
  

 

 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Disclaimer 
This Student Handbook sets out some of the policies and procedures currently in effect at Lancaster Bible College (also referred to 
as LBC or “The College”). The College reserves the right to change provisions of this Handbook without notice, when it deems the 
change to be in the best interest of The College and its students. 
 
When a situation occurs that is not specifically addressed in this Handbook, it will be resolved in accordance with established 
practice. When there is no established practice, administrative judgment will prevail. 

Student Handbook available on the website: www.LBC.edu. 
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ADULT EDUCATION 
STUDENT HANDBOOK 

 
 PREFACE 
 
This handbook is for students in the Lancaster Bible College’s Accelerated Undergraduate Degrees 
(AUD). The Student Handbook will serve to introduce the program and to provide you with 
information about curriculum, faculty, policies and procedures, student life, and finances relating to 
the program.  A copy of this Student Handbook can also be accessed on-line.  To obtain further 
information, please visit the Accelerated Undergraduate Degrees Office or contact us at 
717.560.8282, or www.lbc.edu   
 
 I. WELCOME TO LANCASTER BIBLE COLLEGE 
 
We welcome you to Lancaster Bible College and to Accelerated Undergraduate Degrees, where 
your goal of completing a certificate, associate’s degree, or bachelor's degree can be realized. 
Lancaster Bible College is a nondenominational Bible College located in Lancaster, Pennsylvania, 
and is accredited by the Middle States Association of Colleges and Schools and the Association for 
Biblical Higher Education to award associate's and bachelor's degrees. 
 
Lancaster Bible College offers an education with a distinctive purpose. The College desires not 
only to impart knowledge, but also to teach biblical values and living. This handbook is your 
source of information regarding our standards and regulations. There are four major reasons for 
our policies:   
 
Biblical Absolutes 
The direct commands of God in the Bible are part of the student lifestyle. These commands are 
absolute and do not vary with time or culture. Some of them deal with behavior and others with 
attitudes. For example, stealing, drunkenness, dishonesty, cheating, and adultery are forbidden. 
Attitudes such as rebelliousness and jealousy also displease God. Though our handbook deals 
primarily with behavior, we are also very concerned about attitudes and motivation. Kindness, 
humility, patience, love, and forgiveness are commanded by God and it is expected that these 
attitudes will be demonstrated in our College community. 
 
Biblical Principles 
God’s Word teaches us principles, the application of which can vary with time, culture and 
interpretations. It is the College’s responsibility to decide on a lifestyle that will be moderate in 
our culture and supportive of all biblical principles. For example, the use of drugs and tobacco is 
prohibited in keeping with the principle that we are to guard our bodies from harmful practices (1 
Corinthians 6:19-20). Sunday is a special day of worship and rest. We desire a moderate dress 
code, applying principles of modesty and appropriateness (1 Timothy 2:9). 
 
Individual Responsibility 
The application of many biblical principles is an administrative decision, but some practices are 
left for individual application. For example, personal daily devotions are encouraged, but the 
time, place, and method are your choice. You are also given the responsibility of applying 

http://www.lbc.edu/
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biblical principles to many of your own life situations, such as dating and life in the residence 
halls. The College does not regulate the amount of time you are to spend studying. In these areas 
the overriding principles are Christian freedom and individual responsibility (Galatians 5:13). 
 
Administrative Policies 
In order to maintain general order and harmonious relationships, regulations for conduct are 
established. These policies also promote cooperation and protect the rights of individuals. 
Scripture sets forth principles such as modesty and appropriateness of dress, but the application 
of these is not precisely defined. Therefore, specific guidelines are chosen for their fairness and 
convenience to administer. The College administrators and faculty have a deep sense of 
responsibility for the fulfillment of your total growth. Faithful adherence to the College standards 
is a matter of personal honor and obedience to God-ordained authority (Hebrews 13:17). 
 

[Back to Top] 
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II. ADULT EDUCATION AND OUR CALENDAR 

 
WHAT IS AN ACCELERATED DEGREE PROGRAM? 
 
Accelerated Undergraduate Degrees serve mature adults who would like to do associate’s or 
bachelor’s level studies evenings and/or online. Accelerated Undergraduate Degrees students 
typically are employed full-time during the day, thus the program is offered in the evening or 
completely online via the Internet.     
 
ON CAMPUS 
Classes are taught in a manner that is conducive to learning for adults. An atmosphere of shared 
family, career, and age interests develops among the adult students. 
 
ONLINE 
Students may choose to do some or their entire program via our online courses.   
 
  
 
ACADEMIC CALENDAR 
 
Accelerated Undergraduate Degrees operates year-round on a semester hour basis within 2 terms 
per year.  
 

[Back to Top] 
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RE-ADMISSION TO THE ADULT EDUCATION PROGRAM 
 
Accelerated students who find it necessary to withdraw from the program but then wish to re-enroll 
must request re-admission in writing. Contact the Program Office for further information. The re-
admission decision will be based upon prior experience with the program and the student's current 
situation and motivation. 

