 
about teachers states, “They are so 
academically minded, they are no 
earthly good.” Teachers need academic 
qualifications. APTEA requires that all 
teachers have at least one degree at a level 
higher than the students they are 
teaching and related to the subject 
matter of the course. A teacher’s degree 
is insufficient if it is in a field different 

from the classes the teacher is being asked to teach. Administrators should only assign 
faculty members to teach in the field of their training competency. At times, administrators 
will want to allow instructors to choose courses they prefer to teach. Encouraging a 
teacher to do preparation for a new course can provide fresh mental and spiritual 
stimulation for the faculty. However, while it is helpful to gather input from faculty on 
teaching assignments, the teacher’s academic and experiential qualifications must receive 
top consideration as courses are assigned. (See Appendix 3 for a sample faculty job 
description.)

COMPONENTS OF AN EFFECTIVE TEACHER
Imagine being tired and longing to sit and rest. Someone shows you a comfortable-looking 
chair and offers you a seat. You accept the offer gladly and sit down only to be shocked as 
you fall to the floor. What happened? The chair had some weak legs, and they could not 
hold you. 

The school needs to 
balance a person’s call to 

teach with appropriate 
academic and ministry 

experience 
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Just like a chair needs four strong legs to be reliable, a teacher needs four components to 
be reliable and effective. However, too often, school administrators only look at one or 
perhaps two of the legs. 

Competence
When hiring staff and faculty, serious and prayerful consideration must be given to the 
candidate’s academic competence, ministry and teaching experience, teaching skills, and 
philosophy of education. Whether the staff are teaching in the classroom, coordinating 
school activities, or directing an extension program, competence in the area of service 
is a necessary consideration. Teachers need to know the subject they are teaching, and 
they should only teach within their field of training. If someone has a master’s degree in 
leadership that did not include a study of theology, that teacher should only teach leadership 
courses. Competence in the subject area or required responsibilities is one important leg 
of the chair. If they are given an administrative post along with a teaching assignment, 
they must have organizational and people skills as they work with systems, other faculty, 
and students.

If a school is to be effective in accomplishing its mission of producing graduates who 
impact the church and society, it cannot serve as an unemployment agency for ministers 
and teachers needing a job. As with the opening illustration, assigning disgruntled 
or ineffective pastors as teachers will undermine the credibility of the school. Serious 
evaluation must be given also to teachers who have served at the institution for many years 
but lost their zeal for quality, creative instruction. The school exists to fulfill a mission, not 
to provide job security.

Experience
Experience is another component—or leg—that administrators often look for. While 
everyone has to begin somewhere, faculty and staff who come with a good background 
of experience are needed. How long have they been a believer? What ministry have they 
been involved in and for how long? The administration will also look at their spiritual 
experience and Christian character. As in the example at the beginning of this chapter, the 
experience should be positive as well. If the applicants have failed in another ministry, it 
may not be wise to place them in the role of training young ministers until they have had 
successful ministry.

If schools wish to acquire accreditation or have other schools accept their students, they 
must adhere to certain standards. One of those standards is to require that faculty have one 
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degree higher than the level they are teaching. If they are teaching in the diploma program, 
they need at least a B.A. If they are teaching at the B.A. level, they need an M.A. or M.Div. 

Teachers also need ministerial experience. It is 
difficult to teach ministers if one has never been 
involved in pastoral ministry. With regard to 
experience, school leaders must consider the 
type and location of ministerial experience a 
potential faculty member brings to the school. 
Has this person come from and served in a 
village or rural area? If the school desires to train 

urban church planters, leaders must determine if the candidate has an urban worldview 
and is contextually alert to the unique requirements for effective urban ministry.

We have discussed two important legs of the chair: experience and competency in area of 
responsibility. What about the other two legs of the chair? Teachers usually teach using 
the same methods that someone used to teach them. Many teachers are pastors who are 
experts in pastoral care, but they are not trained teachers. Many assume that if you give 
out information, the students will learn it and use it. This is not true. Church leadership 
often complains that graduates cannot adequately function in the field. Why? Two legs of 
the chair are missing—understanding of effective pedagogy and attitude. 

Effective pedagogy
What is the purpose of teaching? Why do schools exist? If someone looks at a Bible school’s 
mission statement, that person will most likely see that a major purpose for the school is 
to train men and women for ministry—equipping them to do what God has called them 
to do. According to the principles of teaching, this will require more than just delivering 
a prescribed set of information. If the administration is to fulfill the school’s mission, 
faculty and staff need to know how to intentionally move their students beyond the simple 
acquisition of information and on to the development of skills and the ability to apply 
knowledge to new settings, which is the essence of an effective learning process. This 
effective pedagogy and knowledge of the learning process is the third leg of the chair. 

To move students beyond the simple acquisition of information and on to truly facilitate 
the learning process, the administration needs to train faculty in the areas of methodology 
and understanding how one learns, in order to effectively teach for transformation and 
transferability. The more we know how our students learn, the better we will be able to teach 
them. As the administration plans for teacher development, they need to include in-service 

It is difficult to teach 
ministers if one has 
never been involved 
in pastoral ministry  
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seminars on how students learn. Unfortunately, what Paulo Freire called the "banking 
approach" is the most common method of teaching. In this method, the teacher deposits 
the content of the course into the minds of the students—the teacher tells the students 
what they should know. The students take notes of lectures, memorize them, and give the 
content back to the teacher when they make “withdrawals” in the form of examinations. 
This type of teaching usually does not produce transformation and transferability. It only 
produces students who have memorized a quantity of information and facts, but have not 
mastered how to analyze, problem solve, synthesize, and generate new ideas and solutions. 
They may earn grades leading to graduation, but have they been transformed to think 
critically and be creative problem-solvers? 

A more effective teaching model is when the teacher and learner enter into a partnership to 
investigate together a body of information to determine the best way to use it practically. 
For transformation to happen in the lives of the students, transferability of learning must 
be in place. Teachers cannot tell the students 
what they need to do, but they can help students 
discover it. Teachers should not only present 
information, but they need to train students to 
reflect on issues and develop critical thinking 
skills to work through problems. Using class-
room lessons, the teacher motivates students to 
ask challenging questions and to discover 
solutions that are relevant to their needs. 
Teachers accomplish this when they organize 
classroom discussions and give assignments that require students to actually use what they 
have learned through application and problem solving instead of simply being asked to 
regurgitate what the teacher or textbook has told them. One definition of teaching is “to 
cause to learn.” If the teacher is not “causing learning” he or she is not teaching at all. To 
“cause learning” the teaching must structure classroom activities and learning assignments 
that students cannot complete without using the knowledge that they have encountered in 
classroom presentations and textbook reading. 

Attitude 
The fourth leg of the chair is the teacher’s attitude. The administration should recruit 
teachers who are strong in character and commitment, highly self-motivated, and believe 
teaching is a calling from God and a tremendous opportunity to impact the lives of 
students. Because of the importance of their job and ministry, they constantly work at 

Teachers cannot tell 
the students what 
they need to do, 
but they can help 
students discover it 
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improving their content, delivery, and class management. They are perpetual learners. 
Other key attitudes include loyalty to the leadership of the national church and school. 
When they have issues with leaders or policies, they go privately to those concerned and 
address the matter. They are authentic Christians who maintain personal devotions, 
prayer, witness, and church attendance. They love their students without favoritism while 
demanding excellence in their performance. They meet the expectations and schedules 
of the institution such as attending all required meetings; preparing, grading, and 
returning all work related to their courses and students; and promoting unity among 
students, faculty, and staff. They are approachable and make time to meet with and counsel 
students. They do not take themselves too seriously and can laugh at their own errors and 
theological biases.

An important attitude of effective teachers is that they remain learners. They continue 
to read scholarly material, old and new, in their field of expertise and in other fields of 
study which broaden their thinking. They continue to strive to update and improve their 
teaching content and methodology. These kinds of teachers are never satisfied with their 
previous lecture notes or methods. They constantly seek to be transformed in order to 
transform others.

Earlier we discussed the school’s mission statement, goals, and objectives. Schools do not 
usually exist so students can only attend and gain a degree or diploma. Most schools also 
want to see change. They want their programs to make a difference not only in the current 
life of the students but also in their future lives and ministries. For that to happen, the 
chair needs all four legs; faculty and staff need to be competent in content knowledge, 
experience, pedagogy, and attitude. 

FACULTY DEVELOPMENT
How is it possible to have qualified faculty? What can administrators do if well-trained 
faculty are not available? APTEA recognizes that administrators might have difficulty in 
finding faculty who are qualified with expertise in both the areas of content and delivery. 
Often those who are well qualified in content and experience have little or no training 
in classroom strategies for effective teaching. However, administrators can develop 
strategies to train faculty in these areas. APTEA standards require that 75 percent of all 
full-time faculty be certified. To do this, administrators need to develop an effective faculty 
development program that is mandatory for all teachers. This needs to be an ongoing 
plan for continually equipping teachers to be more effective, not a one-time workshop or 
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seminar. Such programs are available through APTEA and Africa’s Hope. The workshops 
offered by APTEA have four main areas of focus. They are as follows: 

1. Being aware of the problems that exist in traditional theological, educational 
endeavors and the proposed solutions. 

2. Understanding differences between traditional teaching, transferability, and 
teaching for transformation. 

3. Understanding how one learns according to the brain, learning styles, and 
learning strategies. 

4. Developing the skills needed to become a more effective teacher who teaches for 
life and not just for the exam. 

Students only remember (learn) a limited amount of what they hear. The more activities 
the teacher adds to the learning experience that involve thinking about and applying the 
learning content, the more memory increases. Yet, in a typical classroom, the teacher does 
all the talking and the students listen and take notes. Teachers who are experts in their 
field of knowledge but have not received training in principles of effective teaching are not 
equipped to ensure their students are learning the materials in a manner that will enable 
them to continue to transfer that information into real-life situations. 

A school may design its own training program for its teachers. However, such a training 
program needs to be more than just having the teachers read a book. It must include 
interaction and practice. One way the administration could conduct training would be to 
select a book on teaching methodology or 
principles of teaching and have the teachers read 
the book and then gather to discuss it chapter by 
chapter, allowing time for practical application 
of what they have read. 

Another way to help the teachers would be 
to organize a teacher’s training seminar with 
APTEA. No matter what approach is taken, the 
important point is for each school to provide 
ongoing development training for their teachers. However, a one-time training event is 
not sufficient. Administrators need to develop a system for routine teacher evaluation 
and development. (See Appendix 3 for further suggestions of how to conduct faculty 
development.) 

Administrators need 
to develop a system 
for routine teacher 
evaluation and 
development 
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TEACHER ASSESSMENT

Evaluation of teachers and their performance is essential. This type of assessment should 
be made by students at the conclusion of every course and by peers and administrators 
annually. The evaluation of instructors should not be viewed as a punitive measure or used 
to threaten teachers but should be seen as a tool of accountability and opportunity for 
teachers to discover how they can improve their ministry of teaching. Surveys distributed 
to students should be worded to provide objective reviews. The results of these assessments 
need to go to the academic dean and to the individual teacher. 

Annual reviews by peers and the dean are helpful because they bring the observations of 
professionals who can provide instructive recommendations on how the instructor can 
improve. An annual interview between the teacher and the dean should be conducted to 
benefit both the instructor and the administration as they discuss calling, performance, 
attitude, engagement in the various dimensions of the institute, communication between 
leaders and faculty, and school policies.

FULL-TIME AND PART-TIME FACULTY
One area that administrators often struggle with is the lack of funds to maintain a full-time 
faculty. Yet, when hiring faculty and staff, the administration should look for diversity and 
balance between full-time and part-time staff. Due to the lack of funds, administrators 
will often look to local pastors as part-time instructors to fill the teaching needs. This may 
lead to more part-time than full-time faculty. For consistency and continuity of the overall 
educational program, a balance of full-time and part-time faculty is needed. At least half 
of all courses the school offers need to be taught by full-time faculty. 

If the majority of teachers in the school are part-time, it becomes difficult for teachers 
and students to build the relationships that are important for effective learning to occur. 
In reality, it is economically easier for schools to hire part-time teachers who come in for 
short periods of times. If this is a necessity, then the administration must set plans in place 
to keep part-time teachers well informed and connected to the school. They also need to 
encourage part-time teachers to work intentionally at building strong relationships with 
the students so they can connect classroom teaching to real life. 

The administration needs to maintain a sufficient ratio of faculty and staff to the number 
of students in order to provide adequately for the needs of the students and the smooth 
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operation of all departments within the school. This would includes providing sufficient 
staff for effective training and for support services for the programs offered.

FACULTY HANDBOOK
No matter how well-written a policy or strategy is, it loses its effectiveness if it is unknown 
to those who are supposed to obey or implement it. Therefore, the administration needs 
to clearly define in a faculty/staff handbook job descriptions, expectations, teaching load, 
and all policies and procedures relating to qualifications for hiring faculty and staff as well 
as their ongoing responsibilities. This book should be available to current staff and faculty 
and to potential members. (See Appendix 3 for a list of typical components included in a 
faculty handbook.)

CONTENTS OF APPENDIX 3
See Appendix 3 for the following supplemental resources related to faculty and staff:

• Faculty and Staff Code of Ethics
• Sample Faculty Job Description
• Extension Program Positions – Sample Job Descriptions
• Suggestions for Conducting Faculty Development
• Suggested Topics for Faculty Professional Development Sessions
• Bloom's Taxonomy of Learning (Revised)
• Faculty Handbook – Typical Components
• Instructor/Course Evaluation Forms

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.
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S TA NDA RD 4 · Student Development and Services

How do we train to 
change lives?

You are the president of a Bible school. Local churches and the national church 
leadership have been disappointed in the spiritual maturity of your Bible school 
graduates. Leaders have noticed some serious character flaws in your graduating 
students. They have confronted you with this issue. As you investigate, you realize 
faculty and staff have not kept you informed about student involvement in the various 
campus activities, such as chapels, students’ personal and spiritual growth, physical 
conditioning, and other important aspects of campus life. Some students have not 
been attending chapel regularly. They claim chapel is boring. You do not have any 
means for evaluating chapel services. 

Other students have not been having daily devotions or spending time with the Lord. 
You also discover that you have failed to provide ways to mentor students in their 
spiritual growth. Some students are not faithfully attending church on the weekends 
or engaging in practical ministries. Furthermore, you do not have adequate student 
involvement in the various aspects of campus life. Your main focus has been on 
academic achievements, and the teachers believe that if students earn good grades, 
they will be adequately prepared for ministry. 

As president, how should you respond to this situation? Can you recommend some 
evaluation tools that would be helpful?

Much of a student’s spiritual and academic growth happens outside the classroom. It is 
essential that the school provide both formal and informal student activities and services 
that assist in developing the whole person. These services and activities need to align with 
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the school’s mission, goals and objectives. As students develop, they will grow spiritually 
and mentally, become critical thinkers, and progress in their academics. Consequently, 
they will develop in character, personal ethics, and godly behavior, and their thought 
processes will steadily become more like Christ. For each student activity and service, 
provide some form of evaluation to determine outcomes and assessment. 

Student development outside the classroom is even more difficult in nontraditional 
modes of delivery such as intensive courses and virtual learning. Administrators must 
be intentional about ensuring that both nontraditional and traditional students are given 
opportunities and requirements for development. For example, if a traditional student 
is required to fulfill an internship, the nontraditional student should be required to do 
so as well.

CATEGORIES FOR STUDENT DEVELOPMENT 
AND SERVICES

Spiritual life
One of the highest priorities of the Bible school is the quality of spiritual life of both the 

students as individuals and the institution as a 
whole. The student’s spiritual development is 
essential for personal spiritual growth and for 
ministry development while the student attends 
the school. Therefore, the school should be 
intentional about encouraging and assisting in 
the spiritual growth and development of its 
students. Primary methods a school can utilize 
include encouraging personal devotions, 
organi zing chapel services, special events (such 

as spiritual emphasis, prayer and fasting, missions week, and outreach), and facilitating 
individual guidance, mentoring, and other activities.

CHAPEL

Chapel provides spiritual enrichment and empowerment for the student through praise, 
prayer, and application. Whether conducted daily or several times throughout the week, 
Chapel should be the highlight of the day as the entire school family comes together. It 
should be creative and provide a model for the way students will lead services when they 
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become pastors. Messages should be examples of sound biblical interpretation and relevant 
to the school community. The administration needs to creatively design chapel services to 
help students seek the Lord for the empowerment of the Spirit, understanding of God’s will 
and Word, and to be used in the gifts of the Holy Spirit. Students also need to learn to obey 
the Lord, as well as praise and worship Him. Students, faculty, and administration should 
be required to attend chapel. (See Appendix 2 for chapel service ideas.)

The administration develops methods to determine the effectiveness of chapel services. 
Have students and faculty fill out an evaluation form or survey once a semester. Give them 
the opportunity to share their general feedback about chapel services. Provide a suggestion 
box where students can give ideas for the format of chapel services or encourage students 
to submit testimonies of what God has been doing in their lives.

Schedule chapel when most students will be able to participate, especially if the school is 
training both traditional and nontraditional students (day only, night only, block sessions).

PERSONAL DEVOTIONS

Bible schools should foster an environment that promotes personal spiritual growth. 
Encourage students to have quiet time on a regular basis where they spend time in prayer 
and read the Word, meditate on it, and make personal application. Reading the Bible for 
class assignments does not take the place of reading the Bible for personal edification, 
comfort, and enrichment.

SPIRITUAL/MISSIONS EMPHASIS WEEKS

Each semester or trimester, have a spiritual emphasis or missions emphasis week. These 
extended times of spiritual emphasis are for student enrichment and helping them learn 
to hear God’s voice. Our schools must continue to place great emphasis on reaching the 
unreached and taking the gospel where it is not yet present. Bring in special speakers for 
these emphasis weeks to challenge the students in various areas of their lives. Nontraditional 
modes of delivery can creatively develop other avenues to accomplish spiritual emphasis, 
such as an annual spiritual event for students in their intensive block sessions or a virtual 
prayer week together over the Internet.

PRAYER AND FASTING

Prayer and fasting help discipline the student in the areas of intercessory prayer and 
abstaining from food or other activities to align oneself with the Word, mission, and will of 
the Father. The administration should ensure that chapel teachings cover elements related 
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to prayer and fasting. In addition to encouraging personal times of prayer and fasting, the 
school may also wish to schedule certain communal times of prayer and fasting. For these 
times, the entire school community (students, faculty, staff, and administration) is invited 
to spend a designated amount of time praying and fasting, perhaps focusing prayer on a 
specific topic or need. Once a month or every trimester, the school may call for a Friday 
night prayer vigil to seek God. The prayer time may last until midnight or dawn. Care 
should be taken to emphasize prayer and not marathon preaching or singing.

MENTORING

It is recommended that all incoming students be assigned to a faculty member for mentoring 
to help develop the spiritual growth of each student. When students enter their last year of 
study, they could be encouraged to mentor a small group of underclassmen either on their 
own or with another last-year student for practical application. These upper-level students 
would have a faculty member assigned to them for consultation and further growth in the 
area of counseling. 

Campus life
Each school will need to strategize and implement a campus environment that enriches 
the student’s life not only spiritually, but academically, socially, and communally. The 
school will need to make sure its policies in this area are relevant, contextual, and holistic. 
Campus life should assist in building biblical character, godly attitudes, and ethical traits 
students will need to pastor today’s generation. Concepts such as the following will need to 
be considered within this area:

• Dormitory life
• Relationships and respect for others
• Policies for dating and marriage
• Dress code
• Behavior expectations
• Quiet hours
• Leaving campus, curfew, and hosting campus visitors
• Maintenance procedures
• Safety procedures
• Student council and representatives
• Food services
• Campus clean-up
• Internet services, usage, and purpose
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Health and hygiene
Each country or area has guidelines for dealing with health and hygiene issues. Each 
school needs to establish a policy with specific guidelines for good health and hygiene to 
help suppress viruses and diseases and contain them within the context of the school. The 
school will need to clearly document their policy concerning health and hygiene issues and 
how that policy will be implemented. If possible, the school might also offer some form of 
student health services, such as having a school nurse or small clinic on campus. 

Related to health, schools need to ensure that the food services they offer provide students 
with healthy, well-balanced meals prepared in sanitary conditions. Additionally, schools 
should promote physical health by encouraging students to exercise on a regular basis.

Encourage tidiness on campus such as picking up trash. Students must be sensitized to 
conserving water and electricity. Recycling should be implemented. Monthly clean-up days 
should expect all students to demonstrate an appreciation for the campus environment. 
This type of modeling may influence the students to be more careful about maintaining 
cleanliness in their church and community when they serve as pastors.

Personal disciplines
Schools need to develop the inner and spiritual disciplines of their students. In addition to 
those previously mentioned (Bible study, prayer, and fasting), encourage students, through 
both pastoral guidance and modeling, to develop and exercise their spiritual gifts as part of 
the chapel program. (See Appendix 4 for suggestions of how to provide spiritual direction 
and promote personal growth.) It is also important for students to develop the personal 
disciplines of time management and study skills.

Ethics/Character
To guide the ethical and character development of students, the school needs to establish 
a code of conduct (sometimes also called a code of ethics). The code of conduct should 
address topics such as ethics in the use of Internet and media, relationships with members 
of the opposite sex, honesty, respecting other students' property, pursuing godly conflict 
resolution, making Christ-honoring choices, and demonstrating integrity in all areas of 
life. Having a code of conduct in place helps the school foster correct and healthy ethics for 
students preparing to enter any ministry within the local church. 

To measure the effectiveness of the student development programs, schools may wish to 
conduct an assessment related to personal disciplines and ethics when students first begin 



46 |  Bible School Leadership Manual

their studies and again at the completion of their studies. This assessment will provide 
an overview of the type and quality of personal disciplines practiced within the life of 
the student. A suggested assessment is to have each incoming student write a 1,000-word 
testimony of his or her spiritual journey before entering the school. At the end of the 
student’s academic career at the school, the student writes another 1,000-word essay of 
his or her spiritual journey while at the school. Comparing the two reports could provide 
helpful feedback to the administration on areas where students feel they have grown 
and on aspects of their character that are still immature. Conducting such comparative 
assessments can help ensure that the ethics of the school remain biblically sound and that 
the students receive proper training. This will help the school verify its effectiveness in 
developing the moral and spiritual character of the student. 

Student activities
Typical student activities a school might offer include student council, new student 
orientation, missions outreaches, community outreaches, practical ministry opportunities, 
children’s ministry, prayer groups, counseling, choir, chapel worship teams, sports, 
recreation, clubs, yearbook, school newspaper, an annual institution picnic, and an annual 
Christmas party. For all of these activities, the school will have to determine how these 
functions will be financed.

It would be helpful for the school to create an assessment tool related to student activities. 
This tool could be used both to assess the interest level of students in each activity as well 
as how students evaluate the importance and relevancy of each activity. One effective 
assessment tool is a survey. To create this type of survey, develop a Likert scale. For example, 
use a scale of 1–5 with 1 having a “strongly agree” value and 5 having a “strongly disagree” 
value. Students then answer questions by choosing the number that corresponds with their 
opinion on the benefits of each activity to their own development. Another assessment tool 
is the interview. The dean of students could meet with student council leadership to assess 
various events, activities, and policies. 

COMMUNICATING SCHOOL POLICIES, 
PROCEDURES, SERVICES, AND ACTIVITIES
Student handbook
Specific educational and institutional tools are necessary to conduct the successful operation 
of the school. The school needs to develop a student handbook with the following topics: 
introduction of the school and its mission, objectives and core values of the school, an 
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introduction of the administration with an explanation of what each person does, faculty 
(including the staff), student life, housing, food services, discipline procedures, spiritual 
life, special events, Christian ministry opportunities, student council, etc. The handbook 
could also contain other pertinent forms, such as a student covenant, a student ministry 
form, a list of local Assemblies of God churches, etc. The student handbook details the 
expectations the school has for its students. (See Appendix 4 for a more comprehensive 
list of the typical components of a student handbook.) The administration should revise 
the student handbook on a regular basis to reflect various new policies that flow out of the 
administrative committee and student feedback gathered from the previous year. 

School catalog
Another tool related to student services that the school needs to create is a catalog. (This 
was also described in Standard 2.) The catalog explains general admission requirements, 
academic information, financial information, academic programs, degree offerings, and 
course descriptions. If the school has distance-education programs, the school includes 
them in the catalog. (See Appendix 2.8 for a more comprehensive list of the typical 
components in a catalog.)

ASSESSING STUDENT OUTCOMES
Prepare specific assessment tools
The school prepares various assessment tools (such as those mentioned earlier) at the 
beginning of a student’s academic career and when he or she exits the school. These tools 
evaluate the student’s Bible knowledge, language ability, character development, and 
spiritual development. The administration also needs to consider the following areas for 
student assessment: maintaining positive and healthy relationships with students, faculty, 
administration, and staff; having favor within the campus community and neighborhood; 
physical health; academic achievement; and leadership/followership development. These 
assessments will help the school balance academic and non-academic development or 
formal and non-formal training. The school’s goal is to develop the whole person (mentally, 
socially, spiritually, academically, etc.). 

Awarding students
The administration can present awards for student accomplishment in the areas mentioned 
above. Arrange a special chapel to disperse the various awards, typically at the end of 
a school year. Awards given to students should reflect the core values of the school and 
recognize academic achievement as well as service and leadership.
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Recommendations for the instructor
The administration needs to provide its faculty with copies of the student handbook, faculty 
handbook, and school catalog, either in digital or print format. To enhance classroom 
discussion, the instructors could read Howard Gardner’s Frames of Mind: The Theory of 
Multiple Intelligences.

CONCLUSION
APTEA Standard 4 defines the significance of student development and services for 
the school. These elements are vital for the overall development of the student. These 
suggestions will help administration to guarantee there is proper balance in developing 
the student academically, spiritually, and socially. 

The administration needs to plan creative, practical, and appropriate activities to fulfill 
each of the areas mentioned in this chapter to help the school be relevant, contemporary, 
and contextual. The Bible school must never think it has arrived in each of these areas 
because culture changes. When culture changes, the school must consider the timeless and 
unchangeable Word and discover new approaches in developing its students to build the 
kingdom of God. 

CONTENTS OF APPENDIX 4
See Appendix 4 for the following supplemental resources related to student services and 
development:

• Student Code of Conduct
• Student Handbook – Typical Components
• Promoting Spiritual Formation and Personal Growth
• Chapel Service Ideas
• Dean of Students – Job Description
• Spiritual Life Director/Campus Pastor – Job Description
• Internship Program Coordinator – Job Description
• Student Council – Committee Description

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.
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S TA NDA RD 5 · Learning Resources

What are proper 
tools for learning?

A visiting professor assigned your students a project that required significant research. 
The students were unable to complete the assignment due to a number of factors. At 
first, the students could not enter the library until the class that was meeting there 
for a lecture was finished. Then they had to find someone to unlock the cabinets that 
contained the library books. The sixteen students had to share the only two books that 
addressed the topic in the assignment. The journals needed for the course had not 
been delivered due to delays with the postal system. The Internet was not working so 
online sources were not accessible.

The students also discovered that many books were organized poorly according to 
library standards. This meant they had a difficult time finding the appropriate books. 
Additionally, the books in the library were outdated and did not reflect current 
research on the topic. The professor also required the students to use electronic 
resources from a CD of files that the librarian thought was in a cabinet somewhere 
but could not find. It was evident that the librarian was inadequately trained and 
could not help students with their questions.

You are the school administrator. Why is it important to have an adequate library 
and trained librarian? How can you help solve these issues with the library? How can 
you plan for adequate resources for your library?

Do you know why the library at your school exists? Many libraries began as a pastor’s 
library and probably met the needs of the Bible school in its early years. But as a school 
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progresses to a diploma and degree program and/or when the school adds more degree 
programs, the library must be updated to meet the increasing needs of the students.

A library should exist for the following reasons: 

• To preserve the memory of the school by archiving its documents
• To preserve the memory of the denomination or supporting constituency of 

the institution by safeguarding important documents, minutes, and historical 
records

• To provide resources to supplement the students’ study of Christianity and its 
history, theology, practical theology, people, Scripture, leadership, missions, etc.

• To help lifelong learners find resources to enable them to grow
• To provide a repository of relevant materials in a variety of formats
• To provide an environment conducive to research and study

The mission of the library is to provide information resources in an organized collection to 
students, staff, and faculty that match the content areas, worldview, geography, and degree 
levels of the school. These resources come in many formats and in contemporary culture 
are found in greater complexity than ever before: books, periodicals, pamphlets, notebooks, 
cassettes, VHS tapes, CD-ROMs, DVDs, flash drives, web links, Internet access, and smart 
phone apps, just to name a few.

To calm this raging sea of information, policies, and processes, people must work together 
with curriculum, facilities, and budget to meet the mission of the library. The following 

components and typical indicators prepare one’s 
thinking and strategic planning to fulfill the 
purpose of the library.

Each school needs to create a mission statement 
for its library and relate all tasks and policies 
to that purpose. The administration must tie 
the library mission statement to the mission 
statement of the school and create policies and 
standardized procedures that force the library 
into compliance with academic, numerical, and 

electronic growth along with continuous updating procedures. The library's mission 
statement must remain tied to the core values and mission of the school that impact the 
daily routines in the library.

Each school needs 
to create a mission 

statement for its 
library and relate all 

tasks and policies 
to that purpose 



Standard 5: Learning Resources |  51

PROVIDING UP-TO-DATE LEARNING 
RESOURCES
To keep current with the growing demands of students and the constant production of new 
resources, the library needs to continually add and update electronic and print materials. 
The library also needs the equipment to access electronic resources regularly. Relying on 
donations may build a large library, but it may not help the library be relevant or up-to-
date. The administration needs to budget funds for regular growth in library resources. 
Libraries that do not meet library standards need to budget more than five percent of the 
total school budget to attain library standards. Doctoral programs should allocate five 
percent of the total school budget to the library. Diploma- and B.A.-level schools need to 
allocate three to five percent of the total school budget for learning resources. Doing this 
provides steady growth related to purpose and need. This results in a learning resource 
center that supports the educational programs and information needs of its users.

Although there is no hard and fast rule on numbers needed to meet specific degree 
requirements, here are some guidelines on the print side of information resources. 
Adequate print resources for the diploma level might be 5,000 items; B.A. level around 
10,000 items; M.A. level 15,000 items; and doctoral level 20,000–25,000 items. In French, 
Spanish, or Portuguese, the numbers would be about half of those listed.

 It is important to note, however, that quantity should not be attained at the expense of 
consistent quality; superficial and superfluous titles should be avoided in acquisitions and 
eliminated from holdings. At the end of every 
academic year, the library staff, supervised by 
the academic dean, should purge old, irrelevant, 
trite, and non-scholarly materials from the 
library. These items could be sold at lower prices 
to students and parishioners while collecting 
some funds for new acquisitions. Otherwise, 
the irrelevant materials can be destroyed. Note 
one caution with library purges: some old books 
are classics that must be retained because of 
their quality scholarship; and some books 
which contain content that is controversial or opposed to orthodox, Pentecostal, biblical 
perspectives should be kept. Some of these materials need to be retained to help students 
understand opposing positions to the doctrines of the church and to help them buttress 

Limited time, budget, 
and personnel are 
the only limitations 
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their faith with what is truly sound and consistent biblical teaching. Our schools must 
train our students to be thinkers with godly, critical minds who can mine for truth while 
rejecting heresies and ungodly practices. Our training institutions must not only teach 
doctrine but must equip graduates to problem-solve.

Are there more options in finding information resources? Limited time, budget, and 
personnel are the only limitations in tapping into the vast electronic information realm. 
Phone apps, web links, stored databases, e-books, and interlibrary agreements can 
all expand the amount of information available to your faculty and students. On the 
doctoral and M.A. levels, access to peer-reviewed articles found in scholarly journals and 
periodicals is ideal.

In the print realm, there are local bookstores, publishers, and other libraries that can 
help you. There are organizations that want your library to grow. Here are four that help 
theological libraries: 

• Africa Theological Training Service (https://africaatts.org)
• 4 the World Resource Distributors (https://www.4wrd.org)
• Langham Literature Trust (https://langham.org)
• Theological Book Network (https://www.theologicalbooknetwork.org)

A computer laboratory is an important part of the learning resources. While it may be 
one of the most costly additions to a Bible school, it is critical. Since computers and the 
Internet are a vital part of everyday life across Africa, students need to know how to use 
computers and they can benefit from the vast knowledge available to them on the Internet. 
A computer lab needs to have access and proper use guidelines in order to best benefit the 
students. The oversight of the computer lab needs to be under the direction of a qualified 
technician and the appropriate faculty member, librarian, or administrator.

SELECTING AND EVALUATING LEARNING 
RESOURCES
Libraries need a justification process when deciding whether to add an item to the collection. 
Adding items to the library collection takes time, material, space, and money. Acquisition 
policies can be lengthy and complex, or simple. Below is a sample of a simple policy. 
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All items added to the library of one of our training institutions in Africa should consider 
the following criteria: 

• Relate to a class offered at the school.
• Be recommended by a faculty member
• Be requested by a student
• Be listed in course syllabi
• Be written from a biblical, Pentecostal worldview
• Have cultural relevance
• Fit the budget allocation
• Support the educational policy and methodology of the school

As new courses and programs are added at the school, there must be a close working 
relationship between the academic and finance departments so adequate numbers of 
textbooks and bibliographical materials are available for students to access the texts and 
meet course requirements.

When deciding whether to remove items from the learning resources, the same questions 
apply. A negative response indicates you need to remove the item. Some additional criteria 
for deselection include the condition of the item, ability to use the item (e.g., no more 
cassette players), the replacement of the item by a newer edition, etc. Do not discard items 
of historical importance in relation to the founding of the school and its constituency for 
any reason. It is suggested that unneeded duplicate resources of value be donated to sister 
institutions that do not have the item. Archiving old documents preserves the history and 
heritage of the school and denomination and makes these resources available for future 
research projects.

The concept here is that items retained in the collection pass a set standard and no resource 
is added based on personal wants or powerful personalities (e.g., books given by a highly 
respected benefactor). 

Libraries typically have several computers available for students to use not only to locate 
resources in the library but for doing online research. Both the computers and the computer 
programs need periodic updating. Special attention must be given to providing malware 
to protect the computers from viruses. Policies need to be in place to govern what types of 
sources students access when using library computers.
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ORGANIZING LEARNING RESOURCES

Information resources need to be organized and readily available to faculty and students. 
A variety of systems exist for organizing libraries; the two most popular library systems are 
Dewey Decimal System and Library of Congress. All require tools, computers, and trained 
personnel to implement. Use a system that is familiar in the geographic area as this will let 
you make use of local experts for help.

The concept here is that libraries need to store information in a way that is retrievable and 
allows students to find the resources in set ways over and over again. In other words, library 
materials should be well-organized in order to save time for the reader. This is one of the 
principles of library science. Most libraries use a series of access points, key words, and 
location numbers to achieve this goal. Access points include, but are not limited to, 

author(s), title(s), subject(s), publisher, 
International Standard Book Number 
(ISBN), and date of publication. The format 
of information sometimes requires items of 
like format to be stored together.

Organizing electronic information is more 
difficult. Schools need at least one library 
staff member who is knowledgeable in this 
fluid area. Maintaining websites, apps, links, 
databases, and the necessary equipment can 
be a full-time task.

Students also need to know how to use the library. Library orientation and library skills 
start with the librarian and move to integrated research assignments from faculty. Many 
schools offer a required library-skills class (noncredit) early every semester to new 
students. The librarian helps students walk through the procedures of doing research for 
their classes. Sometimes a dean asks the faculty to meet in the library to highlight a new 
avenue for finding information such as an online database or to review aspects of library 
research or just for an informative time available for the librarian to reintroduce the library 
to the faculty. Some schools have the librarian team teach a research class.

Above average librarians keep track of the kinds of questions students ask and have 
set answers available to them. They also create research guides for specific topics that 
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theological students face (e.g., Greek word studies, baptism in the Holy Spirit). Many of 
these kinds of guides are available from specific library websites. Unfortunately, most are 
library-specific. Fortunately, they can be adapted to a local library. The B. L. Fisher Library 
at Asbury Seminary and the Fuller Seminary Library have good examples.

HIRING APPROPRIATELY TRAINED STAFF
The school should find a qualified librarian. Sometimes a school will hire the spouse or 
family member of a faculty member to be the librarian. However, what worked when the 
library housed 400 books does not work when the library houses 40,000 books. Growth 
impacts the library in many ways. As student population increases, the demand on 
circulation, reference work, acquisitions, library hours, space, and personnel increases. 
Higher academic degrees offered by the school require more research, which impacts the 
workload of the staff.

Ideally, the librarian knows the most information about the library. (See The Librarian’s 
Manual in the digital resource.) Answering the questions in that first chapter will help 
the librarian become the expert about the library. There are three areas of concern in the 
library. Technical services deal with the behind the scenes work of acquisitions, processing, 
cataloging, classifying, and shelving. Reader’s services deals with helping clients use the 
library, find information, circulation, etc. The final aspect is administrative duties such 
as scheduling library workers, presenting the needs of the library to faculty committees, 
being a spokesperson for the library to the dean and president, budgeting, etc.

Here are some quantifications for numbers and training for librarians in specific settings: 

• A diploma-level school should have a library staff member with experience 
and knowledge of the collection. Students trained by the librarian can serve 
as library staff to fill in with various repeatable duties for most schools unless 
the student population is over 150. Then the school needs at least two full-time 
librarians. The librarian should have had some form of training, and the school 
should pay for a membership in a local library association. 

• In a B.A.-level school, the librarian may have a B.A. in Bible or theology 
and be working on a degree in library science. There is at least one other 
paraprofessional librarian. The school may employ a staff member who does a 
few specific tasks like overseeing circulation or encoding books into the library’s 
database. Also, a faculty member may devote time to electronic resources. 
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• In a M.A.-level school, the library needs two full-time librarians who have a 
degree in Bible, theology, or missions. One of these must have a degree in library 
science and the other a degree in information science. Since the school also 
offers a B.A. degree, other full-time staff are needed for reader’s services and 
technical services. 

• In a doctoral-level school, at least one librarian must have a master’s degree and 
there may be a specific librarian to help the doctoral students with dissertation 
research.

ORGANIZATIONAL RELATIONSHIPS AND 
RESPONSIBILITIES

The school needs to develop an organizational chart and a list of responsibilities for the 
library staff. This includes who reports to whom and who has authority to do the various 

tasks and responsibilities. Is the librarian 
considered a member of the faculty? 
Besides doing the work of the librarian, 
should that person teach courses? Does the 
librarian have the ability to start the 
process for ordering books? Define the 
responsibilities of the librarian and the 
library staff (with the librarian) and give as 

much authority as needed to accomplish the tasks. The sooner the school settles this, the 
better. Clearly defined roles save misunderstanding. Unclear roles can cause conflict.

LIBRARY POLICIES
School libraries must have operational policies for the library staff and for students. 
Expectations for the library staff must be clear when it comes to them supervising students 
who are using the library, maintaining an atmosphere conducive to study, checking out 
books, reshelving borrowed books to their proper locations on a weekly basis, reporting 
books that are overdue to the librarian, and informing the proper authorities concerning 
maintenance and equipment needs. 

Check-out policies must determine the limit of books a student can borrow at any given 
time and the period of time borrowed materials may be kept. There should be a policy 

Clearly defined roles 
save misunderstanding  

Unclear roles can 
cause conflict 
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covering fines for overdue books, the process for informing the finance department 
regarding fines, and the consequences for lost or damaged materials.

A reserve shelf should be managed by the library staff to allow students to use limited 
resources in the library for a restricted period of time. What is included on the reserve shelf 
needs to be determined by faculty and the librarian.

Determining library hours of operation is critical. The library staff, students, and faculty 
need to know the hours when the library is open. A schedule should be posted with these 
hours for weekdays, evenings, weekends, and during vacation times.

LIBRARY RESOURCE SECURITY
Schools need to determine the type of facilities they will use for the library. They need to 
protect library resources from the elements, such as dust, humidity, and too much sunlight. 
To protect the investment that the school makes in acquiring learning resources, the 
administration must put thought into designing and operating the library facility. Usually 
there should only be one regular entrance. The library may need an emergency exit, but 
when someone opens the door, an alarm should sound. The library windows should not 
open, or they must be adjusted in a way so someone cannot open them far enough to 
allow a person to pass books through the open window. The library also needs fans, air 
conditioning, or dehumidifiers to keep air moving and lower the humidity. Few people 
beyond the librarian should have a key to the library. Those who clean and maintain the 
library must be trustworthy. Students and faculty can only use the library during posted 
hours. Faculty and administration are not to view the library as their personal library. 
Faculty should be expected to check out books following a procedure similar to students so 
that the library is always aware of the status of its entire collection.

It is wise to have all policies and procedure manuals of the library approved by the faculty 
committee and by the school’s board to strengthen the authority of the policies. One 
important policy is that nothing leaves the library without a signature of responsibility. 
This record remains in the library.

Lost resources are a common problem in libraries. A small percentage of loss should be 
expected. Sometimes the loss is due to heavy stress on certain books or subject areas. 
Another reason for loss is that students lose the book or the resources are simply stolen. 
Books also get lost in the library through wrong shelving, falling into crevices, or being 
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misplaced for a time. Any loss above one percent of the collection per year needs immediate 
attention. Make sure to follow procedures to confirm the books are actually lost. Some 
losses from a prior decade can influence current numbers since the library did not take 
proper measures at the time of initial loss. Despite these issues, another principle of library 
science is that books are to be used, so every effort must be made to keep the library 
functional and accessible.

The best way to stop loss is to provide sufficient resources and adequate security. Any time a 
professor places heavy demand on limited resources, 
loss will occur. Removing books from circulation 
and placing them on reserve can alleviate stress by 
allowing more students access. Providing second or 
third copies of books that faculty requires students 
to read also helps stem loss. Moving expensive and 
sought-after books to the reference collection may 
reduce stress.

Implementing clear check-out procedures and operating a security system will stop most 
clientele from absentmindedly removing items from the library. However, library literature 
still argues the cost benefit of security systems. Use some common-sense solutions: 

• Have only one entrance.
• Do not let anyone use the library after posted hours.
• Station a library staff member at the entrance at all times.
• Place a security guard at the entrance at all times.
• Do not give graduation diplomas or credit for coursework unless a student has 

paid library fines and upheld library policies.
• Teach on the ethics of library use in chapel.

The librarian can conduct an inventory of information resources from time to time to 
determine the holdings and find out the specific losses of the library. This provides 
information on whether security measures are working and whether the librarian needs to 
replace certain items. However, this process is time-consuming and complex. If this is the 
first inventory done for many years, the number of books missing may be large. However, 
when divided by the number of years since the last inventory, the number may actually be 
low. One school did its first inventory in thirty years and according to the initial figures, lost 
1,514 books. But it discovered that some books were reclassified during that time, others 
were moved to the reference collection, still others were donated to other schools (without 
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removing the records), and others had replaced spine labels with wrong information. The 
school actually only lost forty-one books in thirty years. Usually librarians conduct this 
inventory while the library is closed and all items are checked in. Library staff then check 
the order books appear on the shelf against the computer record (or card shelf list) one by 
one. Some databases allow an inventory via barcode or magnetic strip. All systems require 
detective work to make sure that the records of missing items are actually missing.

CONTENTS OF APPENDIX 5
See Appendix 5 for the following tools related to learning resources:

• Librarian – Job Description 
• Library Committee – Description and Responsibilities
• Suggested Policies for Overall Library Management
• How to Conduct a Library Inventory
• Computer Lab Maintenance Recommendations
• Policy for Use of Computers, Electronic Media Resources, and the Internet
• Web-Based Resources for Research

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.

ADDITIONAL RESOURCE
AFRICA'S HOPE LIBRARYBOX

The Africa's Hope LibraryBox is a minicomputer with software for creating and managing 
a library, including catalog resources and circulation records. It allows a school to manage 
files for library patrons and can search the library’s entire collection. If you are interested 
in using this program, contact info@africaatts.org to learn if there is an upcoming training 
event in your area.
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S TA NDA RD 6 · Governance and Administration

How is leadership 
structured?