 
 

II. FINANCES 
 
TUITION AND FEES 
[For current tuition and fees, please see our website.]  
 
Tuition and fees are paid at the beginning of each term. The application fee will be 
charged to your account upon registration in the program.  
 
Term tuition already includes a limited activity fee. This fee entitles the student access to all library 
resources, admission to all athletic events (except special tournaments and events), student 
conferences, and fine arts events. This activity fee does not cover the purchase of the LBC 
yearbook or admission to the spring banquet (or other banquets/special events, or any food at the 
Day of Prayer, etc).   
 
As an AUD Program student you are receiving the same quality education as a traditional (day 
time) student at Lancaster Bible College.  Your diploma and transcripts will make no such 
distinction.   
 
It is unusual for Accelerated students (as commuters to our campus) to spend a significant 
amount of time on campus beyond class time hours. Accelerated students are not charged the full 
student services fee of our day time traditional students.  This comprehensive activity fee is 
approximately $300 per semester for our traditional students (non- AUD Program or graduate 
school students) ($600 per year).  That fee goes towards things like the use of common areas in 
Miller Hall (TV lounge area, pool tables, computers, etc.), weight rooms in Horst Athletic Center, 
and other amenities.  Dorm building lounges are not spaces designed for AUD Program students 
to have access to.  You may access the computers and other services of our Library are available 
to Accelerated students.  If you feel that you need extended access to some of the areas of LBC, 
please request that the Associate Dean consider granting any special privileges.   
 
Student Service Fee 
 
A Student Service Fee is assessed to provide, maintain, and improve the computer services 
available to the students of LBC. Specifically, the fee provides students with their own email 
account and allows them use of on-campus computers, access to the internet, and access to online 
college resources. 
 
Portfolio Evaluation Fee / Credit for Prior Learning 
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Credit for Prior Learning is awarded for experiential learning outside a traditional college 
classroom. The student will develop a portfolio for each subject in which he or she is petitioning 
for credit. Please note that receiving the credits applied for is not automatic. It is based upon an 
evaluation of the student’s learning by a faculty member in that field. 
 
PAYMENT DUE DATES 
 
First term tuition is due at registration prior to the first class session; second, third, and fourth term 
payments are due at least two weeks prior to the first class of a new term. All current term charges 
must be paid in full before a student will be allowed to register for the next term. Monthly payment 
plans are available. 
 
STUDENT FINANCIAL ASSISTANCE  
 
Preparing for a college education requires a great deal of advance planning. To assist 
students in getting on top of financial preparations, this handbook presents a number of 
important topics for consideration. It is recommended that students take time to 
familiarize themselves with these items and make a checklist of those points that might 
require attention.  
 
Free Application for Federal Student Aid 
 
The Free Application for Federal Student Aid (FAFSA) is used to determine eligibility for all the 
federal and state grant programs as well as the federal student loan programs. You may complete 
the FAFSA over the Internet. The web address is: www.fafsa.gov.  LBC’s Federal School Code is:  
003285.   
 
Students must apply for financial aid for each academic year (July-June) of the Program. Please 
contact the Financial Aid Office to ensure completion of the correct FAFSA for the term for which 
you are applying. 
 
Grant Assistance  
 
Grants are awarded based upon a variety of factors, but primarily on the student's demonstrated 
financial need as determined by filing the Free Application for Federal Student Aid (FAFSA). 
Students do not need to repay grant funds.     
 
* Federal Pell Grants are provided by the Federal Government and administered by the College. 

These grants are based upon demonstrated financial need as determined by the FAFSA. 
 
* PA State Grants are provided to residents of Pennsylvania. This grant is based upon financial 

need. (NOTE: While all other agencies consider this a full-time program, PHEAA awards AUD 
Program students grants based upon half-time enrollment.) The FAFSA filing deadline for a PA 
State Grant is May 1.  PA State Grants are not available for online courses.   

 
Loan Assistance 
 

http://www.fafsa.gov/
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Federal Subsidized Direct Loan 
 
This is a low interest federal loan for qualified students. Repayment (principal and interest) 
is deferred until six months after a student graduates, withdraws, or drops below half-time 
status. AUD Program students can borrow up to $5,500 per academic year if transferring in 
at least 60 credits. Contact the Financial Aid Office for loan limits if transferring in less than 
60 credits. 
 
Federal Unsubsidized Direct Loan: 
 
This federal loan has the same terms and conditions as the Federal Subsidized Direct Loan 
except the borrower is responsible for interest that accrues while in school. AUD Program 
students may borrow an additional $5,000 per academic year above regular Subsidized 
limits if transferring in at least 60 credits. Contact the Financial Aid Office for loan limits if 
transferring in less than 60 credits. 
 

Other Assistance 
 
*Veterans' Benefits are available to those who qualify. Eligibility is determined by the Veterans'  
  Administration, contact the Veterans Affairs Office at 1-888-442-4551 or visit their web site at  

www.gibill.va.gov.   
 