You are the president of a Bible school, and the school’s borehole (well) has dried 
up. Because the school’s founders had not developed an adequate constitution and 
bylaws, you do not know who is responsible to fund or authorize drilling a new well. 
You expect the board of governors or the board of administration to provide the funds 
to drill a new borehole. They expect you to pay for this, but there is no money in the 
budget for repairs or unexpected expenditures. In fact, there is a shortage of funds, 
and you have not been able to pay your faculty for the past three months. Both boards 
blame you for spending money on a recent building project they did not approve. 
You remember mentioning the project to the chairperson of the board and most of 
the board members and getting their verbal approval, but they do not remember 
these discussions. There are no board meeting minutes that record the agreement. 
Furthermore, you are frustrated because some board members do not attend the 
two annual board meetings the constitution requires. While they have a great deal 
of authority over the way the school operates, they demonstrate little ongoing concern 
for the welfare of the school.

What could you have done to prevent the confusion about authorizing and budgeting 
for construction, repairs, and maintenance? What other issues would a good 
constitution and bylaws address?

The board of governors (or directors) and school administration provide the governance 
and administrative functions of a school. They also give overall direction and support 
toward fulfilling the school’s mission and purpose under the authority of the school’s 
constitution and bylaws. The board and administration are responsible for developing 
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and implementing the policies and procedures that guide the programs and activities of 
the school. Only when the board and administration are working in harmony, desiring 
what is best for the school, its personnel, and its ultimate purpose, can the school move 
forward effectively in accomplishing its mission and fulfilling the purposes established by 
its founders and stakeholders. 

The relationships between board members and school administrators, the nature of 
their organizational responsibilities, and the job descriptions that define their functions 
determine the effectiveness of the school's governance and administrative structures. The 
stakeholders of the school expect those fulfilling these roles to exhibit a spirit of unity, 
servanthood, and commitment to the mission of the school and to biblical, Pentecostal 
values, distinctives, practices, and relationships 

This standard examines the primary elements that determine the effectiveness of a school’s 
governance and administrative structures. Schools must address several general areas in 
assessing these issues.

CONSTITUTION AND BYLAWS
Every school must have a constitution and bylaws (CBL) as its foundational governing 
document. The board and administration must follow the CBL to ensure the school is 
operating in the manner intended by its founders and stakeholders to fulfill the purposes 
for which it was established. (See Appendix 6 for a sample outline of a constitution 
and bylaws.)

GOVERNING BOARD AND ADMINISTRATION
The governing board and the school administration must ultimately judge every aspect of 
their school by whether it contributes effectively toward the school’s mission and purpose. 
Dysfunctional governance and administrative structures may prevent the school from 
being effective and ultimately lead to failure in fulfilling its mission and purpose. 

The role of the board is to draft and approve the policies that guide the operations of the 
school. The role of the administration is to implement those policies. The initiative in 
proposing policies, however, may come from any level of the school, including the faculty 
or any administrative officer or board member. Once proposed, however, the board in 
session must approve a policy before the school can implement it. 



Standard 6: Governance and Administration |  63

It is highly recommended that the school collect all approved policies into a policy manual 
with separate sections (or separate manuals) for major areas of the school for easy reference. 
These might include administrative policies, academic policies, staff policies, and student 
policies. In some cases, the school will incorporate these policies into general documents 
such as a faculty manual, student manual, or staff manual (which describe the roles, 
responsibilities, and privileges of these major segments of the school community). The 
board needs to approve these manuals. 

Everything a school does, including the actions of its governing bodies, must relate to 
its mission and purpose. If this is not evident, 
then some may call the policies and procedures 
into question. If the decisions the board and 
administration make do not accomplish the 
mission and purpose of the school, these leaders 
are not being faithful to the intentions of the 
founders and stakeholders. Periodically, the 
board and administration need to review the 
mission statement to ensure it is foremost in 
their minds as they make decisions affecting 
the school. 

Christ taught His disciples that a Christian 
leader must first be a servant leader (Matthew 
20:20–28; Mark 10:42–45; Luke 22:24–27). The 
attitude of a servant involves thinking of what is 
best for the Kingdom, not for oneself, and enabling others to achieve their highest potential 
to serve God and fulfill His calling in their lives. When the members of the board and 
school administration exhibit these qualities, as opposed to the authoritarian attitude that 
Christ condemned by telling the disciples, “Not so with you!” (Matthew 20:26; Mark 10:43; 
Luke 22:26), there is more likely to be a harmonious atmosphere where everyone works 
effectively as a team. Leadership that is self-serving, threatened by the giftings of others, 
and insecure in one’s role as a leader will undermine the health and mission of the school 
and thwart its advancement.

Governing board 
Every school should have a governing body, such as a board of governors or directors. This 
board has full legal responsibility for the school. This is essential for any school. Without 
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a board, the school has no effective governance structure to ensure it functions in an 
appropriate way to serve the interests of its constituency and fulfill its mandate.

The constitution and bylaws of the school need to define the membership of the board 
so it can adequately represent the stakeholders it serves. These details should include the 
qualifications, selection process, and time limits one can serve as chairperson, secretary, 
treasurer, and general board member. A school benefits when there is a diversity of 
backgrounds serving on the board in terms of profession, gender, ethnicity, and, where 
appropriate, denomination. A school board will benefit if it includes experienced educators 
and members with a background in business, as well as church leaders and local pastors. 
Because of potential conflicts of interest and objectivity, it is best when members of the 
same family and their relatives do not serve on the board simultaneously.

For greater representation of the stakeholders and impartiality in decision making, it is 
recommended that those people who serve on the board of governors for the school are 
different from those who serve in leadership for the sponsoring church and denomination. 
When the same group of people lead both the church and the school, conflicts of interest 
can arise in making decisions about school budgets and levels of support, facility use, 
personnel appointments, and systems of accountability.

It is important that members of the governing board strongly support the school by 
recommending and sending students and, especially, supporting the school financially. It 
is a fundamental responsibility of a board to ensure the financial stability of the school. If 
members of the board are not supporting the school in these ways, then the board should 
reconsider their membership. Board members' support of the school can be demonstrated 
by them making personal donations to the school, raising funds for the school, and 

approving budgets that ensure adequate 
funding for not only the daily operations of 
the school but for advancement of personnel 
and development of the facilities.

In some cases a school may operate under 
the auspices of a church, or a district 
or national council. If this is the case, 
there must be clear policies defining this 
relationship and the governing bodies 
involved in order to avoid conflicts of 
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interest. Whatever other entities may be involved, the school board and administration 
must have ultimate authority over the operation of the school. 

The board is responsible to adequately safeguard essential legal documents, such as 
titles to property, corporate registration, and reports to government agencies. The board 
needs to keep them in a secure location, such as a safe at the school or a safe-deposit box 
at a bank. 

The constitution and bylaws comprise the fundamental and generally unchanging articles 
governing the school. Only the board can make amendments to the constitution and 
bylaws. The board, by a two-thirds majority, must approve any changes to the constitution. 
The board must receive advance notification of such a proposal (usually at least thirty days 
prior to the board meeting). The board in session can make changes to the bylaws, which 
describe the operating procedures, with a majority vote. 

Normally, the school president or principal is the only member of the administration or 
faculty who sits permanently on the board, although the board may invite other members 
to attend meetings and make reports at the discretion of the president or board chair. 

It is vital that the bylaws clearly define the role of the president as the person directly 
responsible to the board for the operation of the school. It is also critical that all members 
of the board and school community understand and respect this role.

Two distinct roles are involved in giving leadership to a school. The first role is governance 
(the root word means steering), which is the role of the board. Governance involves the 
following duties: 

• Setting the overall direction of the school
• Appointing competent administrative leadership
• Approving policies governing the operation of the school
• Ensuring the ongoing financial viability of the school

Boards possess legitimate authority, having been elected or appointed by the sponsoring 
bodies for the school (e.g., general councils, district councils, church boards, mission 
organizations). The board represents those bodies by ensuring that the school is fulfilling 
its mission and purpose as defined by its constitutional mandate. The board does this by 
delegating authority for administration to others who provide day-to-day leadership to the 
school. The board must operate with attitudes of trust toward the school administration 
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and a desire to empower their leadership and decision-making rather than viewing them 
with suspicion, distrust, and a desire to control. 

The second important leadership role is management. The administrative leadership of the 
school implements the policies adopted by the board, guides the day-to-day operation of 
the school toward achieving its purposes, and ensures fiscal integrity and responsibility. 
The board expects the president and administration of the school to exhibit competence 
and authority in fulfilling their responsibilities while adhering to mutually agreed upon 
systems of reporting and accountability. 

For the school to enjoy effective leadership without conflict, it is important to keep these 
two roles separate. The board must exercise governance without becoming directly involved 
in management. The administration must accomplish the day-to-day management of the 
school while being fully amenable to the governing authority of the board (i.e., getting the 

work done without overstepping the parameters 
established by the board). The president is the 
connection point between the board and 
administration and is its agent in fulfilling 
governance mandates. 

The board must operate as a unified group, 
and its vested authority is in the group, not 
in any individual on the board, including the 
chairperson of the board. The chairperson 
must encourage board members to candidly 

express their views on the operations, health, and leadership of the school. At the board 
level, all members should have a voice and vote in decision-making but also uphold the 
confidentiality of transparent discussions when appropriate. When individual members 
of a board, including the chairperson, become involved in the management and daily 
operations of a school, thus bypassing the president, they violate this separation of 
responsibilities, undermine the authority of the president, and create problems for 
the school.

The most important responsibilities of a board include:

• Setting the overall direction of the school through its mission and vision. There 
should be a strong consensus among the members of a board in consideration of 

The board's authority 
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the intentions of the school’s constituency, owners’ organizations, or sponsoring 
denomination regarding the fundamental mission of the school. This provides the 
basis for everything the school does in program and institutional development. The 
board must guarantee that the mission is being pursued while safeguarding the 
spiritual vitality of the institution. 

• Selecting competent leadership for the school, especially the president. The board 
needs to select a president who has experience, capacity, and training to lead 
the school with vision, energy, and integrity. Terms of service, expectations for 
the president, and review procedures should be defined. Then the board must 
support the president in successfully fulfilling his or her responsibilities. The 
board needs to support the president unless there is a loss of confidence due to 
the president’s mismanagement or failure to fulfill the duties of the office with 
excellence and integrity. In such a case, the board needs to replace the president 
following the constitution, bylaws, and procedures established in advance of such 
situations arising.

• Providing the resources the school needs to fulfill its purpose. These include 
financial, physical, human, and educational resources. The board represents the 
school to its constituency and stakeholders and must ensure there is adequate 
support for the school.

• Ensuring the school has developed and is implementing an ongoing strategic plan. 
While this is also a responsibility of the president and administration, the board 
must take the lead in thinking about the future and where the school should 
be going.

Normally, a school board needs to meet at least twice during an academic year to receive 
reports from the administration, review the status of the school, and make policy decisions. 
Some boards meet quarterly. The agenda for the meetings should be formulated by the 
president in consultation with the chairperson of the board, with allowance for items to 
be added to the agenda by members of the board. The board secretary needs to record the 
minutes and distribute them to all members for review. The board needs to approve these 
minutes at the following meeting and preserve them for future reference. 

The constitution and bylaws need to clearly state the method for evaluating and 
replacing inactive board members. The board needs to adopt a formal policy regarding 
the requirements for attendance by board members and define how many consecutive 
meetings a member may miss before the board considers a position vacant. This will avoid 
the need for the board to take specific action to declare a seat vacant since the vacancy 
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becomes automatic at some point. For instance, a board might stipulate that in the event of 
two or three consecutive absences, depending on the frequency of meetings, the board will 
declare the member has resigned and select a new member as a replacement by following 
the bylaws of the school. (For more information regarding the board of directors, see 
Appendix 6.)

School administrators
One of the most important functions of the board is to appoint competent administration 
to run the school. The president (sometimes referred to as director, principal, or vice 
chancellor) must be an effective administrator who can give leadership to the other 
administrators and relate well to the constituency of the school. It is recommended that 
the president be given the authority by the board to select qualified officers who will serve 
on the school administration. The administration should include an academic dean, 
finance director, dean of students, and someone who works with public relationships and 
development. If other offices are needed, a case for their inclusion should be made by the 
president to the board. These individuals are answerable to the president for their quality 
of work and attitudes. 

The academic dean must have appropriate academic credentials and be able to lead the 
faculty effectively. Other administrators must have appropriate training and experience to 
fulfill their responsibilities. A common flaw in schools is when someone is promoted to a 
higher administrative position because of seniority in service rather than competency to 
fill that position. Some instructors have amazing potential to serve in an administrative 
capacity. When the door opens, they should be given this opportunity. Others, however, are 
impactful teachers but lack the giftings needed to administrate. The leaders of the school 
must seek what is best for the mission and ministry of the school and avoid favoritism or 
entitlement expectations from the faculty and staff. Once these individuals are selected by 
the president, they should be ratified by the board.

The bylaws need to describe the various administrative roles for those who serve the 
school and their essential responsibilities. Any specific qualifications related to one’s 
role should be included in the policy and procedure manuals of the school, which serve 
as guidelines for employee selection and evaluation. (See Appendix 6 for a sample Bible 
school organizational chart.)

The president is directly responsible to the board for all aspects of the school’s operation. 
All other administrators are responsible to the president for the functions within their 
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areas of responsibility. These administrators constitute the school administration or 
Admini strative Committee (AdCom) of the 
school. It is important that the AdCom members 
function as an effective, unified, loyal team and 
coordinate their activities in a harmonious way to 
ensure maximum effectiveness in all areas of 
school operation. Where serious disagreements or 
dissension develops among administrators, or 
between the faculty and administration, that is 
adverse to the harmonious operation of the school 
and cannot be resolved through normal admin-
istrative channels, the board may need to intervene to resolve these differences. 

Administrators must have the spiritual maturity, ministry experience, advanced education, 
leadership skills, and commitment to the local church to provide good management in their 
various areas of responsibility. Thus, they fulfill the mandate of the sponsoring bodies as 
reflected in the constitution. The board needs to evaluate the president and administrators 
periodically to ensure they are adequately fulfilling their responsibilities. If they are not, 
the board should work through appropriate channels of communication, following school 
policies, to replace them. (See Appendix 6 for recommended job descriptions for the 
administrative roles normally found in a school.)

CONTENTS OF APPENDIX 6
See Appendix 6 for the following supplemental resources related to governance and 
administration:

• Constitution and Bylaws: Outline of Typical Components
• Sample Bible School Organization Chart
• Board of Directors: Structure, Responsibilities, and Characteristics
• Administrative Responsibility List
• Administrative Committee Description
• President – Sample Job Description
• Academic Dean – Sample Job Description
• Registrar – Sample Job Description

These resources and more are also part of the Bible School Leadership Manual digital 
resources. Visit africaatts.org/resources to download the digital resources folder.
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school’s operation 
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S TA NDA RD 7 · Physical Resources

How do we steward 
our resources?

The national church has decided to hold their seventy-fifth anniversary celebration 
featuring national and international leaders at your Bible school. Unfortunately, the 
school is in disrepair. Several areas need repair before these dignitaries arrive. Rain 
has been leaking through the roofs of several buildings, which has caused a buildup of 
mildew and mold. In the rooms where guests will be staying, bed frames are broken, 
screens and mosquito nets have holes, and water taps are dripping. There are also 
problems with the cistern, and the lawn mower is broken. For the past several years, 
the administration has used the small amount of money set aside for maintenance for 
other purposes, typically paying faculty salaries and buying fuel for the school van.

Why is systematic maintenance important? What are the results of not maintaining 
the school’s facilities? In what ways can you budget and plan for maintenance and 
emergencies?

The national church or Bible school governing body is responsible for providing instruc-
tional facilities to train pastors, church planters, and spiritual leaders. Bible schools generally 
begin small, and classes may initially occur in a local church or a rented building. As the 
church grows and generates increased demand to meet the church’s growing educational 
needs, it will eventually be necessary to purchase land to construct a Bible school campus. 
The diligent management of facilities and responsible stewardship of all physical resources 
are critical to creating a safe environment that facilitates a thriving, learning community 
and supports the ministry objectives of the school. From the inception of the school, a 
clear agreement is needed between the sponsoring church or denomination and the school 
regarding the shared use of the facility. Will the church occupy some of the school’s 
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office space for its pastors and staff and conduct weekly services and church functions on 
the school campus? Or will the school operate inside the facility of the church? A clear 
agreement will help provide harmonious and mutual consent to minimize conflict and to 
clarify responsibilities for the use and maintenance of the facilities. 

If a school or a branch campus is just starting, much thought and prayer should go into 
the selection of the best location. Some church leaders prefer a training spot that is remote, 
something like a quiet monastery or retreat center where students can study but also have 
time to pray and meditate. While this environment sounds attractive, with the huge reality 
of urbanization and the need for relevant churches to be planted in the major cities across 
this continent, it seems wiser to establish schools in urban centers where students can be 
equipped practically to address the spiritual and societal challenges faced where Africa’s 
people live.

Physical resource management can be divided into four categories of responsibility: 
organization of campus facilities, campus operations, maintenance of facilities, and facility 
development.

ORGANIZATION OF CAMPUS FACILITIES
Layout and design
The arrangement and use of facilities can play a significant role in creating an optimal 
environment in which community and learning can thrive. Aim to organize space in a way 
that best fits a required function or task while still maintaining a harmonious or coherent 
flow of people and traffic throughout campus facilities.  For example, it does not make 
sense to locate the kitchen closest to the school entrance or for kitchen staff to be the first 
people a visitor encounters. Placing the administrative offices at the school entrance offers 
a more sensible option as it empowers office staff and school leadership to better monitor 
and manage access to the campus. This layout promotes student learning and community 
safety as it prevents strangers from accessing the property, faculty, and students without 
first going through appropriate channels.

Classroom design is essential to optimizing the learning experience. Classrooms should be 
large enough for students to have desks and chairs and be well lit and ventilated so course 
materials can be easily read and students can stay alert. Blackboards or whiteboards are 
useful teaching aids that allow teachers to visually present concepts and ideas. Keeping 
classrooms clean and uncluttered serves as an additional way to maximize learning. Some 
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environments and climates offer additional challenges that may divert student attention, 
such as excessive heat or the presence of bothersome flies. School administration should do 
what they can to alleviate or minimize these distractions.

Thought must be given to the location of the library, ensuring that the environment will 
be most conducive to study. The office space for full-time and part-time faculty needs 
consideration. Some schools may opt for individual offices for teachers, others may choose 
a shared workspace with individual desks.

The training institution must determine what groups of people it will serve and what its 
delivery system will be. For example, will the school provide housing for single men and 
women only or will it also offer housing for married couples with children? Will only 
daytime or evening courses be offered? Will courses be scheduled as intensives for one 
or two weeks, or will there be full semesters? If the school will serve resident students, 
plans will be needed for dormitories, a cafeteria, shower blocks, clothes washing facilities, 
health care, etc.

Health and safety
Government agencies or accrediting associations will generally expect the school to 
have a first aid kit and properly placed fire extinguishers throughout the campus. Trash 
cans strategically placed across campus will aid in reducing litter. Garbage and sewerage 
management and appropriate disposal is critical to maintaining a clean and sanitary 
campus environment. Inefficient elimination of trash, especially leftovers from kitchens, 
can attract rodents, cockroaches, and other creatures that could bring sickness and 
diseases. Ramps along pathways and at entrances to buildings offer students and visitors 
with disabilities easier access to facilities on campus. All drains, holes in the ground, and 
septic tanks should be covered to prevent people, especially small children, from falling into 
these cavities. Plumbing and electrical systems on campus need to be regularly inspected 
and maintained. To minimize any potential electrocution or fires, no live electrical wiring 
should ever be open or accessible. Leaks and drips from water taps should be fixed as soon 
as possible.

The Bible school is responsible for student and faculty safety and should offer optimum 
security measures to safeguard personal belongings and campus property. Well-constructed 
walls or perimeter fencing is a principal means for securing the property and its residents. 
Preferably, the property should have a minimal number of entrances, all of which should 
lock and be difficult for thieves to breach. The administration should aim to control public 
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access to the property or campus through intercoms or security guards. Burglar bars on 
windows, security gates over doors, employing security guards, or installing an alarmed 
security system can offer additional needed protection.

CAMPUS OPERATIONS
School management should appoint faithful and qualified people to supervise the 
required maintenance tasks and responsibilities. The ideal candidate for such a role is self-
motivated, can create and follow detailed schedules and itemized lists, and is proficient in 

general repairs. It is helpful if administrative 
leaders possess good people skills as they 
will lead the maintenance team and interact 
with companies needed to provide expertise 
beyond the capacity of maintenance staff. 
Careless use of equipment, negligence 
in inspection, and delayed response to 
potential  maintenance issues can pose con-
siderable problems that threaten the health 
of relationships, the quality of education, 
the institution’s reputation, and frustrate the 
school’s self-sustainability efforts. Multiple 
layers of accountability combined with 

simple but thorough systems and processes will go a long way to minimize the irresponsible 
stewardship of facilities and equipment.

Accidents happen, and the school must prepare for potential damages to or loss of campus  
facilities and equipment. Insurance on buildings, expensive equipment, and campus 
vehicles can help protect the school in cases of accident, vandalism, theft, or natural 
disasters such as floods or fire. Recuperating the expense of extensive damage is generally 
impossible without compensation from an insurance company.

Responsible equipment management requires careful oversight and accountability to 
prevent squandering or misusing resources. Systems and processes for inventory control, 
coupled with scheduled equipment maintenance service, reduce wear and tear and prevent 
unnecessary wasting of supplies associated with printing and mechanical maintenance. 
Scheduling regular meetings between the administration and the maintenance team is a 
great way to evaluate progress, assess the quality of work, and gather reports to identify any 
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areas of damage, loss, and inventory discrepancies. Reports from such evaluations should 
be presented at board or executive committee meetings.

MAINTENANCE OF FACILITIES
It is an impossible task to properly maintain facilities and service vehicles and equipment 
without adequate resources. School administration is responsible for accurately assessing 
the budgetary costs for maintenance needs and delegating resources to the various 
departments. The annual budget must reflect a priority of maintaining the facility, all 
equipment, and every aspect of the school’s inventory. Allocated funds empower faculty 
and staff to fulfill their departmental responsibilities and achieve the school’s desired 
objectives and goals. Systems of accountability should be in place to monitor expenditures 
and evaluate progress.

The management and maintenance of the Bible school property and its facilities is often a 
reliable indicator of the quality of education and level of service one can expect to receive 
at the school. Property management involves 
attentive supervision and faithful maintenance 
of the grounds and gardens, buildings, perimeter 
fencing or walls, and electrical and mechanical 
equipment.  Maintaining gardens and grounds 
includes watering flowers and lawns, weeding 
gardens, trimming or pruning trees, raking 
leaves, and similar activities that generally 
require daily or weekly attention. Regularly 
clearing the grounds of rock piles, trash mounds, 
and loose rubbish can limit the number of 
snakes, rats, and other creatures that may threaten the community’s health and security 
and make the campus much more attractive.

A monthly review of all tools, garden hoses, and other gardening equipment helps 
determine what needs to be repaired or replaced. Working with tools in disrepair may slow 
productivity or cause personal injury. Likewise, office, classroom, printing, and library 
equipment needs to be managed well and maintained properly. A systematic inspection 
of all buildings and infrastructure allows  for early detection of leaks, cracks, and other 
defects. Scheduling regular maintenance assessments and developing methodical checklists 
to guide the process can significantly reduce annual operational expenses. An itemized 
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equipment inventory provides a way for the administration to have an accurate record of 
tools to determine future purchases and offers a way to monitor loss or theft of items.

FACILITY DEVELOPMENT
Campus development
The initial planning of a Bible school campus should include its short-, medium-, and long-
range goals, and be periodically assessed for progress and alignment with the institution’s 
mission. Dreaming big in the beginning stages of campus development may feel overly 
ambitious but will prove beneficial over time. Schools that plan solely for their immediate 
needs inevitably run into problems when the school grows. Failure to plan results in a 
campus with an impractical layout of structures and facilities that feels disjointed and 
lacks coherent flow or order. Including faculty, staff, students, and board members in 
the planning phase for new campus developments will offer a broad range of insights 
and collective wisdom that increases the probability of successful layout and design. 
Understanding the school's vision and knowing each building’s purpose is crucial to the 
planning process. The purpose of a building will usually determine its placement.

Buildings used for chapels, church services, and community events tend to have more 
traffic, and the sound and movement of people from these events can be bothersome to 
students if classrooms are in adjacent buildings. In determining the best placement of 
structures, one should consider the neighborhood surrounding the campus. Loud, late-
night prayer vigils or worship events may be a source of irritation or frustration to neighbors 
and produce resentment that could harm the school’s reputation or hinder its ministry to 
the community. Foreknowledge of the property plan allows initial construction to prepare 
for appropriate roads and access points that may be more expensive and difficult to achieve 
at a later stage of development. Ultimately, the goal of a site plan or site map is to arrange 
and utilize all facilities in a manner that supports the school’s primary objectives while 
maintaining campus coherency, in which the placement of buildings makes natural sense 
as one navigates through the campus.

Equipment acquisition
One cannot expect the maintenance staff to maintain grounds or upgrade facilities 
without providing them with the appropriate tools for the task. Specific jobs require 
certain tools. Ill-equipped workers may face personal injury that could lead to lawsuits, 
or the staff may become frustrated and discouraged, which can influence the way they do 
their work or can affect the community’s culture on campus. After a proper assessment 
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of required tasks to determine appropriate tools for the job, the administration can either 
rent or purchase the necessary equipment. Toolboxes with measuring tape, screwdrivers, 
wrenches, and hammers, as well as machetes, garden hoses, and standard gardening tools, 
are essential for the upkeep of any campus. As the school grows and the maintenance 
demands increase, a regular assessment of equipment will be needed to ensure staff has 
what they need to discharge their duties effectively. The purchase of lawnmowers, tractors, 
weed-eaters (bushwhackers), vehicles, and trailers will depend on campus and ministry 
needs and what the school can afford.

CONTENTS OF APPENDIX 7

See Appendix 7 for the following tools related to physical resources:

• School Facilities and Accreditation Standards
• Guidelines for Campus Development
• Job Descriptions Related to Physical Resources

 ◦ Manager of Maintenance
 ◦ Manager of Construction
 ◦ Kitchen Supervisor
 ◦ Cooks
 ◦ Manager of Lands
 ◦ Yard Workers
 ◦ Bookstore Manager
 ◦ Supervisor of Security

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.
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S TA NDA RD 8 · Financial Resources

How do we 
maintain viability?

The national leadership has accused you of embezzling funds from your Bible school. 
You originally became the business manager at the school because no one else was 
available to take care of the finances. In the beginning you were able to handle the 
finances while the school was small and the school profited. Because the administration 
trusted you, they never asked for an accounting of income and expenses. They only 
wanted to know if there were adequate funds to pay the expenses. As the school grew, 
your accounting procedures became inadequate. 

People you have previously paid are now claiming that you have not paid them. You 
did not keep an itemized list of income and expenditures nor did you enter financial 
records on a computer. The only records you had were in a box of receipts that was lost 
in a fire. Because the administration and the board of directors have not had detailed 
financial reports, they do not know the financial condition of the school. The school 
has no funds for salaries, and the leadership is accusing you of misappropriating 
funds. Because you have not kept adequate records, you have no way of proving your 
innocence. 

How could you have prevented this from happening? Why is it important to keep good 
financial records? How might you need to change the way financial records are kept 
at your school?
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CATEGORIES FOR FINANCIAL RESOURCE 
MANAGEMENT
Financial integrity and transparency
The Bible school must place a high priority on financial integrity and transparency 
regarding its use of student and donor funds. The administration must consider the risk of 
stolen, misused, or lost funds in all policy and individual roles regarding finances. All staff 
personnel in the school need to review and sign a code of ethics (see Appendix 3.)

Financial policies and procedures
School administrators ensure that financial policies are established and followed by 
everyone working with finances. These policies are designed to address risks and define 
roles and responsibilities of each financial function required. School administrators 
regularly review financial reports of income and expenses, adherence to a balanced budget, 
personnel needs and functions, and general operations of the school. Monthly reports 
are best with quarterly, semi-annual, and annual reviews included as part of normal 

procedures. Policies and procedures should 
be reviewed annually and adjusted as needed 
to accommodate growth and other changes in 
the function of the school finances. No system 
of protocols will be effective unless adhered to. 
It is the responsibility of the school leadership 
to ensure adherence to policy. Good financial 
policies contain at least these thirteen points.

BANK ACCOUNTS

The school maintains bank accounts with a nationally registered financial institution as a 
secure place to hold the majority of funds, to pay invoices from, and to receive donations 
and payments. All payments and withdrawals of cash via check should require two 
signatures while all electronic payments should have two-factor authentication systems 
in place to protect the business administrator and the school. If debit cards are to be used, 
monthly reconciliation for all use must be conducted. Each bank account is reconciled 
using the computer financial software, and reconciliation reports are maintained both 
physically and electronically. Present these reconciliations to the school leadership on a 
monthly basis. The checks and debit cards for all bank accounts should be kept in a fire-
proof safe with limited access by school leadership and financial personnel.

The Bible school must 
place a high priority 

on financial integrity 
and transparency 
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PETTY CASH 

Most schools need to utilize a petty cash box or two for many daily transactions. One box 
can be used to receive student payments and donations, which will all be moved to a bank 
account, and the second can be used for daily cash purchases. A careful record must be 
maintained of all cash put into and taken from the petty cash boxes. Maintain a written 
register to record all activity with a place for date, purpose, amount, and signature of the 
person interacting with the petty cash box. This data is then transferred to the computer 
financial software. A maximum limit for the daily purchases from the petty cash box is 
set by the administration and maintained. When funds are taken from the petty cash 
to a bank account, take care to ensure these funds are not recorded as a deposit of new 
funds, but as a transfer from one type of account (cash) to another (bank) in the computer 
financial software. Conduct a regular reconciliation of the petty cash box, and maintain 
the record of such reconciliations both physically and electronically. Keep the petty cash 
box(es) in a fireproof safe and only remove it when adding or taking out funds. Limit access 
to the safe to school leadership and financial personnel. (See Appendix 8.) 

STUDENT INVOICES

At the beginning of each school session, give each student an invoice for the costs for 
that semester. Invoices should include the name of the student, a student number, a date, 
an invoice number, a list of services and products sold to the student, a quantity of each 
service or product, a price per item, a total for each item, a total for the complete invoice 
with discounts or scholarships applied, a due date, and details for making payment. Enter 
invoices into the school computer financial software before any entries of payments or 
deposits of payments. After invoices are created and entered, payments are received and 
recorded to specific invoices, then deposits are made into petty cash or a bank account 
and recorded. Give students monthly statements that show any outstanding amounts due 
or proof of zero balances. Some items that might be on a student invoice include housing, 
food, library use, tuition, textbook purchases, Internet use, graduation fees, copier fees, 
and other services or products the school is “selling” to students. (See Appendix 8.)

RECEIPT OF DONATIONS

When donations are received, send donors a letter of thanks that lists the amount of the 
donation. Deposit the funds in petty cash or a bank account and record the donation in the 
computer financial software. If the donations are for scholarship purposes versus general 
use, then record them under the scholarship income category with notes regarding any 
specific students to receive the funds. (See Appendix 8.)
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RECEIPT OF STUDENT PAYMENTS 

Once invoices have been created and provided to students, record the receipt of payments 
from students in the computer financial software, being careful to credit students by 
applying payments to their specific invoices. If scholarship funds are to be applied, care 
should be given to apply to the correct invoice for each student. (See Appendix 8.)

DEPOSITS

After funds have been received and recorded in the computer financial software, deposit 
them in petty cash or a bank account. Include as much detail as possible on the deposit 
slips, listing names of students, names of donors, or “petty cash” if funds are being moved 
from petty cash to a bank account. (See Appendix 8.)

PURCHASING

Supplies are a necessary part of any business. Maintain a regular list of suppliers and 
review it annually to ensure quality and the best price. Put in place purchasing limits that 
allow the business administrator to operate to an acceptable limit. Purchases above the set 
limit should require approval from the school leadership.

PURCHASES INVOICES

Invoices sent to the school for purchase of goods and services provided to the school should 
be paid on time, in full, and with approval of the administration. Set in place a system 
to monitor the spending limit on purchases and present and get approval for payments, 
which will ensure timely payments without wasting the administrator’s time. Record all 
payments in the computer financial software and assign them to a specific expense category 
from the chart of accounts. 

REIMBURSEMENTS

Keep reimbursements to a minimum; most expenses should be incurred with direct billing 
from regular vendors for supplies. When reimbursements are required, use the same form 
for the payment of invoices: seek approval for payment and assign the reimbursements 
to specific expense categories. Do not use categories such as “other,” “misc.,” or 
“reimbursements.” If a similar expense happens more than three times per year, then add 
a new expense category to the chart of accounts. 

BUDGETING

Prepare an annual budget and get it approved by the administration prior to the start 
of the fiscal year. The budget should consider anticipated student enrollment, donations, 
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normal expenses, and extraordinary items anticipated in the coming year. Extraordinary 
items might include new construction, renovations, or major purchases that are not made 
each year, like computers or vehicles. Monitor carefully the income side of the budget and 
make sure it is being met and address shortages at least quarterly. Monitor the expense side 
monthly and do not allow individual line items to exceed limits set, except with approval 
from school leadership and with a plan for covering such overspending. If the income is 
not meeting the budget, spending on the expense side will also need to be reduced mid-
year. (See Appendix 8.)

Budgeting is important for schools since income and expenses are not steady throughout 
the year. Income usually increases at the beginning of a term as students enroll and pay 
for courses. Expenses may rise at the end of a term as payments are made to part-time 
instructors. In some cases, funds need to be paid to suppliers for services or goods that 
are used over several months. One example is external educational service providers that 
supply curriculum, grading services, and academic record keeping. Although money for 
these services was collected at the beginning of the term, payment may only be due at the 
end. Funds need to be set aside and guarded to make these payments.

REPORTING

Regular reporting is mandatory for good accountability and function of any business or 
school. Reports should include a balance sheet, an income/expense report, a budget report, 
and proof of reconciled bank and petty cash accounts. School leadership should require 
monthly reports due preferably no later than the 10th day after the close of the month 
(example: January reports due by February 10). Next, generate reports for each quarter, 
half-year, and year. Keep these reports in the school files in both physical and electronic 
format. (See Appendix 8.)

CONTRACTS

The school may need to enter into contracts for copier machines, cleaning/gardening 
services, construction work, or other services. Contracts should be thoroughly reviewed by 
the business administrator and presented to the administration for approval. Give careful 
attention to legal and financial responsibilities. Maintain a current file of all contracts in a 
secure location in both physical and electronic format.

SECURITY OF FINANCIAL DATA

All financial data is valuable and critical for the future security of the school. Secure 
all financial data in both physical and electronic format. Use a fireproof safe for deeds, 
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contracts, petty cash boxes, bank account cards and checks, other critical documents, 
and computer financial software backup copies. A second copy of the computer financial 
software backup should be kept off-campus and updated at least weekly. Annually, gather 
all physical files and store them in a secure facility for at least seven years. 

Asset control and protection
The administrator and staff documents and supervises all assets and intellectual properties 
to ensure proper use and protection.

ASSET CONTROL 

Part of asset control consists of documenting and maintaining an annual inventory list 
of all equipment: furniture, computers, electronics, shelving, books, course materials, 
vehicles, supplies, etc., along with an estimated cost of replacement for insurance purposes. 
This list includes all buildings and grounds facilities, air conditioning, heating, fans, and 
usable floor space. Facility replacement costs must also be estimated in case of loss. 

ASSET PROTECTION

Asset protection involves providing insurance or detailing procedures to guard facilities 
against theft, casualty loss, and accidents 
on property. This should include insurance 
for the facility, staff, students, buildings 
and grounds, vehicles, and institutional 
leadership to guard against liability claims 
or other loss claims. Asset protection also 
provides intellectual and software system 
security protection to prevent unauthorized 
use, tampering, loss, or significant damage 
to these systems. Part of asset protection 
involves risk management, such as providing 
an emergency evacuation procedure and 
periodic training on fire, smoke, or other 

situations when evacuation may be necessary. Provide and maintain a schedule of 
maintenance procedures for the buildings, grounds, vehicles, and equipment usage.

Internal and external audits
Auditing involves creating a document detailing the periodic, internal and external 
auditing guidelines to ensure the school is adhering to proper finance and operations 

Asset protection 
involves providing 

insurance or detailing 
procedures to guard 

facilities against theft, 
casualty loss, and 

accidents on property  
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procedures. When performing, documenting, and reviewing the audit results, utilize other 
school guidelines, outside auditing personnel, or qualified personnel who do not report to 
the school or church administrator.

Assessment of financial need and income sources
The school board needs to facilitate brainstorming sessions periodically with staff, outside 
groups, and other interested parties to determine possible income sources for the school. 
Sources should include alumni and national church leaders, both in Africa and abroad. 
The administration needs to encourage or assist in developing videos or other tools that 
provide the school with stories that faculty, staff, and others can use to raise funds. 

DEFINITIONS OF FINANCIAL TERMS
Asset. A resource with economic value that the institution owns or controls with the 
expectation that it will provide future benefit. Usually property, equipment, or investments.

Audit. An objective examination and evaluation of the financial statements of an institution 
to make sure that the records are a fair and accurate representation of the transactions they 
claim to represent. It can be done internally by employees of the institution or externally 
by an outside firm.

Budget. An estimate of income and expenditure for a set period of time.

Budget Review. A regular report that compares the budget to actual income and expenses 
over a period of time to ensure adherence to the budget and understand necessary 
adjustments for future budgets.

Capital Budget. A plan for raising large and long-term sums of money for investment in 
equipment, buildings, vehicles, computers, or other major purchases over a time period 
greater than the period considered for the annual operating budget.

Chart of Accounts. A listing of every financial category in the general ledger of the school. 
The chart of accounts should include bank, income, expense, liability, asset, and equity 
accounts (broken down into subcategories), where financial transactions occur

Contract vs. Obligation Agreement. A contract is a legally binding agreement reached 
between two parties, the terms of which the courts have the authority and obligation to 
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enforce. An agreement is a less formal creation of an obligation between the two parties 
that is not legally binding but provides for clear operations procedures.

Disbursement. The payment of funds from institution accounts for invoices, payroll, or 
approved reimbursement requests. 

Expenditure. The payment of cash or school account funds for goods or services, as 
evidenced by an invoice, receipt, voucher, or other such document. 

Fiscal. Of or relating to expenditures, revenues, and policy of incurring income and 
expenses relating to finances of the organization's policy. Fiscal also refers to the financial 
time period—perhaps following the calendar or tax year for the county or operation.

Invoice. A document that itemizes a transaction between a buyer and a seller. An invoice 
should include name of purchaser, date of purchase, invoice number, the name of items 
sold, a description of services/goods purchased/sold, rate or fee for each item, quantity of 
items purchased, total due for each item, total due, due date, and how to pay.

Operating Budget. A combination of known expenses, expected future costs, forecasted 
income over the course of a year, and extraordinary items anticipated in the coming 
financial time period. Operating budgets are completed in advance of the accounting 
period, which is why they require estimated expenses and revenues.

Payables. Funds that are owed or to be paid to vendors for products and services purchased 
on credit, or over agreed-upon intervals. If the payment is not due for a period of time, the 
institution must be careful to hold the amount of funds in the appropriate account so that 
it can meet its obligation on time.

Payroll. A list of all the school’s employees and the amount of money paid to them during 
each pay period. The list may also include information referring to employees' taxes and 
other benefits.

Petty Cash. A fund of cash kept on hand for purchases or reimbursements. Use the 
purchase/reimbursement form to account for all funds. Include all details, signatures, and 
chart of accounts categories.
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Receivables. An asset designation applicable to all debts, unsettled transactions, or other 
monetary obligations owed to the institution by its students, debtors, or customers. For 
example, if students are on a payment plan and have not paid their entire school bill at 
the beginning of the term, the amount that remains to be paid should be included in the 
institution’s receivables.

CONTENTS OF APPENDIX 8
See Appendix 8 for the following tools related to financial resources:

• Business Administrator – Sample Job Description
• Bible School Chart of Accounts Sample
• Bible School Balance Sheet Sample
• Bible School Budget Report Sample
• Invoice Form Sample
• Payment Receipt Sample
• Student Statement Sample
• Payment Request Form
• Petty Cash Request Form
• Petty Cash Reconciliation

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.
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S TA NDA RD 9 · Student Outcomes

How do we know if 
we are successful?

A Bible school has not paid its administrators and staff for four months. The generator 
has stopped working, and there is no money to repair or replace it. Much of the current 
financial stress is the result of a sudden drop in enrollment that began when a new 
Pentecostal school opened in the same city. Many former students who are pastors 
have encouraged their young people to go to the new school because these pastors 
were disappointed with the quality of the teaching they received at their alma mater. 
Some pastors complain that the school has not kept up with the changing times and 
is no longer relevant. That is why they are directing prospective students to the new 
Pentecostal school.

To compensate for the drop in enrollment, the school has started accepting almost any 
student who applies. Some of the students are not spiritually mature enough to attend 
Bible school and have given the school a bad reputation. The school has gradually 
put most of its emphasis on academic pursuit while focusing less on the spiritual 
maturity, moral development, and ministerial skills of its students.

In an emergency meeting, the national executive committee suggested that the school 
appeal to its alumni for funds. The school, however, did not have an updated list of 
all the alumni. In what ways can you evaluate the educational and spiritual qualities 
of your graduates? How can you keep in contact with them after their graduation? 
How might their evaluation of their time at your school help you better plan to help 
current and future students? What serious errors do you suspect led to the school’s 
predicament? If the national church leaders appointed you to take over as the principal 
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of this school, how would you motivate the alumni to feel loyalty and commitment 
toward the school? 

Just as a coin has two sides, so ministerial training has two sides. On one side, we see the 
school’s mission statement, educational goals, and training programs. On the other side 
are the ministries of the graduates, which serve as the clearest indicator of the school’s 
effectiveness. The quality of the school's training programs cannot be separated from the 
ministry effectiveness of the graduates. If the mission of the institution is to train men and 
women to be grounded in Scripture, filled with the Holy Spirit, and equipped for effective 
church planting, pastoring, and missions, one must ask if this is what the graduates have 
become and if they are doing it well. 

The relationship of the student to the school should not end at graduation. It is vital that the 
school continually track the number of students who go into ministry and their level of 
effectiveness. A wise school administrator will see the need to nurture an ongoing 

relationship with the graduates. That admin-
istrator understands that these graduates can 
provide feedback to improve the school, finances 
to support the school, and more students to 
enroll in the school. 

The apostle Paul described the disciples of 
his ministry as “living epistles.” He said they 
were evidence of the validity of his ministry (2 
Corinthians 3:2). In the same way, we measure 

the evidence of success for a Bible school or seminary by the success of its graduates. They 
are the living letters of recommendation of the school. We cannot measure a school’s 
effectiveness by the size of the campus, the academic level of its teaching, or the number of 
its graduates. We can only measure the school’s effectiveness by the impact the graduates 
have on churches, local communities, and the world. 

Another major indicator of the success of a Bible school’s training is the level of cooperation 
the school enjoys with its graduates. If the school administration maintains and nurtures a 
strong relationship with its graduates, the school will enjoy these four benefits:

• Practical self-assessment
• Increased student recruitment and enrollment

A wise administrator 
will see the need to 
nurture an ongoing 

relationship with 
graduates 
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• Generous financial support
• Fraternal and mutually beneficial relationships with alumni

AN ACTIVE ALUMNI ASSOCIATION
The primary agent for maintaining the relationship with graduates is a well-structured 
and active alumni association. This association organizes seminars for the enrichment 
and ongoing training of graduates, as well as social events, fund-raising, and a variety of 
services that help the alumni remain connected to the school, to its mission, and to fellow 
alumni. An active alumni association can provide a forum where a new generation of 
graduates are able to network with older alumni. It promotes unity within a denomination 
by facilitating the networking of alumni.

A wise school administrator will develop a well-organized and active alumni association. 
The school should appoint someone, either part-time or full-time, to oversee it from the 
school’s perspective. This person must have a burden and love for the alumni and be able 
to connect with them. Next, an alumnus of the school should be selected by fellow alumni 
to take the leadership role from the graduates’ perspective. A clearly stated charter for the 
alumni association will clarify the roles, purposes, and events for the association. (See the 
sample Alumni Association Constitution in Appendix 9.)