* Vocational Rehabilitation benefits may be available to qualified students. Contact the 
Pennsylvania Office of Vocational Rehabilitation at 1.800.762.6306 for more information.  
Students from other states should contact their local office. 

 
* Employee Reimbursement Program—Contact your company's Human Resources Office to 

investigate this source of financial assistance. 
 
LBC Scholarships  
 
Please see our website for the most up to date information about the scholarships LBC 
offers to its Accelerated Undergraduate students. Eligibility will be determined by the 
Financial Aid Office.   
 
Financial Aid Eligibility - Academic Progress 
 
As full-time students, those enrolled in the Program must meet the following requirements of 
satisfactory academic progress in order to maintain financial aid eligibility. 
 
• Complete all degree requirements within a maximum of 3 years. 
• Quantitatively, must successfully complete a minimum of 67% of the credit hours attempted per 

academic year. 
 
• Maintain the following cumulative GPA requirements:  
 

http://www.gibill.va.gov/
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      Credits Passed   Cumulative GPA Required  
 48                 1.50 
          72                 1.75 
          96                  1.90 
 
Re-establish Eligibility 
 
Students may reestablish their financial aid eligibility by either: 
 
1. Raising their GPA and/or completion rate above the minimum standard as evaluated at the end 

of a term, or by . . .  
 
2. Appealing in writing to the Director of Financial Aid if students believe that extenuating 

circumstances were present.. 
 
General Information 
 
Assistance in the financial aid application process can be obtained by contacting the LBC Solution 
Center at 717.560.8254 or by e-mail at solutions@lbc.edu. The Solution Center is available to 
answer your questions and to help estimate your eligibility for financial assistance. Office hours are 
Monday through Friday, 8 a.m. to 5:00 p.m. or by special appointment. 
 
So that your financial aid eligibility may be determined in a timely manner, please contact the 
Financial Aid Office four to six weeks prior to the beginning of your first class.  
 
Federal Aid cannot be applied to your account until you have started your second class.   
Pennsylvania residents must take at least three classes in a row in order to qualify for PA State 
Grant awards.  Grants are awarded by PHEAA to on-time recipients at the half-time rate.  
PHEAA grants are not awarded to online students.  If you qualify, your grant will not be credited 
to your account until you are enrolled in the third class.   
 
If your financial aid awards exceed your school bill, you may request a refund from the Business 
Office.  Checks are cut once a week.  If your aid arrives after the deadline for that week’s check 
run, your check will be cut the following week.   
NOTE:  Refunds will not be processed until all financial aid has been updated to your account.   
 
PAYMENT PLAN 
 
If you are unable to pay the full semester's tuition and fees at registration, the College offers an 
interest-free monthly automatic debit plan. You may obtain more information by contacting the 
LBC Solution Center at 717.560.8254. 
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REFUNDS 
 
A student shall normally be assessed tuition charges by the term. If a student withdraws from the 
program at the end of a module not concurrent with the end of a term, the tuition for the modules 
for which the meeting dates have passed shall be considered earned and those modules not yet 
started shall be considered unearned, and thus refundable. 
 
The tuition refund policy is:  
 
 Up through the first night of class for the module = 100% refundable   
 After the first night of class for the module (whether you attend or not) = 75% refundable 
 After the second night of class for the module (whether you attend or not) = 50% refundable 
 After the third night of class for the module (whether you attend or not) = no refund  
  
The date of withdrawal shall be the date on which the student officially contacts the program office 
to request the withdrawal.   
 
If a module is failed, the student shall be assessed the tuition again for the module when repeating 
the module. Students dropping back to a later group will be given a refund for those modules they 
have not attended. They will be assessed tuition at the time of re-entry only for those modules they 
need and enroll in at that time. In either situation, tuition will be assessed at the rate of the group 
with which the student is retaking the module or is joining. 
 
A full refund will be given to a student if the Program is unable to obtain the necessary enrollment 
to start a particular course within four weeks of the published tentative start date. 
 
Students who receive federal, state, or institutional financial aid funds including grants, 
scholarships, and student loans will have their aid recalculated and adjusted to reflect revised 
enrollment, according to federal and state aid regulations.     
 
No refund is given for used books or materials. 
 
WITHDRAWAL FROM COURSE 
 
Students who need to withdraw from a course should contact the Program Office as soon as 
possible. If a student withdraws from a course after the first night/week of class, the student will 
receive a grade of “W” (withdrawal). A “W” will not affect the student’s grade point average 
but will appear on a transcript. The student will be entitled to a refund as described above. 

 

The date of withdrawal shall be the date on which the student officially contacts the program office 
to request the withdrawal.   
 