The school needs to update the list of alumni contacts annually (phone numbers, email 
addresses, physical addresses; along with information related to their role in a local 
church, parachurch organization, or business). Electronic addresses such as email and 
social media contact lists are increasingly valuable. Communicating with the alumni 
will keep them current with school events, staff, and news through a printed newsletter 
or through social media. Make sure alumni are aware of major events at the school, such 
as seminars, graduations, alumni meetings, spiritual emphases, missions outreaches, and 
special conferences. They also need to be aware of the school’s ongoing challenges and 
accomplishments. 

An annual meeting of alumni will help them keep in touch with fellow alumni and staff. 
Having graduates come back as teachers, chapel speakers, and guests is a powerful way 
to build loyalty. Putting alumni on the school board and action committees gives them 
a sense of ownership of the school. Honoring the significant accomplishments of alumni 
builds bridges with local churches and the larger alumni body, and sharing the success of 
alumni with current students can motivate them toward higher levels of achievement. 
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Increased finances tend to flow from strong relationships with alumni. As recipients of the 
school's training themselves, the alumni should serve as fountains of resources for the 
school. However, if the school only contacts alumni to make an appeal for money, the 
result will be irritation, not generosity. School administrators should not make every 

alumni event a fundraiser, but instead should 
look for ways to maintain meaningful, 
equipping, and empowering relationships 
with the alumni. 

If alumni feel they are vital to the school apart 
from their giving, they will want to be a vital 
part in giving. This happens when the school 
maintains contact and communication with 
the alumni. Faculty and administration must 

build relationships with alumni by developing ongoing training opportunities, visiting 
their churches, listening to their advice, and inviting them into the classrooms as lecturers 
and guest speakers. 

FEEDBACK FROM ALUMNI
The school described in the introductory case study of this chapter assumed it was 
successful with its training programs and student outcomes without ever sending out a 
survey to ask for feedback from its alumni. The administration did not even have a list of 
the addresses of former students, let alone know what they were doing in ministry and 
how their ongoing involvement in the school might be beneficial. The administrators were 
shocked to discover that their alumni were sending young people to another school.

Periodic surveys of alumni are not meaningless requirements for the school, but are a vital 
necessity to maintain the ongoing vitality of the school. Such surveys provide a means of 
self-assessment and help to maintain a strong bond with the graduates. Conduct the first 
survey during the last term at the school as an exit interview questionnaire for all who will 
graduate. (See Appendix 9.1.) Surveys conducted electronically can reach a large number 
of alumni at very little cost.

Another Pauline image for a disciple is a “son in the faith” (1 Timothy 1:2, NIV). Similarly, 
school administrators and faculty can form ongoing bonds with their students that are 
similar to the bonds between parents and their children. One cannot imagine a child 

If alumni feel they are 
vital to the school 

apart from their giving, 
they will want to be a 

vital part in giving 
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growing into an adult and leaving home, and the parents never seeking to know how their 
child is doing in life. In the same way, it is hard to understand how a school cannot be 
concerned about knowing what former students are doing and how they are using what 
they learned in school. Just as children grow to 
adulthood and can one day provide wise counsel 
for their parents, so students in ministry can 
advise their teachers and administrators.

A school could send a survey to all its graduates 
every three to five years inquiring if they are 
in ministry and in what ministries they are 
engaged. The school needs to know how the 
training they received at the school has positively 
affected them and how the school could have 
improved its training to help them more. The 
school can use this type of information to guide 
and adjust future training. It is also important to 
track those who do not graduate and those who 
do not enter ministry since this reflects on the 
effectiveness of the training. (For samples of alumni surveys, see Appendix 9.) Alumni 
surveys typically ask questions such as the following:

• What was the primary reason for attending the school?
• Is the alumnus in ministry? If so, what type?
• Has the alumnus’ training prepared him or her effectively for ministry?
• Are there areas in which the alumnus did not feel well-prepared?
• How could the school have better prepared the alumnus for ministry?
• Has the alumnus pursued further education? If so, in what field of study?
• Does the alumnus recommend students to the school? Why or why not?
• Is the alumnus willing to be contacted for more information if the school has 

questions?

Assessing the school’s effectiveness should extend beyond graduates to include any 
stakeholders (such as local pastors, board members, and parents of students) and 
the leadership of the national church. Feedback through surveys, interviews, panel 
discussions, etc., with national leaders is invaluable for assessing the effectiveness of the 
school’s training.

Just as children 
grow and can 
one day provide 
wise counsel for 
their parents, so 
students in ministry 
can advise their 
teachers and 
administrators 
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PARTNERING WITH ALUMNI TO IMPROVE 
EFFECTIVENESS
The Bible school administration must be proactive in soliciting feedback from graduates 
and must demonstrate that it takes the feedback seriously. No assessment of the school is 
more important than feedback from its former students. If graduates feel they can make a 
meaningful contribution in how the school is run, the following four indicators will reflect 
their satisfaction:

• Recommending new students to attend the school
• Supporting the school and students financially
• Responding to invitations to participate in school events/projects
• Serving as adjunct faculty and guest teachers and speakers

Most schools in Africa depend heavily on volunteer teachers who are full-time pastors and 
alumni of the school. The school needs to regularly acknowledge these volunteer teachers 
and invite them to attend faculty meetings where they can express their opinions and make 
suggestions. Their advice can be invaluable for contextualizing training because they serve 
in both the school and in local congregations. School administrators should create an 
atmosphere where all faculty, whether full-time, part-time, or guest teachers, feel free to 

give positive criticism about the operations 
and effectiveness of the training programs 
without putting the administration on the 
defensive. 

It is not open criticism the administration 
should fear, but secret criticism. If faculty 
members are not encouraged to express 
their opinions openly, they will express 
them behind closed doors, and the 
problems will not be fixed but will grow 
more acute.

Urbanization, media, travel, and a host of other factors create an atmosphere of constant 
change for Africans. The churches and Bible schools must constantly be adapting to new 
challenges. For a Bible school, the primary source for understanding its role in a changing 

Administrators should 
create an atmosphere 

where all faculty feel 
free to give positive 

criticism without putting 
the administration on 

the defensive  
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Africa is its alumni. For this reason, the school must initiate opportunities for all former 
students to give feedback. 

ONGOING MINISTRY TO ALUMNI
Most alumni received the majority of their training before they had significant ministry 
experience. One graduate complained that his schooling provided him with all the 
answers before he had any of the questions. He regretted that the school had not provided 
opportunity for continued training after graduation—when he had more questions than 
answers. Experienced teachers tell us it is more delightful to teach an experienced adult 
than a novice youth. Ironically, almost all formal training takes place among young people.

A school is wise to recognize its obligation to continue training its graduates. This might 
mean something as simple as hosting occasional seminars or allowing graduates to audit 
classes. It might be as extensive as providing credit-level courses by extension studies. If a 
school develops a higher level of training than was offered to previous graduates, it might 
be advantageous for the school to allow alumni to pursue further studies to upgrade their 
diploma or degree. 

Note that the training must adapt to the realities of the graduates. The school needs to offer 
continuing education and training in short blocks of time that do not require extensive 
time away from the church and family. 

Another resource for graduates is a newsletter that has short, inspiring, and practical 
articles and announces training opportunities and events. A website might recommend 
resources that provide meaningful training and online aids for Bible study and personal 
spiritual development through books, articles, book reviews, and additional websites. 

One of the best ways to show responsiveness to alumni surveys is to communicate with 
the graduates that a weakness in the program has been corrected due to feedback provided 
by former students. If the alumni complain of the school not providing opportunities for 
continued training after graduation, at an alumni meeting the school could announce 
a new program of continuing education. If the graduates register concern that their 
education lacked sufficient courses on missions, the school could add some vital courses 
and announce it to the alumni through a newsletter, website, national church meetings, 
and alumni gatherings.
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Some students who may want to go on to higher levels of education will need to apply to 
and submit transcripts from your institution to another school. Some will need to transfer 
credits to another institution or have their degree accepted for admission to higher levels 
of training. A school can help the student by providing letters of recommendation to the 
registrar of the other school and providing official transcripts that accurately report the 
academic work the student has successfully completed. Include in a letter a report of other 
students who have been accepted into other institutions, the extent of advance standing 
they received, and the success they had in those schools. Keeping a careful record of these 
successful transfers of credits and degrees can make a major difference in the number 
of students who can successfully matriculate into higher levels of training. Similarly, a 
school should do this so an academic association, such as The Associate for Pentecostal 
Theological Education in Africa (APTEA), can officially recognize the academic success of 
its graduates. The students they promote to higher levels of training may well come back as 
faculty to their own school.

CONTENTS OF APPENDIX 9
See Appendix 9 for the following supplemental resources related to student outcomes:

• Exit Interview Questionnaire
• Alumni Questionnaire
• Alumni Association – Proposed Constitution and Bylaws 
• Alumni Liaison – Sample Job Description

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.
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S TA NDA RD 10 · Relationship with Churches

Are you partnering 
with the church?

The number of students who attend your Bible school has declined over the past 
few years. You have gone to the national church leadership to encourage them to 
send more students and to ask for financial help. Unfortunately, the Bible school 
and national church do not have a good relationship. School administrators are not 
involved in ministering in the local churches and do not want to go to those churches 
because the churches will not pay for their travel expenses. Some faculty members 
criticize churches for not inviting them to speak; churches criticize faculty for not 
offering to come and preach. You have tried to get the national church leaders more 
involved with the school with little success. You have invited them to speak for chapel 
services, but most are too busy to come while others expect to receive expensive food 
and lodging, which the school cannot afford. Sadly, issues of distrust and conflicting 
expectations exist between the leaders of the school and those who direct the national 
church, and a resolution does not seem to be in sight.

What are some ways you and your faculty can build relationships with the national 
church leaders and the churches close to your Bible school? 

A Bible school is not an entity unto itself. Bible schools train pastors, missionaries, and 
leaders who will help advance the church. Therefore, each school’s mission and reason for 
being must include the church or churches it serves. To that end, a Bible school exists to 
serve the church, not the other way around. 

In many cases, the Bible school is owned and operated by a national church. It is essential 
that the church is clear in its understanding of and commitment to the mission of the 
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school. If the mission is to train people to plant churches where there are none and equip the 
saints to serve God, the church will stand with the Bible school to see this mission fulfilled. 
It will send students, provide financial support, open doors of ministry opportunity, and 
help with decision-making that enables the school to flourish and accomplish its God-
ordained mission. Some churches want the school to produce pastors, but they do not 
invest in it through their prayers, encouraging words, helpful suggestions, and finances. 
Some churches want the school to generate money to underwrite the operations of the 
church. If the church neglects the school, which serves as a major source for producing 
pastors, teachers, and missionaries, the school will flounder in its operations.

If your Bible school wants to fulfill its mission and goals, it should do everything possible 
to maintain a positive relationship with the churches it serves. It does this by actively 
cultivating and maintaining positive relationships with its sponsoring organizations, 
alumni, and various constituent bodies.

ACTIVE IN LOCAL CHURCHES
Administration, faculty, staff, and students should have an active role in local churches. 
Weekend ministry by school officials or students can have a great impact on these 

churches. This helps churches see the 
value of the Bible school in the spiritual 
maturity of its students. When a church 
sends a person to study at a Bible school, 
and this person returns for weekend 
ministry, the people will be able to see the 
value of ministerial training. Pastors will 
see how Bible school education is making 
a difference in the lives of these students. 
This will encourage them to support the 

school financially and to send people from their church to study in these schools.

Students who minister in these churches can also gain an understanding of what it means 
to minister in a church. Pastors in churches in close proximity to the Bible school can 
become mentors to the students.

When those from the school go out on weekend ministry, they can take promotional 
material to help the pastor and church better understand the purpose and scope of the 

Weekend ministry can 
help churches see the 

value of the Bible school 
in the spiritual maturity 

of its students 
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school’s ministry. A school and its faculty can also develop several weekend seminars to 
provide additional training for the churches. These efforts can help promote a positive 
image of the school. 

Administration, faculty, staff, and students must keep in mind that everything they do 
needs to advance the kingdom of God through the church or churches that partner with 
the school. Faculty, employees, and students should seek opportunities to engage in both 
formal and informal public relations on behalf of the school with both alumni and church 
leaders to foster better understanding and support for the school and to ensure that the 
school is truly meeting the needs of the stakeholders it serves.

THE STAKEHOLDERS
Stakeholders are persons or entities who have a vested interest in the Bible school and its 
outcomes (trained pastors). The primary stakeholders for a national Bible school are the 
leaders of the national church the school serves. Secondary stakeholders may be alumni or 
leaders of churches or organizations that send students to the Bible school. A third group 
of stakeholders might be a missionary organi-
zation that has a strong financial invest ment in 
the school and provides key personnel to the 
administration or teaching staff. 

Some call these stakeholders “gatekeepers” 
because they control access to students and 
funding. A school must obtain their support 
and sponsorship before it implements an 
educational program. It is common to ask for 
permission to open a school without getting a 
guarantee of support. If church leadership is not willing to commit to support the school 
financially and to send students to study there, the school will suffer. Schools are long-
term projects, and the leadership must be prepared to sacrifice in order to maintain them 
for decades.

Educators are often shocked and disappointed when the stakeholders do not accept their 
graduates or put graduates on probation for a time before they accept them into ministry. 
This defensive structuring by church leadership is understandable, but if it causes them 
to reject graduates, it will negatively impact and affect the viability of a school. Here 

The primary 
stakeholders for a 
national Bible school 
are the leaders of 
the national church 
the school serves  
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are a few reasons why training may threaten stakeholders who may have less or even no 
formal training.

1. They worry that strangers or near-strangers will take over the teaching of practice 
and faith. These newly trained students might introduce new ideas that could 
make the current leaders look uninformed or in error.

2. They worry that the criteria for selecting leaders will change from selection by 
the authority figures to selection based on training. If the gatekeeper has come to 
leadership because of special gifts but does not have a degree, he or she may see 
the school as a threat to their authority.

3. Graduates tend to challenge authority and traditional methods and beliefs. A 
schism often forms between the older stakeholders and younger change agents. 
Stakeholders may blame the school for what is a natural product of youthful zeal 
and a sudden explosion of knowledge. 

4. On occasion, stakeholders are threatened by the strong influence the teachers and 
administrators have on the students. Rather than engage the school leadership 
and work closely with the them and the students, they direct students and 
potential recruits to seek training in local churches or another school where they 
have greater control over student development and ministerial formation.

These are difficult attitudes to deal with, but they must be addressed. Humility on the part 
of the school leaders, faculty, students, and graduates is a key in overcoming this problem. 
As church leaders feel supported and reassured by the Bible school leadership, hopefully 
they will be increasingly willing to add their support to its development of their pastors. 
One school even offered scholarships to church leaders from the national and district 
offices in an effort to raise their level of training and bring them into a positive relationship 
with the Bible school.

STAKEHOLDERS AND MISSIONARY 
INVOLVEMENT
In one instance, an expensive school structure was built with missionary funds in a country 
that had never had a training program. The purpose of the new building was to offer a 
functional facility to the church for the training of ministers who would serve within the 
denomination. The national leaders did not see a need for a residential school that offered 
degrees, but once the building was completed, they felt obligated to do something with it. 
The building was designed for residential learning, which meant that current pastors were 
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not able to attend. To fill the rooms, the leaders offered free tuition and room and board to 
prospective students. Many unemployed and directionless youth flocked to the school, and 
when they graduated the church did not know what to do with them because the national 
church had not chosen or vetted them.

When the missionary support of finances and faculty ceased, the school was in a desperate 
dilemma. There was no precedent for charging the students more than enough to cover 
their room and board, and the national church had not budgeted anything for the school’s 
support. The administrators were blamed 
for not being able to maintain the building 
and adequately feed the students, but the 
problem did not start with them—it was 
inherent in the way the school was started.

From the early stages of Bible school 
development, training should not cost 
more than the national church is willing or 
able to support and can maintain without 
the help of foreign capital and instructors. 
When changes are necessary in an existing 
training system, these should not be rushed 
but implemented gradually. There are many 
changes that stakeholders will initially resist 
but later come to accept. Wait until that time 
to implement these changes. It is a small 
price to pay for their support. Some major changes must be made slowly and tactfully. 

Ownership of the school’s buildings and what is to happen to them if the school is sold or 
closed needs to be included in the constitution and bylaws. Memories fade and the original 
founder may pass away, so the next generation needs to have a clear record of the original 
understanding. This is particularly important for schools that serve multiple church groups 
or several countries.

FRICTION OVER FINANCES
Finances are often at the root of schisms between churches and schools. When it comes 
to expenses for Bible schools, the higher and more formal the training, the higher the 
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of Bible school 
development, training 
should not cost more 
than the national 
church is willing or able 
to support and can 
maintain without the 
help of foreign capital 
and instructors 



102 |  Bible School Leadership Manual

costs. It costs little to train a disciple but a great deal to train a scholar. For this reason, it 
is often more practical to have a regional or national group finance the diploma-level and 
bachelor-level Bible college, and have multiple nations with similar cultures finance the 
graduate level.

Often, starting higher-level schools is a time of great euphoria and naïve optimism. 
Everyone wants the higher level of training, but few are willing to sacrifice to create and 
sustain it. When an agency or group of educators asks national church leaders if they want 
a Bible school, seminary, or university, they should not simply take yes for an answer. This 
agency or group of educators need more than mere approval. They need a commitment 
from the stakeholders to support and send students.

When national and expatriate stakeholders share financial responsibility, the model should 
be shared resources (interdependence) rather than the expatriate entity paying the bills 
(dependence). In the same way, when national church leadership pays all the bills and the 
schools do not share the responsibility, tensions are inevitable. Both school administrators 
and stakeholders must share the responsibility for the success of the school. Since few 
schools can meet their budgets based on student tuition fees alone, the stakeholders must 
be ready to provide financial assistance. At the same time, the school administration 
should understand that those who provide the resources must be proportionally involved 
in the oversight of the school.

CONTRASTING GOALS IN TRAINING
The church leaders and school administrators must be on the same page when it comes 
to defining the purpose and goals of the school. If the church’s needs are not seriously 
considered and the school does not produce graduates to equip the church, it will be easy 
for hostility to develop toward the school. School administrators should solicit advice from 
their stakeholders to guarantee that the training being offered by the school is relevant to 
the church. Administrations can do this by involving stakeholders on the school board, 
soliciting feedback through regular meetings, occasional surveys of the leaders who receive 
the graduates, and focus-group meetings with stakeholders. 

The church and its leadership may see a different purpose for the school that may negatively 
affect training. Some church leaders want the school to have a much broader mission than 
focusing on producing ministers of the gospel; they want to equip business administrators, 
public school teachers, counselors, agriculturalists, etc. Some want the school to be 
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accredited with the government's education department, which will bring honor and 
prestige to the church. Quality education must be sought and official recognition may be 
helpful or required by law. However, the national church and the leaders of the school 
must ask if broadening the curriculum or earning governmental accreditation will help the 
school fulfill its primary mission to train men and women of God to serve the church and 
make disciples of all nations.

Another factor of potential tension is the perception that pastors earn status in the church 
by earning college degrees rather than by character and ministry. It is notable that Paul’s 
instructions to Timothy and Titus on the qualifications of an elder have few requirements 
dealing with knowledge and teaching and so many dealing with character. Servant 
leadership should be emphasized in the Bible 
school and even incor porated into the mission 
statement of the school. Training at any level 
should not have as its goal to certify a person for 
higher levels of status but to equip and mold that 
person for servant leadership. 

Formal education for ministry should not reflect 
worldly values, nor should it be divorced from the 
life of the church or personal spiritual formation. 
This paradox can be greatly diminished by a close partnership between the churches and 
the schools that integrates training with ministry. This integration requires the following:

• The church helps the school create goals for learning and selection of students.
• The students become actively involved in ministry as a part of their curriculum.
• The school administrators and educators see their primary goal as 

transformation rather than information.

Below are a few suggestions to maintain a close partnership between a school and the 
stakeholders it serves:

• The school must see itself as an extension of the church, not an independent entity.
• The school must respond to the changing needs of the church. It must be willing 

to change tactics, maintain continuing dialogue, and engage in self-evaluation. 
For instance, many of the instructors may have come from a rural background 
but many of the students may come from an urban setting. The school must 
address this new paradigm.

The goal of training 
at any level should 
be to equip and 
mold a person for 
servant leadership 
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• The school keeps the churches informed of its work and progress.
• Board members, administrators, faculty, staff and students express positive 

attitudes toward the school. 
• The school recognizes the importance of quality publicity materials presented 

in many contexts. This goes beyond word of mouth with items such as posters, a 
booth at the national convention, CDs for churches, and banners in frames for 
local and national church events.

• The school offers noncredit seminars and continuing education for pastors and 
lay leaders. 

• The school administration should schedule an annual meeting or retreat with 
national church leaders to discuss ways that the school and church can better 
serve each other and more effectively accomplish their respective callings.

Below are some assessment methods to consider when a school assesses the strength of its 
relationship with the national church leadership and the level of satisfaction its graduates 
have in the churches.

• How many of your board members and alumni speak in chapel?
• Is there an active program to get students and faculty into the churches for 

weekend ministry?
• Is the board involved in the school in a healthy way (attending board meetings, 

chapel, on campus for other events)?
• Are you holding non-credit seminars for pastors?
• How often is the school represented in the churches? The churches in the school?
• Elicit feedback from alumni as to the effectiveness of the school, perhaps 

through surveys at national conferences. (Those who return a completed survey 
receive free material, such as articles by students or faculty, or sermon outlines.)

CONTENTS OF APPENDIX 10
See Appendix 10 for the following supplemental resources related to relationship 
with churches:

• Suggestions for Maintaining a Positive Relationship with Churches
• Pastor’s Assessment of Alumnus 

These resources and more are also part of the Bible School Leadership Manual digital 
resource. Visit africaatts.org/resources to download the digital resource folder.
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Introduction to 
the appendices

The following pages contain a wide variety of documents needed to run a successful Bible 
school. Most of the documents are examples for Bible schools to follow when creating 
their own forms, catalogs, surveys, policies, handbooks, job descriptions, constitution and 
bylaws. The appendix also contains advice on specific topics mentioned in the text, such as 
how to convert classroom time into credit hours and how to conduct faculty professional 
development. The contents of the appendices are organized according to the standard with 
which they correspond.

It is our intent at Africa’s Hope that the appendices serve as a resource for Bible schools to 
adapt and use as is most appropriate to meet their needs. These documents should serve as 
a starting point to help each Bible school develop their own forms, policies, etc. 

Editable versions of most of the appendices can be found in the digital resource. The digital 
resource also contains samples of documents that were too lengthy to put in the appendices, 
such as handbooks, a model constitution and bylaws, and operational procedures for job 
descriptions. The digital resource is available as a free download at africaatts.org/resources.

The materials in these appendices and the digital resource come from a number of sources. 
Many of the samples were contributed by Bible schools in Africa. Many resources were also 
adapted from the Asia Pacific Education Office for this manual. In addition, educators at 
Africa’s Hope contributed advice and sample documents on specific topics.
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APPENDIX 1
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—— A PPENDI X 1.1  ——

ETHIOPIA ASSEMBLIES OF GOD DIPLOMA PROGRAM
1. Vision statement of the diploma program: All Ethiopia Assemblies of God (EAG) pastors will be 

equipped through biblical and ministerial training to effectively lead their local churches in spiritual 
and numerical growth and to plant new churches.

2. Mission statement: The EAG diploma program trains EAG pastors, church leaders, and emerging 
pastors to lead their congregations into spiritual maturity through an adequate knowledge of the 
Bible and theology, to plant new churches both monoculturally and cross-culturally, to exhibit 
servant leadership skills and attitudes, and to be loyal to the EAG church.

3. Core values:
a. Spiritually sensitive and obedient to the revealed will of God.
b. Commitment to study Scripture and submit to its intended message.
c. Dedication to make disciples of every people group in Ethiopia.
d. Spiritual openness to participate in the miracle working power of God.
e. Faithfulness to love and serve one’s family, local church, and national church leaders.

4. Outcomes/goals for the program will be:
a. Pastors will be committed to humbly serve their local church for the edification of 

every member.
b. Pastors will work to establish new churches that become independent and indigenous.
c. Pastors will preach biblical sermons.
d. Pastors will operate with Holy Spirit gifts and fruit.
e. Pastors will identify and disciple emerging leaders from their local churches.
f. Pastors will demonstrate a loving and critical loyalty to the EAG (loyalty to the denomination, 

paying tithes, and working together with other pastors, churches, and EAG ministries).
g. Pastors will utilize leadership principles to operate an efficient, organized local church 

where leadership responsibilities are delegated to many.

(May 2013)
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—— A PPENDI X 1.2 ——

PAN-AFRICA THEOLOGICAL SEMINARY (PAThS)

PAThS Mission Statement
PAThS exists to prepare servant leaders to equip the church of Africa to fulfill God’s mission in the power of the 
Holy Spirit.

Because of this commitment, the training priorities of this seminary are intentionally biblical in perspective, 
Pentecostal in orientation, missional in emphasis, contextual in application, and scholarly in practice.

It is the conviction of the leadership of this seminary that God has a great plan for the church in Africa 
to fulfill through fully participating in the missio Dei to take the gospel of Jesus Christ to the nations of 
the earth. PAThS exists to prepare trainers and leaders of the African church, who will in turn equip other 
eleventh-hour laborers to fulfill their God-given destiny (2 Timothy 2:2).

PAThS Distinct Priorities
Central to the educational philosophy of PAThS is the conviction that ministry training is a biblical mandate. 
The purpose of this seminary is to produce the kind of effective leaders needed for the African church. 
Therefore, our training goals and objectives are focused and founded on the priorities established by the 
Africa Assemblies of God Alliance (AAGA).

PAThS is focused on Pentecostal empowerment for mission.

It is assumed that all involved with PAThS understand the link between Pentecostal empowerment and the 
completion of Christ’s Great Commission. This concept is infused into all aspects of the program.

PAThS is preparing servant leaders to influence the larger Pentecostal church of Africa toward the advancement 
of God’s kingdom on the earth.

Effective leaders influence others toward greater effectiveness in ministry. We desire every student to grow 
their circle of influence to maximize their effectiveness.

PAThS recognizes that the church is God’s chief instrument for accomplishing His mission in the world.

For this reason, we value our partnership with AAGA and are accountable to its leadership.

PAThS Core Values
• Biblical in perspective: We value a high view of Scripture. We believe the entire Bible (Old and New 

Testaments) is inspired of God and is the revelation of God to humanity; the infallible, authoritative 
rule of faith and conduct for all of life. The Bible is indispensable to the identity, health, and mission 
of God’s people. The seminary considers it a sacred responsibility to pass on to students a passion for 
God’s Word. We prioritize the use of skillful exegesis to correctly understand and apply Scripture.

• Pentecostal in orientation: We value theological education characterized by Pentecostal ethos. 
Pentecostal-theological education emphasizes the role and presence of the Holy Spirit in student 
formation. Because the Spirit’s intervention is essential for personal growth and ministry, the seminary 
commits to creating space for the Holy Spirit in all parts of the educative process, emphasizing His role 
in the student’s learning experience. 

• Missional in emphasis: We value the church’s role in proclaiming God’s mission to redeem sinful 
humanity and restore a fallen world. This mission is realized evangelistically through the proclamation 
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of the gospel of Christ, and is lived out in the ministry context of everyday life. The seminary is 
committed to Christ’s Great Commission, and therefore is also committed to effectively equip and 
empower students for meaningful engagement in this purpose. 

• Contextual in application: We value the ministry context of every student. The faculty of the seminary 
are committed to a learning environment that presents information in a way that will help the student 
better construct meaning out of his or her own experiences. The learning environment exists not only 
in the classroom, but also in the student’s local context through application of course content to the 
student’s own cultural setting and ministry.

• Scholarly in practice: We value scholar-practitioners who are aware of, and can respond to, questions 
the surrounding culture is asking. All truth is God’s truth; therefore we are committed to knowing 
truth through scholarly investigation. The seminary is committed to effectual theological education 
resulting in outcomes characterized by scholarly rigor, academic integrity, and ministerial competence. 

Doctrinal Agreement
It is expected that all Assemblies of God students will be prepared for a rigorous examination of their doctrinal 
beliefs within a community of scholars committed to the World Assemblies of God Fellowship Statement of 
Fundamental Truths (see Catalog or www.worldagfellowship.org). Students admitted from other theological 
traditions will be expected to affirm the major doctrines of the historic Christian faith and be sensitive to and 
tolerant of the doctrinal positions of the Assemblies of God. Students who come to deny major doctrines of 
the historic Christian faith or become disruptive and resistant to reconciliation with regard to the doctrinal 
positions of the Assemblies of God may be subject to disciplinary action or dismissal from the seminary.

(PAThS website and Student Handbook, 2014 edition)
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—— A PPENDI X 1.3 ——

EAST AFRICA SCHOOL OF THEOLOGY (EAST)

Mission Statement
KAG EAST University is a Pentecostal training center shaping servant leaders for strategic global impact 
through Spirit-empowered life and ministry.

Vision
EAST will be a premier Pentecostal university for training people for relevant ministry. It will be recognized 
throughout Africa for the following distinctives:

• Graduates who are servant leaders full of the Holy Spirit.
• Faculty that are distinguished for their writing, research, and teaching in ministry fields.
• Programs which address present and future needs of the church, reaching the unreached, and 

discipling believers.
• Campuses which fit the mission by providing beautiful, spacious, and spiritually conducive places 

for learning.

Core Values
• Christ-centered. Jesus Christ, the Savior and Lord, is the ultimate focus and purpose of EAST. 

He is the supreme model, demonstrating a life of genuine integrity, holiness, and biblical servant 
leadership. (Philippians 2:5–11)

• Biblical. The Holy Bible, the inspired Word of God, is the basis for our faith and practice. It is the 
authoritative foundation of EAST, defining our purpose and essence. (2 Timothy 3:16)

• Pentecostal. Rooted in the principles and practice of Pentecostal theology, EAST creates an 
atmosphere to experience the power of the Holy Spirit, allowing people to fulfill the purpose of 
Acts 1:8 and 2:1–4.

• Missional. Passionate for the Mission of God (missio Dei), EAST equips cross-cultural servants 
to strategically engage the nations with the transformational gospel of Jesus Christ to the glory of 
God. (Genesis 1:28; Matthew 28:16)

• Educational. In a tradition of academic excellence emphasizing creative thinking, cultural 
relevance, community influence, and Christian spirituality, EAST develops scholars through 
research, teaching, and praxis. (Colossians 3:23; 2 Timothy 2:15)

(EAST Catalogue, 2011–2014 edition)
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—— A PPENDI X 1.4 ——

WEST AFRICA ADVANCED SCHOOL OF THEOLOGY 
(WAAST)

Purpose Statement
West Africa Advanced School of Theology (WAAST) is committed to the achievement of excellence in 
ministry in Africa and throughout the world. The purpose of WAAST is to train people in the knowledge 
and skills needed to enable them to carry out God’s mission (missio Dei) to the nations of the world, serving 
as pastors, evangelists, missionaries, administrators, and Bible school teachers. WAAST and its graduate 
school, Assemblies of God Graduate School of Theology (AGGST), aim to develop an integrated Christian 
worldview in a context of conservative, evangelical, and Pentecostal scholarship founded on biblical theology 
and in accordance with the Assemblies of God. The school is bilingual and offers both its undergraduate and 
graduate programs in French and English. 

Mission Statement
Training for the missio Dei through Pentecostal servanthood.

General Objectives
A graduate from WAAST or AGGST should be able to:

• Demonstrate spiritual maturity by his or her attitudes, values, personal consecration, faithfulness, 
cooperation, and dedication to Christian principles.

• Give evidence of his or her commitment to the Pentecostal requisites by living a Spirit-filled, Spirit-
endued, and Spirit-directed life.

• Show a vision for world evangelism by participating actively in cross-cultural missions inasmuch 
as no church is truly indigenous unless it is truly missions-minded.

• Demonstrate that he or she has a sound knowledge of biblical exegesis and biblical theology.
• Give evidence that general education in social studies and sciences has augmented his or her 

effectiveness in Christian service.
• Exhibit ministerial skills in study habits, administration, human relations, and methods of 

teaching.
• Demonstrate increased effectiveness in Christian service in the local church context and give 

evidence of readiness to enter into further studies, as the Lord may lead.
• Give evidence that he or she is committed to maintaining a healthy lifestyle in terms of diet, 

exercise, and rest.
• Express Christian cultural values in terms of refinement, appreciation, and social attitudes and 

skills.
• Demonstrate that he or she is committed to continued growth subsequent to the campus 

experience.
• Perform on a level equivalent to the graduates of institutions with similar programs anywhere in 

the world.

(WAAST and AGGST Student Handbook, 2016 edition)



Appendix 2: Educational Programs |  115

APPENDIX 2

Educational 
programs

2 1 Sample Course Sequences and Program Guides

2 2 How to Convert Classroom Instruction Time into Credit Hours

2 3 Course Numbering System

2 4 Sample Syllabi

2 5 Admissions Requirements

2 6 Application for Admission

2 7 Sample Internship/Field Ministry Training Program Syllabus

2 8 School Catalog – Typical Components

2 9 Transcript Template

2 10 Sample Registration Card 

2 11 OASIS Academic Records Software

2 12 Considerations for an Extension Education Program

Mission, Goals, 
and Objectives 1

Educational 
Programs 2

Faculty  
and Staff 3

Student 
Development 4

Learning 
Resources 5

School 
Administration 6

Physical 
Resources 7

Financial 
Resources 8

Student 
Outcomes 9

Relationship 
with Churches 10
Accreditation 

Standards 11
Digital 

Resource 12



116 |  Bible School Leadership Manual

—— A PPENDI X 2.1  ——

SAMPLE COURSE SEQUENCES AND PROGRAM GUIDES
The following pages consist of course sequences for various types and levels of programs from different 
schools. A course sequence lays out the order in which students in the program should take classes. Normally, 
a course sequence shows which classes students should take during each semester, term, session, or year, 
depending on the program. A program guide is similar but lists all of the classes in the program according 
to their content division or category. 

Schools are encouraged to create a course sequence for every program they offer. These sequences should be 
included in the school catalog.

While looking at the samples in the next several pages, it is important to be aware that there is considerable 
variation among different schools in their requirements for diploma programs and whether classes are worth 
2 credits or 3 credits. When determining the specifics of the diploma program(s) you will offer at your own 
school, you must consider the following:

1. What amount of classroom time will be required for each class?
2. What amount of work will be required for each class? 

These factors will affect the credit value of each class and therefore how many classes will be included in 
the program. 

*For more samples of course sequences, see the digital resource.
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THREE-YEAR DIPLOMA PROGRAM COURSE SEQUENCE

Proposed Course Sequence

Africa’s Hope Discovery Series

FIRST YEAR

First Semester Second Semester
Old Testament Survey 2 New Testament Survey 2
Bible Doctrines 2 Life of Christ in the Synoptic Gospels 2
Hermeneutics 2 Foundations of Leadership 2
Preparing to Learn 2 The Kingdom of God 2
A Biblical Theology of Worship 2 Abundant Life in the Son: Salvation 2
Principles of Counseling 2 Biblical Principles of Marriage 2

Total 12 Total 12

SECOND YEAR

First Semester Second Semester
The Pentateuch 2 Old Testament Historical Books 2
Acts 2 General Epistles 2
Pneumatology 2 Leading Christian Organizations 2
Principles of Teaching 2 A Biblical Theology of Missions 2
Children’s Ministry 2 Expository Preaching 2
Choice of elective 2 Choice of elective 2

Total 12 Total 12

THIRD YEAR

First Semester Second Semester
History of the Church in Africa 2 Pastoral Epistles 2
Corinthian Letters 2 Muslim Ministry in the African Context 2
New Testament Backgrounds 2 Compassion and the Local Church* 2
Advanced Hermeneutics 2 The Psalms and Wisdom Literature* 2
Transformational Development 2 Contemporary African Ministry* 2
Choice of elective 2 Choice of elective 2

Total 12 Total 12

Total of Program 72

*Titles in development at time of printing. Other courses are also planned for future release.
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THREE-YEAR ADVANCED DIPLOMA IN BIBLE AND 
THEOLOGY
Course Sequence
East Africa School of Theology

FIRST YEAR

September Term January Term May Term
OT Literature 3 NT Literature 3 Research Methods 3
Intro to English 3 Writing Better English 3 Life of Christ 3
Intro to Computers 3 Children’s Ministry 3 Acts 3
Evangelism Today 2 Church Planting 3 Maturity and Growth 2

Chorale 0
Total 11 Total 12 Total 11

SECOND YEAR

September Term January Term May Term
Homiletics 3 Introduction to Missions 2 Leadership 2
Hermeneutics 3 Paul’s Salvation Letters 3 Pastoral Counseling 3
Holy Spirit 3 Pentecostal Beliefs 2 Internship Orientation 0
Church History 2 Christ and Salvation 3 KAG Constitution 

or Pastoral Ministries
2

Principles of Teaching 3
Total 11 Total 11 Total 10

THIRD YEAR

September Term January Term May Term
Internship 1 3 Corinthians 3 Christian Marriage & 

Family
3

Internship 2 3 Eschatology 3 Advanced Leadership 3
Pentateuch 3 World Religions 3 Cross-Cultural 

Communication
3

Major Prophets 3 God, Angels, and Man 3 Paul’s Letters to Pastors 3
Total 12 Total 12 Total 12

Total of Program 102
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FOUR-YEAR B.A. DEGREE IN BIBLE AND THEOLOGY
Course Sequence
Addis Ababa Bible College

FIRST YEAR

First Semester Second Semester
OT Literature 3 NT Literature 3
God and Angels 3 Life of Christ 3
Research Methodology 3 The Bible and the Church 3
Intro to Computers 3 Writing Better English 3
Intro to English 3 Children and Adult Education 3
English Immersion & Conversation 1 Man and Sin 3

Total 16 Total 18

SECOND YEAR

First Semester Second Semester
Principles of Biblical Interpretation 3 Hebrews 3
Pneumatology 3 Great Commission Strategies 3
Intro to Missions 3 Intro to Islam 2
Guidelines for Leadership 3 How to Speak in Public 2
Acts 3 General Physical Science 4
Themes from Minor Prophets 3 African Church History 2

Total 18 Total 16

THIRD YEAR

First Semester Second Semester
Genesis 3 Galatians and Romans 3
Worship of God 3 Christology 3
Expository Preaching 3 The Work of the Pastor 3
Business Mathematics 3 Civilization Past and Present 3
Intro to Sociology 3 Intro to World Literature 3
Principles of Teaching 3 Church Business 3

Total 18 Total 18

FOURTH YEAR

First Semester Second Semester
Wisdom Literature 3 Corinthians 3
Apologetics 3 Cross-Cultural Communication 3
Intro to Psychology 3 Marriage Counseling 3
Intro to Philosophy 3 Senior Project 3

Total 12 Total 12

Total of Program 128
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FOUR-YEAR B.A. DEGREE IN BIBLE AND THEOLOGY

Program Guide
Addis Ababa Bible College

DIVISION NUMBER NAME CREDITS

Bible
BIB 1033 The Life of Christ in the Synoptic Gospels 3
BIB 1073 Paul’s Salvation Letters: Romans & Galatians 3
BIB 2033 A Study of the Book of Hebrews 3
BIB 2043 Principles of Biblical Interpretation 3
BIB 3013 Genesis 3
BIB 3073 The Book of Acts 3
BIB 4053 Corinthians 3
BIB 4133 Wisdom Literature 3
LIT 1213 Old Testament Literature: His Story 3
LIT 1303 New Testament Literature 3

Total 30

Theology
THE 1013 Pneumatology 3
THE 1033 God and Angels 3
THE 1043 Man and Sin 3
THE 2013 The Bible and the Church 3
THE 2043 Christology 3
THE 3013 Apologetics 3

Total 18

Church Ministries
COM 3103 Cross-Cultural Communications 3
MIN 1053 The Work of the Pastor 3
MIN 1103 Great Commission Strategies 3
MIN 2033 Expository Preaching 3
MIS 3023 Introduction to Islam 2
MIS 3013 Introduction to Missions 3

Total 17

General Education
COM 1012 How to Speak in Public 2
CSC 1023 Introduction to Computers 3
ENG 1023 Introduction to English 3
ENG 1103 Writing Better English 3
GSC 1103 General Physical Science 4
GUO 1002 Research Methodology 3
LIT 1023 Introduction to World Literature 3
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MUS 3053 Worship of God 3
PHL 2013 Introduction to Philosophy 3
PSY 3013 Introduction to Psychology 3
SOC 2013 Introduction to Sociology 3
HIS 2503 Civilization Past and Present 3
HIS 2012 African Church History 2
MAT 3013 Business Mathematics 3

Total 41

General Electives
LDR 3123 Senior Project 3
LDR 3013 Guidelines for Leadership 3
EDU 3103 Principles of Teaching 3
EDU 1103 Christian Adult Education in Cultural Context 3
MIS 2063 Marriage Counseling 3
BUS 2103 Church Business 3
BIB 3063 Themes from the Minor Prophets 3
ENG 1001 English Immersion & Conversation 1

Total 22

Total of Program 128
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—— A PPENDI X 2.2 ——

HOW TO CONVERT CLASSROOM INSTRUCTION TIME 
INTO CREDIT HOURS
1.  Standard Formula

A. The standard formula most commonly accepted for computing classroom instruction time into 
SEMESTER CREDIT HOURS EARNED is as follows:

• 750 minutes of classroom instruction plus a final exam equals one (1) credit unit

• 1,500 minutes of classroom instruction plus a final exam equals two (2) credit units

• 2,250 minutes of classroom instruction plus a final exam equals three (3) credit units

B. Basic Computational Formula: 750 minutes, times the number of credit units, divided by the 
number of weeks, divided by the number of class sessions per week, equals the number of 
minutes recommended for each class session.  These times do not provide for a break within 
the class period. If a break is included, then additional time must be added. Where the required 
minutes are not divisible by 5 (e.g. 63 minutes as noted below for a 12-week class), the class 
period should be rounded to the next 5-minute increment.

2.  Samples

A. 15-Week Semester: 3 Credit Course

• Requirements: 750 minutes times 3 credit units = 2,250 minutes of instruction required, 
plus a final exam, offered over 15 weeks

• Formula: 2,250 minutes divided by 15 weeks = 150 minutes of classroom instruction per 
week

• Schedule: Three 50-minute sessions each week for 15 weeks plus the final, OR two 
75-minute sessions each week for 15 weeks plus the final, OR one 150-minute session each 
week for 15 weeks plus the final.

B. 12-Week Term: 3 Credit Course

• Requirements: 750 minutes times 3 credit units = 2,250 minutes of instruction required, 
plus a final exam, offered over the 12-week term.

• Formula: 2,250 minutes divided by 12 weeks = 188 minutes of classroom instruction 
(round to 190 minutes) per week 

• Schedule: Three 63-minute sessions each week for 12 weeks (round to 65 minutes), plus 
the final, OR two 94-minute sessions (round to 95 minutes) each week for 12 weeks plus 
the final

C. Four-Week Block Session: 3 Credit Course

• Requirements: 750 minutes times 3 credit units = 2,250 minutes of instruction required, 
plus a final exam, offered over 4 weeks

• Formula: 2,250 minutes divided by 20 class days = 112 minutes of classroom instruction 
per day (round to 115 minutes)
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• Schedule: Five 115-minute sessions each week for 4 weeks, plus the final

D. Two-Week Block Session:  3 Credit Hours

• Requirements: 750 minutes times 3 credit units = 2,250 minutes of instruction required, 
plus a final exam, offered over 2 weeks

• Formula: 2,250 minutes divided by 10 class days = 225 minutes of classroom instruction 
per day

• Schedule: Five 225-minute (3 hour and 45 minute) sessions each week for 2 weeks, plus 
the final

E. One-Week Intensive Block Session

• Requirements: 750 minutes times 3 credit units = 2,250 minutes of instruction required, 
plus a final exam, offered over 1 week

• Formula: 2,250 minutes divided by 5 class days = 450 minutes of classroom instruction 
per day

• Schedule: Five 450-minute (7.5 hour) sessions for 1 week, plus the final

3.  A note about trimester schedules

CAUTION: Some schools that follow a trimester schedule use a 3/4 credit hour system (actually, 
80%), which equals approximately 600 minutes of classroom instruction per credit unit instead 
of 750 for a semester credit unit.  This should be specified on their transcript or school catalog, 
but an inquiry may be needed when credit is being considered for transfer. For instance, a student 
earning 80 TRIMESTER CREDIT HOURS would be given credit for ONLY 64 credit hours when 
transferring into a SEMESTER HOUR program following the standard computation formula.  

[SPECIAL NOTE:  Not all schools that follow a trimester schedule reduce the required classroom 
minutes and may teach the full 750 minutes per class within a 10–12 week schedule.  This can be 
confirmed by examining their transcript guide, catalog or direct inquiry, if needed.]  
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—— A PPENDI X 2.3 ——

COURSE NUMBERING SYSTEM
It is very important to establish a clear and consistent system for numbering all of the courses that your 
school offers. Most schools use a system that consists of 2–4 letters followed by 3 numbers, which looks 
something like this: OT 212.

LETTERS: The letters used to label each course should identify which content division it belongs to. For 
example, the Africa’s Hope Discovery Series uses OT to represent the Old Testament Division and TH to 
represent the Theology Division.

NUMBERS: The numbers used for each course should identify the level of the course (introductory or 
advanced). Many schools decide on a numbering system where each of the 3 numbers has a specific meaning. 
The following is one sample of a specific numbering system: 

• 1st digit: Year offered 

• 2nd digit: Sequence in the program

• 3rd digit: Sequence in the program or credit value

Other schools follow a similar system but use 4 numbers rather than 3. When this is the case, the first number 
designates the course level, the second and third numbers indicate the course sequence, and the fourth 
number identifies the credit value.
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—— A PPENDI X 2.4 ——

SAMPLE SYLLABI
The next few pages consist of samples that are helpful for creating a course syllabus.

1. Syllabus template: The first document is a generic syllabus template. This document lists all of the 
components that are commonly included in a course syllabus along with explanations of what 
these components usually cover. Teachers are encouraged to use this template as a starting point 
and make modifications based on the course they are teaching, their own personal preferences, the 
expectations of the school, and the context in which they are teaching.

2. Sample syllabus: The second document is a full sample syllabus. This syllabus follows the order and 
contents of the provided template. This does not mean that all syllabi need to look exactly like this. 
Syllabi will vary considerably depending on the level of the course and whether it is being taught 
over a full semester or as a block course.

*For the syllabus template file and more sample syllabi, see the digital resource.
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Generic Syllabus Template

COURSE NUMBER AND TITLE
Course Syllabus
Name of School

School Term and Year, Number of Credits

Instructor: 
Office: 
Email:  
Phone: 
Office hours:

COURSE DESCRIPTION

A brief description of the course as it might appear in the catalog.

RELATIONSHIP TO SCHOOL’S CURRICULUM

A brief statement identifying where the course fits in the curriculum, whether it is a required or elective 
subject, and for which program(s), etc.

GENERAL AND SPECIFIC COURSE OBJECTIVES

In the syllabus it is permissible to state only the general course objectives if you are going to provide more 
detailed objectives in another manner. It is recommended that course objectives be written to include 
anticipated student learning outcomes (capabilities the students should learn).

[SPECIAL NOTE: Research shows that the treatment of this area of the syllabus differs more than any other part 
of a course syllabus. Some instructors include only general course objectives while others also include specific 
or behavioral course objectives (results that are intended after instruction has taken place). General course 
objectives are broad statements of what the course is intended to accomplish. They are derived directly from the 
course description and describe an instructional process or procedure. Specific or behavioral course objectives 
describe behavior expected of a learner after instruction has taken place. They describe an intended result, not 
a means of achieving the result; a product, not a process.]

TEXTBOOKS

List required and recommended textbooks, giving full bibliographic data. This information may be used by 
students, for evaluation by the academic dean, and for purchasing.

METHODS OF INSTRUCTION

Describe the manner of presentation and instruction (e.g. lectures, discussions, student presentations, 
discussions groups, audio-visual aids) that will characterize the course.

COURSE PROCEDURES AND REQUIREMENTS

Courses should require a student to study an average of 1–3 hours for every hour of class time. This is 
accomplished by the reading, writing, testing requirements, and practical assignments that are incorporated 
into the course. In general, assigning credit for non-performance aspects of the course, such as attendance 
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(which is already required by school policy) and non-evaluated items such as reading reports where there is 
no associated writing requirement, is discouraged. Include the following information:

1. List the tests and assignments that students are expected to complete, including their percentage 
contribution to the final grade. Give sufficient detail so students know exactly what is expected of 
them.

2. State clearly the due dates, if there are any penalties for late papers, and how much mechanics such 
as grammar, spelling, and format count in the grade.

GRADING CRITERIA

Make students aware of grading procedures at the beginning of a course and the weight given to each of the 
constituent parts comprising the final grade. State the grading scale or refer to the standard grading scale 
adopted by the school.

ACADEMIC INTEGRITY AND PLAGIARISM

Include a description of the school’s policy on academic integrity and plagiarism. This statement should 
clearly define plagiarism and cheating, and state the consequences for those who are found guilty.

COURSE OUTLINE AND SCHEDULE

Give an outline of the main topics to be covered in each class session and the reading assignments that need 
to be completed before that class session. The outline should also include dates of exams and due dates of 
assignments. The following outline may be helpful:

Date     Topic      Reading/Assignment

SUGGESTIONS FOR FURTHER STUDY

Include a listing of the major references on the subject, especially those in the school library, giving full 
bibliographic information.

[SPECIAL NOTE: All course syllabi should be presented to the academic dean for evaluation and approval prior 
to the beginning of the course, and a copy of the course syllabus should be given to each member of the class 
during the first class session. After the course is taught, the instructor will want to evaluate the syllabus and note 
any suggestions for syllabus revision before teaching the course again. Further, it is recommended that a copy 
of the course syllabus be placed in the course file in the academic dean’s office for reference and as a resource for 
instructors that may be assigned to teach this course in the future.]
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Sample Syllabus: Bachelor’s Level, Semester Course

BIB 432 EPISTLE TO THE HEBREWS
Course Syllabus

Northern Bible School
Fall Semester 2021, 3 credits

Instructor: Bill Smith
Office: Livingstone Hall 132
E-mail: bsmith@schoolmail.org
Phone: 862-935-7712
Office hours:  M–F, 2:00–4:00pm and by appointment

COURSE DESCRIPTION

An analytical and exegetical study of the epistle with special attention given to its theology, Christology, and 
use of the Old Testament. The superiority of the new covenant to the old will be shown setting forth Christ 
as the Great High Priest.

RELATIONSHIP TO SCHOOL’S CURRICULUM

This course fits within the division of Bible. It is a required course for those within the bachelor's degree 
program in Bible and Theology. The course is usually taken during a student’s senior year.

COURSE OBJECTIVES

General Objectives:

1. To acquaint the student with New Testament theology and historical background using a detailed 
examination of the book of Hebrews.

2. To assist the student in gaining insight into the question of authorship and destination of this 
epistle.

3. To provide insight into the author’s purpose and plan for writing this epistle.

Specific Behavioral Objectives:

Upon successful completion of this course the student should be able to:

1. Compare and contrast the background and message of the Epistle to the Hebrews to relevant Old 
and New Testament passages.

2. Identify and discuss the key symbols contained in the Epistle to the Hebrews and explain the more 
difficult passages.

3. Develop sermons or lessons from the book of Hebrews.

4. Explain the relationship and application of the message of Hebrews to the Christian believer today.

TEXTBOOKS

Bruce, F. F., The Epistle to the Hebrews, Grand Rapids: Eerdmans Publishing Company, 1964. 
The Bible (The NIV will be used by the instructor.)
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METHODS OF INSTRUCTION

Lecture and discussion method will be used in this course. Student class presentations will be featured. 
Assignments and test reviews will be included in the classroom discussions.

COURSE PROCEDURES AND REQUIREMENTS

Adequate preparation of assigned topics, homework, and reading materials prior to each class is imperative 
to ensure good discussion participation. Other requirements are as follows:

1. Satisfactory completion of all exams and assignments.
2. Memorization of assigned scriptures.
3. Two sermon lesson outlines.
4. Research paper.
5. Class attendance is required as per student handbook.
6. Questions will be used for classroom discussion and written responses will be graded.

GRADING CRITERIA

20% Sermon/lesson outlines
20% Class assignments and presentations
20% Research paper
20% Unit exams (2)
20% Final exam

The following grading system will apply:

93–100 A Superior
90–92 A-
87–89 B+
83–86 B Good
80–82 B-
77–79 C+
73–76 C Fair
70–72 C-
67–69 D+ Unacceptable
63–66 D
60–62 D
0–59 F Fail

ACADEMIC INTEGRITY AND PLAGIARISM

Northern Bible School does not tolerate academic dishonesty. Plagiarism, cheating, or copying will result in 
serious consequences. Students are expected to understand the nature of each of these offenses and how to 
avoid them. Students should review the policy on academic integrity in the Northern Bible School Student 
Handbook and talk to their instructor if they have any concerns or questions.
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COURSE OUTLINE AND SCHEDULE

WEEK 1 
Introduction 
Assign term projects 
Authorship 
Recipients of the book 
Superiority of Christ to Angels

Question: Who is the recipient of the book of Hebrews today?
Readings: 

• Bruce (pp. 1–26) 
• Hebrews 1

WEEK 2 
Deity of Christ 
Incarnation 
Suffering and obedience

Question: How do suffering and obedience relate to today’s Christian and the church?
Readings: 

• Bruce (pp. 27–53) 
• Hebrews 2

WEEK 3 
Christ greater than Moses 
“Partaking” of Christ 
Cardinal sin

Readings: 
• Bruce (pp. 54–69)
• Hebrews 3 

DUE: Outline of sermon/lesson on “Deity of Christ”

WEEK 4 
Central theme

WEEK 5 
Qualifications of a high priest 
Faith: obey/believe 
Infirmity or weakness of the high priest (5:2) 
Eternal security/human responsibility (5:9)

Readings:
• Bruce (pp. 88–109) 
• Hebrews 5 

EXAM #1
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WEEK 6 
Regenerate people (6:4–5) 
Apostasy (6:4–8) 
“Full assurance of hope” (6:13–18)

Question: What are some signs of apostasy in the world today?
Readings: 

• Bruce (pp. 110–132) 
• Hebrews 6

WEEK 7 
Priesthood of Melchizedek 
Jesus as Priest vs. Aaronic priests 
“Separated from sinners” vs. “a friend of sinners”

Readings: 
• Bruce (pp. 133–160) 
• Hebrews 7; Genesis 14:18–20; Ezra 2:61–62; Psalms 110:4 

WEEK 8 
Covenants
Readings: 

• Bruce (pp. 161–80) 
• Hebrews 8; Genesis 1:26–28, 3:14–19, 9:1–27, 15:1–21; Exodus 19:3–25; 2 Samuel 19:3–25

WEEK 9 
“An eternal redemption” (9:12) 
“Dead works” (6:71, 9:14) 
Superiority of new covenant 
Christ’s blood 
Last will and testament

Readings: 
• Bruce (pp. 181–224) 
• Hebrews 9 

DUE: Sermon/lesson outline on new covenant of Christ’s blood

WEEK 10 
Will of God for Christ 
Holy Spirit’s work 
Symbolism: crucifixion and veil of the temple

Readings:
• Bruce (pp. 225–276) 
• Hebrews 10

EXAM #2
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WEEK 11
Come to class prepared to write two of the following passages from memory: 
 Hebrews 4:12–16  Hebrews 11:1–6
 Hebrews 11:32–40 Hebrews 12:1–6
Question:  What popular teaching on faith exists in today’s churches?
Readings:

• Bruce (pp. 277–344)
• Hebrews 11

WEEK 12 
Oral summation of research papers  
RESEARCH PAPER DUE

WEEK 13 
Analogy of Christian “altar” 
Death “outside the camp” 
Continual sacrifice under old and new covenants

Readings: 
• Bruce (pp. 386–417) 
• Hebrews 13

WEEK 14 
God’s discipline 
Striving for peace 
Striving for holiness

Readings: 
• Bruce (pp. 345–385) 
• Hebrews 12

WEEK 15 
FINAL EXAM

SUGGESTIONS FOR FURTHER STUDY

Barclay, William. Letter to the Hebrews. Westminster, 1976. 
Brown, Raymond. The Message of Hebrews. IVP, 1988. 
Bruce, Alexander B. Epistle to the Hebrews. Klock & Klock, 1980. 
Bruce, Frederick F. New Testament Development of Old Testament Themes. Eerdmans, 1969. 
Calvin, John. Hebrews and Peter First & Second. Eerdmans, 1960.
Delitzsch, Franz. Commentary on the Epistle to the Hebrews (2 vol.). Klock & Klock, 1978.
Draper, James T. Hebrews. Tyndale, 1976.
Fjordbak, Everitt M. Exposition and Commentary on the Epistle to the Hebrews. Wisdom House Pub., 1983.
Guthrie, Donald. Epistle to the Hebrews (Tyndale). Eerdmans, 1983. 
Gutzke, Manford G. Plain Talk on Hebrews. Zondervan, 1976.
Homer, A. Epistle to the Hebrews. Baker, 1972. 
Hughes, Graham. Hebrews & Hermeneutics. Cambridge University Press, 1979.  
Hughes, Philip E. Commentary on the Epistle to the Hebrews. Eerdmans, 1977.
MaCaulay, Joseph. Expository Commentary on Hebrews. Moody, 1978. 
Milligan, George. Theology of the Epistle to the Hebrews. Klock & Klock, 1978. 
Montefiore, Hugh. Epistle to the Hebrews. Harper, 1964. 
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Newell, William R. Hebrews Verse by Verse. World Bible, 1987.
Owen, John. Hebrews. Epistle of Warning. Kregel, 1973.
Peterson, David. Hebrews & Perfection. Cambridge University Press, 1982. 
Pfeiffer, Charles F. Epistle to the Hebrews. Moody, 1968. 
Philips, John. Exploring Hebrews. Moody, 1977. 
Saphir, Adolph. Epistle to the Hebrews. Kregel, 1983. 
Swindoll, Charles. Hebrews. Word Books, 1987.
Wiley, Henry O. Epistle to the Hebrews. Beacon Hill, 1984. 
Wright, Walter C. Hebrews. Moody, 1952. 
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—— A PPENDI X 2.5 ——

ADMISSIONS REQUIREMENTS
Establishing and adhering to a realistic admissions policy is essential to the quality Bible school. Two major 
questions must be faced: What level of development is the student assumed to have at entry? And what level 
of development is expected of the graduate to be effective? The answers to these questions are based on 
considerations of character, academics, general factors, and expectations.

Character
Christian character and the practical Christian experience of the applicant are important to the success of 
every Bible school. The following are some requirements the conscientious Bible school should consider:

• A born-again experience.
• A sense of the call of God to ministry.
• Clear commitment to the doctrines and practices of the church.
• Maturity in Christian living as evidenced at a minimum by church attendance, tithing, and 

acceptance of responsibilities—all attested to by a pastor.
• Some experience in Christian service attested to by a pastor.

Academics
Accepted education standards ask that academic admissions requirements for the Bible school correspond to 
the same phase of standard secondary education in the local country. Below are typical education standards 
required for various program levels:

• Certificate level: Since certificate-level programs may vary in purpose and structure, there are no 
rigorous admission standards for such programs. Schools may accept students into a certificate 
program at the school’s discretion when there is reason to believe the student can be successful in 
the program.

• Diploma – secondary level: Since this is a secondary-level program (meaning students in the 
program have not completed high school), admission would require that the student has completed 
a primary school program. The student must also show evidence that he or she has the ability to 
study at the secondary level. 

• Diploma – post-secondary level: Admission requires that the student has completed a secondary 
program (normally twelve years of education or its equivalent). In some settings, secondary school 
completion may only require ten years. In this case, the school needs to require additional evidence 
of readiness for post-secondary-level instruction, such as performance on entrance exams.

• College/university level: Admission to a bachelor’s program requires that the student has 
completed the secondary level (normally twelve years) as evidenced by a secondary-level diploma 
or the equivalent. Admissions policies need to conform generally to those at national higher 
education institutions. In some cases, schools may admit students without a secondary diploma on 
probation when there is reason to believe the student can study at this level. 

• Graduate/seminary level: Admission to a master’s program (M.A. or M.Div.) requires the student 
to have completed a bachelor’s degree or equivalent and other appropriate prerequisites.
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General Factors
A number of general factors that relate neither to character nor academics, but are nonetheless important to 
specify in admission requirements, are as follows:

• Entrance exams: These are especially important if admission is allowed on equivalence. 
Equivalence admission should not be the norm.

• Physical health: The school can avoid serious problems by requiring a health history from the 
applicant and a medical exam by a competent medical authority.

• Financial ability: The administration would be wise to have the attestation of someone such as the 
applicant’s pastor that the applicant is prepared to pay his or her part of the school costs.

Expectations
Admission requirements must be reasonably close to expectations of the graduates. The process takes 
three steps:

1. The graduation requirements should be set.
2. The lowest level of the applicant should be estimated.
3. An education of sufficient duration to raise the lowest applicants to the desired level should be 

provided. 
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—— A PPENDI X 2.6 ——

APPLICATION FOR ADMISSION

NAME OF SCHOOL

Instructions for Applying

1. Fill out the application form and return it to the school along with your application fee.
2. Attach your written personal autobiography and health inventory form.
3. Contact references and ask them to complete the recommendation forms.

General Information

Name  
First name  Surname/Family name

Mailing address:
 
 
 

Cell phone (include code)  
Email  
Date of Birth    Current age  

Day Month Year

Gender (M or F)    Marital Status  
Nationality   Citizen of  
Primary language spoken  
Primary religious affiliation  
Current occupation  
What is your intended program of study?  
Housing preference (mark one): ☐ On-campus (in the dormitory)  ☐ Off-campus

Educational Information

Have you completed secondary school/high school? ☐ Yes  ☐ No
If yes, school name    Date of graduation  
If no, highest grade completed    Last date attended  

List any post-secondary schools you have attended:
Institution  Dates Attended  Certificate/Diploma/Degree
       
       
       

Note: Please submit an official transcript from all of the institutions you have attended as well as a copy of 
your high school diploma.

Are you applying as a transfer student? ☐ Yes  ☐ No 
Have you applied for admission to this school before? ☐ Yes  ☐ No
If yes, were you accepted? ☐ Yes  ☐ No      Date  
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Financial Information

How do you plan to pay for your school expenses?  
 
 

Is there anyone who depends on you for financial support?  
Do you currently depend on members of your household for financial assistance? ☐ Yes  ☐ No

Christian Life Information

Name of church you attend  
City   
Years of attendance  
Name of Pastor  
Denomination  

Are you a born-again Christian? ☐ Yes  ☐ No    When were you saved?  
Have you been baptized? ☐ Yes  ☐ No
Have you received the baptism of the Holy Spirit as described in Acts 2:4? ☐ Yes  ☐ No

Describe what kinds of ministry you have been involved in and for how long:  
 
 
 

Do you use any form of tobacco?  ☐ Yes  ☐ No     Alcoholic beverages? ☐ Yes  ☐ No
Have you ever used drugs? ☐ Yes  ☐ No   If yes, when?  
Have you ever been arrested or convicted of a crime (other than a traffic violation)? ☐ Yes  ☐ No
If yes, please explain:  
Have you ever been denied admission, expelled, or suspended from a school? ☐ Yes  ☐ No
If yes, when?    
Please explain:  
 

Recommendations

Please fill out the following information for the two people you plan to use as references. Be sure to provide 
them with the appropriate recommendation form.

Pastor’s Recommendation
Name  
Phone  
Email  

Recommendation from a Christian Friend
Name  
Phone  
Email  
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Attachments

Please attach the following:
1. Write a 1–2 page personal autobiography that includes the following:

a. Describe significant events and information from your childhood to the present that has 
made you the person you are today.

b. Summarize your calling and your goals for the future.
c. Explain why you want to attend Bible school.

2. Completed health inventory form

Signature 

By signing below, I certify that the information provided on this application for admission is complete and 
accurate. If admitted, I agree to abide by the rules, regulations, and expectations of the college and understand 
that the highest standards of Christian character and behavior are expected of all students, both while on 
campus and while involved in off-campus activities.

*A nonrefundable application fee of (insert amount) must be sent with the application.

Signature of applicant:    Date:  

Print full name:  

*See the digital resource for a copy of the full sample application packet, including a pastor’s recommendation 
form, Christian friend recommendation form, and health inventory form. The digital resource also contains 
additional samples of application forms, a recommendation form for transfer students, and a form for students 
who choose to withdraw from the school.



Appendix 2: Educational Programs |  139

—— A PPENDI X 2.7 ——

SAMPLE INTERNSHIP/FIELD MINISTRY TRAINING 
PROGRAM SYLLABUS

INTERNSHIP 1 & 2
MIN4333 & MIN4343

3 Credit Hours Each/6 Credit Hours Total
East Africa School of Theology

B.A. in Intercultural Studies

Course Purpose

The Internship Program of EAST is designed to give the students an opportunity to put into practice what 
they have learned in their first three years at EAST. It represents an integration of theory and practice in a 
field situation.

Course Objectives

During the internship period, the student will be expected to:

1. Experience, practice, and develop various ministry skills.
2. Discover various ministry gifts through actual involvement in various ministry activities available.
3. Put into practice the biblical and theological truths gained in the academic environment of EAST in 

ministering to people.
4. Establish mature and meaningful relationships with relevant church leadership.
5. Practically depend on the faithful presence and power of the Holy Spirit in the diverse experiences of 

ministry.
6. Learn how to make use of time and personal discipline in ministry in order to be more effective.
7. Value the benefits of belonging to a church organization that shares similar visions, goals, and 

objectives.
8. Evaluate the main strengths and weaknesses of each religion, and compare them with relevant 

features of Christianity.

Course Content

Teaching, Preaching, and Evangelism
These requirements can be fulfilled in Sunday services, mid-week services, revival meetings, open air/market 
meetings, street meetings, person-to-person witnessing, youth/men’s/women’s fellowships, children’s church, 
weekend challenges, rallies, and the like. The student’s teaching, preaching and evangelistic requirements 
could also be fulfilled in these other activities: Sunday Bible classes, midweek Bible classes, home Bible study 
classes, seminars, workshops, new converts, and discipleship classes.

Other Pastoral Activities
This requirement may be fulfilled in visitation (in homes, hospitals, or prisons), worship leading, counseling, 
ushering, leading/participating in prayer meetings, and the like.
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Ministerial Observation and Evaluation
This requirement is met in the observation and evaluation of special services/ceremonies (such as baptisms, 
Holy Communion, weddings, funerals, child dedications), planning sessions for church activities, and 
participation in sectional or district leadership/pastoral meetings.

Teaching Methodologies

The primary method of instruction for these courses is experiential. Students will serve under a mentor 
who is versed in their area of study and will participate in practical application of their learning. They will 
have prescribed work such as journaling and will also be involved in field research that accompanies their 
program of study.

Instructional  Materials/Equipment

Textbooks, library research books, handouts, blackboard/whiteboard, and electronic media for the orientation 
course and multiple materials for the actual internship period.

Course Assessment

1. The internship plan of the student will have to be approved by EAST and the pastor/overseer 
involved. The deadline for approvals will be October of the term before the internship.

2. The student will be responsible for meeting all requirements of the internship. However, due to the 
fact that the Bible school does not have funds to finance the students’ needs, the home church and 
any willing sponsor can assist the student to enhance the success of this program.

3. Once the plan is approved, the student will be expected to cooperate and work in harmony with the 
pastor/overseer involved. The student must remember that during the entire internship program, he 
or she will be under direct authority of the supervising pastor/overseer, not EAST.

4. Students will be required to do the internship at their home church or locality, and fit into the 
existing system. The supervisor does not need to change anything for the sake of the internship; 
rather, the student should find ways of fulfilling the requirements within the existing framework, if at 
all possible. We do kindly request the supervisor to assist opening up ministry doors for the students.

5. However, in case of nonexistence of some activities that are required for the internship, it will be up 
to the student to start them through the church and do whatever is necessary to keep them going. 
The student will need to be quick to take advantage of opportunities that arise.

6. The student is free to choose his or her own supervisor. If the supervisor does not belong to the 
student’s denomination, the student should seek an official authorization by the national leader of the 
student’s organization. A copy of this authorization must be submitted to EAST before the internship 
can be approved.

7. Students who are already pastors will still be required to do the internship, but they might need to 
arrange with their seniors to act as supervisors. Where such arrangement is impossible for valid 
reasons, EAST should be notified immediately. A supervisor must be a fully ordained minister of the 
student’s organization. This ordination should have given the supervisor authority to preside over all 
the rites of the church.

8. All written materials of the internship must be approved by the official stamp and signature of the 
supervisor.
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9. The internship has to be completed satisfactorily before a student can graduate. The responsibility for 
successful completion of the internship rests on the student!

10. The deadline date for returning all internship material will be the first day of registration of the term 
following the internship. A student will receive less marks for each day of delay after this date.

11. Internship Grading and Credits

a. Internship One: 3 credit hours will be awarded to the student’s field evaluation by the 
supervisor under the guidance of the dean of students. The grade will be out of 100 percent. 
The lowest grade a student may get in order to pass is a “D” or 60 percent.

b. Internship Two: 3 credit hours will be awarded for all the written materials and reports that 
the student submits at the end of the internship for evaluation. The lowest grade the student 
can earn in order to pass is a “D” or 60 percent.

Students should see the EAST Internship Orientation Manual for more detailed information.

Required Textbooks

EAST Internship Orientation Manual. Nairobi, Kenya: EAST Books, 2001.
Holy Bible, The New International Version (1984).
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—— A PPENDI X 2.8 ——

SCHOOL CATALOG – TYPICAL COMPONENTS

Explanation: What follows is a list of components that are typically included in a school catalog. This does 
not mean that every catalog will or should have every component on this list since every school is different. 
However, this list shows what types of topics should be covered in creating a catalog for your school or 
perhaps revising your current catalog. For a sample of a full catalog, see the digital resource.

A Message from the President

General Information
A. Institutional mission, vision, and goals
B. Core values of the school
C. Doctrinal statement
D. Ownership and affiliation
E. Recognition
F. Campus facilities
G. Location and transportation
H. Campus life

Academic Information and Policies
A. List of programs offered by the school
B. Delivery options
C. Definition of credit hours
D. Transfer of credits
E. New student orientation
F. Class attendance
G. Tardiness
H. Adding and dropping courses
I. Final examinations
J. Major illnesses and deaths
K. Grading scale
L. Failing a course
M. Retaking a course
N. Withdrawal policy
O. Graduation requirements
P. Academic honors
Q. Transcripts

Admissions
A. Admissions requirements
B. Admissions procedures

Financial Information
A. Current fee structure
B. Payment
C. Refund policies
D. Scholarships
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Institutional Standards
A. Academic integrity

1. Definitions of plagiarism, copying, and cheating
2. The school’s policy for students who are found guilty of these offenses

B. Disciplinary procedures
1. Academic probation
2. Attitudinal probation
3. School life standard violations
4. Suspension
5. Dismissal

C. Nondiscrimination policy
D. Student grievances

Instructional Technology and Resources
A. Computer lab
B. Library
C. Internet access
D. Digital media resources
E. Renting and/or buying textbooks

Program Descriptions
A. Certificate-level programs
B. Diploma-level programs
C. Bachelor-level programs
D. Others

Course Descriptions
A. Description of course codes
B. Course descriptions

Administration and Faculty
A. Board of Directors
B. Administration
C. Faculty

Academic Schedule
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TRANSCRIPT TEMPLATE

NAME OF SCHOOL
ADDRESS OF SCHOOL

OFFICIAL TRANSCRIPT

Name of Student  
Student ID   Date of Birth  
Date of Printing  
Level and Program of Study  
Date Graduated (if applicable)    Grade Point Average  

COURSE NUMBER & TITLE CREDITS GRADE CREDIT 
POINTS

COURSE NUMBER & TITLE CREDITS GRADE CREDIT 
POINTS

(Term & year) (Term & year)

(Term & year) (Term & year)

(Term & year) (Term & year)

(Term & year) (Term & year)
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—— A PPENDI X 2.10 ——

SAMPLE REGISTRATION CARD

Explanation: What follows is a sample registration card.  Students should fill out a registration card each 
time they register for a new semester, year, or session of classes (depending on the program). Schools are 
encouraged to make adaptations to the sample to reflect their needs and context. See the digital resource for 
a drop/add card and other sample registrar-related forms.

Front of card

Back of card

REGISTRATION CARD  REGISTRAR’S COPY

Name   Term & Year  

Email   Cell Phone  

Home Address (if it has changed)  

Program of Study  

Current Year in the Program: ☐ 1st Year  ☐ 2nd Year  ☐ 3rd Year  ☐ 4th Year

Housing: ☐ On Campus  ☐ Off Campus 

Cafeteria Meals: ☐ All Meals  ☐ Lunches  ☐ No Meals

Are you currently pastoring? ☐ Yes  ☐ No   If yes, where?  

Pastoral and/or Ministry Roles  

  

  Signature of Student

COURSE NUMBER COURSE TITLE CREDITS TEACHER

Approvals:

Academic clearance  

Financial clearance  

Registrar    Date  
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OASIS ACADEMIC RECORDS SOFTWARE

OASIS (Open African Student Information System) is an academic record-keeping program adapted by 
Africa’s Hope for use in African Bible schools. The program allows the school registrar (or other office staff) 
to have immediate access to student data and to track every student record from enrollment to graduation.

OASIS has many helpful features for maintaining a complete record of student activity, including course 
enrollment, transfer and experience credit, and grades. Student data remains secure and stable while staff 
are able to work efficiently to meet students’ needs. During accreditation reviews, OASIS makes it simple to 
provide necessary information.

Africa’s Hope provides OASIS support to Bible schools, helping to convert older data into the new system 
while maintaining the school’s existing grading structure and course information.

If you are interested in using this program, please send an email to info@africaatts.org to learn if there is an 
upcoming training event in your area.
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—— A PPENDI X 2.12 ——

CONSIDERATIONS FOR AN EXTENSION EDUCATION 
PROGRAM

Introduction
In recent years there has been a rapid increase in extension education as institutions have sought ways to 
meet the felt needs of their constituents beyond their traditional campus programs. It is important to make 
adequate provision for the following basic factors to ensure the development of a meaningful and enduring 
extension training program. If your institution is operating an extension training program or is considering 
developing an extension training program, proper consideration of and provision for these key factors will 
increase the possibility of its successful implementation and operation.

Factors to Consider

1. REASON FOR BEING

The foundational documents of an institution (constitution/by-laws) should contain a statement of the 
mission of the school and indicate why the institution has been brought into existence. Clarity of purpose 
and focus are best achieved when a school’s purpose and reason for existence are expressed in writing. For 
example, a general statement of purpose for the existence of a Bible school might be:

As a (General Council, Regional, District, etc.) Assemblies of God institution serving (name of country, 
region, district, etc.), the (name of school) is established to enable those called of God to develop their 
God-given gifts and prepare for the ministry of proclaiming the gospel of our Lord Jesus Christ.

This stated purpose should be the foundation of all training programs offered and will provide guidance 
when seeking to determine if an extension training program is actually needed and how such a program will 
be developed to meaningfully relate to and fulfill the stated purpose of the school. (For more information on 
developing a mission statement, see Standard 1.)

2. PROVIDING FOR CONTINUITY

All institutions of learning have a continuing contractual obligation to those who enroll for training. This 
responsibility can best be maintained when those who carry ultimate responsibility for the school are involved 
with the authorization and formation of study programs that require continuing institutional commitment, 
personnel, record keeping, facilities and finance.

A basic first step in establishing an extension program is to receive approval from the school's board of directors 
to develop a draft of the basic components of the extension program. It is essential for the administration to 
also draft an extension program handbook for approval by the board of directors. This handbook should 
contain general information as well as the policies and procedures that will govern the operation of the 
extension program. There are many advantages and reasons for having a written document for the operation 
of the extension program including the fact that a handbook will help provide for a smooth running and 
enduring training program. A sample extension program handbook can be found in the digital resource.  

It is important to clearly establish that “ownership” of extension centers belongs to the resident school. Even 
if the extension center meets in a local church, the written documents and agreements of understanding, 
including contracts, should clearly show that the extension program is created, controlled, and governed by 
the resident school.
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3. FINANCES

Extension training programs require finances, and their existence and operation will need to be considered 
when developing the institutional budget. Extension programs do not need to be expensive, and in some 
situations they can even be designed and operated to provide additional revenue for the school. One way 
that start-up and operational costs can be kept to a minimum is by using local church facilities rather than 
rented facilities. Expenses can also be reduced by using qualified adjunct faculty living near the extension 
center rather than funding the travel of resident faculty to the extension location. (Bear in mind, however, 
that extension courses must be equivalent to resident courses. For this reason, accreditation may require that 
50 percent of the courses be taught by resident faculty.)

Financial policies that apply to the operation of the extension program need to be addressed and included in 
the Extension Education Handbook.

4. TYPES AND LEVELS OF EXTENSION EDUCATION PROGRAMS

Extension training programs have been designed in a variety of ways to meet felt needs in a particular situation. 
Some schools offer only the first year of the curriculum by extension and some offer the entire resident study 
program to extension students. Other extension programs have been designed to provide a degree study 
program by extension following the completion of the resident diploma program or to provide for continuing 
education after graduation by offering specialized courses on current issues for former graduates. As long as 
academic quality is maintained, there is no limit to program innovation and design by an institution in order 
to meet felt needs.

5. THE EXTENSION EDUCATION DIRECTOR

The extension education director should be appointed by the board of directors. Normally, he/she serves under 
the direction of the academic dean (to ensure academic integration of the extension program), and in some 
situations might serve as a member of the administrative committee. Depending on local circumstances, 
the extension director could be the current academic dean, registrar, or another person designated to give 
leadership to the extension program of the school.

The director should have a written job description that is included in the extension education handbook. 
A sample job description for the extension director/coordinator has been included with the other sample 
job descriptions. Providing the extension director with training and/or orientation is important since a 
knowledgeable extension director is a vital key to the successful operation of an extension education program.

6. THE LOCATION OF EXTENSION CENTERS

Generally speaking, decisions regarding where extension centers will be established are determined by 
knowing where clusters of potential students are located. This will often be in an area where strong local 
churches have been established. Conduct a survey to identify these potential clusters of students and to 
determine priority locations.

Other factors to consider in determining extension center locations include available facilities, costs (including 
travel expenses and faculty salaries), transportation schedules, and availability of qualified faculty. Establish 
one extension center as a pilot project before considering the opening of any additional extension centers.

Prepare a “memorandum of understanding” that outlines the relationship and obligations between the 
institution and those exercising authority over the facilities at the site of the extension center (local church 
board, landlord, etc.). This will help ensure a continuing positive relationship between the institution and 
those involved with oversight of facilities at the extension center, and help provide for the overall continuation 
of the extension program.
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7. TEACHERS

The school should follow the same criteria and procedure for selecting and authorizing teachers for the 
extension center as it does for the resident program.

Ideally, the majority of the teaching at the extension center is done by members of the resident campus 
faculty. When an adjunct faculty member is selected, he or she should have the same qualifications as resident 
campus faculty members.

As with all individuals associated with the institution, the extension faculty members should have a written 
job description. (See a sample job description in Appendix 3.)

Provide orientation for all teachers associated with the extension program and emphasize the importance 
of reading the extension education handbook and understanding the duties required of the extension 
class teacher.

Training for ministry in an extension center does not usually provide the same environment and opportunity 
as the resident campus does for the spiritual formation of the students. Some argue that this is not a significant 
consideration since extension students tend to be older and, therefore, more established in their faith than 
resident students. Extension faculty members need to be particularly attentive to this aspect of student 
development. Additionally, extension faculty need to keep in focus that the formal curriculum is only a part 
of the total learning experience of the training institution and provide for practical ministry assignments 
similar to those required of resident program students.

The extension education handbook needs to address issues such as whether extension faculty are considered 
the same as full-time faculty and required to attend various meetings and events. Usually, extension or 
adjunct faculty are not considered the same as the full-time regular faculty of a school and are not be expected 
to attend faculty meetings, except by specific invitation. However, a courtesy invitation to special events such 
as graduation would be in order.  

8. CLASS SCHEDULE

Determining the class schedule is a key factor in formulating a successful extension program, and is best 
determined after considering the most suitable time that prospective students have available. Classes are 
often held in the evening, on weekends, during times of vacation, etc., and should not compete with the local 
church schedule.

9. SEQUENCE OF SUBJECTS OFFERED

The sequence of subjects to be offered normally follows the same sequence of subjects offered at the resident 
program, though at a much slower rate. A resident campus student might study five or more subjects during 
a semester, whereas the extension center may only offer one or two.

Generally speaking, all subjects offered at a resident school during the first semester will also be taught at 
the extension center before the extension center offers second semester subjects from the curriculum of the 
resident school.

10. CLASSROOM(S)

Extension education centers typically conduct classes at local church sites because they are usually equipped 
for classroom activities, located near public transportation, and available at desired times at a reasonable cost. 
Occasionally, classes may need to be held in a home or rented facility.  

One way to help identify an extension center and its relationship to the resident school is to display a resident 
school sign in a prominent position at the extension location.
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11. CLASSROOM FURNISHINGS/EQUIPMENT

It is important to consider classroom furnishings and equipment in budgeting and classroom preparations. 
The actual furnishings needed will be determined by conditions at each specific extension center.  

12. A FUNCTIONAL LIBRARY

Having sufficient reference materials and textbooks to support the curriculum is a basic requirement for a 
credible extension training program. Even though extension faculty members should favor giving practical 
assignments to make classroom theory and discussion relevant to ministry application, a functional library 
is needed for research and academic investigation.

Planning for library needs includes consideration of funding to secure reference materials and providing 
security for these materials.

13. LOCAL ON-SITE COORDINATOR/REGISTRAR

A qualified and responsible person needs to be appointed by the resident school to oversee the operation of 
each extension center. This person is nominated by the administration of the resident school and approved 
by the board of directors. The on-site coordinator/registrar needs to be a person close to the extension center 
who has been trained and is willing to serve in this capacity (pastor, church secretary, former graduate, etc.).

The primary responsibility of the on-site coordinator/registrar is to assist the extension director at the resident 
campus, to oversee the general operation of the extension center, and to implement the policies and directives 
of the administration of the resident school (that control and regulate the functioning of the extension center).

A sample job description for this position is included in Appendix 3.  

Conclusion 
The extent of careful planning provided will dictate the amount of success and longevity of any extension 
training program undertaken. It is easy to announce the opening of an extension program and attempt a 
beginning, but extension programs that endure and produce workers for the harvest require more than the 
inspiration of the moment or the vision of a single individual.

In this time of unprecedented harvest, the church needs to provide ministerial training opportunities for all 
whom the Spirit is calling to ministry and service. To do so, we must continue to use the traditional resident 
training program and to develop other creative methods of training for those truly called to ministry, who 
for various reasons are unable to enroll in a resident training program.

*See the digital resource for a model extension education handbook.
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APPENDIX 3

Faculty and staff

3 1 Faculty and Staff Code of Ethics

3 2 Sample Faculty Job Description

3 3 Suggestions for Conducting Faculty Development

3 4 Suggested Topics for Faculty Professional Development

3 5 Bloom’s Taxonomy of Learning (Revised)

3 6 Faculty Handbook – Typical Components

3 7 Student Survey of an Instructor and Course (ABC)

3 8 Student Survey of an Instructor and Course (EAST)

3 9 Extension Program Positions – Sample Job Descriptions

Extension Coordinator

Extension Faculty

Extension Registrar

Mission, Goals, 
and Objectives 1

Educational 
Programs 2

Faculty  
and Staff 3

Student 
Development 4

Learning 
Resources 5

School 
Administration 6

Physical 
Resources 7

Financial 
Resources 8

Student 
Outcomes 9

Relationship 
with Churches 10
Accreditation 

Standards 11
Digital 

Resource 12
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FACULTY AND STAFF CODE OF ETHICS
Explanation: When faculty and staff members are first hired, they should be asked to sign a code of ethics (or 
a similar document) in which they commit to live according to certain expectations specified by the school. 
The following is a sample of what a code of ethics might look like. 

Preamble
As a follower of Jesus Christ and a member of the faculty or staff at (name of Bible School), I commit to 
conducting myself according to the ethical guidelines and principles set forth in this code of ethics, in order 
that my ministry be acceptable to God, my service be beneficial to the Christian community, and my life be 
a witness to the world.

Responsibilities to Self
1. I will maintain my physical and emotional health through regular exercise, good eating habits, and 

the proper care of my body.
2. I will nurture my devotional life through a regular time of prayer, reading of the Scriptures, and 

worship.
3. I will continue to grow intellectually through personal study, reading, and educational 

opportunities.
4. I will manage my time well by properly balancing personal obligations, work duties, church 

commitments, and family responsibilities, and by observing a weekly Sabbath rest.
5. I will be honest and responsible in my finances by paying all debts on time, never seeking special 

gratuities or privileges, giving generously to worthwhile causes, and living a Christian lifestyle.
6. I will be truthful in my speech, never plagiarizing another’s work, exaggerating the facts, misusing 

personal experiences, or communicating gossip.
7. I will seek to be Christlike in attitude and action toward all persons regardless of race, sex, social 

class, religious beliefs, or position of influence within the church and community.

Responsibilities to Family
1. I will be fair to every member of my family, giving them the time, love, and consideration they need.
2. I will regard my family as a gift from God and seek to meet their individual needs without imposing 

undue expectations upon them.

Responsibilities to the School
1. I will seek to be a servant of God by following the example of Christ in faith, love, wisdom, courage, 

and integrity.
2. I will faithfully discharge my time and energies as faculty or staff through proper work habits and 

reasonable schedules.
3. I will be impartial and fair to all students.
4. I will maintain strict confidentiality concerning student grades and information.
5. In my work as a faculty or staff member, I will avoid any appearance of impropriety when meeting 

alone with a student.

Responsibilities to Colleagues
1. I will endeavor to relate to all colleagues, especially those with whom I serve, as partners in the work 

of God, respecting their service and cooperating with them.
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2. I will seek to serve my colleagues and their families with counsel, support, and personal assistance.
3. I will not treat others as competition in order to receive an honor or achieve statistical success.
4. I will refrain from speaking disparagingly about the person or work of any colleague.
5. I will be honest and kind in my recommendations of others to positions or other inquiries.
6. If aware of serious misconduct by a colleague, I will contact responsible officials and inform them of 

the incident.

Responsibilities to the Community
1. I will accept reasonable responsibilities for community service, recognizing the biblical model to 

care for those in need.
2. I will support public morality in the community through responsible prophetic witness and social 

action.
3. I will obey the laws of my government unless they require my disobedience to the law of God.
4. I will practice Christian citizenship without engaging in political activities that are unethical, 

unbiblical, or unwise.

Responsibilities to my Denomination
1. I will love, support, and cooperate with the faith community of which I am a part, recognizing the 

debt I owe to my denomination for its contribution to my life, my ministry, and my church.
2. I will work to improve my denomination in its efforts to expand and extend the kingdom of God.

This sample is adapted from Ministerial Ethics: Moral Formation for Church Leaders co-authored by Joe E. 
Trull and James E. Carter (Grand Rapids: Baker Academic, 2004), 259–263.

*For additional sample faculty-related forms, see the digital resource.
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SAMPLE FACULTY JOB DESCRIPTION

Qualifications
1. They shall be persons of spiritual maturity and integrity and manifest a special interest and ability in 

the preparation of Christian workers.
2. They should be in agreement with the Assemblies of God doctrinal positions and in full support of 

the philosophy and goals of the college.
3. They shall have received adequate educational background in their specific field of teaching 

(normally one level of education above the level they are teaching) and demonstrate professional 
competence, and desire to continue their professional growth.  

4. They should manifest a desire to build positive communications with the students and maintain 
positive relationships with the community.

5. They shall be approved by the school’s Board of Directors upon recommendation of the president in 
consultation with the academic dean.

Responsibilities
1. To prepare a syllabus for each assigned course under the guidance and direction of the academic 

dean according to the established course description.
2. To give spiritual and academic direction to each class session.
3. To establish and enforce standards of classroom discipline.
4. To provide practical learning experiences that will help students relate course content to their lives 

and ministries.
5. To train students in study skills and learning habits that will produce lifelong patterns of growth 

and development.
6. To make regular, reasonable, and productive assignments appropriate for the level and goals of the 

course.
7. To provide prompt, clear, and fair feedback on students’ work (assignments, tests, etc.).
8. To be available, as needed, for individual student consultations in addition to class time.
9. To skillfully construct and administer exams designed to measure comprehension and the students’ 

ability to interpret and organize concepts and principles for practical applications.
10. To maintain accurate records of student performance and progress, and to submit final grades to the 

registrar within seven days following the final exam at the end of the term.
11. To notify the academic dean prior to the end of the term of students who are failing or have other 

problems which may adversely affect their grades (e.g. absenteeism, classroom misbehavior) and 
which require corrective action according to established guidelines.