A withdrawal from a module already in progress will result in a “W” (withdrawal) during weeks 2 
and 3.  A “W” will not affect the student’s grade point average but will appear on a transcript. After 
the 3rd week a grade of “F” will be assigned.  An “F” will affect the student’s grade point average 
and will appear on a transcript.   
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The date of withdrawal shall be the date on which the student officially contacts the Program Office 
to request the withdrawal, and not the date of last attendance. Withdrawal forms are available from 
the Program Office. 
 
Whenever a student re-registers for a course from which they have withdrawn, the student shall be 
assessed the course tuition at the rate charged the group he or she joins. Likewise, students dropping 
back to a later group will be assessed tuition at the time of re-entry at the rate charged the group 
joined. 
 
A full refund will be given to a student if the Program is unable to obtain the necessary enrollment 
to start a particular group within four weeks of the published tentative start date. 
 
No refund is given for unused books or materials. 
 
WITHDRAWAL FROM PROGRAM 
 
Students who withdraw completely from the Accelerated Program should contact the Adult Learner 
Services Office to officially withdraw.  Tuition refunds during a module are described above in the 
“Refunds” section.  100% tuition refunds will be given on courses not yet started.   
 
First, students who have been scheduled to receive a Federal Pell Grant will first have their Pell 
Grant eligibility recalculated based on their new enrollment status.  Second, students receiving 
federal financial aid will be subject to the Federal Refund Policy.  Students are considered to be 
withdrawn if they do not complete all days scheduled to complete within the payment period/term.  
Students are not considered to be withdrawn if they provide written intent to attend a future module 
which begins within 45 days from the end of the module ceased attending.    
 
The Federal Refund Policy is based on the premise that students may only receive the amount of 
federal aid money that they have “earned” based on the percentage period of the enrollment period 
that was attended. Funds will be returned in the following order: Unsubsidized/Subsidized Federal 
Direct Loans, Federal Perkins Loans, Federal Pell Grant, Federal SEOG Grant, other Federal 
programs, other state, private, or LBC aid and to the student. Contact the Financial Aid Office for 
examples of refund calculations. 
 
The date of withdrawal for students receiving financial aid is the last date the student was in 
attendance in class, or for online students, the last date of active participation in an online 
discussion or submission of an exam or academic assignment.   
 
QUESTIONS? 
 
Questions concerning financial aid and student accounts can be directed to 717-560-8254 weekdays 
from 8 a.m. – 4 p.m. or e-mail solutions@lbc.edu. 
 
 
 

mailto:solutions@lbc.edu.
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V. ACADEMIC PROGRAM 

 
MISSION STATEMENT 
 
Lancaster Bible College exists to educate Christian students to think and live a biblical 
worldview, and to proclaim Christ by serving Him in the Church and society.  In keeping with 
the mission statement of the College, our Accelerated Undergraduate Degrees program offers 
opportunities for education and training for ministry to Christian adults without requiring them to 
sacrifice their current commitments to work, family, church or community. 
 
 
CORE KNOWLEDGE AND SKILLS 
 
A graduate of Lancaster Bible College will: 
 
1. Demonstrate proficiency in knowing, interpreting, integrating, 

and applying Scriptures. 
 
2. Demonstrate critical thinking skills and proficiency in 

acquiring, evaluating, communicating and applying 
information. 

 
3. Develop an understanding and appreciation of, and compassion 

toward cultures of the world. 
 

 

4. Develop the principles necessary for a biblical worldview resulting in a dynamic understanding 
of one’s role in relation to God, self, and the world. 

 
5. Demonstrate an understanding and application of the knowledge and skills necessary for 

professional Christian ministry. 
 
 



Adult Education Student Handbook                                                           Lancaster Bible College   

 
 
 

 
 

CURRICULUM 
 
 
 
 
 

[Back to Top] 
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TEXTBOOKS AND MATERIALS 
 
 
Books can be ordered through the LBC Bookstore: 717.560.8242 or http://www.lbcbookstore.com/ 
It is in your best interest to order your books as soon as possible to avoid any delays. 

TEXTBOOK 1-2-3 is a hassle-free worry-free program.  If you select this program, at the start of 
the semester you will be shipped the books for each class you are registered for that semester.  You will 
receive 10% off the cost of the books and they will be charged to your student account.  Your books will 
be shipped to you for FREE.  You may select if you want used (when available) or new books.  If you 
drop a class during the add/drop period the books can be returned to the bookstore for a full refund.   

Sign up here for TEXTBOOK 1-2-3 
Questions about this program? Please email bookstore@lbc.edu 

 
 
 
 
 

[Back to Top] 
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STUDENT EVALUATION 
 
Written Assignments 
 
The student will be responsible for completion of all weekly assignments, including reading, 
written work, and quizzes as indicated in the Student Guide for each module. In the case of a 
missed assignment, the student, at the discretion of the instructor, will make up the material. All 
late work will be handled under the supervision of the instructor. If the situation warrants, the 
instructor may reduce the grade for lateness at the rate of one letter grade per week.  
 