12. To be present at all scheduled class sessions unless approval has been given in advance by the 
academic dean and students have been notified in advance.

13. To attend all scheduled faculty meetings and any other program activities deemed necessary by the 
academic dean.

14. To assume any other faculty-related responsibilities that may be assigned by the academic dean.
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SUGGESTIONS FOR HOW TO CONDUCT FACULTY 
DEVELOPMENT
All schools should offer regular opportunities for professional development for their faculty and encourage 
them to be lifelong learners. The following is a list of ideas for how a school can offer these opportunities.

New teacher orientation
The academic dean should assign a new faculty member to an experienced faculty member to serve as their 
mentor for their first year. The mentor will help the new faculty member get off to a good start, explain 
policies and resources at the school, and meet with him or her on a regular basis to answer questions and ask 
how everything is going.

Guest presenter
Once or twice a year, the school should try to bring in an expert with special qualifications or experience to 
conduct a seminar or workshop for the faculty. This might be a renowned local expert, an expert from another 
city, or even an internationally known expert. If a school wants to bring in someone from another country, 
they may want to work together with other nearby schools for the sake of costs as well as to maximize the 
opportunity.

Ongoing Professional Development at Faculty/Staff Meetings
While it is very beneficial to bring in an expert occasionally, offering regular opportunities for professional 
development to faculty does not have to be complicated or costly. One of the best ways to do this is by making 
professional development a regular part of faculty/staff meetings. For example:

• If the president or academic dean notices that a faculty member does exceptionally well in a certain 
area, this faculty member can be asked to give a teaching presentation about it at a regular faculty/
staff meeting. This is a great way to make the most of the strengths of faculty members.

• Either an individual faculty member or a group can be assigned to read a helpful educational book 
and then give a presentation to the rest of the faculty about the most important content of the 
book and how they can apply it to their teaching. This presentation would most likely be given at a 
faculty/staff meeting.

• All faculty members can be asked to read a specific book chosen by the president or academic 
dean and then discuss it at faculty/staff meetings or with a discussion group of other faculty over a 
certain number of weeks.

Journal Subscriptions
The school should subscribe to journals and periodicals relating to education, curriculum, teacher development, 
school administration, etc., as well as biblical studies, leadership, missiology, etc. In conjunction with the 
library, make these resources available to faculty and administrators and encourage them to stay current 
on issues relevant to their teaching. Content from these journals could also be a good source of material for 
presentations to be made at faculty/staff meetings.
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Auditing a Course
Many schools allow their faculty members to audit a course of their choice offered at the school. (Auditing 
a course means attending class sessions for the benefit of learning but not receiving academic credit and not 
being required to complete assignments.) Typically, faculty can choose one course to audit per semester.

Attending Local Events
Encourage faculty members to attend teaching-related conferences, seminars, or workshops being offered by 
other local institutions, churches, or the city. If only a small group of faculty members attend an event, they 
should present on what they learned to the rest of the faculty at a faculty/staff meeting.

Observing Another Faculty Member
Each semester, assign every faculty member to another faculty member to observe each other. At least once 
during the semester, each teacher should observe the other one teaching a class. After the observation the 
two teachers meet together, and the observing teacher gives the other one feedback on what he or she did 
well and any suggestions for improvement. As a result, not only does the teacher who was observed receive 
encouragement and new ideas, but the observing teacher also gleans new ideas from what the other teacher 
did well. 

Evaluation by the President or Academic Dean
At least once a year, the president or academic dean observes every faculty member for a class session. If 
possible, observe each faculty member twice: once as a scheduled observation and the other as an unscheduled 
impromptu observation. After the observation(s) the president/academic dean schedules a meeting with the 
faculty member to discuss observations of what went well and suggestions for improvement. Ask the faculty 
member how the school year is going for them in general and discuss their personal goals for the year.

Student Evaluation
Toward the end of each course, ask students to fill out an evaluation form or survey of their instructor. The 
instructor should not be in the room when students fill out the evaluation, and the evaluations should be kept 
anonymous. Typically, an administrative assistant will tally the results and compile the information into one 
document (usually typed). This information will then be given to the academic dean and to the instructor. 

School Sponsorships and Scholarships
If the budget allows, the board of administration may choose to designate a certain amount of funds 
available to each faculty member for professional development. Each faculty member can choose a seminar 
or conference he or she would like to attend, either within the city, another city, or another country. The 
faculty member must fill out a request to the board, informing them of the topic and purpose of the seminar/
conference, where it is being held and when, other logistical details, estimated cost, and why it would be 
beneficial to their teaching. The board must choose whether or not to approve the request. After attending the 
seminar/conference, the faculty member presents what he or she learned to the rest of the faculty.

Depending on the budget, the school may also wish to offer scholarships for further education to faculty 
members who have been at the school for a certain number of years. Depending on the faculty member’s 
level of education, this allows them to pursue either a master’s degree or doctoral studies. In exchange for 
the scholarship, the faculty member would typically be expected to commit to a certain number of years of 
further service to the school.
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SUGGESTED TOPICS FOR FACULTY PROFESSIONAL 
DEVELOPMENT
Below is a list of suggested topics that are helpful for teachers. When a school’s administration is planning 
faculty professional development seminars, workshops, or meetings, they may want to cover topics such as: 

• Educational philosophy
• Developing a course syllabus
• Developing course goals and writing objectives 
• How to write a lesson plan
• Teaching methods
• Formal and informal assessment
• How to write effective tests
• Constructing authentic and relevant assignments
• Classroom management
• Grading procedures
• Learning styles
• How to give feedback in the classroom
• Differentiated instruction
• Cooperative learning
• Using textbooks effectively
• Using technology to enhance learning 
• Improving teacher-student relations
• Reflection and self-evaluation
• Incorporating the school library into the classroom
• Teaching content in a second language 
• Maintaining balance between school life and other areas of life
• Creating an individual growth plan for professional development
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BLOOM’S TAXONOMY OF LEARNING (REVISED)
Bloom’s taxonomy is a system for categorizing different cognitive levels of learning outcomes and objectives. 
The chart below shows the six levels of thinking skills from the lowest order to the highest and defines each 
level. The listed action verbs assist in writing measurable course objectives and assessing learning outcomes.

Lower Thinking Skills Higher

REMEMBER UNDERSTAND APPLY ANALYZE EVALUATE CREATE

Recall facts and 
basic concepts

Explain ideas or 
concepts

Use information 
in new situations

Draw connections 
among ideas

Justify a stand 
or decision

Produce new or 
original work

Define
Find
Label
List
Match
Name
Recall
Relate
Show
Select
Tell

Classify
Compare
Contrast
Demonstrate
Explain
Illustrate
Infer
Interpret
Outline
Rephrase
Summarize

Apply
Choose
Construct
Develop
Identify
Interview
Make use of
Model
Organize
Select
Solve
Utilize

Analyze
Categorize
Classify
Discover
Dissect
Distinguish
Examine
Inspect
Simplify
Survey

Appraise
Assess
Choose
Criticize
Decide
Defend
Determine
Disprove
Evaluate
Judge
Justify
Prove
Recommend

Adapt
Build
Combine
Compose
Construct
Design
Elaborate
Formulate
Improve
Invent
Plan
Propose

Source: Anderson, Lorin W., and David R. Krathwohl, eds. 2001. A Taxonomy for Learning, Teaching, and 
Assessing: A Revision of Bloom’s Taxonomy of Educational Objectives. New York: Pearson.
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FACULTY HANDBOOK – TYPICAL COMPONENTS
The following components are typically included in a faculty handbook; however, this list is not comprehensive. 
Schools are encouraged to use this list as a starting point for topics that could be helpful to include in a faculty 
handbook but then add to it or subtract from it to best meet their needs and context. For a sample of a full 
faculty handbook, see the digital resource.

Institutional Mission and Information
A. Message from the president
B. Mission and purpose statements
C. Objectives and core values
D. Doctrinal position
E. Denominational relationships and ownership
F. Accreditation and endorsements
G. Educational philosophy

Institutional Organization and Administration
A. Organizational structure
B. Board of directors
C. School administration
D. Administrative job descriptions

Faculty Committees

Faculty Policies
A. Criteria for faculty selection and retention
B. Faculty appointments
C. Tenure
D. Faculty discipline
E. Employment standards
F. Professional requirements and qualifications
G. Faculty work load
H. Remuneration
I. Campus mail
J. School email
K. Class obligations
L. Teaching obligations
M. Application for leave
N. Faculty sick leave
O. Faculty meetings, chapel, committees, etc.
P. Retirement plan
Q. Faculty development opportunities
R. Professional conferences and seminars
S. Insurance
T. Telephone calls
U. Housing
V. Use of school vehicle
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W. Solicitation of funds
X. Library
Y. Computer lab
Z. New faculty mentorship program

Academic Policies
A. Grading system and grading guidelines
B. Assessment requirements
C. Academic integrity and excellence

1. Definitions of plagiarism, cheating, copying, etc.
2. Disciplinary policy for violations of standards of integrity

D. Disciplinary procedures
1. Academic probation
2. Attitudinal probation
3. College life standard violations
4. Suspension
5. Dismissal
6. Student grievances and rites of appeal

E. Serving as a faculty advisor
F. Adding and dropping courses
G. Late work
H. Failing a course
I. Retaking a course
J. Graduation requirements
K. Final grade reports
L. Faculty evaluations and observations

Student Relations and Classroom Management
A. Philosophy
B. Class conduct

1. Class length
2. Attendance policy
3. Classroom discipline
4. Internet and cellphone policy

C. Instructional Support and Evaluation
1. Document preparation for instructional use
2. Instructional supplies and audiovisual equipment
3. Faculty textbook/study guide copies
4. Faculty use of copying machines
5. Course evaluation by students

D. Spiritual Nurture and Student Support
1. Chapel
2. Church attendance and weekend ministry opportunities
3. Faculty-student relations

E. Nondiscrimination
F. Medical Emergencies
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STUDENT SURVEY OF AN INSTRUCTOR AND COURSE
Addis Ababa Bible College

1. Name of Instructor  

2. Name of Course   

3. Is this course in the ☐ First Semester or ☐ Second Semester?  (Please check one.)

4. What is the year of this course?  20 

5. Is this course in the ☐ Extension program or ☐ Day program?  (Please check one.)

For each of the criteria below, please circle the number that corresponds to your answer:  1 representing 
“Poor”; 2 representing “Below Average”; 3 representing “Average”; 4 representing “Above Average”; and, 5 
representing “Excellent.”

Criteria Poor Rating Excellent

Organization of  
the Course

Lacks planning & 
organization 1 2 3 4 5 Well organized & carefully 

planned

Goals of  
the Course Course goals not clear 1 2 3 4 5 I clearly understand the 

course goals

Clarity of  
Assignments Assignments are not clear 1 2 3 4 5 Assignments are very clear

Reasonableness of 
Assignments

Unreasonable — too much 
work 1 2 3 4 5 Reasonable – I could do 

them

Teacher’s preparation 
for class Not prepared 1 2 3 4 5 Well prepared

Interest of  
the Class

Classes were boring and 
uninteresting 1 2 3 4 5 Classes were very interesting

Relationship with  
the Students

The teacher resented 
opposition — not a good 

atmosphere
1 2 3 4 5

The teacher was tolerant, 
encouraging, and friendly 

toward students

Relevance of 
Assignments

Assignments did not seem 
to fit into class or life 1 2 3 4 5

Assignments fit into 
class well and helped to 
accomplish course goals

Overall value of the 
course to my life & 

ministry

Not very valuable — I will 
not use this material again 1 2 3 4 5 Very valuable — I will often 

use what I learned

Overall rating of the 
teacher’s abilities

Poor — I would prefer not 
to take courses with  

her/him again
1 2 3 4 5

Excellent — I would be glad 
to take another course  

with her/him
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What other courses do you feel ABC should offer that you would find beneficial to your life and ministry? 

 
 

Does this course help fulfill the Purpose Statement of ABC (see below)?  

1. If you answered “yes” then describe how it fulfills the purpose statement of ABC. 

 
 

2. If you answered “no” then describe how it does not fulfill the purpose statement of ABC. 

 
 

3. What would you do to make the course more effective in preparing Spirit-empowered ministers to 
serve in Ethiopia and the Horn of Africa? 

 
 
 

Additional Comments.  Please list any additional comments you might have.

 
 
 
 
 
 
 
 

ABC trains Spirit-empowered ministers for full-time service to God, the local church  
and the unreached of Ethiopia, the Horn of Africa and the world.
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COURSE-INSTRUCTOR EVALUATION
East Africa School of Theology

This questionnaire gives you the opportunity to share your views about certain aspects of this course with 
your lecturer, so please be honest and objective. For each item below, please indicate the response closest 
to your opinion by marking the appropriate box. Mark only one box for each question. Thank you for your 
feedback and comments.

Course name:    Instructor:  

REGARDING THE COURSE Poor Average Good Great
The content or material covered in this course
The usefulness of this course
The workload for this course
The textbook and materials used
The value of this course
The testing and assignment schedule for this course
The clear communication of the course objectives
Overall course rating

REGARDING THE INSTRUCTOR

The instructor’s knowledge of the subject
The instructor’s preparation for class
The instructor’s teaching style
The instructor’s ability to cover the material outlined in the syllabus
The instructor’s ability to communicate
The instructor’s ability to generate interest in the subject
The instructor’s ability to generate and guide classroom discussion
The instructor’s use of teaching aids (whiteboard/chalkboard, etc.)
The instructor’s use of class time
The instructor’ s concern and respect for students
The instructor’s demonstration of Christian character
The instructor’s ability to serve as a role model
The instructor’s fairness in marking
The instructor’s prompt marking and returning of assignments
Overall instructor rating

QUESTIONS

1. What did you like about this course and the way it was taught?

2. How can this course be improved?

3. Do you think this course should continue to be a part of our curriculum?  Please explain.

4. Additional comments (if you need more space, please use the back of this page).
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EXTENSION PROGRAM POSITIONS – SAMPLE JOB 
DESCRIPTIONS

EXTENSION COORDINATOR
Qualifications

1. Should manifest a special interest and ability in developing the extension education program of the 
school.

2. Should be committed to fulfilling whatever time requirements may be necessary at the resident 
campus to administer the extension education program.

3. Should have adequate experience and training in directing the extension education program of the 
college and demonstrate professional competence and a desire for continued professional growth.

4. Should be recommended by the president, in consultation with the academic dean, and appointed by 
the school's board of directors.

5. Should hold ministerial credentials with the sponsoring church.

[SPECIAL NOTE: If the local school extension education program extends beyond the national boundary of 
the resident campus, special consideration should be given to the working relationships between the resident 
campus and extension coordinator, and each national church council involved.]

Responsibilities
1. To assume leadership over all extension education programs of the school according to the 

guidelines set down in the school handbook, be amenable to the president, and work under 
the supervision of the academic dean. (See the digital resource for Standard 2 for a full sample 
Extension School Handbook.)

2. To work in cooperation with the academic dean and administrative committee to establish 
extension education policies and maintain the school handbook.

3. To work in cooperation with the academic dean and administrative committee to develop, organize, 
and evaluate the extension education programs of the school according to student and local church 
needs.

4. To assist the administrative committee in establishing the extension education program budget.
5. To work in cooperation with the president and academic dean in recommending extension faculty 

selection, retention, and in-service training to the board of directors.
6. To arrange the extension instructors’ teaching assignments and class schedules and submit them to 

the administrative committee for approval.
7. To work in cooperation with the president and academic dean to prepare the agenda for extension 

faculty meetings and to serve as chairperson of those meetings.
8. To direct the work of extension instructors in such areas as course preparation, textbook selection, 

classroom presentations, and student evaluations in accordance with resident campus requirements.
9. To provide for and oversee academic counseling regarding individual study programs, academic 

progress, and graduation requirements.
10. To oversee the responsibilities of the extension registrar (if applicable) in cooperation with the 

campus registrar, following established procedures for course registration, efficient recording of all 
student grades, and maintaining complete student records and files.

11. To serve as the final authority in solving grade disputes between the extension instructor and student.
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12. To serve as a member of the campus library committee and oversee the extension library and the 
selection and ordering of library books and textbooks which have been approved by the campus 
library committee.

13. If appointed by the board, to serve as a member of the administrative committee at the resident campus.
14. To recommend student transfers to the resident campus and also notify the registrar and academic 

dean of candidates who will qualify for graduation.
15. To assume any additional responsibilities that may be assigned by the board of directors.

EXTENSION FACULTY
Qualifications

1. They shall be persons of spiritual maturity and integrity and manifest a special interest and ability in 
the preparation of Christian workers.

2. They should be in agreement with the Assemblies of God doctrinal position and in full support of 
the philosophy and goals of the college extension program.

3. They shall have received an adequate educational background in their specific field of teaching 
(normally one level of education above the level they are teaching), demonstrate professional 
competence, and desire to continue their professional growth.  

4. They should manifest a desire to build positive communications with the students and maintain 
positive relationships with the community.

5. They shall be approved by the school's board of directors upon recommendation of the president in 
consultation with the academic dean and the extension coordinator.

Responsibilities
1. To prepare a syllabus for each assigned course under the guidance and direction of the academic 

dean and the extension coordinator and according to the established course description.
2. To give spiritual and academic direction to each class session.
3. To establish and enforce standards of classroom discipline.
4. To provide practical learning experiences that will help students relate course content to their lives 

and ministries.
5. To train students in study skills and learning habits that will produce lifelong patterns of growth 

and development.
6. To make regular, reasonable, and productive assignments appropriate for the level of the course.
7. To provide prompt, clear, and fair feedback on students’ work (assignments, tests, etc.).
8. To be available, as needed, for individual student consultations in addition to class time.
9. To skillfully construct and administer exams designed to measure comprehension and the students’ 

ability to interpret and organize concepts and principles for practical applications.
10. To maintain accurate records of student performance and progress and submit final grades to 

the extension registrar within seven days following the final exam at the end of the term or the 
submission of the final assignment, whichever occurs later.

11. To notify the extension coordinator prior to the end of the term of students who are failing or have 
other problems which may adversely affect their grades (e.g. absenteeism, classroom misbehavior) 
and which require corrective action according to established guidelines.

12. To be present at all scheduled class sessions unless approval has been given in advance by the 
extension coordinator and students have been notified in advance.

13. To attend all scheduled extension faculty meetings and any other extension program activities 
deemed necessary by the extension coordinator.

14. To assume any other faculty-related responsibilities that may be assigned by the academic dean in 
consultation with the extension coordinator.
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EXTENSION REGISTRAR
Responsibilities

1. To supervise the preparation and maintenance of accurate and complete files and records for all 
extension students.

2. To supervise the preparation, filing, and maintenance of a permanent grade register for all extension 
courses.

3. To assist the resident registrar to prepare accurate and up-to-date transcripts for all extension 
students to be maintained in a permanent file on the resident campus.

4. To prepare for extension registration each term in cooperation with the extension coordinator.
5. To initiate all preliminary correspondence with prospective extension students and maintain a 

current correspondence file.
6. To report the anticipated number of new and returning students at each extension location to the 

extension coordinator, academic dean, and president.
7. To see that all required application forms and fees are submitted by each extension student.
8. To prepare and submit the application files of prospective extension students to the administrative 

committee for action.
9. To provide information on the extension program and/or extension students for the school 

yearbook, promotional materials, school catalog, and educational bulletins.
10. To update the class enrollment list for extension students at the end of each semester to reflect 

credits to be recorded on their transcripts.
11. To prepare and distribute extension students’ grade reports.
12. To be responsible to the president through the extension coordinator and registrar.
13. To assume any additional extension registration responsibilities that may be assigned by the 

president or registrar, subject to the approval of the board of directors.
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STUDENT CODE OF CONDUCT
Explanation: It is helpful for each school to create a student code of conduct that clearly states the school’s 
expectations for how students are to conduct themselves. When students register for the first time, they 
should be given a copy of the code of conduct to sign. This code of conduct should also be included in the 
student handbook. What follows is a sample of a code of conduct.

1. Every student is expected to be actively pursuing growth in their personal relationship with Christ.
a. Students are expected to maintain regular personal devotions.
b. Students are expected to attend services regularly at a local church and become involved 

in that church.
c. Students are expected to attend chapel services regularly.

2. Every student is expected to make choices that are glorifying to God and behave in such a way that 
is appropriate of a representative of Christ.

3. Every student will be expected to strive for purity and maintain an upright moral lifestyle both on- 
and off-campus. The following regulations are necessary to enhance this policy:

a. Respective dorms are strictly out of bounds to visitors and members of the opposite sex.
b. Every student is expected to relate with members of the opposite sex in an honorable 

and pure manner that will glorify Christ. Unbecoming behavior that would portray an 
appearance of immorality must be avoided.

c. Any proven immoral conduct may lead to a student’s dismissal.
4. Every student is expected to demonstrate integrity and be honest in word and deed. Cheating, 

plagiarizing, lying, or spreading rumors may lead to suspension or dismissal.
5. Every student is expected to live in love and harmony with all persons at the Bible school. The 

following are guidelines for interpersonal relationships:
a. Each student should respect fellow students, faculty, staff, and administration.
b. Violent conduct or threats may lead to suspension or dismissal.
c. Stealing or using someone’s items without consent may lead to disciplinary action.
d. Any student that becomes rude, abusive, or insulting in any manner may face 

disciplinary action.
6. Every student is expected to be free of debts.

a. Unpaid debts may lead to suspension until they are settled.
b. School bills including school fees should be paid in full before one is allowed to take classes.
c. If the school spends money for a student’s emergency, the student is expected to refund the 

money to the school.
7. Every student is expected to be a good citizen or resident guest.

a. Any student involved in criminal activities may be dismissed.
b. No student should be involved in illegal or forbidden behaviors or lifestyles that contradict 

acceptable Christian values.
c. Each student should have relevant identification documents as required by local laws.

8. Every student is expected to honor God in the way they present themselves. This includes dressing 
modestly, being neat and clean in appearance, and not wearing clothing that would offend someone.

9. Every student is expected to maintain a healthy lifestyle.

*Adapted from the EAST Student Handbook.
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STUDENT HANDBOOK – TYPICAL COMPONENTS
Explanation: Below is a list of components that are typically included in a student handbook. However, this 
list is not comprehensive. Schools are encouraged to use this list as a starting point for topics that could be 
helpful to include in a student handbook but then add to it or subtract from it to best meet their needs and 
context. For a sample of a full student handbook, see the digital resource.

Welcome and Introduction
A. Mission, Objectives, and Core Values of the school
B. History
C. Doctrinal Statement
D. Accreditation and Endorsement
E. Faculty and Staff

Academic Schedules
A. Daily and weekly schedules (block session and semester)
B. Study time
C. Graduation week

Spiritual Life
A. Devotional life
B. Chapel attendance
C. Prayer meetings
D. Spiritual emphasis week
E. Church attendance
F. Mentorship program

Student Life
A. General campus expectations
B. Identification card
C. Cafeteria and food in dormitories
D. Beginning and ending of meal services
E. Dormitories and room assignments
F. Vacating dormitories for vacations
G. Campus usage during breaks
H. Library policy and hours
I. Computer lab policy and hours
J. Internet policy
K. Personal computers and sound systems 
L. Cellphone policy
M. Study areas
N. Book distribution center
O. Maintenance problems
P. Travel off-campus
Q. Campus security guards
R. Student automobiles and motorbikes
S. English language usage and tutoring
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T. Appropriate Christian behavior and conduct
U. Appropriate appearance, health, and hygiene

Disciplinary procedures
A. Academic probation
B. Attitudinal probation
C. College life standard violations
D. Suspension
E. Dismissal
F. Student grievances and rites of appeal

Campus Organizations, Activities, and Student Services
A. Student Council/Student Representative Committee
B. Other student organizations/committees
C. Outreach ministries/Christian service opportunities
D. Extracurricular activities
E. Field ministry/internships 
F. Long break ministries
G. Counseling
H. School nurse/health services

Finances
A. Financial resources
B. Renting and buying course materials
C. Educational expenses for the current year
D. Payment expectations

Academic Affairs
A. Programs offered
B. Student classifications
C. Admissions requirements
D. Reapplication
E. Transfer credits
F. New student orientations
G. Faculty advisors
H. Class attendance
I. Adding and dropping courses
J. Refund schedule for dropped courses
K. Full-time students
L. Final examinations
M. Major illnesses and deaths
N. Grading scale
O. Failing a course
P. Retaking a course
Q. Graduation requirements
R. Academic honors and other awards
S. Transcripts
T. Academic integrity and excellence

Academic Calendar
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PROMOTING SPIRITUAL FORMATION AND  
PERSONAL GROWTH

Spiritual Formation
When working to help the spiritual formation of students, the most common spiritual disciplines thought of 
are Bible study and prayer. While these disciplines are essential, there are numerous other spiritual disciplines 
that Bible schools should also encourage of their students. Richard Foster’s Celebration of Discipline and 
Dallas Willard’s The Spirit of the Disciplines are two leading books on this subject. Some spiritual disciplines 
and a brief description of each are as follows:

• Fasting – Abstaining from food or anything else that occupies your time. 
• Prayer – Communicating with God.
• Sabbath – Taking time to rest.
• Service – Giving your time for others.
• Silence – Listening to God and others.
• Simplicity – Finding contentment in what you have.
• Solitude – Spending time with God and no one else.
• Study – Encountering God through His Word.

Personal Development
Pastor Rick Warren developed the S.H.A.P.E. acronym to help Christians understand their unique shape for 
ministry. S.H.A.P.E. stands for spiritual gifts, heart (passions), abilities, personality, and experiences. This 
can serve as a great approach to help students in their personal development. As they learn more about the 
gifts God has given them and the unique way God made them, students will better understand God’s purpose 
for their life. Each of the following questions could serve as the basis for an entire personal development 
counseling session or small group discussion with other students:

• Spiritual Gifts – What has God supernaturally gifted me to do?
• Heart – What do I have a passion for and love to do?
• Abilities – What natural talents and skills do I have?
• Personality – Where does my personality best suit me to serve?
• Experiences – What spiritual/painful/educational/ministerial experiences have I had?
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CHAPEL SERVICE IDEAS
Most chapel services will follow the basic format of a church service. Since students will be involved in church 
besides attending chapel, adding variety to the chapel format can help chapels be more interesting and allow 
for personal and spiritual growth in more ways.

Basic Chapel
The typical chapel service will most likely reflect a typical church service. Although variations are possible, 
the basic format would be worship, prayer, announcements, and sermon. The main difference between this 
chapel format and a typical church is that the chapel speaker will be someone different each time. Remember 
to schedule your chapel speaker in advance to allow them time to prepare. Chapel speakers may be faculty, 
staff, experienced students, local pastors, national church leaders, or any other special guests you might 
think to invite.

Prayer Chapel
This chapel time would be set aside entirely for prayer. Select individuals to lead the school in prayer on 
various issues, or make this a time for individuals to simply pray as they feel led by the Spirit. This type of 
chapel is particularly effective when the school, local community, nation, or world is facing a particular crisis. 
On a more practical note, this is also a great chapel choice when the speaker backs out at the last minute.

Worship Chapel
Set aside this chapel time entirely for worship. Be sure to let your worship team know ahead of time about 
this type of chapel so they have enough music prepared to go the full length of chapel time. Alternatively, this 
worship time could feature a particular band, choir, or various soloists.

Lecture Chapel 
As the faculty writes articles for publication, the Bible school can benefit from a presentation of that work. Set 
aside this chapel time for this kind of lecture. This encourages the faculty to continue in academic research 
and writing and inspires the students to greater academic achievements. These lectures often end with a time 
for questions and answers.

Special Topic Chapel
Throughout their work in the Bible school, the administration, faculty and staff may notice that a significant 
group of students are unaware of a particular biblical truth or hold opposing views to a particular denominational 
doctrine or position. In these cases, it can be helpful to hold a special chapel to address these concerns. One 
suggested format is to have a panel discussion with a time for questions and answers. Several faculty members 
could present their approaches to the topic before answering questions from the students. Some suggested 
special topics include the prosperity gospel, generational curses, and the role of women in ministry. 

Holiday Chapel
The last chapel before a particular holiday, such as Christmas or Easter, is a great time to celebrate together as 
a school. These chapels will probably follow the basic chapel format with some variations. The chapel could 
be decorated for the occasion. Worship music could reflect the particular holiday. This is also a great time to 
invite a national church leader to speak in chapel.
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DEAN OF STUDENTS – JOB DESCRIPTION

Qualifications
1. Should hold ministerial credentials with the sponsoring church
2. Should manifest special ability and interest in student spiritual life and ministry development.
3. Should be committed to full-time responsibilities with the college.
4. Should be nominated by the president and appointed by the Board of Directors.

Responsibilities
1. To be responsible for the ministry and leadership of the spiritual, social, physical and counseling 

needs of the students under the direction of the president and according to the policies contained in 
the student handbook.

2. To work in cooperation with the president to promote, develop, organize and evaluate programs and 
policies affecting student life and ministry development.

3. To supervise and coordinate the work of the spiritual life director, student outreach director, 
resident deans, and counselors.

4. To serve as chairperson of the Spiritual Life Committee.
5. To work in consultation with the spiritual life director to schedule and assign chapel directors and 

speakers, provide for spiritual and missionary emphasis meetings, and supervise chapel attendance.
6. To serve as chairperson of the Student Outreach Committee.
7. To supervise student housing and assist the business administrator regarding student parking on 

campus.
8. To serve as advisor to the student government and oversee all student activities and services such as 

class meetings, missionary prayer bands, athletics, etc.
9. To work in consultation with the academic dean and Administrative Committee to develop and 

maintain the student handbook.
10. To serve as chairperson of the Student Discipline Committee and administer student discipline 

when necessary.
11. To maintain strong open lines of communication with all segments of the student body, faculty, and 

administrators.
12. To prepare and present the school calendar of events, in consultation with the academic dean, to the 

Administrative Committee for approval.
13. To serve as a member of the Administrative Committee.
14. To assist the president in projecting the college budget as it relates to student life.
15. To assume any additional responsibilities that may be assigned by the Board of Directors or 

president.

*For more samples of job descriptions related to student development and services, see the digital resource.



174 |  Bible School Leadership Manual

—— A PPENDI X 4.6 ——

SPIRITUAL LIFE DIRECTOR/CAMPUS PASTOR – JOB 
DESCRIPTION

Qualifications
1. Should be characterized by a high degree of spiritual maturity and leadership and manifest a 

disciplined and consistent devotional life.
2. Should exhibit a burden and vision for students’ spiritual growth and have knowledge and teaching 

ability in that area.
3. Should have good rapport with the students.
4. Should hold ministerial credentials with the Assemblies of God and be approved by the Board of 

Directors.

Responsibilities
1. To work under the supervision of the dean of students and Administrative Committee for all aspects 

of spiritual life development on campus.
2. To supervise student participation in campus activities designed for spiritual enrichment.
3. To review and evaluate the quality of spiritual life on campus and promote and guide its 

development.
4. To encourage and guide growth and development of the private devotional lives of the students.
5. To establish and direct high-quality corporate prayer times and make provision for a prayer 

practicum.
6. To be responsible for chapel services that have a rich spiritual quality, working in cooperation with 

the dean of students and the Administrative Committee.
7. To provide support and consultation to teachers of the spiritual foundation courses.
8. To serve as a member of the Student Outreach Ministries Committee.
9. To assist in the counseling of students, particularly in the area of spiritual life development.

*For operational procedures of the spiritual life director and more samples of job descriptions related to student 
development and services, see the digital resource.
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INTERNSHIP PROGRAM COORDINATOR – JOB 
DESCRIPTION

Position
This person shall coordinate the guided practical experience program of the school in counsel with the 
assistant principal and according to school policy. He or she is responsible to the assistant principal.

Responsibilities
1. Review the program with the teaching staff near the end of each school year to be sure the “teacher 

as counselor/advisor” function is understood by all members of the teaching staff.
2. In close cooperation with the assistant principal, assign each student in the school to a member of 

the teaching staff for counseling, taking care that loads are logically distributed.
3. Prepare all forms for the program and distribute them to the teaching staff, being sure the staff 

understands the function of each form.
4. Work in close cooperation with the designated representatives of the national church in locating 

internship opportunities.
5. Monitor counselor/advisor-student relationships to ensure that program objectives are being 

accomplished.
6. Follow up on all program forms to ensure they are properly executed and submitted on time to the 

proper place.
7. Evaluate the program each semester and report this evaluation to the assistant principal.
8. Keep the assistant principal informed of the program on a regular basis.
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STUDENT COUNCIL 

Sample Committee Description

PURPOSE

The Student Council shall function to maintain open communication within the student body and between 
the students and the administration, faculty, and staff. The objectives of the Student Council are to:

• Encourage a Christ-like spirit on the campus at all times.
• Work toward harmonious relations in the school.
• Act on matters presented to it by the administration.

FORMATION

The Student Council shall be formed in the following manner:

• The dean of students will call a meeting of the student body. The students will nominate students 
to serve on the council.

• The faculty will approve the nominated students.
• The students will vote for which of the nominated students should serve on the council.
• The (number desired on council) students with the most votes constitute the Student Council.
• When deemed necessary, the Board of Administration may name additional representatives from 

the student body to the Student Council.

QUALIFICATIONS 

Qualifications for serving on the Student Council are as follows. The student must:

• Demonstrate spiritual maturity.
• Be in good academic standing.
• Work well with others.
• Communicate effectively.

Possible Student Council Activities
For the Student Council to meet its objective of working toward harmonious relationships, the council will 
need to plan, or form a subcommittee to plan, various events and activities that will promote fellowship and 
community at the Bible school. Some possible ideas include the following: 

• School newspaper
• Yearbook
• Community service project
• Game night
• Trivia night
• Talent show
• Tea time after chapel
• Fellowship lunch/dinner
• School picnic
• Christmas party
• Graduation banquet
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LIBRARIAN – JOB DESCRIPTION

Qualifications
1. Should be trained in library science or be willing to pursue in-service training.
2. Should manifest special ability and interest in developing the college library.
3. Should be committed to full responsibility over the library.
4. Should manifest a desire to build positive communications with students and maintain positive 

relationships with the community.
5. Should be recommended by the President in consultation with the Academic Dean and approved by 

the school Board of Directors.

Responsibilities
1. To administer all school policies pertaining to the library under the direction of the academic dean. 
2. To give emphasis to the importance of the library on the college campus.
3. To work in consultation with the academic dean and Library Committee to develop, organize, and 

evaluate the functions and use of the library and its policies.
4. To work in cooperation with the Library Committee in recommending the selection of library 

personnel and student helpers to the Administrative Committee, and to oversee their in-service 
training and supervise their work in the library.

5. To arrange the work assignments and schedules of the library personnel.
6. To oversee the purchase, accession, circulation, and use of library books and materials, cataloging 

and shelving according to the procedures established by the Library Committee.
7. To oversee the security and general care of library equipment and materials and conduct a regular 

inventory.
8. To oversee the correct filing of the card catalog files and all other files, such as vertical files, etc.
9. To supervise general maintenance and upkeep of the library.
10. To serve as a member of the Library Committee (in some cases as chairperson, if delegated by the 

Administrative Committee) and to carry out the directives of that committee which pertain to the 
everyday operations of the library.  

11. To maintain a quiet library atmosphere conducive to study.
12. To cooperate with the academic dean in coordinating library hours with school class schedules.
13. To keep the students and faculty informed of new library acquisitions. 
14. To be responsible for student conduct in the library.
15. To assume any other responsibilities that may be assigned by the Administrative Committee.

*See the digital resource for a comprehensive library operations manual.
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LIBRARY COMMITTEE – DESCRIPTION AND 
RESPONSIBILITIES

Members
The Library Committee shall consist of the academic dean (who serves as chairperson), librarian, and two 
faculty members.  (The librarian may serve as the chairperson if appointed by the Administrative Committee.)

Responsibilities
1. To establish administrative policies, in cooperation with the Administrative Committee, that are 

designed to develop, organize, and evaluate the functions and use of the library.
2. To nominate personnel to the Administrative Committee for employment in the library.
3. To serve as an advisory council to the library staff in developing the procedures for purchasing, 

accession, circulation, and use of library books and materials, including cataloging and shelving.
4. To establish the library operating hours.
5. To adopt and maintain the system for cataloging all books.
6. To determine and enforce the length of loan periods for library materials.
7. To approve the purchase of all library books and to serve as a Textbook Committee in approving the 

purchase of all textbooks.
8. To assist the president in developing the college budget as it relates to the library.
9. To assume any other responsibilities that may be assigned by the Administrative Committee.

*See the digital resource for a comprehensive library operations manual.
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SUGGESTED POLICIES FOR OVERALL LIBRARY 
MANAGEMENT

The following policies are usually in place in well-functioning Bible school libraries.

• Do not allow students to take backpacks, briefcases, large purses, or bags of any kind past the front 
desk of the library. 

• Provide a table or a place where students can put these items within clear sight of library staff. This 
greatly decreases the possibility of books disappearing from the library. A sign should be clearly 
displayed on the library door that informs students what items are prohibited in the library and 
where they should be placed.

• Keep paper for the copier/printer at the front desk. When students need to print, they must 
purchase paper from the library. Set a price per page of paper to include the cost of paper AND the 
cost of toner. 

• Make it mandatory for all people using computers to have flash drives scanned at a stand-alone 
computer before inserting it into a lab or library computer. and make sure the stand-alone 
computer is updated with the latest virus definition files.

Some libraries have added a “technician/monitor” to assist the librarian. This person’s duties include helping 
students with computer problems, monitoring computer usage, and making sure parts (mice, keyboards, etc.) 
do not disappear.
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HOW TO CONDUCT A LIBRARY INVENTORY

Although inventories are becoming rare in large libraries due to many factors (cost, complexity, time involved, 
etc.), schools with smaller libraries sometimes request their librarian to inventory their collections. Usually 
they base this on a “custodial” view of the library. The goal of the inventory is to find out how many items 
are missing. This task can be daunting, especially given the negative reasons for doing this inventory. If the 
school reworks and expands the goals for this inventory, the time and effort will reflect the purposes of the 
library and enhance the users’ experiences in the library.

A physical inventory discovers the following: 

1. If the information in the written or computerized records matches the item in hand (as well as if it 
does not match); 

2. If items that the library has a written or electronic record for are still in the library; 
3. If some items are in the physical holdings of the library but are not listed in created catalogs of the 

library; and 
4. If an item is shelved in the wrong place.

The process starts with examining the record in the order the physical items are stored. If you have a card 
catalog, then there should be a shelflist catalog (every card is filed in the order the items are shelved or stored). 
If you have a computerized catalog, then there is a way to create a list according to the location number that 
will match the way the items are arranged on the shelves. There should be a shelflist for every different format 
(if kept in different physical locations) as well as for different collections. In other words, there is a shelflist for 
the reference collection, a separate shelflist for circulating books, and another one for DVDs, etc.

No matter the format your shelflist takes, the method of inventory is the same: Match the first record with 
the corresponding first item on the shelf. Two people should work together to accomplish this. One person 
reads the record and the other checks the item in hand to see if the information is correct or if information 
is missing. After checking a number of items, these individuals may want to reverse roles. They should give 
specific attention to the number of copies of the same item, number of volumes, and edition statements. 
If any discrepancies are discovered, they should fix them. Sometimes errors in a record point to a careless 
encoder and require further checking as to author and title accuracy. If the information is correct or is easily 
corrected, then move to the next item.

If the librarian has not conducted an inventory in many years, expect many errors. It may be wise to have a 
team of library staff or trained students doing the inventory while the librarian makes the corrections. Here 
are some of the problems that can surface when doing an inventory:

1. Information on the record does not fully match the item (edition, date, number of copies, misspelled 
title, misspelled author, etc.).

2. Information on the item does not fully match the record (spine label incomplete, volume numbers 
do not match, etc.).

3. Item on shelf is obviously shelved in wrong place.
4. Item on shelf is from a different collection and in wrong place.
5. Item on shelf is shelved correctly, but no record in database.
6. There is a record of the item, but it is not on the shelf.

Librarians should deal with problems one through four because they can easily correct them during inventory. 
The librarian also needs to keep an ongoing list of items found missing. Finding those missing items will go 
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on long after the inventory is completed. Items without a record should be set aside for creating a record after 
the inventory is complete. Do not leave them on the shelves. Before creating records of these items, do an 
author and title search of the holdings.

After you have inventoried all the items in the library, then the list of missing items becomes the focus. 
Remember, the first goal of cleaning the records and the information used for finding items is now finished. 
The anomalies and discrepancies between the catalog of what is in the library are less than when you started. 
The library has more integrity, but inventory does not stop there. Check the missing items list against the 
circulation lists. Items that students have checked out should show up on the missing items list, but since you 
know where those items are you can remove them from the missing item list. Check the list against items 
sent to an extension site, against items in technical services, items in the librarian’s office, items sent to a 
faculty member or any number of places outside the normal routine of the library. Do not forget to check the 
missing items list against the items that did not have a record as someone may have placed spine labels on the 
wrong book, etc. There are many ways a book can “hide” in a library and end up missing when it was there 
the whole time.

Good detective work usually finds many “lost” books. For example, a “lost” circulating book may be a book 
not found in the reference shelflist because someone changed the location number on the book, but not in the 
catalog. There are numerous variations on this theme and a wise librarian will spend time checking many 
options before declaring a book lost.

Here are some positive tasks that the librarian can easily add to the routine of doing an inventory:

1. Determine if the item needs repair and, once inventoried, set it aside for repair.
2. Determine if the item needs to be replaced if you cannot repair it. Develop a method for setting 

these items aside as well.
3. Determine if you can remove earlier editions of a work since you have added newer editions to the 

collection. There is usually no need to have a second edition, if a fourth edition is on the shelves. Be 
sure to follow through with the records in the catalog and make the necessary changes.

4. Determine if you need additional copies due to heavy use. Create the order forms needed.
5. Determine if you need fewer copies due to infrequent use (only when the library owns multiple 

copies). Follow through with the written records.
6. Check spine label readability and whether they are strongly attached. Fix when necessary.
7. Be aware that some books in circulation may be better suited for reference and vice versa. Make 

changes when appropriate.
8. Be aware that you may need to move certain rare items to an archival collection or make a digital 

copy for historical purposes and preservation.
9. In rare instances, there may be items you need to reclassify to meet current library procedures. You 

may need to rework early cases of limited classification and numbering system when the library was 
much smaller.

10.  Plan for shifting the collection if certain subject areas are shelved tightly while others have room, or 
use the time to add shelving and shift the collection accordingly.

If some of these tasks are added to the inventory tasks, the library will be more user-friendly. The commonplace 
tasks of shelving books will go smoother, and the long-term goals of the library will be met.

The best time to do an inventory is after one school year ends and before the next one begins. Sometimes you 
can conduct an inventory between semesters. The concept is to do the inventory when students and faculty 
are not using the library and when most of the books are on the shelves and not circulating. Some libraries 
inventory a portion of the library at a time. This is not ideal as it may create more work and solve less problems 
as missing items may be located in the non-inventoried part of the library.
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COMPUTER LAB MAINTENANCE RECOMMENDATIONS

Daily

• Turn on all battery backups, surge protectors, computers, and monitors, and make sure all 
computers will boot up to the login screen.

• Make sure the lab is attended by a staff member at all times.

• Pick up anything left in the lab and check the general appearance.

• Close the lab for chapel time and then reopen after chapel.

• Collect monies for printed copies and keep track of paper used.

• Report any maintenance needs (like light bulbs) to the proper people.

• At the end of the day, turn off computers, monitors, surge protectors, battery backups, and lights.

Weekly

• Boot up every computer on the administrator password and update anti-malware software.

• Verify anti-virus software has updated as well.

• Dust off monitors, computers, keyboards, and desktops.

Monthly

• Run a full scan using anti-malware. 

• Run a full scan of your anti-virus software.

• Run cleaner to clean out temporary files, and check the registry for errors.

• Defragment the hard disk.

These steps will ensure that all computers are kept in the best possible condition to help them last as long 
as possible.
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USE OF COMPUTERS, ELECTRONIC MEDIA RESOURCES, 
AND THE INTERNET: SCHOOL POLICY

The following policies relate to the responsible use of computers and the Internet at School Name. All students 
and approved faculty/staff members must agree to follow the policies below before they will be allowed to use 
school computers or the Internet.

1. School Name provides computers in the library for student use, as well as use by selected faculty and 
staff members. This equipment is the property of School Name and is to be used solely for business 
and educational purposes. Students, faculty, and staff are expected to exhibit a high level of ethical 
and Christian standards when using this technology. A violation of the provisions of this policy 
may result in disciplinary action from loss of computer access up to and including termination/
expulsion.

2. Fraudulent, harassing, threatening, discriminatory, sexually explicit, or obscene messages or 
materials are not to be transmitted, printed, requested, or stored.

3. No one is permitted to use encryption devices or passwords on a School Name computer without 
express written authorization. Name of Administrator or Staff Member must be notified of all 
password changes on software or computers owned by School Name. No passwords should be shared 
with other students or faculty members.

4. Use of the anti-virus software provided by School Name is required.

5. Any School Name-provided computer or computer equipment, including hard drives and other 
storage devices and their contents, are not private or confidential and may be inspected at any 
time, with or without notice and with or without permission. This includes files, programs, email, 
materials downloaded from the Internet, and any other downloaded or stored material. This right 
of access exists for the following reasons: detecting unauthorized use or duplication of software; 
inappropriate or illegal use of computer equipment; personal accountability; and allowing access to 
data in the event of a person’s absence.

6. All staff members must receive clearance from Name of Administrator or Staff Member prior to 
installing any software on any School Name computer. Personnel should also be aware that any 
original media used to install software on their computer must be kept on site.

7. Streaming video or audio from the Internet can render the Internet inaccessible to other people 
while they are in use, therefore this is prohibited. This includes but is not limited to listening to 
Internet radio stations, watching live video feeds, YouTube videos, movie trailers, or other sources 
that require a connection that is constantly downloading media material. Downloading music or 
audio files not related to the activities of School Name is prohibited as well.

8. The Internet can be a source of great good or great evil. Many Christians have fallen prey to the 
temptation to access inappropriate sites on the Internet. They seem to believe that their activities on 
the Internet in the privacy of their homes and offices are only between them and their computers. 
Nothing could be further from the truth!

9. Internet pornography affects the Christian’s relationship with the Lord, his or her family, his or her 
church, and his or her work community. This is an addiction just as surely as is alcoholism or drug 



Appendix 5: Learning Resources |  185

addiction, and it is just as debilitating to the mind and spirit. School Name may keep a permanent 
record of every site that has been visited by a computer user and reserves the right to inspect any 
computer logs.

By signing below, I verify that I have read all of the above policies and commit to follow these policies for the 
duration of my time at School Name.

User Signature  

Date  
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WEB-BASED RESOURCES FOR RESEARCH

Pan-Africa Theological Seminary (PAThS) has created a search engine for research purposes that is a helpful 
resource for Bible school and seminary faculty, administrators, and students alike. The search engine restricts 
the results it displays to scholarly resources that are provided by hundreds of universities and academic 
institutions. To access the search engine, follow the steps below:

1. Go to the PAThS website: www.pathseminary.org

2. In the menu at the top of the page, click on “RESOURCES.”

3. You will be directed to the search engine page, where you can narrow your search to one of the 
following types of sources:

a. Electronic Theses and Dissertations
b. English Open Access Journals
c. French Open Access Journals
d. Pentecostal and Academic Websites

A thorough list of websites that fit into the four above categories is included in the digital resource.
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CONSTITUTION AND BYLAWS: AN OUTLINE

The following basic content is typically included in a school’s constitution and bylaws. For a full sample of a 
constitution and bylaws, see the digital resource.

Constitution

PREAMBLE

A preamble is an introductory statement to a formal or legal document stating the reasons for and intent of 
what follows. The preamble is optional for Bible school constitutions if the reasons and intentions for the 
existence of the school are included in the articles that provide a statement of purpose, philosophy, and/or 
objectives.

ARTICLE I. NAME AND LOCATION

Information in this article should include the name and location of the school.

ARTICLE II. PURPOSE

This article is a statement of the institution’s reason for being and includes items that identify the basic goals 
to be accomplished by the existence of the school.

ARTICLE III. STATEMENT OF FAITH

Normally, this is the same statement as that of the sponsoring body. 

ARTICLE IV.  BOARD OF DIRECTORS

This article contains a statement of the constituency, prerogatives, term of office, meetings, and officers of the 
Board of Directors.

ARTICLE V. STRUCTURE

This is a statement that defines the various entities that are to be represented on the Board of Directors (e.g. 
national church leaders, missionary representatives, etc.). This will differ from school to school.

ARTICLE VI. PRESIDENT

This statement sets forth the constitutional qualifications needed, the job to be performed, and the term of 
office of the chief administrator of the school, whether called “president” or “principal” as varies from place to 
place. It is recommended that the chief administrator’s job description be placed in the constitution to ensure 
that any necessary adjustments are made only after advance notice has been given to members of the Board.

ARTICLE VII. FINANCES

This is a statement that indicates how the institution will be financed, which may include contributions from 
sponsoring national churches, local churches, etc. A statement regarding an annual audit of financial records 
should also be included.

ARTICLE VIII. AMENDMENTS

This statement should explain the procedure to be followed for amending the constitution. It may also include 
instructions on how many days in advance written notice is to be given to the board members of proposed 
constitutional amendments. It may also include who is authorized to communicate this notice and the vote 
required to adopt proposed constitutional amendments.
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Bylaws

ARTICLE I. RULES OF ORDER

This statement should include information regarding which system of parliamentary procedure will be used 
in guiding business procedures.

ARTICLE II. STATEMENT OF PHILOSOPHY

This article should contain a clear philosophy statement of the school’s reason for being and may include 
scriptural references which set forth its biblical mandate. The philosophy should serve as the foundation upon 
which the goals and objectives, curriculum, ministerial training, campus life, and all other areas of the school 
are formulated.

ARTICLE III. STATEMENT OF OBJECTIVES

This article should contain a statement of general and specific objectives which flow out of the philosophy of 
education as stated in Article II.

ARTICLE IV. BOARD OF DIRECTORS

This article should contain all the additional information concerning the Board of Directors that is not 
included in the Constitution.

ARTICLE V. ADMINISTRATIVE JOB DESCRIPTIONS

This article should contain job descriptions for the administrative positions such as academic dean, business 
administrator, registrar, etc.

ARTICLE VI. AMENDMENTS

This statement should explain the procedure to be followed for amending the Bylaws. This can usually be 
done by a simple majority vote and does not require advance written notification of Board members.



190 |  Bible School Leadership Manual

—— A PPENDI X 6.2 ——

BIBLE SCHOOL ORGANIZATION CHART
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BOARD OF DIRECTORS DESCRIPTION

Structure of the Board of Directors

A. Members of the Board of Directors

1. The Board of Directors is composed of representatives chosen from the various constituent bodies 
of the Assemblies of God (or another entity that sponsors the school) and each member should hold 
ministerial credentials.

2. The president of the college serves as a nonvoting member of the Board of Directors.
3. Additional members may be appointed from the laity who should manifest interest in the spiritual 

and academic development of the college and possesses expertise in education, business or other 
relevant disciplines. They should be active members of local Assemblies of God churches.

B. Term of Office

1. Members of the Board of Directors should be elected to two-year terms of office (or another term 
length as provided for in the bylaws) and may be eligible for re-election to the Board.

2. Elections should take place at the annual meeting of each constituent body or as defined by the bylaws. 
3. In case of the resignation of a member or vacancy of his/her office for NINETY days or more, a 

replacement should be appointed by his/her constituent body at the next meeting of that body to fill 
the vacancy until the end of the term.

C. Meetings of the Board of Directors

1. The Board of Directors should meet at least once during each school term (e.g. biannually) or more 
frequently, if needed. Board meetings should be included in the annual college calendar.

2. The chairperson or acting chairperson of the Board may call special meetings as needed.

D. Officers of the Board of Directors

1. Officers of the Board (e.g. chairperson, vice-chairperson, secretary and treasurer) should be elected 
from the membership of the Board.

2. Officers should be elected annually by the Board of Directors and should be eligible for reelection. 
Elections should be held during the first board meeting of each new college year.

3. Nominations and voting should be by secret ballot. A simple majority vote should constitute an 
election.

4. The president of the college is not eligible to serve as an officer of the Board of Directors.

E. Responsibilities of the Chairperson of the Board:

1. To preside over all meetings;
2. To prepare the meeting agenda in consultation with the president of the college;
3. To send reminders of all board meetings and an advance agenda to all board members prior to the 

meetings;
4. To notify all members in advance of special unscheduled meetings of the Board;
5. To correspond on behalf of the Board of Directors, when necessary;
6. To maintain a chairperson’s file, including minutes of all board meetings, as a permanent record;
7. To transfer the permanent chairperson’s file to the next chairperson of the Board.

F. Responsibilities of the Vice-Chairperson of the Board:
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1. To assume the responsibilities of the chairperson of the Board in the absence of the chairperson or 
upon the resignation of the chairperson until a new chairperson is elected.

2. To fulfill any other responsibilities assigned by the chairperson or Board.

G. Responsibilities of the Secretary of the Board:

1. To record minutes of all meetings of the Board;
2. To distribute the minutes of all Board of Directors meetings to all members within thirty days 

following each meeting;
3. To maintain a permanent secretary’s file and transfer this file to the next Secretary of the Board;

H. Responsibilities of the Treasurer of the Board:

1. To review the financial statements of the college prior to each board meeting and present them to 
the Board for acceptance. 

2. To recommend an auditor for the annual college audit for adoption by the Board.

I. Responsibilities of the Board of Directors:

1. To act as the controlling board and the legal trustees of the college;
2. To guide and advance the college in harmony with its stated objectives and the evident will of its 

constituent bodies;
3. To establish the governing policies of the college according to the limitations and responsibilities 

specified in the Constitution and Bylaws of the college;
4. To elect the officers of the Board of Directors;
5. To establish executive committees as needed; e.g., Building and Grounds Committee, Finance and 

Salaries Committee, Curriculum and Faculty Committee, Campus Life Development Committee, 
Public Relations Committee, etc.;

6. To understand that the authority of the Board of Directors resides only in the Board as a whole 
and not in its individual members and that it acts as a whole, except in those situations in which 
executive authority is delegated by it to one of more of its members for a limited period of time;

7. To submit a nominee for president to the appropriate councils or committees for approval according 
to the Constitution of the college; (or) to appoint the president of the college according to the 
Constitution of the college;

8. To delegate the administration of the college to the president while retaining final jurisdiction over 
all areas of the college;

9. To deem the president of the college responsible to the Board at all times, and all other members of 
the college organization responsible to the Board through him or her;

10. To confirm or reject all recommendations made by the president, including nominations for new 
faculty members and the following administrative positions: academic dean, dean of students, 
business administrator, extension coordinator, registrar, extension registrar, dean of men, dean of 
women, librarian, spiritual life director, student ministries director, music director, and director of 
public relations and such other administrative position as may be created;

11. To establish and periodically review all administrative job descriptions and responsibilities;
12. To combine or divide any of the administrative responsibilities and assign them to one or more 

persons when necessary;
13. To exercise final authority in solving disputes between administrators, faculty, and staff, and in cases 

of faculty or student suspension or permanent dismissal from the college;
14. To review and adopt the annual college budget, and provide for an annual audit;
15. To oversee the management and allocation of all funds, including fund-raising projects and 

financial aid for the college;
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16. To establish salary scales, tuition, and other fees;
17. To approve and establish the broad curricular structure of the college and the programs of 

instruction offered by the college;
18. To approve requirements for the admission of students;
19. To approve and establish the broad structures of the student ministries program and give direction 

to the development of campus life;
20. To approve plans for buildings, the purchase of major pieces of equipment beyond a stated size of 

expenditure for the campus, and assume oversight of building construction, maintenance and use.

Responsibilities of a Board
1. To set the overall direction of the school through its mission and vision. There should be a strong 

consensus among the members of a board in consideration of the intentions of the school’s 
constituency about the fundamental mission of the school. This provides the basis for everything the 
school does in program and institutional development.

2. To select competent leadership for the school, especially for the role of president, and support the 
president to successfully fulfill his or her responsibilities. The president should be supported by the 
board unless there is a loss of confidence, in which case the board should replace the president.

3. To provide the resources the institution needs to fulfill its purpose. These include financial, physical, 
human, and educational resources. The board represents the school to its constituency and must 
ensure support for the school from those bodies.

4. To ensure that the school has developed and is implementing an ongoing strategic plan. While this 
is also a responsibility of the president and administration, the board must take the lead in thinking 
about the future and where the school should be going.

Characteristics of an Effective Board
1. It knows the institution—its mission, its culture, its core values, its context, and how it operates to 

accomplish its mission.
2. It understands the role of the board and how decisions are made within the institutional governance 

process.
3. It is able to make decisions in good faith, without a conflict of interest, and with the best interests of 

the school as paramount.
4. It functions as a cohesive group where there is a strong commitment to work for the best interests of 

the school.
5. It has a system for obtaining accurate and reliable information from the administration concerning 

the operation of the school.
6. It exercises an analytical and reflective function in understanding the influences affecting the school 

and how to address them. It fosters an environment in which there is open and vigorous discussion 
of matters affecting the school, thus avoiding “group think.” It is able to recognize and correct its 
mistakes.

7. It respects the separation between governance and management of the school.

*For a more comprehensive description of the role of a board of directors, see the digital resource.
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ADMINISTRATIVE RESPONSIBILITY LIST

These are the usual areas of responsibility for the main school administrators. Individual schools may find it 
necessary to adjust or combine these to fit the local situation and available personnel.

ACADEMIC DEAN
Academic Advising
Academic Calendar
Academic Counseling
Academic Orientation
Accreditation (including the Self-Study)
Catalog 
Classroom Use
Course Scheduling
Curriculum Development/Revision
Extension Programs
Faculty Committee Assignments
Faculty Development 
Faculty Evaluation
Faculty Handbook
Faculty Recruitment 
Faculty Teaching Assignments
Graduation
Interpreter/Translator
Library
Syllabi
Textbooks

DEAN OF STUDENTS
Health Service
Residence Halls
Student Counseling (Non-Academic)
Student Discipline
Student Handbook
Student Life
Student Life Orientation
Student Ministries Handbook
Student Outreach Ministries
Student Spiritual Life

REGISTRAR
Admissions
Enrollment and Matriculation
Registration
Reports and Transcripts

BUSINESS ADMINISTRATOR
Bookstore
Business Office
Campus Development
Campus Housing
Campus Vehicles
Employment
Finance
Food Service
Insurance
Internet
IT/Computer Services
Laundry
Maintenance
Parking
Payroll
Phone service
Post Office
Printing
Property
Purchasing
Staff Personnel
Student Aid
Taxes

DIRECTOR OF PUBLIC RELATIONS* 
(*May become responsibility of the president if this 
position does not exist.)
Alumni Relations
Bulletins and Publications
Fund-raising
Gifts and Donations
Public Relations
Student Recruitment
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ADMINISTRATIVE COMMITTEE DESCRIPTION

Structure
The Administrative Committee should be comprised of the president, academic dean, dean of students, 
business administrator, and, if applicable, any other administrators with major responsibilities and/or a 
senior faculty member who can give input from a non-administrative perspective. Other persons may be 
invited to serve temporarily as approved by the board. 

The president serves as chairperson of the Administrative Committee and schedules monthly and/or special 
meetings. In the absence of the president from the campus, the academic dean is authorized to summon the 
committee to act regarding any emergency that may arise; action taken at such meeting should be considered 
provisional pending full committee review with the president. 

Responsibilities
1. To serve as an advisory council to the president in considering agenda items for meetings of the 

Board of Directors.
2. To serve as an advisory council to the president concerning the total administration of the college, 

including the implementation of new policies established by the Board of Directors.
3. To serve as an advisory council to the president in preparing progress reports, budgets, proposals, 

and other documents for presentation to the Board.
4. To work with the president in reviewing and recommending new administrative staff to the Board of 

Directors for approval or rejection.
5. To work with the president and academic dean in reviewing and nominating faculty members to the 

Board of Directors for selection or retention.
6. To review the annual budget and recommend any changes before the president submits it to the 

Board of Directors for approval.
7. To serve as an advisory council in supervising the financial management of the college within the 

approved budget; to review the monthly financial reports prepared by the business administrator.
8. To review and authorize proposals by the business administrator for budgeted student scholarships 

and financial aid.
9. To serve as an advisory council to the president in reviewing and employing staff members.
10. To serve as an advisory council to the president in determining all internal policies of the college not 

otherwise decided by the Board, and to recommend policies to the Board which may need review or 
adjustment.

11. To serve as an advisory council to the president in appointing administrative and faculty 
committees; to receive recommendations from the faculty or faculty committees.

12. To serve as an advisory council upon the request of the president to review the selection of faculty 
course assignments and the class schedule submitted by the academic dean.

13. To review the selection and ordering of textbooks and library books according to established 
procedures and within the limitations of the budget.

14. To review and approve the school calendar prepared and submitted by the academic dean in 
consultation with the dean of students.

15. To work with the president to provide for and encourage the highest level of campus and student 
spiritual life development.

16. To serve as an advisory council to the Student Outreach Department; to review student outreach 
assignments prepared by the student outreach director and submitted through the dean of students.
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17. To serve as an advisory council to the president in reviewing school promotional materials and 
promoting a positive image of the school to its various publics.

18. To work with the president to oversee all college functions in consultation with the designated 
activity coordinator.

19. To fulfill the duties of any of the faculty committees as needed.
20. To receive and act upon disciplinary referrals from the Discipline Committee for cases of suspension 

or termination of students.
21. To assume any additional responsibilities that may be assigned by the Board of Directors or the 

president.

*For explanations of each of the responsibilities of the administrative committee, see the digital resource.
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PRESIDENT – JOB DESCRIPTION

Qualifications
1. Should hold ministerial credentials with the Assemblies of God or the sponsoring ecclesiastical 

body.
2. Should manifest spiritual maturity, an exemplary Christian character, a high level of integrity, and 

administrative ability and interest in the preparation of church leaders.
3. Should be available and committed to full-time responsibilities with the college. [SPECIAL NOTE: 

If the president also holds another position, such as pastor of a church, then the academic dean 
should be full-time.]

4. Should be approved according to the agreed-upon procedures with all constituent bodies of the 
Assemblies of God represented in the college.

Term of Office
1. The president will be appointed to a (number)-year term and be eligible for reappointment upon the 

recommendation of the board.
2. The president may be discharged at any time upon recommendation of the Board of Directors, 

approval of the various constituent bodies, and/or (where applicable) according to the terms of his/
her contract.

3. In the event of the resignation of the president or the vacating of that office, the responsibilities 
of the office are to be filled by the academic dean until a new president can be nominated and 
approved. The board will consider the office vacated after an absence of ninety days unless board 
approval for a longer absence has been given.

Responsibilities
1. To serve as a nonvoting member of the Board of Directors;
2. To assist the chairperson of the Board of Directors in preparing an agenda for each board meeting;
3. To be responsible to the Board of Directors for the general management of all areas of the college, 

including those delegated to other administrators;
4. To oversee implementation of new policies established by the Board;
5. To work in consultation with the Administrative Committee to recommend personnel for 

administrative positions for approval or rejection by the Board;
6. To nominate new faculty members to the Board in consultation with the academic dean and 

Administrative Committee;
7. To represent the faculty, staff, and student body to the Board and submit progress reports, budgets, 

and other pertinent information to the Board;
8. To oversee the preparation of the annual college budget in consultation with the business 

administrator and Administrative Committee for submission to the Board for review and adoption 
and to supervise the operation of the college within the approved annual budget;

9. To prepare an annual report in consultation with the Administrative Committee reflecting the 
school’s progress and needs for Board approval and presentation to the school’s constituent bodies;

10. To serve as chairperson of the Administrative Committee and preside over its meetings;
11. To employ staff members in consultation with the Administrative Committee;
12. To determine all internal policies of the college not otherwise decided by the Board in consultation 

with the Administrative Committee, and recommend new or modified policies to the Board;
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13. To preside at all meetings of the college faculty unless this responsibility has been delegated to the 
academic dean;

14. To appoint faculty committees and advisors in consultation with the academic dean and 
Administrative Committee, and serve as an ex officio member of all committees of the college;

15. To oversee all college functions in consultation with the designated activity coordinator and the 
Administrative Committee;

16. To sign and confer all certificates, diplomas, and degrees issued by the college to qualifying 
graduates;

17. To acknowledge gifts and contributions to the college;
18. To assume any additional responsibilities that may be assigned by the Board of Directors related to 

college development, operation, and management.

*See the digital resource for a more comprehensive explanation of a president’s responsibilities and the following 
reflections on the work of a college president: working with faculty, leadership styles, questions a Bible school 
president must answer, and essential qualities of a college president.
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ACADEMIC DEAN – JOB DESCRIPTION

Qualifications
1. Should hold ministerial credentials with the Assemblies of God.
2. Should manifest spiritual maturity, an exemplary Christian character, a high level of integrity, and 

administrative ability and interest in the preparation of church leaders
3. Should manifest special ability and interest in developing the academic programs of the college.
4. Should be committed to full-time responsibilities with the college.
5. Should be appointed by the Board of Directors upon the recommendation of the president.

Responsibilities
1. To give leadership over the entire academic program of the college under the direction of the 

president and according to the policies established by the Board of Directors;
2. To work in consultation with the president to develop, organize, and evaluate the academic program 

and its policies in order to advance the academic standards of the college; 
3. To assist the president in recommending faculty selection, retention, and in-service training to the 

Board of Directors;
4. To arrange the instructors’ teaching assignments and class schedules in consultation with the president;
5. To work in cooperation with the president in preparing the agenda for faculty meetings and to serve 

as vice-chairperson of those meetings (or a chairperson when this responsibility has been delegated 
by the president); [NOTE: Many schools delegate this responsibility to the academic dean since he or 
she is the one most familiar with the academic programs and policies of the school and may have the 
most academic experience.]

6. To provide for and oversee academic counseling for students in regard to individual study programs, 
academic progress, and graduation requirements;

7. To oversee the responsibilities of the registrar to provide for maximum accuracy and efficiency in 
establishing and maintaining complete records, files, and registration procedures;

8. To serve as the final authority in solving grade disputes between an instructor and a student;
9. To oversee the library and serve as chairperson of the Library Committee (or this may be delegated 

to a qualified librarian);
10. To serve as chairperson of the Textbooks Committee in approving the selection and ordering of 

textbooks within the limitations of the budget;
11. To assist the president in projecting the college budget as it relates to the academic program;
12. To plan and establish the academic calendar in consultation with the dean of students and 

Administrative Committee;
13. To serve as a member of the Administrative Committee;
14. To serve as officer-in-charge (OIC) of the college during the absence of the president, or after an 

emergency resignation of the president until the next board meeting;
15. To assume any additional academic responsibilities that may be assigned by the Board of Directors 

or the president.

Role of the Academic Dean
As the primary architect of the academic program of a school, the academic dean has a demanding 
responsibility for responding to the diverse elements within the institution.  This is an outline of some of the 
areas that should command his/her attention:



200 |  Bible School Leadership Manual

A.  To promote academic excellence in the institution by:

1. Providing guidance in curriculum development and analysis.
2. Facilitating and encouraging excellence in the instructional process.
3. Working to establish a climate in which the free expression of ideas and open intellectual inquiry on 

the part of students and faculty can flourish.
4. Fostering a climate of creativity and innovation in the development of approaches to higher 

education.
5. Recruiting and retaining qualified faculty.
6. Encouraging the scholarly achievement of faculty by providing support, assistance, and, where 

possible, finances for this purpose.
7. Promoting the development of academic resources and services (e.g., library, learning laboratory, 

etc.).
8. Sponsoring and conducting studies to determine areas of strength and weakness in the academic 

program.
9. Maintaining contact with developments and trends in higher education and communicating this 

information to faculty and administration.
10. Ensuring that the concerns of the school’s accrediting association are addressed in academic and 

fiscal planning.

B. To promote the relevance of the academic program to the mission of the school as an institution of 
Christian higher education by:

1. Ensuring that the spiritual, affective, and behavioral aspects of student personality and character 
development are considered in academic planning.

2. Promoting the involvement of faculty and students in off-campus activities that provide an 
opportunity to observe and understand the world to which the church and its various ministries 
must relate.

3. Conducting surveys of individuals acquainted with the school’s curriculum and students to 
determine whether students leaving have the appropriate skills and understanding for ministry in 
their culture and society.

4. Working to create a climate wherein the school can be a source of scholarly insight into conditions 
in the secular world which affect the church and its mission, and a laboratory for the development of 
models of ministry appropriate for these conditions.

5. Fostering positive relationships between the leaders of the national churches of the region and the 
seminary faculty in order to maintain open communication and mutual understanding of concerns 
and needs.

6. Identifying and implementing appropriate off-campus educational programs and services that 
contribute to the continuing professional education and development of the ministers of the region.

C. To promote faculty morale by:

1. Suggesting and supporting policies that ensure the role of faculty in academic planning and 
decision-making.

2. Fostering a sense of collegiality and mutual support among faculty.
3. Being a spokesperson for faculty concerns within the college administration and Board of Trustees.
4. Providing an open channel of communication between the faculty and administration.

*For a more comprehensive explanation of the responsibilities of an academic dean, see the digital resource.
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REGISTRAR – JOB DESCRIPTION

Responsibilities
1. To supervise the preparation and maintenance of accurate and complete files and records for all 

students.
2. To supervise the preparation, filing, and maintenance of a Permanent Grade Register for all courses, 

both resident and extension.
3. To prepare accurate and up-to-date transcripts for all students to be maintained in a permanent file.
4. To prepare for registration each term in cooperation with the academic dean.
5. To initiate all preliminary correspondence with prospective students and establish a current 

correspondence file.
6. To report the anticipated number of new and returning students to the academic dean and 

president.
7. To see that all required application forms and fees are submitted by each student.
8. To prepare and submit the application files of prospective students to the Administrative Committee 

for action.
9. To assist in the development of the school yearbook, promotional materials, school catalog, and 

educational bulletins to ensure the accuracy of student information.
10. To update the Class Enrollment List at the end of each semester according to credits completed on 

the transcripts.
11. To prepare and distribute students’ grade cards.
12. To be responsible to the president through the academic dean for the fulfillment of these duties.
13. To assume any additional registration responsibilities that may be assigned by the president or 

academic dean, subject to the approval of the Board of Directors.

*For a detailed explanation of all of these responsibilities, see the digital resource.





Appendix 7: Physical Resources |  203

APPENDIX 7
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Accreditation 

Standards 11
Digital 

Resource 12
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SCHOOL FACILITIES AND ACCREDITATION STANDARDS

The following is a list of areas from the other accreditation standards that schools need to consider when 
discussing and planning the physical resources of the school.

Standard 1: Mission Statement

• Do the facilities follow the general purposes for which the school exists?
• Does the mission statement drive the provision of facilities or do the facilities impact the school in 

such a manner as to make the mission statement a secondary factor?

Standard 2: Educational Programs
• Are facilities adequate for providing space for current and future programs?
• Does the school need a campus and facilities?
• What types of space does the administration need and what is it asking for?
• Can the school function with rented or borrowed facilities (church space, use of public space, etc.)?
• Can the school function with an administration facility and library using rented facilities for class 

space (especially for night school or weekend schools)?
• Do the program offerings necessitate student and/or staff housing?

 ◦ If so, what are considerations based on the social realities?
 ◦ What are government regulations, codes, and demands?

• What are the implications of taxes and governmental regulations?

Standard 3: Faculty and Staff
• Is adequate housing and office space available for staff and faculty? 
• Who determines the needs for offices space and housing?

Standard 4: Student Development and Services
• Is a designated chapel necessary or can other space be used (multiuse space)? Who determines 

chapel space needs? 
• How much influence do designated offerings, endowments, large donations, etc., play in 

determining needs?

Standard 5: Learning resources
• Is adequate space available for the learning resources of the school? Here are some items to 

consider: archives, museum, book storage, magazines, journals, electronic media, etc.
• Is there adequate electrical service for labs?
• Does the library have a controlled environment for conserving materials?

Standard 6: Governance and Administration
• Are all board members and administrative members on board with facilities maintenance, new 

building, advanced planning, etc.?
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Standard 8: Financial Resources
• Are maintenance areas adequately budgeted?
• Who is responsible for financing new construction? How much say do they have in planning, 

design, etc.?
• Does the school properly use funds for construction or maintenance for the purpose for which 

they were raised or given?

Standard 9: Student Outcomes
• Is the school adequately informing its alumni concerning current and future building needs? 
• Is the school presenting alumni with opportunities to participate in projects?

Standard 10: Relationship with Churches
• Are member churches encouraged to use/rent school facilities as they are available? This includes 

retreats, conferences, weddings, etc.
• Can facilities be used for a local church facility? Who determines this? Who decides priorities?
• Does the national church see the value in the current and expanding facilities? Do they see the 

necessity of capital projects? 
• Is the national church informed adequately as to how they can participate in maintenance and 

building projects? Are there annual improvement and maintenance events such as preparing 
facilities for the new school year?

Miscellaneous Observations:
• How can the local community near the school be encouraged to participate in building projects?
• Are there opportunities for secular investments?
• Has the school consulted local civic leaders in the overall installation planning? What voice do 

these people have in the location of facilities and obtaining building and expansion space?
• Do local government agencies have access to materials that can be made available to the school for 

its improvements and maintenance?
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GUIDELINES FOR CAMPUS DEVELOPMENT

Many Bible schools start out small. They begin in a church or a rented facility. As a school grows, the 
administration may want to build a campus. A school’s physical resources include land, buildings, and 
equipment. These resources, whether owned, rented, or shared with another entity, constitute the primary 
environment for instruction and student development. As a result, the board of directors and administration 
need to give priority to maximizing the effective use of these resources. School policy should guide proper 
stewardship of resources in accordance with the school’s mission and goals. The school also needs to allocate 
appropriate space for its varied activities and efficiently use and maintain its resources.

Counting the cost involves far more than the availability of financial resources. It also includes making sure 
resources are available to maintain and sustain the viability of a structure sufficient for the current needs, 
all the while looking to the future needs of the school. Counting the cost also touches on a realistic view 
of potential human resources, both in the continuation of the facilities as well as the student and faculty 
population of the school. The vital question becomes: what do we really need and how can we obtain and 
maintain it?

Facilities play a vital role in the ongoing and effective ministry of the Bible school. Much thought must go into 
planning them. Administrators need to assess their current and future facility needs and consider a variety 
of options. This will help them develop an action plan for the sustainability and maintenance of the school 
facilities and any future additions.

When a Bible school is contemplating building new facilities or expanding its current facilities, it needs to 
develop a philosophy concerning its physical facilities. This includes a great deal of planning.

ADVANCE PLANNING
In this initial stage, the administration needs to appoint a planning committee. This could include department 
heads, sponsoring body members, business experts, and building specialists. The administration must 
address several important areas as it plans to build or remodel.

Student Body
What kind of students does the school expect? Some schools will only plan for unmarried students. These 
schools provide classrooms and may or may not provide dorm facilities. Others will consider married couples 
as students and need to provide private housing for the families. 

Legal Concerns
The Bible school administration must address any legal concerns such as zoning and required documentation 
to secure the property. Local government officials can help the administration discover what kind of approval 
is needed. The administration also needs to plan how it will transfer all facilities securely into the possession 
of any sponsoring organizations.

General Site Plan
A basic item to examine is the general site plan. If land is available in the area the school has chosen and the 
school can obtain it for a reasonable price, consider the financial ability of the national church and interested 
parties to purchase and maintain the land. A general rule should be to get as much land as possible and secure 
it with walls.
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Not all inexpensive properties are inexpensive in the long run. Take geographical features into consideration. 
Talk with local people. They can tell you how the property withstands the rainy season or inform you of other 
potential issues.

Location
Location is of prime importance. It is better to pay more for property in a good location rather than build 
in an out-of-the-way location that is difficult for students to reach. Make sure there is adequate public 
transportation close to the school and plan for proper access for students with disabilities. This is also the 
time to determine how weather and other geographical features might affect the property. Local people can 
often provide this information. Some properties may be inexpensive to purchase but costly to reconfigure to 
avoid problems with water runoff or other issues.

Projected Needs
The planning committee must consider the projected short, midrange, and long-range use of the facilities. 
While facilities must be adequate for current needs, will it be possible to expand or adapt the facilities for 
future needs or other uses?

Goals and Vision
Building plans need to be in keeping with the goals and vision for the school. What are the school’s goals for 
its facilities? Will the administration also allow groups to conduct retreats and conferences at its facilities? 
Will it be a meeting place for the national church?

Building Needs
The committee must establish a policy concerning who determines what facilities the school needs to build. It 
is wise to have competent experts help with the plans who have experience with this type of school building.

Motivation
Building with a wrong motivation can lead to disaster. Is it a financially motivated building project? 
Sometimes a school outgrows its facilities and a need to enlarge motivates the building project. At other 
times, the administration may have a vision that motivates the project. The administration must always make 
sure it is undertaking a Kingdom-motivated building project.

Church Connection
Sometimes a church will build a Bible school on its property. If so, the building committee needs to consider 
whether they will use part of the facilities for congregational activities.

Single or Multipurpose
When considering facilities, will these buildings be single or multipurpose? It is sometimes possible to 
combine ministries to make the most use of the facilities and properties. Some Bible schools might also 
house national or regional ministry offices. If the school decides to allow other ministries to have offices in its 
facilities, it needs to determine what types of ministries it will allow.

Housing
The school needs to determine if it will provide housing for professors, both full-time and short-term. Will 
administrative staff also have housing on campus? In some locations, schools might need to consider facilities 
for campus guards and/or other caretakers.



208 |  Bible School Leadership Manual

Water
As a school looks for property, it must consider the availability of water. Will the water source be a well or city 
water? If a school plans to dig a well, the well must be deep enough to avoid contaminated water. The school 
needs to make sure it can provide adequate distance from the wellhead to any septic system or drain field. If 
the school will haul in water, how close is the water source and how expensive will this be? Can the school 
provide adequate water storage, either in an elevated tank or a cistern, for the projected number of students? 

Sewer
Some schools will use the public sewer system. Others will build a septic system. The school needs to make 
sure there is an area large enough for a drain field.

Electrical
Choosing a reliable power source is important for the daily functions of the school. Sometimes the public 
power source will be best. Other times the school might need to use generators to supply its electrical needs. 
Consider the cost of running and maintaining generators.

FINANCES
Before construction begins, the administration must plan carefully and realistically for their vision. 
Otherwise, the vision can easily spiral beyond the financial capabilities of the organization. The Bible school 
administration must decide in advance the source of funding not only for construction but for the operating 
costs and improvements of both current and future facilities. 

The national church (and any other sponsoring organization) needs to embrace any facility plans. Furthermore, 
the national church needs to take ownership and cover operating expenses from the start of the building 
project. Expatriates can be involved in capital expenses (building projects, etc.) but should not be involved in 
the ongoing operating expenses (salary, maintenance, etc.), at least as much as possible. The administration 
and any outside help need to develop a clear working document from the start that states who pays for what.

CONSTRUCTION

Preliminary studies
During the planning stage, the school should conduct adequate site and ground quality studies prior to 
purchasing land or buildings or planning for construction.

Site plan
Prior to building, the school also needs to design a general property development plan that considers the 
position of current and future buildings. Site development also needs to address any aesthetic issues.

Available materials
When planning construction, it is important to determine what materials are available locally and what will 
need to be imported. Consider sustainability and replacement availability in choosing materials. Imported 
light fixtures, switches, door locks and pulls, are nearly impossible to obtain locally when they break or wear 
out. Wooden framed windows do not work well in buildings in humid and termite-infested areas. One school 
received this type of window for free. Now termites are destroying them, and the school needs to replace them. 
It would have been better to purchase aluminum windows and doors, or have these items provided locally.
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Blueprints
The administration needs to make sure it has the required and complete working drawings created by 
recognized and licensed designers or architects prior to any construction. Make sure the proper governmental 
authorities have approved all necessary drawings.

Building experts
Most administration and committee members will not have construction knowledge. It is important to have 
building experts involved in the initial planning for construction projects.

Building permits
The administration must make sure they have all the necessary documents before any construction begins, and 
these must be properly displayed and posted at the construction site. Know beforehand whether government 
agencies will need to inspect and approve various aspects of building (electrical, plumbing, security, etc.).

Cost of renovation
When purchasing facilities to renovate into a Bible school campus, the administration needs to consider all 
costs for renovation and continued maintenance and improvements.

Type of construction
Should the building be multiple- or single-level?

Advance Planning
During the advanced-planning stage, if the administration decides it will build multiple-level buildings, it 
needs to keep this in mind as it prepares the ground and footings. Ground-floor construction for multiple-level 
buildings is generally the most expensive. Construction considerations include the sizes of footings according 
to architect’s specifications, as well as support pillars, beams, etc. This advance planning is necessary even if 
the school is currently only building the ground floor and will add other floors in the future.

Utilities
The utilities include water lines, electrical lines, and sewer lines. It is generally much cheaper to plan for 
future needs/use in the initial construction than to make adjustments after the construction is completed.

Type of buildings
In its planning, the administration needs to consider the type of buildings it will build and their locations. 
This includes dorms for men and women, couples’ apartments, classrooms, library, cafeteria, kitchen, chapel, 
social areas (lounges), athletic facility, fitness room, showers, administration offices, faculty offices, laundry 
facilities for students, reception area, bookstore, snack bar (coffee), utilities, computer room, storage areas, 
garages (tractors and lawn equipment), and shops for plumbing, electrical, carpentry, and building supplies.

Flow of Access Planning
Plans need to consider the natural flow of access to various offices, classrooms, and the library, with related 
offices grouped together. Another issue is easily identifying and conveniently locating student and public 
access to school offices.

Support Spaces
Offices will need adequate workspace for staff along with restroom facilities. These workspaces will also 
need to accommodate copy machines and other equipment. Classrooms also need adequate and convenient 
restroom facilities.
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Library
Library construction may need careful consideration due to weight realities. Window heights and sizes for 
library and classrooms need to be adequate. Most libraries will need technological space with computer labs. 
Planning must consider the electrical needs and provide adequate circuitry.

Kitchen and Dining Facilities
These facilities must have proper ventilation, wiring, flooring specs, and fire-code regulation considerations. 

Dorms and Housing
These buildings must meet fire codes; access codes; building requirements for stair widths, room sizes, and 
bathroom access and standards.

Documenting Construction
Before starting to build, purchase a good digital camera with lots of memory along with some backup media 
such as CDs or USB flash drives. Record all phases of construction and installations with photos. Organize 
these photos and save them to the backup media for future reference and consultation. Use a measuring 
system (testimony stick, two meters long painted in two alternating colors every ten centimeters) that you 
can lay beside anything needing a reference—wiring in floors, plumbing in walls, sewer lines, depth of buried 
waterlines, sewer, electrical lines, etc. It is better to have too many pictures than not enough. Train someone 
who can be on the worksite consistently during the various phases to do this. Monitor this person’s work to 
make sure they are doing a good job. Photograph all working drawings and blueprints and include them in 
the backup media. Make additional backup copies and keep these in a separate location with easy access. 
Consider using a cloud storage service for added protection. Place the backup media devices in folders with 
copies of the working drawings/blueprints. Label these folders and keep them in a safe place.

MAINTENANCE
Maintenance is not optional. During initial planning, the administration needs to develop a clear and well-
funded maintenance plan to determine how it will maintain school buildings and property in the future. 
They must consider whether the facilities they want to build will be low-maintenance or high-maintenance. 
What financial impact will each type of facility have on the school? 

The administration must also plan for maintenance staff. If finances restrict how many staff a school can hire, 
the school needs to consider facilities and grounds with more manageable upkeep.
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JOB DESCRIPTIONS RELATED TO PHYSICAL 
RESOURCES

MANAGER OF MAINTENANCE
Position Description
The manager of maintenance shall supervise and administer all matters pertaining to the maintenance of 
buildings and vehicles of the school under the authority of the business manager.

Responsibilities
In this capacity the manager of maintenance shall:

1. Supervise the staffing of all employees working in these areas.
2. Supervise the maintenance and custodial care of all buildings with the exception of staff housing.
3. Maintain school vehicles as to physical condition keeping all permits and licenses current.

MANAGER OF CONSTRUCTION
Position Description
The manager of construction shall supervise all matters pertaining to the construction of new buildings or 
other physical construction of the school under the authority of the business manager.

Responsibilities
The manager of construction will:

1. Obtain plans for the proposed construction that meet all government specifications and that satisfy 
the criteria set forth by the administration for the construction.

2. Compare the construction proposal with the school master plan and report in writing to 
the business manager any deviations from the school’s master plan that he or she judges the 
construction will cause.

3. Obtain all necessary government permits for the proposed construction.
4. Recommend to the business manager whether the manager of construction should serve as the 

general contractor of the construction or whether the construction might better be done by 
hiring an outside general contractor. The business manager will present the recommendation 
of the manager of construction to the board of administration of the school which will make 
recommendations to the governing board in accordance with the Planning and Development 
Committee of the school and in accordance with the school’s master plan.

After the project is approved, the manager of construction will:
1. Carry out the project in accordance with the dictates of the governing board.
2. Report regularly the progress of the construction to the business manager.
3. Keep accurate records in accordance with school accounting procedure of all monies he or she 

handles and approve all bills submitted to the business office for payment by contractors or 
subcontractors.
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KITCHEN SUPERVISOR
Position Description
The kitchen supervisor shall supervise all matters pertaining to the operation of the kitchen of the school in 
accordance with the following procedures. He or she is under the authority of the business manager.

Responsibilities
The kitchen supervisor will:

1. Advise the business manager when there is need to add to or reduce the cook staff.
2. Supervise the work schedule of the cooks, including punctuality, productivity, and general efficiency.
3. Supervise ordering food for the kitchen through the school buyer.
4. Supervise food preparation.
5. Supervise food service.
6. Supervise the sanitation of the kitchen and dining hall.
7. Keep the storeroom clean and neat.
8. Secure the storeroom and granaries.
9. Put out appropriate portions of food to the cooks each day.
10. Maintain the charcoal and bottle gas supplies.
11. Serve as liaison with the Board of Administration for any food problems.
12. Make suggestions as needed to the business manager for improvements to the dining hall diet.

COOKS
Position Description
The cooks are responsible for clean, appetizing preparation of all student meals while students are at school. 
The cooks work under the supervision of the kitchen manger in accordance with the following procedures.

Responsibilities
The cooks will:

1. Prepare every meal for the students on time, in accordance with the specifications of the kitchen 
manager.

2. Present the meal to the students in an attractive way.
3. Clean the kitchen after every meal and at the end of the day, including emptying all garbage cans 

and washing them.
4. Give the kitchen and dining hall a general cleaning, including mopping with good disinfectant, 

removing all items from refrigerators, defrosting them and washing them, and scrubbing the stove 
at least weekly and more often if odors develop.

5. Maintain the grounds around the dining hall and kitchen area in neat order.
6. Dispose of all wastes in accordance with school policy, that is, combustibles burned in the incinerator, 

decomposable garbage in the compost pit, and non-decomposable materials in the barrel.
7. Buy foods as ordered by the kitchen manager, keeping careful account of the transaction.
8. The cooks working hours will be as follows. 

Cook #1 – 8 a.m. to 4:30 p.m. with 30 minutes for lunch, 5 days 
Cook #2 – 10 a.m. to 6:30 p.m. with 30 minutes for lunch, 5 days offset two days from cook #1 
Cook #3 – 4 days per week during the hours of the cook being replaced.

9. Cook #1 will be responsible for preparing breakfast and the noon meals. Cook #2 will be responsible 
for the noon meal, evening meal, and getting everything in order before leaving.
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MANAGER OF LANDS
Position Description
The manager of lands shall supervise and administer all the maintenance of the lands of the school under the 
authority of the business manager.

Responsibilities
In this capacity the manager of lands shall:

1. Supervise the staffing of all employees who care for the grounds.
2. Supervise all grounds care with the exception of staff housing.
3. Read the water and electric meters on each of the faculty dwellings on the first of each month and 

report the readings to the bookkeeper.
4. Supervise the updating and identification of the keys for the school and obtain adequate copies for 

all school personnel of all keys needed so maximum security can be maintained.

YARD WORKERS
Position Description
The yard worker will be responsible for the general upkeep of the assigned school grounds and day security of 
all the grounds under the supervision of the manager of lands in accordance with the following procedures.