In order to signal its continuing concern for effective student writing, students should expect all 
modules to include a writing component. That writing component is usually in the form of a take- 
home final paper (see below). All written projects must be produced according to the thesis style 
set forth by the Modern Language Association (MLA).  
The Accelerated program recommends the following websites as a reference for MLA:  
www.mla.org  and  http://owl.english.purdue.edu/owl/resource/557/01/   
 
For additional guidance on the MLA style, students should consult the MLA Handbook for 
Writers of Research Papers, copies of which can be purchased through the Program Office or can 
be consulted in the LBC Library. Students may also wish to take advantage of a service provided 
by The Landmark Project. Landmark’s Citation Machine allows you to type in bibliography 
information and receive a works cited page in proper MLA format for printing or to be cut and 
pasted. This service may be accessed at http://citationmachine.net/index.php. 
 
Since the MLA guidelines do not specifically address how to quote and reference biblical 
citations, this Student Handbook includes the handout entitled “Style for Quoting and Citing 
Biblical Statements” from Lancaster Bible College’s Biblical Division. This style sheet will 
assist the student in properly quoting and referencing biblical citations. 
 
While not all formatting guidelines will apply to all assignments, the student should follow the 
prescribed format as much as possible. Any questions concerning MLA and LBC guidelines to be 
used for specific assignments should be directed to the instructor of the module. Points can be 
deducted for not following appropriate MLA/LBC guidelines. Points may also be deducted for 
grammar, punctuation, sentence structure, and other issues concerning writing style. When 
submitting assignments, including final projects, simply staple the pages in the upper left-hand 
corner. If there are too many pages for one staple, consider dividing the project into sections and 
stapling each section. Do not submit assignments in any type of folder or binder unless 
specifically instructed to do so by the professor. We often must mail final exams to instructors 
and folders do not fit in the mailing envelopes. Plus, if we separate the pages from the folder in 
order to mail your assignment, we cannot guarantee you will get your folder back. 
 
A college degree presupposes the ability to properly communicate in both written and oral 
formats. It is to that end that it is vital that instructors grade not only the content of a given 
assignment, but the quality of the communication process as well. 
 

[Back to Top] 
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Grading Across the Curriculum 
 
Classes are presented in a structured sequence that allows the curriculum to emphasize selected 
knowledge, skills, attitudes and values throughout the entire curriculum and not simply within 
individual courses.  The key question that constantly confronts the curriculum in our rapidly 
changing society is “What educational qualities will allow an individual to succeed and thrive in 
the unfolding future?” In reviewing literature on the subject, ten skills rise to the top. These skills 
we have titled “Ten Across” as they are skills that you will be expected to exhibit across the 
curriculum, i.e. in every course. More than anything else, these are the skills Lancaster Bible 
College seeks to enhance across the curriculum in our degree completion program.  They are as 
follows: 
 

1. The ability to see things from the perspective of a Christian worldview. 
2. Skill in ethical thought and action. 
3. Values and skills necessary for lifelong learning. 
4. The ability to read complex materials with comprehension. 
5. Skill in thinking critically concerning ideas and performance (i.e. reflective practice). 
6. Skill in problem solving and decision-making. 
7. The ability to communicate effectively through writing. 
8. The ability to communicate effectively orally. 
9. The ability to find needed information (sometimes called information literacy). 
10. The ability to work effectively in teams. 

 
You, as a student, need to be aware of these ten items. When you read through course objectives, 
you should automatically add the Ten Across. When you write papers, give presentations, do 
research, or discuss case studies, remember that your facilitator will be looking for skill 
development in these ten areas in addition to the specific course objectives. 
 
Grading System 
The grading system used at Lancaster Bible College is as follows: 

A 4.0 C 2.0 
A- 3.7 C- 1.7 
B+ 3.3 D+ 1.3 
B 3.0 D 1.0 
B- 2.7 D- 0.7 
C+ 2.3 F 0.0 

  
 I–  Incomplete .........................................not figured in GPA 
 W–  Course withdrawal ............................not figured in GPA 
 P–  Pass (noncredit course) .....................not figured in GPA 
 S–  Satisfactory (noncredit course) not figured in GPA 
 U–  Unsatisfactory (noncredit course) not figured in GPA 
 A –...........................................................Audit not figured in GPA 
 

Grade reports are issued by the Registrar’s Office through the Student Portal on a semester basis. 
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The grade point average of a student is determined by dividing the total number of semester 
credits into the total number of grade points. 
 
All grades are permanent grades except for “I–Incomplete.” However, a permanent grade may be 
changed if the faculty member makes an error in computation of the grade. Grade change forms 
are available to faculty members in the Registrar’s Office. 
 
Faculty members may use the grade of “I–Incomplete” when they believe that an extension 
beyond the end of the semester is appropriate. The use of an “I” is to be the exception due to 
extenuating circumstances rather than being a general practice. The faculty member also has the 
responsibility to establish with the student when the unfinished work must be completed, to 
determine the penalty if it is not completed on time, and to change the “I” to a permanent grade 
in the Registrar’s Office. A faculty member should not extend the deadline beyond the following: 
 The close of the spring semester for an “I” received in the fall semester. 
 The close of the fall semester for an "I" received during the spring semester.  
 