Responsibilities
The yard worker will:

1. Cut the grass and hedges in his or her assigned area except grass already cut by the school mower.
2. Sweep assigned area each Monday, Thursday, and Saturday.
3. Challenge any stranger that comes on campus directing them to the president’s office or, in the 

president’s absence, to the academic dean’s office.
4. Perform other such duties as assigned by the manager of lands.

BOOKSTORE MANAGER
Position Description
The bookstore manager will manage buying, selling, stock, and money pertaining to the school bookstore. 
The bookstore manager will be under the authority of the business manager.

Responsibilities
The bookstore manager will:

1. Manage the bookstore according to the bookstore policy.
2. Respond to directives from the business manager relative to bookstore operation.
3. Maintain the inventory of the bookstore at all times. Special attention should be given that adequate 

textbooks are available for the coming semester.
4. Turn all receipts for the bookstore over to the bookkeeper at least weekly, if not more frequently.
5. Provide reports to the administration as needed.
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SUPERVISOR OF SECURITY
Position Description
The supervisor of security is responsible to supervise the campus security operation in accordance with 
the school’s security policy. He or she will be responsible to the business manager. He or she will make 
recommendations for the hiring or dismissal of guards to the business manager.

*Job descriptions taken from The Bible School Administrator’s Handbook by Alton C. Smith.
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—— A PPENDI X 8.1  ——

BUSINESS ADMINISTRATOR – JOB DESCRIPTION

Qualifications
1. Should manifest spiritual maturity, an exemplary Christian character, a high level of integrity, and 

administrative ability and interest in the preparation of church leaders.
2. Should have training and experience in business administration and be willing to continue 

in-service training as necessary; should manifest a special interest and ability in business 
administration.

3. Should be committed to whatever regular time requirements are necessary on the campus in order 
to fulfill and supervise the responsibilities as business administrator.

4. Should be appointed by the Board of Directors.

Responsibilities
1. To be responsible for the general supervision of the financial and business affairs of the college 

under the direction of the president and according to the policies adopted by the Board of Directors. 
2. To serve as personnel administrator and provide job training for all non-academic personnel as 

needed. 
3. To serve as administrator for all auxiliary enterprises of the college (e.g. food service, dormitories, 

bookstore, etc.), including maintaining up-to-date operational procedures manuals in each area. 
4. To direct and supervise operations in accounting, collections, and disbursements.
5. To be responsible for maintaining and safeguarding all records and files and supervise all clerical 

responsibilities pertaining to the financial and business aspects of the college.
6. To direct all on-campus employment of students and staff and the student work scholarship 

program, working in close cooperation with the president and the Administrative Committee in the 
recruitment and employment of staff.

7. To serve as purchasing agent for the college and supervise any delegated purchasing responsibility, 
retaining budgetary control over delegated areas.

8. To be responsible for the management and maintenance of the college property, buildings, and 
equipment and submit recommendations for upkeep and improvement to the Administrative 
Committee.

9. To consult with the dean of students and the deans of men and women concerning student housing 
arrangements.

10. To counsel students regarding their college accounts and financial problems.
11. To supervise campus traffic and parking.
12. To assist the president and Administrative Committee in the preparation of the annual budget.
13. To serve as a member of the Administrative Committee.
14. To submit financial reports to the Board treasurer for review prior to each Board meeting.
15. To assume any additional responsibilities that may be assigned by the Board of Directors.

*For a detailed explanation of all of these responsibilities of a business administrator, see the digital resource.
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—— A PPENDI X 8.2 ——

BIBLE SCHOOL CHART OF ACCOUNTS

What is a chart of accounts?
A chart of accounts is a created list of the income and expense categories, or accounts, used by an institution 
to define each item for which funds are spent or received. In other words, this allows a school to track exactly 
how much they spend or receive for specific categories.

How to use the sample
The chart of accounts included gives a suggested list of income and expense categories relevant to most Bible 
schools. This list can be expanded or changed to meet the requirements of each school. The income and 
expense categories used in tracking a school’s income and expenses should be used in reports and budgets.

Sample Bible School Chart of Accounts

INCOME CATEGORIES
4000 - Donor Support

4010 - National Church Donations
4020 - Local Church Donations
4030 - Individual Donations
4040 - Foreign Donations

4100 - Scholarship Funds
4200 - Student Charges

4210 - Board
4215 - Room
4220 - Tuition
4225 - Textbooks
4230 - Student packets/study guides
4235 - Graduation Fees
4240 - Library Fees
4245 - Computer Lab Fees
4250 - Editorial Fees
4280 - Misc. Student Charges

4300 - Event Income
4310 - Conferences 
4320 - Special Lecture Events

4900 - Interest Income
4999 - Foreign Exchange Gains

EXPENSE CATEGORIES
5000 - General Academics 

5010 - AAC / BOA Meetings
5011 - Meals
5012 - Housing
5013 - Travel
5014 - Misc.
5015- Conference Fees

5020 - Course Development & Editing
5050 - Library
5060 - Lecture Series
5070 - Computer Laboratory
5090 - Donations Expense

5100 - Facilities (Campus)
5110 - Buildings & Grounds

5111- Security
5112 - Maintenance
5113 - Repairs 
5114 - Lawn Care

5130 - Equipment Purchase & Repair
5140 - General Utilities
5150 - Vehicles

5151 - Petrol/Diesel 
5152- Annual Registration 
5153 - Maintenance
5154 - Repairs 
5155 - Fines
5156 - Insurance

5160 - Insurance
5200 - Administration

5210 - General Office Expenses
5210 - Bank Fees
5230 - Office Computer Hardware & Software
5240 - Postage, Mailing

5245 - Printing & Copying
5250 - Supplies
5260 - Telephone
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(EXPENSE CATEGORIES CONTINUED)
5300 - Student-Related Charges

5310 - Board
5311 - Food Purchases
5312 - Kitchen Cleaning Supplies
5313 - Disposable Supplies
5314 - Kitchen Equipment Purchases

5320 - Room
5321 - Student Housing Cleaning Supplies
5322 - Student Housing Repairs
5323 - Student Housing Maintenance
5324 - Student Housing Utilities (water/electric)
5325 - Student Housing Security

5330 - Tuition Expenses
5340 – Textbooks

5341 - Textbook Purchases
5342 - Textbook Printing
5343 - Textbook Shipping

5350 – Student Packets/Study Guides
5351 - Student Packet Purchases
5352 - Student Packet Printing
5353 - Student Packet Shipping

5360 - Graduation Expenses
5361 - Gown Purchase/Rental
5362 - Program Design & Print
5363 - Food/Reception
5364 - Honorarium for Speaker
5365 - Gifts for Graduates
5366 - Rental of Equipment/Supplies
5267 - Rental of Venue

5370 - Student Editing
5390 - Bad Debts - Unpaid Student Invoices

5400 - Faculty & Staff
5410 - Remuneration Expenses 

5411 - Contract Work
5412 - Payroll
5413 - Statutory Payroll Expenses
5414 - Pension Plan Expenses
5415 - Guest Lecture Expenses

5430 - Professional Development
5435 - Meals
5440 - Housing
5450 - Travel
5455 - Gifts for Faculty/Staff
5460 - Staff Training
5465 - Airtime & Data

5500 - Marketing & Promotions
5510 - Website
5520 - Printed Material
5530 - Video & Misc.
5540 - Conferences/Donor Events
5550 - Travel

5600 - Hospitality
5999 - Foreign Exchange Expense 
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BIBLE SCHOOL BALANCE SHEET SAMPLE

Assets
Bank Accounts Sample Numbers

National Bank Cheque 10,500.00 Balance of bank account on date of balance sheet
National Bank Savings 65,000.00 Balance of bank account on date of balance sheet
Petty Cash 1 3,000.00 Balance in petty cash box on date of balance sheet
Petty Cash 2 2,500.00 Balance in petty cash box on date of balance sheet

Total: Bank Accounts 81,000.00
Accounts Receivable 4,000.00 What students or others owe you 

Total Assets 85,000.00

Liabilities
Accounts Payable 5,000.00 What you owe in current outstanding bills
Loans

Short-term Loans 15,000.00 Loans due within one year
Long-term Loans 50,000.00 Loans due in more than one year
Total Loans 65,000.00

Total Liabilities 70,000.00
Equity

Opening Balance Equity 13,810.00 What you had in equity at the beginning of the period

Net Income (from Budget Report) 1,190.00
This comes from the Budget Report (Income statement 
or sometimes called a Profit and Loss Statement)

Total Equity 15,000.00
85,000.00 This number must match the Total Assets number.Total Liabilities and Equity

Assembly Bible School
Balance Sheet

Date
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BIBLE SCHOOL BUDGET REPORT AND BUDGET GUIDE

What is a budget report?
A budget report is used by management to compare the estimated, budgeted projections with the actual 
performance number achieved during a period, such as one month, one semester, or one year. A budget report 
compares how close the budgeted performance was to the actual performance during an accounting period.

How to use the sample
Samples of a budget report and monthly budget guide with sample numbers filled in and explanatory notes 
are available in the digital resources for the Bible School Leadership Manual. Visit africaatts.org/resources to 
download the digital resources for free. 

This report should be set up using a school's financial accounting software program. It includes Income and 
Expense categories identified in the chart of accounts, and the software should have an annual budget posting 
feature. The financial software program should export the income and expense categories to an Excel report 
with columns showing actual income and expense amounts for time period covered, budget for time period 
covered, difference between actual and budget amounts, and the annual amount. Additional or different 
categories should be added to the chart of accounts as necessary so that actual income and expenditures can 
be tracked and an annual budget determined.
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INVOICE SAMPLE
A typical invoice will be produced by the software with various items to be sold already set up in the software 
as set values, and directing the income to income categories in the chart of accounts. An invoice will include 
the student name, an invoice number, an invoice date, the items sold, the quantities of each item, the price per 
item, a total amount for each item, and a total for the entire invoice. You may even have an item that subtracts 
from the total due such as a scholarship. Invoices should be issued to students as they are created with 
due dates clearly marked. A similar document to the one below should be generated by the school’s financial 
accounting software program.

Invoice
Date

7/22/2021

Invoice #

277

Bill To

Student NAME

Theological           Seminary
[Address]

P.O. No. Terms

At Registration

Project

Payment is due in full at registration
Total

DescriptionQuantity Rate Amount

6 125.00 750.00
1 -600.00 -600.00

1 140.00 140.00

Tuition for September 2021 Session: EDL 9163; LDR 9203  
Tuition Scholarship

Development Fee

Texts for March 2022 Session:
LDR/EDL 9153 Empowering Missional Leadership
RES 9153 Research Methods and Proposal Development

2 145.00 290.00

$580.00
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PAYMENT RECEIPT SAMPLE
A payment receipt is generated when a student payment is logged into the accounting software. These receipts 
should be given to the student and a copy attached to the office copy of the invoice being paid to, so that an 
accurate accounting of invoices and payments is maintained. The account software will automatically update 
the student account and this will be seen when the next statement is run. A similar document to the one below 
should be generated by the school’s financial accounting software program.

Payment Receipt
Theological Seminary

[Address]

Received From
Student NAME

Date 4/20/2021

Payment Method Cash

Check/Ref No Petty Cash-TZ

Payment Amount $655.00

Total Amount Due $580.00

Invoices Paid

Date Invoice Number Amount Due Amount Applied

1/13/2021 155 $655.00 $655.00
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STUDENT STATEMENT SAMPLE
Provide students with statements from time to time so they can know the status of their account. A statement 
is not a document from which a student makes a payment. Students pay invoices, but statements will show 
invoices created, payments made, and any outstanding invoices or amounts due. A similar document should 
be generated by the school’s financial accounting software program.

Statement
Date

7/22/2021

To:

Student NAME

Theological Seminary
[Address]

Amount Due

$580.00

Amount Enc.

CURRENT

580.00

1-30 DAYS PAST
DUE

0.00

31-60 DAYS PAST
DUE

0.00

61-90 DAYS PAST
DUE

0.00

OVER 90 DAYS
PAST DUE

0.00

Amount Due

$580.00

Date Transaction Amount Balance

06/22/2021 0.00
07/22/2021

Balance forward
INV #277.
This invoice is due on or before September 14, 2021. 
--- 01. Tuition, 6 @ $125.00 = 750.00
--- 16. Scholarship, 1 @ $600.00 = -600.00
--- 
--- 06. Development Fee, 1 @ $140.00 = 140.00
--- 
--- 11. Texts, 2 @ $145.00 = 290.00

580.00 580.00
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PAYMENT REQUEST FORM
A Payment Request Form brings consistency in tracking expenses, allows for approvals, and assists in filing 
financial documents for the school. The form allows for the correct expense category from the chart of 
accounts to be identified prior to entry in the financial accounting software and allows for notes on how 
the payment is to be made. A Payment Request Form should be used for each individual invoice received or 
receipt from approved purchases that require reimbursement to an individual. 

A payment request form should be completed for each payment to be made, whether from Petty Cash, via a 
check, or by EFT bank transfer. If there is more than one receipt or invoice from the same vendor that will 
be paid together, each individual receipt or invoice should be listed on a new line. Use the Chart of Accounts 
to assign the correct expense category number for each item. If any cash had been disbursed to an individual 
prior to purchase, that amount should be subtracted from the total of the receipts. The balance remaining in 
Total Cost should be paid. Notes should be made in the "Finance Use Only" box about how the payment was 
made and any identifiable numbers such as a cheque or EFT number. This form should be attached on top of 
the invoice or receipts and filed in the physical files of the school either by the Payee name or by date.

	

Payee:

Date
Expense	
Category	
Number

Amount

	

	

	 	 			

	 	 			
	 			

	 			

	 	 			

	 			

Subtotal

Less	cash	
advanced

Total	Cost

Name	of	Requester: Date:

Approved	by:	 Date:

FINANCE	USE	ONLY: 	 	 	

Type	of	Payment: Bank Petty	Cash

Payment	No: Check	No. EFT	No.

Date	Entered: Initials:

Note:

Payment	Request	Form
Attach	recipts/invoices	for	approved	purchases	for	payment

Use	a	separate	form	for	each	PAYEE.

Description
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—— A PPENDI X 8.9 ——

PETTY CASH REQUEST FORM

Department Date

Amount Requested Account No./Name

Requested By

Description of Need

Approved By Signature

Received By Signature

Cash Returned Date

Total Used

Petty Cash Request
Note: Petty cash requests must not exceed ____________ (amount) without Director approval
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—— A PPENDI X 8.10 ——

PETTY CASH RECONCILIATION

 

Month: 

Denomination Amount Amount

 Counter 1 Counter 2

1 Cent

5 Cent

10 Cent

20 Cent

50 Cent

One

Two

Five

Ten

Fifty

Hundred

Thousand

TOTAL

Name of 1st Counter:

Date/Time:  
Signature:

Name of 2nd Counter:

Date/Time:  

Signature:

NB: Each counter should count independently with a witness and record their findings in their column. If 
the two columns do not match a recount should be done.

Petty Cash Reconciliation Report
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—— A PPENDI X 9.1  ——

EXIT INTERVIEW QUESTIONNAIRE

East Africa School of Theology

1. What will you value most from your experience at EAST?

 
 
 
 
 
 

2. If you could change one thing about EAST, what would it be?

 
 
 
 
 
 

3. Would you recommend EAST to others? Explain why or why not.

 
 
 
 
 
 

4. Are there any other comments you would like the administration to know? 
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ALUMNI QUESTIONNAIRE

West Africa Advanced School of Theology

Unless otherwise instructed, please circle only one letter corresponding to the answer with which you most 
closely agree.

1. When did you attend West Africa Advanced School of Theology? (When equally divided between 
two decades, choose the decade of your final year at WAAST.)

a. 2010’s or later
b. 2000’s
c. 1990’s
d. 1980’s
e. 1970’s 

2. From your perspective of WAAST’s overall academic curriculum, how well do you feel our classes 
relate to the field?

a. Excellent field relevance
b. Very good field relevance
c. Good field relevance
d. Marginal field relevance
e. Poor field relevance

3. Did chapel services contribute to your spiritual growth as a student?
a. Very much
b. Somewhat
c. Very little
d. Not at all

4. What importance would you place on chapel modeling healthy and/or effective church services?
a. Extremely important
b. Very important
c. Moderately important
d. Somewhat important
e. Unimportant

5. What kind of chapel schedule do you feel is most congruent with WAAST’s purpose?
a. 1½ hour chapel – 2 days per week
b. 1 hour chapel – 3 days per week
c. 1 hour chapel – 2 days per week
d. 1 hour – 1 day per week

6. If you could start college over, would you choose WAAST again?
a. Definitely yes
b. Probably yes
c. Uncertain
d. Probably not
e. Definitely not
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7. Has the education you received at WAAST improved your life?
a. Definitely
b. Somewhat
c. Uncertain
d. Probably not
e. Definitely not

8. What was your primary reason for choosing to attend WAAST?
a. Spiritual atmosphere
b. Ministry opportunities
c. Advice of pastor
d. Academic reputation/programs
e. Other  

9. How well has WAAST communicated its financial needs to you?
a. Excellent
b. Very good
c. Fair
d. Poor
e. Not familiar with them

10. How often have you contributed to WAAST within the last year?
a. Annually
b. Quarterly
c. Monthly
d. Not at all

11. How long did it take to complete your degree requirements?
a. Completed all degree requirements earlier than specified time
b. Completed all degree requirements within the specified time
c. Completed all degree requirements 6 months after the specified time
d. Completed all degree requirements 1 year after the specified time
e. Completed all degree requirements 2 years after the specified time
f. Never completed degree requirements

12. My present ministry status is:
a. Full-time ministry
b. Part-time ministry
c. Not in ministry but plan to be
d. Was in ministry full-time or part-time but not now
e. Not in ministry

13. In your opinion, please rate the overall quality of the WAAST faculty.
a. All were very qualified
b. Most were very qualified
c. Some were qualified; some were under-qualified
d. Most were under-qualified
e. All were under-qualified
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14. From your perception, what area(s) do you think we most need to focus our attention and/or 
resources on to improve WAAST?

a. Better qualified faculty
b. More effective administration
c. Improve image
d. Better academic facilities
e. Better living quarters (dorms)
f. Spiritual renewal on campus
g. More field-relevant curriculum
h. None of the above
i. All the above
j. Other

Please provide a brief answer to the following questions:

1. What did you appreciate most about your experience at WAAST?

 
 
 
 
 
 

2. Would you recommend WAAST to a friend? Why or why not?

 
 
 
 
 
 

Thank you for your cooperation.
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—— A PPENDI X 9.3 ——

ALUMNI ASSOCIATION – PROPOSED CONSTITUTION 
AND BYLAWS 

KAG EAST UNIVERSITY

PREAMBLE

We, the graduates and former students of KAG EAST University, in order to perpetuate the memories of 
college life, in order to form a more practicable organization through which we may promote greater interest 
in the development and welfare of our members, do endorse and establish this Constitution.

ARTICLE I 

Name 
The name of this organization shall be the KAG EAST University Alumni Association. 

ARTICLE II 

Objectives and Purposes 
The Objectives of the Alumni Association shall be to:

A. Serve its members with spiritual and academic stimulation;
B. Provide its members with encouragement through periodic fellowship;
C. Promote among potential students the benefits of study at the University;
D. Engage in fund-raising for the development of the University;
E. Promote the reputation and well-being of the University;
F. Make suggestions to the Academic Senate in relation to the development of academic programs;
G. Engage in such other activities, consistent with the Charter and Statutes, as will advance the 

interests of the University.

ARTICLE III 

Roles and Responsibilities
A. Subject to provisions of Section 42(2) of the Act and not withstanding Article 25 of the Charter 

the Alumni shall be an interactive forum for its members with regard to the areas below:
1. Linkages and Outreach,
2. Fund-raising for the University,
3. Sourcing for Scholarships,
4. Promotion of the University,
5. Any other activity deemed relevant to its mandate

B. May state its opinion upon any matters within the sphere of competence of the University relay 
its resolutions as recommendations to the Vice-Chancellor.

*For the complete document, see the digital resource.
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—— A PPENDI X 9.4 ——

ALUMNI LIAISON – SAMPLE JOB DESCRIPTION

Position
The alumni liaison is responsible for maintaining warm effective relations with the school’s alumni. 

Responsibilities
This person’s duties will include the following:

1. Keep the president (or director of development, if such a position exists) current on all developments 
pertaining to alumni activities. 

2. Keep the alumni advised of needs of the school that the alumni might help satisfy. 
3. Arrange for the mailing needs of the alumni association. He or she will see that any funds received 

by the school for the alumni association are handled as specified. 
4. The alumni liaison is directly responsible to the president (or director of development, if applicable).
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—— A PPENDI X 10.1  ——

SUGGESTIONS FOR MAINTAINING A POSITIVE 
RELATIONSHIP WITH CHURCHES

Participate in the life of the national church/local churches. 

• Ask the national church leader to serve on the school’s board.
• Host national church events at the school.
• Provide your facilities to local churches as needed, such as for weddings or funerals.
• Invite national church leaders and local church pastors to speak in chapel.
• Require faculty, staff, and students to attend a local church.
• Encourage faculty, staff, and students to offer to preach and teach as needed by their pastor.

Promote a positive image of the institution.

• Send school representatives to churches and national church events to present information about 
the school and guide potential students through the application process.

• Send invitations to church pastors and national church leaders concerning special events at the 
school such as graduation.

• Post flyers (with permission) at churches to attract potential students.
• E-mail newsletters to alumni, national church leaders, and church pastors to keep them informed 

about the school’s work and progress.
• Create a professional website.
• Develop a social media presence (e.g., Facebook, Twitter, Instagram).

Provide seminars for members of the church community. 

These seminars would be on a non-credit basis. Possible topics include:

• The Holy Spirit
• Biblical Interpretation
• Preaching
• Teaching
• Counseling
• Leadership
• Evangelism
• Discipleship
• Missions
• Community Outreach
• Marriage
• Parenting
• Financial Stewardship
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—— A PPENDI X 10.2 ——

PASTOR’S ASSESSMENT OF ALUMNUS 
(Name of Bible School)

Please circle the letter corresponding to the answer with which you most closely agree. (If the alumnus is the 
pastor, this should be filled out by a deacon.)

1. How frequently does the alumnus attend church?
a. Regularly
b. Occasionally
c. Seldom
d. Don’t know

2. In your opinion, does the alumnus actively participate in worship?
a. Always
b. Sometimes
c. Rarely
d. Don’t know

3. Does the alumnus have a record of consistent tithing?
a. Yes
b. No
c. Don’t know

4. How would you describe the alumnus’ marriage (if applicable)?
a. Well-adjusted
b. Adjusted
c. Strained
d. Don’t know/Not applicable

5. How would you describe the alumnus’ children (if applicable)?
a. Well-behaved
b. Average
c. Poor
d. Don’t know/Not applicable

6. How would you describe the alumnus’ spiritual maturity?
a. Very mature
b. Mature
c. Immature
d. Very immature
e. Don’t know

7. How would you describe the alumnus’ ministry skills?
a. Excellent
b. Good
c. Average
d. Poor
e. Don’t know
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8. How would you describe the alumnus’ people skills?
a. Excellent
b. Good
c. Average
d. Poor
e. Don’t know

9. How would you describe the alumnus’ biblical knowledge?
a. Excellent
b. Good
c. Average
d. Poor
e. Don’t know

10. How satisfied are you with the alumnus’ training overall?
a. Well-satisfied
b. Satisfied
c. Disappointed
d. Very disappointed

Please provide a brief answer to the following questions:

1. In what ways was the alumnus well-prepared for ministry?

 
 
 
 
 

2. In what ways could the alumnus have been better prepared for ministry?

 
 
 
 
 

3. Would you recommend other Christians to attend (name of Bible school) based on your experiences 
with the alumnus? Why or why not?

 
 
 
 
 

Thank you for your cooperation!
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APTEA ACCREDITATION

Introduction to Accreditation

Accreditation by the Association for Pentecostal Theological Education in Africa (APTEA) speaks both to the 
church and the academy. To the church, it speaks of the school’s capacity to successfully engage in the missio 
Dei through its training of Pentecostal ministers committed to the Great Commission. To the academy, it 
speaks of the school’s capacity to provide excellence in degree-level education.

Like APTEA endorsement, accreditation is the successful conclusion of a process in which member schools 
voluntarily submit to a thorough and rigorous internal and external examination of their academic programs 
in view of their mission and goals. Unlike APTEA endorsement, the accreditation process employs benchmarks 
of academic quality that are broadly accepted within the academy. See Appendix A for the sequence of steps 
leading to APTEA accreditation.

Accreditation aids a school in evaluating its effectiveness in achieving its mission and goals. The school’s 
mission statement forms the core of the foundational first standard to accreditation. Each of the subsequent 
nine standards is a content-specific measurement of the fulfillment of the school’s mission statement.

Explanation of Accreditation Standards

APTEA has developed accreditation standards to evaluate the extent to which a school is accomplishing 
its mission, goals, and objectives. These standards and their associated components define the required 
qualities a school must exhibit in all aspects of its operation. APTEA designed the standards to guide 
schools pursuing APTEA accreditation in the development of a comprehensive self-study.1 A school 
should complete the self-study even if the process reveals deficiencies that the school must address prior 
to accreditation.2

Relationship of Standards, Components, and Typical Indicators in the 
Accreditation Process

The accreditation process is informed and guided by ten standards that identify areas of development and 
practice that degree-granting schools should characteristically demonstrate. An applicant school must 
address each of these standards as it completes the self-study.

APTEA has divided each standard into a set of components that assist a school in determining its level of 
compliance with the standard. For each component, typical indicators describe some of the ways a school 
could demonstrate that it satisfies the requirements stipulated by the component.

The typical indicators do not always fit a local situation. A school may demonstrate its compliance with the 
standards in ways more appropriate to its mission and context. The accreditation process focuses more on 
the overall pattern of compliance with the standards and components themselves than on exact compliance 
with all typical indicators. The APTEA evaluation determines whether the school meets each standard in an 
effective way, such that its program achieves the desired outcomes.

1 See the glossary at the end of Appendix 11 for the definition of this term and other specialized terms 
throughout this document.
2 APTEA also encourages its member schools to engage in periodic self-study even if they do not apply for 
accreditation. APTEA standards and components provide a useful framework for this effort.
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Benefits of Accreditation

A school benefits in several ways from pursuing accreditation. Both the internal evaluation required to 
complete the accreditation self-study and the input from outside evaluators offer valuable assistance to a 
school in assessing its capacity to fulfill its mission. Other benefits of accreditation include the following:

1. The school establishes (or reviews) its mission statement, goals, and objectives to evaluate its 
effectiveness as a vital part of God’s redemptive plan for humankind.

2. The school makes specific plans to fulfill its stated reason for being.

3. The school enjoys the benefits of purposeful and efficient operation.

4. The school becomes part of a network of programs sharing similar vision and commitment to 
Pentecostal theological education.

5. The school becomes part of a network of degree-granting institutions that offer similar 
qualifications, facilitating the transfer of credit for its students.3

Structure of This Document
The remainder of this document is divided into ten sections, one for each of the ten standards, with the 
format in each section as follows:

STANDARD NUMBER: STANDARD HEADING4 
The standard heading follows the standard number and gives a basic description of the standard in a 
paragraph or two.

Components (1A, 1B, etc.) 

The components or specific parts further define the standard. The self–study assists schools in 
evaluating the extent of their compliance with regard to each of the components.

TYPICAL INDICATORS 

Typical indicators, numbered sequentially by component, refer to the ways schools typically satisfy 
the components of each standard. (The self–study requires a school to demonstrate its compliance 
with each component using either the typical indicator or a justified alternative means.) The study 
allows the school to list ways in which it either currently complies with the typical indicator or expects 
to address the indicator (and, thus, the component) in the future.

Use of This Document

APTEA strongly recommends total staff involvement in the self-study process. The school must objectively 
analyze its strengths and weaknesses with respect to the standards, completing the following self-study steps:

1. Understand the process and desired end result of the self-study.

2. Analyze and understand the APTEA accreditation standards.

3. Evaluate student outcomes.

3 APTEA is a member of the World Alliance for Pentecostal Theological Education (WAPTE).
4 This formatting matches that used in this document.
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4. Compare the institution and its programs and outcomes to the APTEA standards by
a. Collecting information.
b. Analyzing and evaluating the results of the comparison.
c. Determining the extent to which the institution complies with each standard.
d. Identifying strengths and weaknesses or areas to improve.

5. Develop action plans to improve the institution and its programs by
a. Setting priorities.
b. Identifying possible solutions.
c. Determining actions the school should take, specifying the administrator or faculty member 

responsible for each task, and setting deadlines for completion of all necessary actions.

6. Draft the self-study report.

Steps to Prepare for the Self-Study

1. The school’s administrators, a national church education department, or other official body appoint 
the self-study coordinator and steering committee.5 A school’s director/principal or academic dean 
often serves as the self-study coordinator, but other school personnel may also fulfill this role.

2. The self-study coordinator and steering committee study all APTEA accreditation documents.

3. The coordinator and director/principal appoint other committees as needed. The chairpersons of 
these committees often serve on the steering committee, along with the coordinator and director/
principal.

4. The coordinator and director/principal establish a general timeline. This timeline details the major 
events of the self-study consistent with the date set for the site visit. The steering committee members 
should give input regarding the detailed timeline to the coordinator and director/principal.

5. The coordinator forwards the general timeline and all committee personnel assignments to APTEA.

6. The coordinator duplicates and distributes self-study materials to all committees and staff.

7. The coordinator orients faculty and staff to the self-study and accreditation process, including the 
following components:

a. A thorough explanation of the APTEA accreditation process with emphasis on the value of 
a systematic self-study and the review by the APTEA site-visit team.

b. A discussion of how the process will benefit affiliated church organizations, students, staff, 
and the school. The coordinator should emphasize the value of the self-study process and 
site-visit reports in identifying the school’s strengths, as well as areas that need improvement.

c. An explanation of the basic self-study process and organization of the self-study report, 
including a review of the steps in the self-study. In addition, the coordinator should explain 
the committee structure and designated standards for each committee.

d. An overview of the nature and purpose of the site visit.
e. The importance of the follow-up process.

8. After the initial faculty and staff orientation, the coordinator provides additional training for 
committee chairpersons, covering the following items:

a. The necessity of total faculty and staff involvement.
b. The vital importance of all committee members understanding and analyzing the typical 

indicators of the standards and components assigned to their committee.

5 The self-study coordinator and steering committee must be officially appointed.
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c. The need to examine objectively all aspects of the institution and its programs with respect 
to the typical indicators of the standards and components.

d. The need for all committee members to engage in in-depth discussion of the data collected 
and participate in the evaluation of the school.

e. The role of a committee chairperson as
i. A trainer of committee members in the use of the standards and data collection.
ii. An organizer of committee meetings and tasks, providing ample time for dialogue.
iii. An organizer of data collection, such as arranging class visits, obtaining 

appropriate documents, and conducting surveys.
iv. A facilitator of the writing and editing of the drafts of the report.
v. A facilitator of the development of action plans.

9. The coordinator and committee chairpersons oversee the development and administration of 
surveys and other means of objectively evaluating the school according to the ten standards. APTEA 
may provide samples of surveys that the school can modify to meet the needs and concerns of the 
various committees.

10. Each committee, under the direction of its chairperson, should do the following:
a. Consider one component at a time, identifying the critical ideas and topics for study in 

the statements concerning the component and typical indicators. Identify the major ideas 
within each component upon which the self-study and site-visit team will evaluate the 
school’s program.

b. Use the topics for study as guides to identify the information the committee needs to collect 
to compare the school’s program to the APTEA standard.

c. Identify the procedures (e.g., conduct surveys, observe, interview, and document) that the 
committee will use to collect the information and assign responsibility for data collection.

d. Determine the exhibits that the committee will make available for examination by the site-
visit team, such as surveys, minutes of board meetings, financial reports, etc.

e. Collect data on the current state of the program and compare the findings to the statements 
in the components and typical indicators. Much of the success of the self-study depends 
on how well the committee members perform this step. Collecting information increases 
a committee’s understanding of the actual instruction the students experience and the 
operation of the institution as a whole. Data collection also provides a valuable check on 
the validity of opinions and is essential if the committee’s conclusions are to be more than 
speculation. Committee members should utilize the following methods to collect data:

i. Observe instructors as they conduct classroom instruction, learning activities, and 
the nature of student participation in the activities. (Classroom visits may be one of 
the most valuable aspects of the self-study.)

ii. Interview students about their courses of study.
iii. Examine course syllabi and instructional materials.
iv. Review samples of student work.
v. Review institutional documents such as the constitution and bylaws; charter; 

student records; course offerings; statements of goals and objectives; procedures; 
minutes of meetings of faculty, departments, student government, and institutional 
governance; and financial documents (especially those indicating trends).

vi. Discuss issues with administrators, faculty, staff, students, alumni, and others.
vii. Review the results of questionnaires and surveys.
viii. Engage in personal reflection.
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f. Identify the school’s strengths, as well as areas that need improvement. Meet as many times 
as necessary to discuss all information and perceptions, identifying evident strengths and 
areas that the school needs to improve for each component.

g. Analyze and summarize findings. Once committee members have gathered the necessary 
information, they are ready to compare the institution and its programs with the APTEA 
standard(s). The results of these discussions form the foundation for the self-study report, the 
starting point for dialogue with the site-visit team, and the beginning of the improvement 
process. Committee members should strive to identify root causes of problems, especially 
those within the institution’s ability to improve with existing resources; this is the key to 
a meaningful self-study. Committee members should attempt to reach agreement but also 
acknowledge differing views on important issues and note these during the discussion and 
in the written report.

h. Based on its comparison of the school’s program with APTEA standards, the committee 
ascertains major strengths of the school, as well as areas that the school should place 
the highest priority on improving. In addition, the committee assesses the impact of the 
school’s progress in response to the recommendations and notations of previous APTEA 
accreditation visits, if any. Committee members should be prepared to discuss with the 
site-visit team the results of the comparison of the institution’s program with the APTEA 
standard(s) and provide supporting evidence. Summarize the discussion by writing the 
following sections for each of the standards:

i. A summary of the institution’s compliance with the components of the standard 
in terms of the typical indicators.

ii. Major strengths (two to four) of the institution in relation to the standard.
iii. Major areas that need improvement (two to four) in relation to the standard.

i. Develop and write a step-by-step action plan for each identified priority area the school 
needs to improve, including a list of those responsible for each step, the resources required 
(including a financial budget), a timeline, and a means to assess progress. An action plan 
should include the following components:

i. A statement of the areas the school needs to improve.
ii. Specific steps the school will take to improve that area of the institution.
iii. Faculty or staff responsible for each step.
iv. A timeline for accomplishment of each step.
v. Assessment tools to evaluate progress.

11. Develop the self-study report. Each self-study committee contributes one or more sections to this 
report (one for each standard). The steering committee compiles the various sections into a unified 
report and organizes the other items to be included, such as the title page, table of contents, general 
data, and any pertinent appendices. The text of the report should seldom exceed one hundred 
typewritten pages. The steering committee should analyze longer reports to determine if they have 
mistakenly placed supporting documentation more appropriate for an appendix in the text of the 
report. Avoid redundancy wherever possible and maintain a consistent style throughout. Do not 
repeat material stated under one standard if it is included in another. Because the standards form 
the basis for comparison in the self-study, the strengths and areas that need improvement should 
relate to them. The committee should focus primarily on improvements that either a department or 
the school as a whole can accomplish with existing resources.

12. Review the draft of the self-study report. All committee members should review the self-study 
report draft, both individually and collectively, with respect to the following questions:
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a. Does the report address all the important guidelines and ideas in the standards and 
components?

b. Does the report present evidence that the steering committee gathered appropriate 
information on which to base the conclusions?

c. Does the report recommend realistic action plans?

13. Submit the self-study report after the steering committee review. The self-study coordinator 
duplicates an adequate number of copies of the report, including the approval signature page, 
and distributes them to APTEA, school staff, and key stakeholders. (See sample signature page in 
Appendix C.) Submit the report at least sixty days prior to the site visit.

*The self-study report must state deficiencies honestly and forthrightly including an action plan to correct them. 
Attempts to hide deficiencies will become obvious to the site-visit team and reflect poorly on the quality of the 
self-study report.

STANDARD ONE: MISSION STATEMENT, GOALS, AND 
OBJECTIVES

The school publishes a succinct written statement that clearly expresses the school’s mission (purpose) in 
appropriate school documents and functions as the basic foundation of every phase of its structure and 
operation. This statement serves as the basis for planning, administering, and evaluating all aspects of the 
school.6 It serves as the criterion by which the school measures each aspect of the institution.

The school’s mission statement defines the reason for which it exists and outlines its task in terms of its 
mandate from Scripture and its societal and ecclesiastical constituencies.7 The statement specifies the end 
results for which the school exists in terms of student outcomes. In order for the statement to function 
as intended, it should be written in such a way that all board members, administration, faculty, staff, and 
students can readily quote it and understand that the statement defines the school. If a school adopts a lengthy 
statement, it should create a shorter version for easy reference. This shorter version may appear on school 
publications and letterhead.

Component 1A

The school is guided by a mission statement, general goals, and specific objectives8 that are consistent with its 
biblical mandate and appear in the documents by which it is governed.

TYPICAL INDICATORS:

1A.1 The mission of the school relates to the Church’s biblical mandate to disciple all nations in the power of 
the Holy Spirit.

6 APTEA uses the word school in this document to describe the entity engaged in the self-study process, 
although at times, it also uses the adjective institutional when referring to this entity.
7 The school must carefully define its mission statement in the self–study process. APTEA encourages a 
school to define its role in the Church and the world.
8 In this document, the word goals refers to general statements of educational intent, while the term objectives 
refers to specific statements of outcome. In some countries, these terms have the opposite meanings. Schools 
should identify both goals and objectives, however they use the terms.
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1A.2 Administrators, faculty, staff, and students can quote the mission statement and explain the relationship 
between the mission statement and their presence at the school.

1A.3 The general goals of the school provide direction for current operations and future development, in 
alignment with the mission statement.

1A.4 Specific objectives that implement the school’s general goals are worded with clarity and precision; 
substantiated by supporting programs and documents; understood and accepted by the administration, 
faculty, and students; included in appropriate school publications; and worded so as to specify intended 
student outcomes.

1A.5 The school provides evidence throughout the implementation of its mission that its administration and 
faculty support and encourage its doctrinal distinctives, including its commitment to Pentecostal experience 
and ministry.

Component 1B

The school reviews its mission statement, goals, and objectives as a part of each self-study.

TYPICAL INDICATORS:

1B.1 The school reviews its goals and objectives with input from the governing board, administration, faculty, 
staff, students, and alumni.

1B.2 The school reviews the theological educational needs of its ecclesiastical and societal constituencies at 
stated intervals.

1B.3 The school uses its mission statement, goals, and objectives to guide institutional planning, resource 
allocation, and decision making.

1B.4 The school takes steps annually to acquaint the entire school community with its goals and objectives 
and with their significance to the purpose of the school.

Component 1C

The school’s educational objectives clearly articulate, in concise, specific, and measurable terms, what the 
school intends to achieve. Thus, its objectives provide meaningful data for evaluating whether the school’s 
activities and outcomes are consistent with its mission statement and whether the school has achieved its goals.

TYPICAL INDICATORS:

1C.1 The school’s educational objectives cover all facets of the school’s programs and activities.

1C.2 The school matches major features of its current programs to its stated objectives. 

1C.3 The objectives reflect the school’s actual activities and capacities.

1C.4 The school’s achievements essentially correspond with its stated objectives. 

1C.5 The stated objectives are specific enough for the school to achieve.

1C.6 The school states the objectives simply so as to be comprehensible by the administration, faculty, 
and students.

1C.7 The school presents evidence that the school community accepts the school’s stated objectives.
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Component 1D

The school communicates its mission statement, goals, and objectives to its constituency and the academy.

TYPICAL INDICATORS:

1D.1 The school publicizes its goals and objectives in print and electronic media, such as regularly updated 
school catalogues, brochures, and websites.

1D.2 The school ensures that students and its constituency can easily access communication regarding its 
mission statement, goals, and objectives.

STANDARD TWO: EDUCATIONAL PROGRAMS

The school accomplishes its purpose through its educational programs. The school carefully develops, reviews, 
and updates its programs with reference to its scriptural mandate; its mission; the needs of its students, 
constituency, and society; and its resources. Educational programs include the academic curriculum, 
instructional processes, practical ministry, and spiritual and social development issues. They also include 
any programs or activities that the school sponsors off campus or in nontraditional modes. The school strives 
to attain the highest possible quality in all of its educational programs, as evidenced by student outcomes. 

Component 2A

The educational programs and delivery systems clearly relate to the school’s mission statement, goals, and 
objectives. The school demonstrates this relationship in its admission policies, curriculum content, delivery 
systems, and graduation requirements.

TYPICAL INDICATORS:

2A.1 The school designs programs with the appropriate sequence of courses and teaching methodologies to 
achieve its objectives. The school adheres to its defined curriculum and course prerequisites in practice.

2A.2 Educational programs reflect a balance of Bible, theology, practical ministry, missions, and general 
education courses.9

2A.3 Undergraduate programs include general education courses applicable to the development of ministry 
and social-engagement skills.

2A.4 The school offers educational experiences that provide opportunities for all students to develop and 
demonstrate competence in communication and ministry skills.

2A.5 Specialized programs train students for a specific field of ministry. The school designs these programs to 
enable graduates to demonstrate competence and effectiveness in specialized areas of ministry (e.g., children’s 
ministry, missions, counseling).

2A.6 Faculty and staff make appropriate provision for the curricular and physical challenges faced by students 
with special needs.10

9 APTEA recognizes the necessity for exceptions to this curriculum structure for specialized ministerial 
training programs such as church planting schools, missions training institutes, and Christian universities.
10 Students with special needs include those with limited ability in the language of instruction and students 
with certified disabilities.
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2A.7 Schools publish program requirements and make them available to students and applicants. 
Such publications detail all school rules, policies, and regulations relative to completion of the school’s 
programs of study.

2A.8 The school develops, approves, and administers all programs and chosen delivery systems whether 
traditional or nontraditional.

2A.9 The school evaluates the effectiveness of its educational programs at stated intervals. The school conducts 
a comprehensive evaluation, part of the review of its academic master plan, through feedback from students, 
faculty, alumni, sponsoring organizations, and other stakeholders and with an openness to creativity and 
innovation.

Component 2B

The school designs its curriculum to achieve its mission and goals, including the development of Pentecostal 
ministers. The school meets the semester unit requirements (or their equivalent) appropriate to the degree 
programs it offers.

TYPICAL INDICATORS:

2B.1 Clear and precise objectives guide each instructional program of the school.

2B.2 Educational programs adhere to standard requirements for classroom contact hours. Schools that 
calculate units on a basis other than the traditional residential semester or quarter system must show 
mathematical equivalency in terms of minutes of guided instruction. This includes all schools utilizing an 
alternative delivery system. Courses requiring interpretation may necessitate additional instruction time. 
The school should also designate adequate study time.

2B.2.1 Bachelor programs require at least 128 semester units (141–144 credit hours in the quarter 
system). Academic majors require a minimum of 30 semester units. Academic minors require a 
minimum of 15 semester units. The bachelor’s curriculum should include Bible, theology, practical 
ministry, general education, and missions. 

2B.2.2 Master of Arts (MA) programs or their equivalent may vary according to regional requirements 
but require at least 36 semester units. Academic majors require a minimum of 18 semester units.

2B.2.3 Master of Divinity (MDiv) programs require 96 semester units. Students holding a first degree with 
an undergraduate major, or its equivalent, in a theological discipline may be given advanced standing up to 
24 semester units at the discretion of the school. MA credits that the school deems equivalent to the MDiv 
program may also be applied at the discretion of the school. Students holding only a first degree with an 
undergraduate major in a non-theological discipline are required to complete the full 96 semester units.

2B.3 The school subjects its curriculum to critical examination and reevaluation at stated intervals. Those 
schools offering multiple programs regularly update their educational master plan.

2B.4 Faculty members prepare a syllabus for each course, including a bibliography of resources accessible to 
the students.

2B.5 The school clearly designates responsibility for curriculum design and implementation with established 
channels of communication and control. Faculty play a major role in the design of instructional programs.
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Component 2C

The school seeks to admit those fitted by spiritual experience, Christian character, academic qualification, 
and aptitude for ministry education at the school’s level of study. 

TYPICAL INDICATORS:

2C.1 The school employs appropriate application forms and procedures for student admission. The admissions 
office uses appropriate means to verify an applicant’s character, experience, and aptitude for Christian 
ministry. The school admits applicants in keeping with the policies of the school’s sponsoring bodies.

2C.2 The school has a stated policy regarding transfer of credit. Normally, credits transferred from diploma 
programs into degree programs should be provisionally accepted; if accepted, they should be credited at less 
than their face value. For example, a school should not transfer more than two years' credit from a three-year 
diploma program into a more advanced program unless the school can determine that the diploma-level 
program was taught on the same instructional level as the advanced program to which it is being applied. 
The school accepts credits from non-accredited schools on the basis of validation by examinations, a period 
of probationary study, or other appropriate indicators of academic equivalency.

2C.3 The school may accept applicants of mature entry, provided this action is consistent with nationally 
defined higher education practices.

2C.4 Student entrance requirements (academic prerequisites) conform to the following guidelines:

2C.4.1 College/university level: Admission to a bachelor’s degree program requires completion of 
secondary school (normally twelve years of education, primary and secondary); a secondary level 
diploma; or the equivalent. Admissions policies and practices must adhere to national higher 
education standards.

2C.4.2 Graduate/seminary level: Admission to a master’s or graduate degree program requires the 
completion of a bachelor’s (first) degree, or its equivalent, and other stated prerequisites.

Component 2D

The school includes field ministry training as a fundamental and relevant part of its total training program.

TYPICAL INDICATORS:

2D.1 The educational program includes adequate credit or noncredit field ministry training planned according 
to the developmental levels of the students.

2D.2 Field ministry training courses and assignments include various aspects of Christian ministry relevant 
to the ministry training goals of the school and the spiritual development of the individual students.

2D.2.1 The school’s objectives for field ministry are clearly stated, adequately communicated to all 
concerned, and carefully implemented.

2D.2.2 Field ministry assignments take into account the ministry experience and developmental 
needs of the individual students.

2D.2.3 The school carefully evaluates student ministry skills and spiritual growth on a regular 
schedule. Evaluation criteria and methods reflect input from both school staff and supervisors at the 
field ministry location.
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Component 2E

The school provides clear, accurate, and helpful information in printed or electronic form about its programs, 
course offerings, and various options to help students attain their educational goals and meet the school’s 
requirements.

TYPICAL INDICATORS:

2E.1 Published documents such as catalogues, bulletins, and handbooks contain precise, accurate, and 
current statements of policies and procedures. These include requirements for admission and graduation, 
grading policies, descriptions of educational programs, and current course offerings. The school makes these 
documents available to students and the interested public.

2E.2 The school can verify all statements in its promotional publications and non-print media, particularly its 
claims regarding the academic excellence of the school’s program and the ministries of its graduates.

2E.3 The school clearly states the financial obligations and requirements of students, including accurate 
information regarding financial aid, tuition/fees, and refund policies. 

Component 2F

Course requirements, the evaluation of student learning or achievement, and the awarding of course credit 
follow the school’s stated criteria.

TYPICAL INDICATORS:

2F.1 The school publishes criteria for evaluating student performance, achievement, and grades that faculty 
and students can readily understand. Grading follows the specifications presented in the syllabi and does not 
require additional work or payment by students.

2F.2 The school has implemented a grade appeal process whereby a student can appeal a grade that he or she 
considers inaccurate or unfair.

2F.3 Each course syllabus specifies the minimum number of required textbooks for the course (at least one 
academic textbook per bachelor’s level course) and may stipulate a minimum number of pages of required 
reading for successful completion of the course. 

2F.4 Each course syllabus includes the following elements: course title; name of the institution; course 
number; number of credit hours; term and year taught; time and place of meeting; name of instructor; course 
description; course objectives; required and supplemental instructional materials; academic requirements 
and policies; course evaluation and grading criteria; and course outline, including class schedule.

2F.5 Faculty members use a consistent, established institutional syllabus format for every course.

2F.6 The school maintains a file of all course syllabi in the academic office.

2F.7 Faculty members utilize varied methods of student assessment, such as subjective and objective 
examinations, written assignments and projects, and field-based or practical performance evaluations.

Component 2G

The school has an appropriate method for recording, maintaining, and safeguarding academic records.
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TYPICAL INDICATORS:

2G.1 The school maintains individual records for all students at its main campus. These records include 
grades; credits earned; and any certificates, diplomas, or degrees awarded. 

2G.2 The school posts credits on official school records and promptly notifies students of their grades 
following each term.

2G.3 The school maintains a duplicate set of all academic records in a secure off-campus (i.e., off-site) location.

2G.4 The school quickly furnishes transcripts when requested.

Component 2H

The school considers off-campus educational programs and courses, if offered, an integral part of the school. 
The goals and objectives of these programs, if stated separately, are consistent with those of the school. The 
school provides appropriate resources and controls to maintain quality at all of its off-site learning centers.

TYPICAL INDICATORS:

2H.1 Goals and objectives of off-campus programs and courses are consistent with those of the school. If such 
programs or courses differ in purpose or procedure from those offered on campus, the school can justify the 
differences and clarify their connection with the school’s mission.

2H.2 Requirements for off-campus programs and courses are qualitatively consistent with those in effect 
for the same or similar on-campus programs. The school requires comparable levels of student work and 
achievement for course credit.

2H.3 The school approves and administers off-campus programs and courses under established school policies 
and procedures. An administrator who is part of the school’s organization supervises these programs.

2H.4 To assure quality in off-campus programs and courses, on-campus administrators and faculty have 
appropriate involvement in the planning, approval, and ongoing evaluation of these programs and courses 
and in the selection and evaluation of instructors.

2H.5 Qualifications of instructors in off-campus programs and courses are equivalent to those for on-campus 
instructors. APTEA recommends that regular faculty of the school teach at least 50 percent of courses offered 
off campus.

2H.6 The school describes its off-campus programs in appropriate catalogues, brochures, announcements, 
and other promotional materials and clearly indicates any exceptions to on- campus conditions in off-campus 
program documents. The school bases credit awarded for participation in off-campus programs on the same 
standards required for on-campus courses. 

Component 2I

Instruction is characterized by contextualization of the content, learning resources, and instructional 
methodology.

TYPICAL INDICATORS:

2I.1 Faculty members utilize contextualized learning resources appropriate to the academic level of study 
when available.

2I.2 Instructors apply course content to local ministry context.



252 |  Bible School Leadership Manual

2I.3 Faculty members utilize instructional methodology relevant to students’ prior educational experiences 
and future expectations.

2I.4 Course syllabi include evidence of contextualization.

Component 2J

The school has developed and systematically reviews an educational master plan.

TYPICAL INDICATORS:

2J.1 The school has developed a written educational master plan, which it makes available to the board, 
administrators, and faculty.

2J.2 The educational master plan describes each academic program, identifies its relationship to the school’s 
mission and other academic programs, and prescribes a strategy for overall academic improvement. The 
strategy reflects an openness to creativity and innovation in the school’s delivery systems.

2J.3 The board, administrators, and faculty systematically review the educational master plan. Schools may 
choose to have administrators and the board evaluate the master plan one year and administrators and 
faculty evaluate it the next.

STANDARD THREE: FACULTY AND STAFF

The people involved in all phases of the day-to-day operation of the school exert a strong influence on its 
product and that product’s ultimate value to its constituency. The school therefore seeks to engage and 
maintain a faculty and staff composed of people most likely to accomplish its mission and goals. Staff includes 
all employed personnel, both salaried and nonsalaried.

Component 3A

Faculty, staff, and administrators are qualified by calling, training, experience, and ongoing personal and 
professional development to achieve and promote the mission of the school.

TYPICAL INDICATORS:

3A.1 Criteria for faculty selection, both full-time and part-time, are clearly stated, publicly displayed, and 
directly related to the school’s program, goals, and objectives.

3A.1.1 The school selects and retains faculty members based on their Christian character, teaching 
effectiveness, academic qualification, and relevant ministry experience.

3A.1.2 Faculty members have attained at least one level of training above the level they teach. 
Occasionally the school may accept high levels of demonstrated competence or experience in the field 
in lieu of advanced training.

3A.1.3 Faculty members hold academic credentials appropriate for the courses they teach. They have 
earned degrees or other academic awards from recognized and accredited schools.

3A.1.4 Faculty members primarily teach only in those areas in which they have academic and 
experiential expertise: academic expertise is demonstrated by at least a graduate minor.
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3A.1.5 The school provides evidence that it seeks to recruit and develop local and national personnel to 
serve in faculty and administrative roles.

3A.2 The school clearly states its criteria for the selection of administrators and support staff in writing. The 
selection criteria closely relate to the duties and responsibilities of the assignment and to institutional and 
program goals and objectives.

3A.3 The school clearly states its criteria for continued employment, including a comprehensive personal and 
professional evaluation process.

Component 3B

The school offers an effective faculty development program, and the faculty participates in its design and 
activities.

TYPICAL INDICATORS:

3B.1 The school provides a written plan for ongoing annual faculty development and enrichment and regularly 
implements the program.

3B.1.1 The school offers faculty enrichment activities at stated intervals.

3B.1.2 The school participates in the faculty development activities provided through the APTEA 
regional training network. At least 75 percent of the school’s full-time faculty members have been 
certified by the APTEA Faculty Enrichment and Certification Commission or equivalent programs or 
are actively pursuing such certification.

3B.1.3 The school regularly evaluates the professional training of its faculty and makes recommendations 
to its board annually regarding further faculty training consistent with its mission statement. The school 
actively seeks appropriate financial assistance for those faculty members selected for further study.

3B.1.4 The school encourages and facilitates an appropriate level of faculty involvement in research, 
writing, and field ministry. The faculty manual/handbook clearly states the school’s policies related to 
research, writing/publication, and field ministry.

Component 3C

The school maintains a core of full-time faculty whose primary professional responsibility is to the school.11

TYPICAL INDICATORS:

3C.1 In general, the core of full-time faculty, including administrators, teaches at least 50 percent of course 
units offered.

3C.2 The school and faculty adhere to the school’s published statement of responsibilities for both full- and 
part-time faculty.

Component 3D

The faculty and staff are sufficient in number and diversity of preparation and background to provide effective 
instruction and support services for the programs offered, while also participating in educational planning, 
policy making, curriculum development, instructional design, and student mentoring.

11 Contextual realities or national church policies may make the fulfillment of this component impossible in 
certain locales.
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TYPICAL INDICATORS:

3D.1 The school provides evidence that the faculty-student ratio ensures quality education. 

3D.2 Full- and part-time faculty and visiting teachers all have sufficient practical and educational backgrounds 
in assigned areas of instruction.

3D.3 While adhering closely to its mission statement, the school demonstrates a priority to secure faculty that 
represent diversity of ministry and background.

3D.4 The school promotes academic, experiential, gender, and ethnic diversity within the faculty, encouraging 
each faculty member to contribute uniquely to the accomplishment of the school’s mission.

3D.5 The school provides a written policy and program regarding faculty/student mentor relationship and 
provides evidence of its implementation.

Component 3E

The school publishes its institutional policies regarding faculty responsibilities, rights, and limitations and 
makes them readily available to the faculty.

TYPICAL INDICATORS:

3E.1 The school clearly states and publishes any beliefs and practices that shape the definition of academic 
freedom as understood by the school and clarifies the responsibilities of the faculty regarding those practices.

3E.2 The school clearly states and publishes policies governing faculty employment, salary, benefits, course 
load, and other responsibilities, formalizing these policies in contracts issued to faculty. The faculty manual/
handbook clearly delineates policies related to release time and reduction of course load for those faculty 
members involved in administration, research, writing, and further studies.

3E.3 The school follows systematic processes for the development and approval of faculty policies and includes 
these policies in a faculty manual/handbook.

3E.4 The school publishes an appropriate system of due process for handling grievances, discipline, and 
dismissal actions and makes this information available to all faculty and staff.

3E.5 The school publishes its expectations of faculty regarding availability to students, office hours, class 
preparation time, and availability to serve on various school committees and other potential assignments in 
its faculty manual/handbook.

STANDARD FOUR: STUDENT DEVELOPMENT AND 
SERVICES

Much student development and learning takes place outside the classroom. This includes the informal 
activities and services offered on campus, as well as those under school sponsorship off campus. These 
activities reflect the school’s mission and goals and promote positive development of the student as a whole 
person. Student services include all nonacademic programs and services of the school that demonstrate a 
concern for the full and appropriate development of the student. This development maximizes the student’s 
spiritual, social, and intellectual potential in light of his or her needs, interests, and capabilities. The particular 
services offered depend on the school’s mission, characteristics of its student body, and availability of campus 
housing facilities.
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Component 4A

The school has established appropriate procedures for determining the need for student services and involving 
staff and students in developing, implementing, and evaluating those services. The school accurately 
communicates the student services available through the catalogue, student handbook, or other means.

TYPICAL INDICATORS:

4A.1 The school systematically collects and evaluates relevant data on the need for student services.

4A.2 The school designs methods of assessment to determine the need for additional student services and the 
cultural relevance of the services offered.

Component 4B

The school’s student-development programs and services support its mission and goals. The 
comprehensiveness of these services reflects the diversity of its student body and the needs of both its resident 
and nonresident students.

TYPICAL INDICATORS:

4B.1 The school offers programs designed to cultivate Christian character, spiritual maturity, the gifts of its 
students, and interpersonal relationships.

4B.1.1 The school places high priority on the quality of the spiritual life of the individual student and 
of the school as a whole.

4B.1.2 The school encourages the spiritual growth of its students through chapel services, personal 
devotions, special events, individual guidance, mentoring, and other activities.

4B.1.3 The school actively promotes the students’ experience of and development in Christian 
community and the Spirit-filled and Spirit-empowered life.

4B.2 The school provides student services for student orientation, counseling, practical ministry training, 
and discipline. It may also offer other services such as housing, food services, student health services, sports, 
recreation, campus store, and support for the development of special interests, as the school may deem 
appropriate and affordable. 

Component 4C

The school coordinates and administers student services in a unified manner. Administrators, counselors, 
and support staff have appropriate training or experience and are committed to the school’s mission.

TYPICAL INDICATORS:

4C.1 The school appoints a qualified member of the staff to oversee the operation of each service provided, 
clearly defines the duties of the position in writing, and delegates authority commensurate with the 
responsibility.

4C.2 The school facilitates the development of the student services staff.
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STANDARD FIVE: LEARNING RESOURCES

Learning resources may include the library; other collections of materials that support teaching and 
learning; information and communication technology equipment, such as computers connected to the 
Internet; student study areas; and other informational media. All instructional resources exist to support 
the educational program and thereby accomplish the school’s mission and goals. Policies regarding learning 
resources express the educational philosophy of the school they serve and adhere to its purpose. Various 
patterns of organization, administration, acquisition, storage, and distribution of learning resources may be 
equally valid in schools with diverse personnel, physical facilities, and levels of financial support.

Component 5A

The school provides up-to-date learning resources sufficient in quantity, quality, and diversity to support its 
instructional programs and the needs of its students.

TYPICAL INDICATORS:

5A.1 The school’s library holdings support its academic programs and course offerings with a diverse, relevant, 
current, extensive, and scholarly authoritative collection.

5A.2 The school maintains an advanced level of resource materials and equipment, including computer labs, 
and demonstrates consistent student use of such resources.

5A.3 Budget allocations for learning resources acquisition represent a fixed percentage of the school’s 
budget and adequately support the procurement of learning resources in keeping with the needs of the 
instructional programs.

5A.4 The school properly maintains learning resource equipment and makes it readily accessible to faculty 
and students.

5A.5 A school utilizing an alternative delivery system ensures adequate access to required learning resources 
through interlibrary loan agreements, access to online library holdings, or other creative means.

Component 5B

The school has established procedures for the selection and ongoing evaluation of learning resource materials.

TYPICAL INDICATORS:

5B.1 The administration, faculty, learning resources staff, and (where appropriate) students participate in the 
selection and evaluation of learning resource materials.

5B.2 The school makes its written policy on selecting learning resources available to the faculty.

5B.3 Learning resources staff systematically and periodically review materials for obsolescence and irrelevance 
and replace or remove them when so determined. 

Component 5C

Learning resources staff maintain organized, readily available resource materials and equipment, which 
faculty and students use on a consistent basis.
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TYPICAL INDICATORS:

5C.1 Learning resources staff clearly describe the organization of the holdings and allow for easy retrieval by 
faculty and students. The staff professionally catalogue such holdings and make the catalogue available in an 
electronically searchable database. Library hours provide convenient access to collections.

5C.2 The school houses its library holdings in clean, dry, and secure facilities. Learning resources staff ensure 
that no materials leave the room in which they are housed except as provided for in written library policy.

5C.3 Learning resources staff work with faculty to encourage effective use of the full range of learning 
resources by students. Instructional methods and course requirements stipulated in all syllabi encourage the 
use of the library collection and other learning resources.

5C.4 Learning resources staff provide administration with a detailed report at the end of each term or block 
on library usage and circulation statistics.

5C.5 The school strives to provide modern resources to enhance classroom instruction. 5C.6 The school trains 
faculty in the use of learning resources that enhance classroom instruction, including digital and overhead 
projectors. This training comprises part of a comprehensive faculty enrichment and development program.

Component 5D

The school employs an appropriately trained staff to assist users of learning resources.

TYPICAL INDICATORS:

5D.1 The school maintains a learning resources staff sufficient in number and expertise to provide the 
needed services.

5D.2 Appropriately trained personnel staff the learning resource facilities whenever they are open.

5D.3 The school demonstrates commitment to the training and development of the learning resources staff.

Component 5E

The school clearly states the organizational relationships and responsibilities of learning resources personnel 
in school and learning resources documents.

TYPICAL INDICATORS:

5E.1 The school clearly defines in writing the responsibilities and lines of relationship of learning resources staff.

Component 5F

The school demonstrates adequate security to prevent or minimize loss of its learning resources materials.

TYPICAL INDICATORS:

5F.1 Learning resources staff assign a permanent institutional identification to all learning resources.

5F.2 Learning resources staff lock the library facility when it is closed to users.

5F.3 All users, including students, faculty, and staff, must check out learning resource materials before 
removing them from the library.

5F.4 Learning resources staff catalogue library holdings in an electronic database designed for library usage.



258 |  Bible School Leadership Manual

5F.5 Learning resources staff inventory the collection at specified intervals, not less than once per school year, 
and forward a written report of any missing materials to the school’s administration. The administration 
aggressively pursues recovery of such materials and, when necessary, considers improved security procedures, 
such as prohibiting backpacks or briefcases in the library or requiring the checking of same for all users as 
they exit the premises.

STANDARD SIX: GOVERNANCE AND ADMINISTRATION

Governance and administration refer to the various controlling bodies and individual officers of the school, 
their relationships, organizational responsibilities, and job descriptions. These bodies operate by established 
procedures designed to facilitate the fulfillment of the school’s mission and goals. Those leading these bodies 
exhibit a spirit of servanthood and a commitment to Pentecostal values, distinctions, and practices.

Component 6A

The controlling bodies and officers of the school govern in a manner consistent with the school’s mission 
statement and goals. The governing bodies and administrators have established conditions and procedures 
by which the school can fulfill its mission and goals, substantially accomplish them, and expect to 
continue to do so.

TYPICAL INDICATORS:

6A.1 The governing board and administration have clearly stated, adequately communicated, and effectively 
implemented policies and procedures for realizing the school’s mission and goals at all levels and through all 
segments of the organization.

6A.2 Policies and procedures give evidence that the governing board and administration base their decision 
making on the institutional mission statement and goals.

6A.3 The board and administration evaluate whether policies and procedures further the accomplishment of 
the school’s mission and goals.

6A.4 The relationships of those involved in the school’s leadership demonstrate an atmosphere of goodwill 
and servanthood characteristic of Christ’s mission for His church. 

Component 6B

The school has a governing body, such as a board of directors, entrusted with full legal responsibility for the 
school. The composition of the board aligns with the requirements of the school’s constitution and is normally 
characterized by diversity. The board members demonstrate commitment to the fulfillment of the school’s 
mission and goals by sending students to the school and systematically supporting the school financially. If 
the legally responsible body differs from the board, specific policies exist to define the relationship between, 
and prerogatives of, the various governing bodies. The board develops, and serves as guardian of, the 
school’s constitution and bylaws, memorandum of association, or whatever legal documents authorize the 
establishment and governance of the school. The board exercises ultimate authority in guiding and advancing 
the school in harmony with its stated mission and goals.
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TYPICAL INDICATORS:

6B.1 The board is of sufficient size and diversity to reflect the interests of the constituency and to act on 
behalf of the school. Diversity in this context refers to profession, gender, ethnicity, and where appropriate, 
denomination. The school’s constitution and bylaws specify the terms of service of the board members, which 
are arranged so that not all terms expire simultaneously.

6B.2 The board of directors has carefully developed and duly adopted legal documents authorizing the 
establishment of the school, and where appropriate, has legally filed or registered these documents. The 
board keeps the documents in their possession and updates and uses them to guide executive action and 
policy setting.

6B.3 The board has a clear understanding of its authority, responsibilities, and duties as defined in the school’s 
legal documents. The board seeks to exercise its responsibilities and duties in a manner consistent with the 
principles of the sponsoring body (or bodies). It also seeks to guide and advance the school in a manner 
consistent with its mission and goals. The board exercises its authority only when it meets as a whole, not as 
individual members, except when the board specifically delegates its authority to a committee.

6B.4 The board makes clear differentiation between its policy-making function and the executive 
responsibilities of the administration.

6B.5 The constitution and bylaws clearly specify the role and relationship of the director/principal (or chief 
executive officer by any other title) to the board as an ex officio member with voting rights. Normally, this 
individual is the only member of the school administration or faculty to sit permanently on the board.

6B.6 The board meets frequently enough and schedules sufficient time to fully discharge its responsibilities. 
In such cases where a board can meet only annually, it appoints an executive committee to act on its behalf 
between scheduled meetings.

6B.7 The board keeps accurate official minutes of all meetings and promptly makes the minutes available to 
all members of the board and to other persons as specified by the constitution and bylaws.

6B.8 Board members normally attend all regular and specially called meetings. The constitution and bylaws 
clearly state the method for replacing inactive board members. 

Component 6C

The administrative organizational structure and the experience and skills of the administrators are 
adequate to provide for effective leadership and management and ensure accomplishment of the school’s 
mission and goals.

TYPICAL INDICATORS:

6C.1 The constitution and bylaws clearly outline the organizational structure, which the board of directors 
facilitates by the appointment of administrators and committees as is appropriate to the size and complexity 
of the school and its programs.

6C.2 The director/principal (or chief executive officer) is responsible for guidance, coordination, and general 
management of all areas of the school, within limits clearly defined by the school’s bylaws.

6C.3 The constitution and bylaws clearly define job descriptions for administrators and faculty, which they 
perform as stated.

6C.4 Administrators have the spiritual maturity, ministry experience, advanced education, leadership 
skills, and commitment to the local church needed to provide good management in their various areas 



260 |  Bible School Leadership Manual

of responsibility, thus fulfilling the mandate of the sponsoring bodies as reflected in the statements of 
mission and goals.

6C.5 Effective teamwork and dissemination of policy decisions and administrative information occur at all 
levels of the school.

6C.6 In rare cases, satisfactory resolution of grievances or other issues by faculty, staff, and students may not 
be adequately addressed or resolved through normal administrative channels and may require attention by 
the board of directors. Faculty, staff, and student manuals/handbooks state the process by which grievances 
shall be resolved.

STANDARD SEVEN: PHYSICAL RESOURCES

The school’s physical resources, whether owned, rented or shared with another entity, constitute the primary 
environment for instruction and student development. The board and administrators give priority to 
maximizing the effective use of these resources. Institutional policy guides proper stewardship of resources 
in accordance with the school’s mission and goals. The physical resources include land, buildings, and 
equipment. The school allocates appropriate space for its varied activities and efficiently uses and maintains 
its resources.12 

Component 7A

The school provides, arranges, maintains, and manages physical resources, especially instructional facilities, 
both on and off campus, to enable the school to adequately fulfill its mission and goals.

TYPICAL INDICATORS:

7A.1 The school assigns and arranges space to best fit the various functions and programs of the school and 
the learning requirements of the students.

7A.2 The school keeps the facilities and grounds clean and in good repair; conducts maintenance in a 
systematic, planned fashion; adequately staffs plant operation and maintenance functions; and supports 
these endeavors through budgetary allocations.

7A.3 The school makes appropriate provision for safety, security, health, and insurance in regard to the 
physical facilities.

Component 7B

The school provides adequate equipment and maintains it properly.

TYPICAL INDICATORS:

7B.1 The school makes equipment purchases appropriate to, and commensurate with, the needs of the school 
and the overall budget.

12 Some schools may offer theological education online or by some other means, requiring flexibility in the 
evaluation of physical resources. As in all other matters related to accreditation, APTEA evaluates physical 
resources in relationship to the school’s mission. Standard 7 should not in any way be construed to exclude 
those schools that do not make use of physical resources in ways typical to more formal schools.
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7B.2 The school maintains equipment on a regular basis and gives attention to the safety and health aspects 
of its operation and maintenance.

7B.3 The school maintains an adequate inventory control, plans for periodic replacement of institutional 
equipment, and budgets according to its priorities.

7B.4 The school reports any major inventory discrepancy or loss at the next scheduled meeting of the board 
or its executive committee.

Component 7C

The school bases the design, development, and use of its physical resources on its educational programs and 
engages in comprehensive planning in regard to its physical resources.

TYPICAL INDICATORS:

7C.1 The school has a periodically reviewed master plan for campus development and use consistent with the 
school’s mission and goals.

7C.2 The board appropriately involves the administration, faculty, staff, students, and other concerned bodies 
in planning and designing facilities.

7C.3 The school designs future facilities to accommodate the academic and support services offered by the 
school in accordance with its mission and goals.

STANDARD EIGHT: FINANCIAL RESOURCES

A sound financial operation is essential for the long-term continuity of a school. The allocation of financial 
resources reveals a school’s operational priorities and determines its overall effectiveness. A school must give 
consideration to the stability and range of sources of income and to the efficient planning and management 
of those financial resources according to its mission and goals.

The board and sponsoring bodies of the school assume appropriate responsibility for the funding of the 
school. The financial resources of schools vary widely. Even so, a school can offer quality education with 
limited resources if it designs its programs realistically. 

Component 8A

The school exhibits sound financial management based on a systematic planning process that facilitates its 
mission and goals and involves participation by all segments of the school.

TYPICAL INDICATORS:

8A.1 The sponsoring organization(s) gives the school appropriate oversight of budget and planning matters, 
in accordance with stated procedures and priorities.

8A.2 The finances, assets, and liabilities of the school are under the jurisdiction of the sponsoring 
body or bodies.

8A.3 The board makes provision for an institutional budget and approves a proposed budget before the 
beginning of each fiscal year. The board or its executive committee reviews budgetary performance at least 
once per year. The board also makes provision for departments, where applicable, to submit budgets.
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8A.4 The school practices the highest ethical principles in all business matters so that the school maintains a 
positive testimony in the business community.

8A.4.1 The school meets financial obligations promptly, honors contracts and agreements, and 
maintains good credit.

8A.4.2 The solicitation of funds is characterized by accurate representation of the school. The school 
uses gifts and donations strictly in accordance with the purposes for which they are given.

8A.5 Financial planning also takes into account student enrollment and services, staff compensation and 
benefits, equipment acquisition and maintenance, facility development and maintenance, learning resources 
and maintenance, and long-range projections.

Component 8B

The financial management of the school includes sound budgeting, fiscal control, proper record keeping, and 
accurate financial reporting.

TYPICAL INDICATORS:

8B.1 Management of financial resources adheres to appropriate standards for budgeting and accounting; 
such management includes sufficient flexibility to meet contingencies. The school implements adequate 
safeguards for the receiving and expending of funds and provides accurate and regular financial reports for 
administrative decision making.

8B.2 The school establishes clearly defined procedures and lines of authority for financial administration. 
The school provides financial personnel with written job descriptions that include the requirements of full 
accountability and the maintenance of adequate financial records.

8B.3 The school presents clear and accurate financial reports to the board at stated intervals and makes 
provision for annual audits.

8B.4 A certified auditor conducts an annual external audit and forwards the audit report to the 
administrators and board.

8B.5 The school makes purchases only when sufficient funds exist within the designated line item on the 
annual budget.

Component 8C

Projected financial resources are sufficient to support the school’s mission and goals, maintain the quality of 
programs and services, and serve the number of students enrolled. 

TYPICAL INDICATORS:

8C.1 The school can fulfill the financial obligations of its current and advertised future educational programs.

8C.2 The school seeks to develop a broad base of locally generated financial support for its operational budget 
in order to promote its stability, continuing solvency, and responsiveness to local training needs. The school 
does not depend primarily on foreign funding for its day- to-day operational budget. Where such dependency 
exists, local funding either continues to increase while foreign funding levels off, or locally generated funding 
systematically replaces foreign funding.

8C.3 Projections for expanding educational programs and facilities are consistent with the school’s 
projected revenue.
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8C.4 The board oversees, and takes an active role in, the securing of institutional finances.

Component 8D

The board authorizes and actively supports operational and capital development funding.

TYPICAL INDICATORS:

8D.1 The sponsoring bodies allocate a fixed percentage of their annual budget to the operational expenses of 
the school.

8D.2 When the board authorizes a program involving major funding, board members lead the way in giving 
personally and/or in securing the financial support of churches, organizations, and friends of the school.

8D.3 The board encourages faculty, staff, students, and alumni to participate in major funding campaigns.

8D.4 The board accounts for funds raised for capital projects or other special purposes and uses such funds 
strictly for their intended purpose.

STANDARD NINE: STUDENT OUTCOMES

A school has validity only to the extent that the lives and ministries of its graduates fulfill its stated mission 
and goals and function adequately in the roles for which the school claims to have trained them. Graduates 
exhibit a positive attitude toward the spiritual growth they experienced and the preparation for ministry they 
received at the school. Graduates also become servant leaders in their communities and sources of moral 
influence in the societies in which they live and minister.

Component 9A

The school views its training relationship with students as continuing beyond graduation and regularly 
evaluates student outcomes. Alumni demonstrate spiritual maturity and effectiveness in ministry by 
contributing to church growth and development within their respective areas of training.

TYPICAL INDICATORS:

9A.1 The school remains in contact with alumni through their participation in major campus events, 
seminars, and joint participation in the ministries of the church.

9A.2 The school employs surveys and other means of both qualitative and quantitative data-gathering to 
determine the number of alumni active in various areas of Christian service.

9A.2.1 The school uses information from such research efforts to evaluate its effectiveness in fulfilling 
its stated mission and goals.

9A.2.2 A high proportion of graduates actually enter and remain in the ministry roles for which they 
were trained. Those alumni who do not enter full-time ministry play a significant role in local churches 
and in society.

9A.2.3 Churches, other ministry institutions, and their leaders consider alumni well qualified for their 
ministry functions.
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Component 9B

Alumni actively contribute to the quality of the society in which they serve in ministry.

TYPICAL INDICATORS:

9B.1 Alumni serve as advocates for moral values at the local levels of government, education, and justice and 
in other areas of societal function.

9B.2 Alumni provide positive influence through teaching, workshops, and other interventions in the areas of 
marriage and family living, HIV/AIDS awareness, and promotion of human rights in their local areas.

9B.3 Alumni organize outreach ministries that positively impact society, such as hospital and prison 
ministries.

9B.4 Alumni demonstrate the ability to speak to societal issues from a biblical and compassionate perspective.

Component 9C

Both graduates of the school and church leaders express a high degree of satisfaction with the ministry 
training provided.

TYPICAL INDICATORS:

9C.1 Periodic surveys of graduates indicate a high degree of satisfaction with the ministry training 
they received.

9C.2 Church and other ministry organizations, along with their leaders, express satisfaction with the ministry 
training the school provided.

9C.3 Alumni demonstrate their satisfaction with the school through financial support, student recruitment, 
and promotion of the school’s relationship to the local church.

Component 9D

An alumni program provides for continuing identification with and support of the school.

TYPICAL INDICATORS:

9D.1 The school assigns a qualified member of the staff to maintain an updated alumni contact list.

9D.2 The school holds annual meetings for the alumni.

9D.3 The school offers continuing educational opportunities to the alumni.

STANDARD TEN: RELATIONSHIPS WITH CHURCHES

If a school is to fulfill its mission and goals, it must maintain a positive relationship with the churches it 
serves. The administrators, faculty, staff, and students all demonstrate the validity of the school’s training 
ministry to its sponsoring church bodies. The participation of students, alumni, and staff in church life fosters 
a positive relationship with the churches it serves, in addition to the formal public-relations activities of the 
board, administration, and faculty. Participation by the church in events held on campus also demonstrates 
a favorable relationship between the school and the church. By making appropriate educational programs 
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available to churches, the school broadens its capacity to fulfill its mission and engenders good relationships 
with its sponsoring bodies.

Component 10A

The school actively endeavors to cultivate and maintain positive relationships with its sponsoring 
organizations, alumni, and various constituent bodies.

TYPICAL INDICATORS:

10A.1 The school sees itself as an extension of the churches it serves, respecting their leaders and ministry 
programs and participating in the life of those churches insofar as is possible. 

10A.2 The school responds to the needs of the churches it serves, understanding that the environment in 
which it functions and the needs of its constituents continue to change. The school evaluates the effectiveness 
and accessibility of its delivery systems and demonstrates a willingness to change to accomplish its 
mission and goals.

10A.3 The school keeps the churches informed of its work and progress in order to encourage student 
enrollment and secure financial support.

10A.4 Board members, administrators, faculty, staff, students, and alumni express favorable attitudes toward 
the school and promote a positive image of the school among its constituencies.

10A.5 The school’s publicity materials present a clear, accurate, and positive description of the school.

10A.6 Where possible, the school offers noncredit seminars to serve members of the church community.

SEQUENCE OF STEPS LEADING TO APTEA 
ACCREDITATION

1. The school sends an inquiry to the chairperson of the Endorsement and Accreditation 
Commission (EAC). The chairperson may send an application and resource materials to the 
school or arrange for a visit to the school by an APTEA representative to provide orientation on 
the accreditation process and help the school determine the feasibility of pursuing accreditation.

2. The school chooses to pursue accreditation and sends a statement of intent to the EAC 
chairperson who provides the materials necessary to perform a self-study.

3. The school conducts a self-study in accordance with APTEA accreditation requirements, 
resulting in a self-study report. The school sends the report to the EAC chairperson.

4. The EAC evaluates the self-study report and may recommend changes. The EAC may also select 
outside readers to evaluate the self-study report, passing on observations to the site evaluators.

5. When the EAC accepts the self-study report, the chairperson works with the school to schedule a 
time for a site visit.

6. APTEA conducts a site-visit evaluation to assess the school’s compliance with APTEA standards.

7. The site-visit team compiles a report and sends it to the EAC chairperson. The EAC grants or denies 
accreditation or defines changes that the school must make before accreditation is granted. APTEA 
informs the applicant of the Commission’s decision and publishes the result on the APTEA website.
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GLOSSARY

Academic freedom: the right to examine and extend the range of human knowledge and experience in the 
light of God’s Word and the mission of the school.

Accreditation: the successful conclusion of a process in which member schools voluntarily submit to a 
thorough and rigorous internal and external examination of their mission and their capacity to accomplish it, 
as well as the quality of their services, operations, and requirements in accordance to internationally accepted 
standards for the academic levels of instruction offered. Furthermore, accreditation guarantees quality of 
education both internally and externally.

Bachelor’s degree: an academic degree conferred by a college or university upon those who successfully 
complete the undergraduate curriculum. In some contexts, a bachelor’s degree is referred to as a first degree.

Certificate: an official document affirming the successful completion of a course of study.

Component: a subpart of a standard that clarifies and further defines its meaning.

Constituency: the broad community served by, and supportive of, an educational institution. A school’s 
constituency may include local and national churches and other organizations, as well as the school’s board, 
faculty, staff, students, alumni, etc.

Delivery system: the schedule, instructional methods, and facilities used to deliver educational content to 
students in a given program of study.

Endorsement: the successful conclusion of a process in which member schools voluntarily submit to a 
thorough and rigorous internal and external examination of their mission and their capacity to accomplish 
it. The endorsement process does not so much define desired outcomes as aid the school in evaluating its 
effectiveness in producing its own desired outcomes for students.

Formal education: the process of educating and developing people in a school within a structured program.

Goals: general statements of educational intent.

Informal education: learning that takes place independently from school and involves everyday experiences 
that are “educationally unintentional.” When employers, peers, or others interpret or augment these real-life 
experiences, they constitute informal learning.13

Master’s degree: an academic degree conferred by a college or university upon those who successfully complete 
a prescribed program of study beyond the bachelor’s degree.

Mission: the reason for which the school exists; a statement that summarizes its task in terms of its mandate 
from Scripture and its constituency.

Non-formal education: intentional and systematic educational experiences, usually outside of a traditional 
academic setting, in which content, staff, facilities, etc., are adapted to the unique needs of the students. Non-
formal education typically focuses on practical training.

Objective: specific measurable statement of outcome.

Outcome: those attitudes and actions demonstrated by the students outside the school based on the education 
they received.

13 Russell J. Kleis, et al., “Toward a Contextual Definition of Non-Formal Education,” in Non-Formal Education: 
The Definitional Problem, Program of Studies in Non-Formal Education Discussion Papers 2 (East Lansing: 
Program of Studies in Non-Formal Education, Michigan State University, 1973), 4.
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Pentecostal: the doctrines, experiences, practices, and values related to the Holy Spirit as described in the 
Pentecostal and Charismatic movements.

Self-study: the process whereby an institution evaluates its compliance with a set of standards in a manner 
appropriate to its mission, goals, and objectives.

Site visit: a visit made to a school by a site-visit team appointed by the Endorsement and Accreditation 
Commission (EAC) for the purpose of evaluating the accuracy and completeness of the school’s self-study 
in regard to its application for APTEA accreditation. A site visit involves analysis of the school’s self-study 
report, interviews with school personnel, and preparation of recommendations to the EAC.

Staff: in a broad sense, all those employed by the school. The term may also refer more narrowly to those 
employed by the school in nonacademic roles.

Standards: the ten criteria adopted by APTEA that identify aspects of the school’s programs and operation 
that the school must evaluate in the process of completing a self-study. The degree of compliance with these 
criteria determines the outcome of the accreditation process.

Theological education: the study of the science of theology in conjunction with specialized training for 
Christian and biblical ministry incumbent for an educated and learned minister of the gospel.

Typical indicator: a specific way a school can demonstrate compliance with a component of a given standard of 
accreditation. A school may also use indicators other than the typical indicators listed in APTEA documents 
to demonstrate compliance with a standard.
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APPENDIX 12

Contents of the 
digital resource

This index lists all the items available as free editable files as of time of publication. More 
items are added to the digital resource periodically. You can download these resources at 
africaatts.org/resources.

Standard 1 – Mission, Goals, and Objectives
• Sample Mission and Vision Statements, Goals, Objectives, and Philosophy

 ◦ Ethiopia Assemblies of God Diploma Program
 ◦ Pan-Africa Theological Seminary
 ◦ East Africa School of Theology
 ◦ West Africa Advanced School of Theology

Standard 2 – Educational Programs
• Academic Records – OASIS
• Admission Requirements
• Application for Admission (B.A.)
• Application for Admission (M.A.)
• Application Packet & Forms

 ◦ Application Form
 ◦ Pastor’s Recommendation Form
 ◦ Recommendation from a Christian Friend
 ◦ Health Inventory Form

• Application Worksheet
• Catalog Components and Template
• Catalog (Full example from EAST)
• Course Descriptions
• Course Numbering System
• Course Sequences: Three- and Four-Year Programs
• Extension School Considerations
• Extension School Handbook Sample
• How to Convert Classroom Time into Credits
• Plagiarism Statements

Mission, Goals, 
and Objectives 1

Educational 
Programs 2

Faculty  
and Staff 3

Student 
Development 4

Learning 
Resources 5

School 
Administration 6

Physical 
Resources 7

Financial 
Resources 8

Student 
Outcomes 9

Relationship 
with Churches 10
Accreditation 

Standards 11
Digital 

Resource 12
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• Program Evaluation for Graduation Sample
• Registration Forms

 ◦ Registration Card
 ◦ Withdrawal from School Form
 ◦ Drop/Add Card
 ◦ Added Class Registration Card

• Syllabus Template
• Syllabi Examples

 ◦ B.A. Level, Semester Course
 ◦ B.A. Level, Block Course
 ◦ Diploma Level, Block Course

• Syllabus for Internship Program
• Textbook Selection and Usage
• Transcript Template
• Transfer Student Recommendation Form

Standard 3 – Faculty and Staff
• Faculty and Staff Code of Ethics
• Faculty Growth Plan
• Faculty Handbook Components
• Model Faculty Handbook 
• Faculty Self-Evaluation Form
• How to Conduct Faculty Development
• Job Descriptions

 ◦ Full-Time Faculty
 ◦ Adjunct Faculty
 ◦ Extension Program Coordinator
 ◦ Extension Program Faculty
 ◦ Extension Program Registrar

• Professional Development Topics
• Student Surveys of an Instructor and Course

Standard 4 – Student Development
• Chapel Ideas
• Internship Documents

 ◦ Pastor Preparation for Internship Guide
 ◦ Student Preparation for Internship Guide
 ◦ Student Record of Activity
 ◦ Pastoral Assessment of Internship Program
 ◦ Pastoral Assessment of Intern

• Job Descriptions
 ◦ Dean of Students
 ◦ Discipline Committee
 ◦ Internship Coordinator
 ◦ Music Director
 ◦ Spiritual Life Director/Campus Pastor
 ◦ Student Outreach Director
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• Promoting Spiritual Formation and Personal Growth
• Student Code of Conduct
• Student Council
• Student Handbook Components
• Student Handbook (Full example from ABC)
• Student Handbook (Model from APEO)
• Student Ministries Handbook
• Student Ministry Forms

 ◦ Student Ministry Opportunity Form
 ◦ Student Ministry Assignment Card
 ◦ Student Ministry Internship Application Card
 ◦ Student Ministry Internship Weekly Plan
 ◦ Student Ministry Internship Weekly Results
 ◦ Student Ministry Interest Survey

Standard 5 – Learning Resources
• Computer and Internet Use : School Policy Examples
• Computer Lab Maintenance Recommendations
• Library Job Descriptions

 ◦ Librarian
 ◦ Library Committee
 ◦ Circulation Librarian
 ◦ Technical Services Librarian
 ◦ Periodicals Librarian
 ◦ E-Resource Services Librarian
 ◦ Circulation Clerk
 ◦ Student Volunteers
 ◦ Volunteers
 ◦ Computer Lab Assistant

• How to Conduct a Library Inventory
• Library Management: Suggested Policies
• Library Policy and Procedures Manual Template
• Library User Policy for Faculty and Students Templates
• Web-based Research Resources

Standard 6 – Governance and Administration
• Administrative Responsibilities
• Bible School Organization Charts
• Board of Directors (Structure and Role)
• Constitution and Bylaws Model
• Job Descriptions

 ◦ Academic Dean
 ◦ Administrative Committee
 ◦ Chairman of the Board
 ◦ President
 ◦ Registrar

• Reflections on the work of a college president
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Standard 7 – Physical Resources
• Campus Development Guidelines
• Job Descriptions

 ◦ Bookstore Manager
 ◦ Cooks
 ◦ Kitchen Supervisor
 ◦ Manager of Construction
 ◦ Manager of Lands
 ◦ Manager of Maintenance
 ◦ Supervisor of Security
 ◦ Yard Workers

• Physical Resources Maintenance and Stewardship Policy
• School Facilities and Accreditation

Standard 8 – Financial Resources
• Sample Balance Sheet
• Sample Budget Guide
• Sample Budget Report
• Sample Chart of Accounts
• Job Description: Business Administrator
• Payment Request Form
• Petty Cash 

 ◦ Reconciliation Form
 ◦ Transaction Register
 ◦ Request Funds

Standard 9 – Student Outcomes
• Alumni Association Constitution (EAST)
• Alumni Questionnaire (PAThS)
• Alumni Questionnaires

 ◦ (WAAST)
 ◦ Sample

• Commencement Service Guidelines
• Exit Interview Questionnaire
• Graduation Program Outline
• Job Description: Alumni Liaison
• Withdrawal Questionnaire

Standard 10 – Relationship with Churches
• Building the School’s Reputation
• Maintaining a Positive Relationship with Churches
• Pastor’s Assessment of Alumnus
• School Assessment Template