Requests for extensions beyond these deadlines must be made in writing by the student to the 
Academic Student Appeals Committee. 
 
Examination / Take-home Final 
 
Each student must complete a Take-home Final for each course. The student may use any 
material in writing the Final; however, every word, unless referenced or quoted with appropriate 
credits, must be that of the student submitting the paper. As they progress through the course, 
students are encouraged to take notes on how they will respond to the Take-home Final. This 
includes making notations in their class notes. 
 
The Take-home Final should be a consideration of guidelines, principles, and concepts learned in 
the module, and an application of these principles. The Learning Outcomes for each module 
become the basis for the requirements in the Take-home Final at the discretion of the instructor. 
 
The Take-home Final is to be submitted at the beginning of class on the first night of the next 
module. If it is your last module, or you are not taking the next module, then you must turn in 
to your instructor 2 weeks after the 5th week of the course.  Turning in the Take-home Final 
late will result in a penalty on the grade for the Final at the discretion of the instructor. 
 
In emergency situations, late assignments without penalty may be accepted by the faculty 
member after consultation with the Director of the program. 
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Academic Honesty 
 
Students are expected to demonstrate consistent Christian character in the classroom. Contrary to 
such character are the following: 
 
• Cheating, the giving or receiving of information dishonestly 
• Plagiarism, the copying or paraphrasing of any part of another individual’s work without 

appropriate citation  
• Inappropriate editing, the altering of a manuscript by a person other than the author, such as 

a typist 
• Inappropriate submissions, the submission of a paper or project for one course used 

previously for another course without permission from the instructor 
 
Academic dishonesty is considered a serious offense. The first offense will result in a failing 
grade for the item connected with the dishonesty. The second offense will result in a failing grade 
for the course. Repeated offenses during the student’s academic program will result in 
disciplinary action. Any student who confesses academic dishonesty in a course already 
completed will receive a grade no higher than a D for the course. 
 
In each case of academic dishonesty, the faculty member is responsible to deal with the offense 
and will inform the Associate Dean for Adult Continuing Education of each offense and how it 
was handled. An appeal by a student of disciplinary action taken in regards to academic 
dishonesty can be made in writing to the Student Appeals Committee. 
 
Academic Help 
 
While LBC’s Reaching Academic Potential is not available for DCP Students, they do have a 
website that you can access for some help with writing your papers.  Visit www.lbc.edu/classes/ 
and click on Academic Help.  Check out “How to . . . ,” “Papers & MLA,” and “Writing 
Problems.” 
 
FACULTY 
 
Faculty members who teach in Lancaster Bible College Accelerated Degree Programs will hold 
at least the Master's Degree and many will hold a doctoral degree. Full-time Lancaster Bible 
College faculty will be utilized as well as adjunct faculty thoroughly qualified in the field in 
which they are asked to teach. 

[Back to Top] 
 
CHRISTIAN SERVICE 
 
The following two pages describe the Christian Service component of the Degree Completion 
Program. 
 
 

http://www.lbc.edu/classes/
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Christian Service Program 

Degree Completion Program 
 

Philosophy: 
 

Lancaster Bible College exists for the purpose of educating Christian men and 
women to live according to a Biblical worldview and to serve through 
professional Christian ministries. 

An integral part of this educational process is the Christian Service Program which seeks to: 
 
 
 

1. Help a student cultivate a desire to share Christ with those in spiritual need. 
 
 

2. Provide the student with opportunities for practical, on-the-job training in Christian 
ministry. 

 
Objectives: That each student will: 

 1. Apply Biblical principles learned in the classroom to life situations 
through involvement in his or her own church or para-church 
organization. 

2. Recognize and develop individual gifts and abilities through ministry 
opportunities. 

3. Demonstrate leadership, cooperation, collegiality, and mutual dependence 
in working with others. 

4. Participate in sharing the Gospel of Jesus Christ with others. 

5. Develop communication skills and openness to change through 
evaluation and counsel by working under ministry supervisors or with 
peer evaluators within his or her church or para-church organization. 
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Requirements: 
 

1. It is required of all full-time (9 credits or more in a term) AUD Program 
students that they be actively involved in ministry opportunities 
(Christian Service) during their second and subsequent full-time terms in 
the program (until graduation).   

2. Taking any number of courses during an initial term will count that term 
as the first term for a student.  At the end of the first term, any full-time 
student will then be required to start Christian Service for the following 
term.   

3. When students are enrolled in 8 credits or less (part-time) for any term, 
Christian Service for that term is not required.         

4. The student will be required to have a Ministry Leader/Peer Evaluation 
form completed at the end of each term required. This form will verify 
and evaluate the student’s ministry involvement for that term.  You are 
required to identify a ministry leader/peer.  We will not assign one.  You 
are required to explain the purpose of Christian Service to your ministry 
leader/peer to let them know that they will be responsible to fill out an 
evaluation form for you at the end of every 6 months (starting at the end 
of your 2nd term).   

5. Satisfactory participation in Christian Service (as evidenced by the 
completion of all necessary forms) is required for graduation. 

6. While there is no weekly or monthly average requirement for the hours a 
student will spend in ministry for Christian Service, it is important that 
students identify a ministry or ministries to allow for an adequate time 
commitment each term so that a ministry leader/peer can complete an 
evaluation form.   
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GRADUATION REQUIREMENTS 
 
All graduates must satisfy the following requirements: 
 
1. Completion of 120 semester hours accepted by Lancaster Bible College. 
2. A cumulative grade point average of 2.0 (4.0 system) or above in this program. 
3. Completion of at least 30 credits at LBC.   
4. Satisfactory completion of the Christian Service Requirements. 
5. Completion of credit requirements specific to degree.   
 
 
GRADUATION CEREMONIES & HONORS 

 
 
 

Students completing the Christian Life and Ministry curriculum, all of the general education 
requirements, and 120 semester hours acceptable to Lancaster Bible College with a 2.0 or 
better GPA, will receive the Bachelor of Arts in Biblical Studies degree. Diplomas are issued 
at three times during the year; through the Registrar's Office in September and at the 
commencement ceremonies in May and December. All students, regardless of when they 
receive their degrees, are invited to participate in graduation ceremonies in either May or 
December following completion of all graduation requirements. 
 
Outstanding AUD Program graduates will be recognized with Honors (3.50 to 3.74 GPA) and 
High Honors (3.75 to 4.00) and may be selected to the Delta Epsilon Chi Honor Society of the 
Association for Biblical Higher Education (formerly the Accrediting Association of Bible 
Colleges) and/or the Who’s Who Among Students in American Universities and Colleges. Also, 
one outstanding Accelerated graduate at each graduation ceremony will receive the Accelerated 
Undergraduate Christian Ministry Award, a cash award to the graduate who has evidenced 
outstanding academic achievement, spiritual maturity, and involvement in ministry while 
enrolled in the program.  
 
AUD Program graduates are entitled to all the same benefits as other LBC graduates. These 
benefits include, but are not necessarily limited to, free access to the Career Opportunity Center’s 
online placement service, free resume’ workshops, free interviewing workshops, and career 
counseling. 
 

[Back to Top] 
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VI. ACADEMIC POLICIES 
 
The Associate Dean for Accelerated Undergraduate Degrees reports to the Provost. 
 
ACADEMIC CREDITS 
 
Evaluation of Prior Credit 
 
Students who have completed courses in other regionally accredited colleges may receive up to 
90 semester hours of transfer credit. The amount of credit, the courses to be accepted, and the 
method of evaluation will be determined by the nature of the courses and the type of institution. 
An applicant who has attended any college or university after graduation from high school must 
submit an official transcript from each institution. 
 
Credit for Prior Learning 
 
Lancaster Bible College AUD Program students may earn up to 30 semester hours of Credit for 
Prior Learning (CPL) by submitting a portfolio that has been evaluated by faculty in the 
respective discipline(s). Students entering the program with less than 75 transferable credits or 
not meeting the general education requirement should schedule an appointment with the Credit 
for Prior Learning Advisor who will estimate the number of prior learning credits the student 
might earn prior to beginning the program. 
 
The 30 semester hours of CPL credit can be from a number of different sources including 
workshops, seminars, self-study, non-credit classes, training programs, and/or work 
experiences. It is the prior learning from these sources that is documented and evaluated by a 
faculty member in the relevant field for the amount of credit to be awarded. 
 
In the admission process, students are provided with an opportunity to obtain an estimate of 
the number of CPL credits they can receive once they enter the program. 
 

 
 
 

[Note: LBC cannot guarantee the transferability of prior learning credits to other institutions.] 
 
Transfer of AUD Program Credits 
 
If an individual desires to transfer the AUD Program collection of credits into an existing 
program here at LBC, he or she will need to follow the guidelines specified in LBC's 
Undergraduate School Catalog. 
 

[Back to Top] 
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MODULE ATTENDANCE 
 
Faithful attendance in an accelerated degree completion program is a prerequisite for student 
success. This educational model includes much more than just an expert or academician 
distributing his/her knowledge to a class of students. The faculty member serves as a facilitator of 
learning, and small group relationships are developed so that collaboration, participation, and 
teamwork are key ingredients in the learning process. Therefore, attendance at class meetings is 
required.  
 
While the expectation and desire is attendance at all scheduled meetings, there may be occasions 
in which an absence is unavoidable. For this reason, the following attendance policy has been 
established for each course.  
 
Class Meeting Attendance:  Due to the concentrated scheduling and the emphasis upon 
participatory learning, students need to be in attendance every week. Absence due to illness or 
other emergency situations must be made up through activities required by the faculty member in 
that module or by special requirements determined by the Associate Dean. At the instructor’s 
discretion, missing more than one full night in any module may result in an F for the module and 
may require the repetition of that module. Normal tuition costs will apply. 
 
Make-Up Assignments:  The student may be required to complete make-up assignments for any 
absence. Make-up assignments are determined by the faculty member. In their assignments, 
students must demonstrate that they have interacted with and applied the theories and concepts 
for each class missed. These assignments do not void absences, but are intended to enable the 
student to meet course objectives. 
  
Attendance and Grading:  It is imperative that students arrive on time for classes. Class time is 
already at a minimum and missing any additional class time is detrimental to the student’s 
successful completion of the course. The faculty member has the authority to establish 
procedures and grade adjustments regarding attendance, tardiness, and early departure. 
Instructors are encouraged to keep track of “lates” (i.e. times when students either arrive late to 
class or must leave before the class is over). Missing more than four hours of class, either 
through absences and/or the accumulation of lates, may result in failure of the course, at the 
instructor’s discretion. Students should expect their final grades to reflect all absences and lates 
according to the discretion of the instructor. Instructors are required to take attendance and 
provide this information to the Program Office along with the final grades. 
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AUDITING A SESSION/MODULE 
 
A student enrolled may audit class sessions if the following conditions are met: 
 
1. The student first receives permission from the instructor of that module. It is the instructor’s 

prerogative to refuse to provide feedback or grading for any assignments or tests that the 
auditing student chooses to complete. 

 
2. The student must register for the audit at the normal registration times. An audit fee will be 

assessed. 
 
GRADING SYSTEM 
 
The final grade of a student in each course is determined by the instructor. The grade points and 
interpretations of grades are as follows. 
 

A 4.0 Excellent  I Not figured in GPA Incomplete 
A- 3.7      
B+ 3.3   W Not figured in GPA Course Withdrawal 
B 3.0 Good     
B- 2.7   S Not figured in GPA Satisfactory 
C+ 2.3      
C 2.0 Average  U Not figured in GPA Unsatisfactory 
C- 1.7      
D+ 1.3   AU Not figured in GPA Audit 
D 1.0 Passing     
D- 0.7   CR Not figured in GPA Transfer/Exam/ 
F 0.0 Failure    Validation Credit 

 
A (4.0) Clearly stands out as excellent performance. Has unusually sharp insights into material 

and initiates thoughtful questions. Sees many sides of an issue. Articulates well and writes 
logically and clearly. Integrates ideas previously learned from this and other disciplines. 
Anticipates next steps in progression of ideas. Example: “A” work should be of such nature 
that it could be put on reserve for all students to review and emulate. The “A” student is, in 
fact, an example for others to follow. 

 
B (3.0) Demonstrates a solid comprehension of the subject matter and always accomplishes all 

course requirements. Serves as an active participant and listener. Communicates orally and in 
writing at an acceptable level for an undergraduate. Work shows intuition and creativity.  
Example: “B” work indicates good quality of performance and is given in recognition for 
solid work; a “B” should be considered a good grade and awarded to those who submit 
assignments of quality less than the exemplary work described above. 
 

C (2.0) Quality and quantity of work in and out of class is average. Has marginal 
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comprehension, communication skills, or initiative. Requirements of the assignments are 
addressed at least minimally. 

 
D (1.0) Quality and quantity of work is below average. Elements of the assigned work may be 

missing or unsatisfactory. 
 
F (0.0) Quality and quantity of work in and out of class is unacceptable for an undergraduate 

student. Example: This work does not qualify the student to progress to a more advanced 
level of work. 

 
I Incomplete (see policy statement on the next page) 
 
W (not calculated on GPA) Course Withdrawal 
 
INCOMPLETE GRADES 
 
An incomplete (“I”) grade may be issued by an instructor in lieu of a final grade when course 
requirements have not been met by the end of a module. An incomplete will be given only for 
extenuating circumstances.  The student must initiate the request for an incomplete grade 
prior to the end of the last class session of the module. A maximum of 16 weeks (from the 
time grades are posted*) will be allowed for completion under consultation between the 
instructor and student. No student may graduate with an “I” in any course. 

1. When an “I” is given by an instructor at the end of a module in lieu of a letter grade, up to 
16 weeks will be allowed for the completion of course requirements, upon consultation 
between the faculty member and student. 

2. An “I” will be changed to an “F” when course requirements are not met by the end of the 
time allotted. 

3. The circumstances (reason the extension is needed) and the expected date of completion 
are stated on an “Incomplete Grade Contract” form issued by the Program office. Both the 
student and the instructor sign the form and it is submitted to the Program Office by the 
faculty member. 

4. The Program Office will monitor the fulfillment of the “Incomplete Grade Contract.” 

5. Under extenuating circumstances, a student not able to complete course requirements by 
the end of the extension period may seek an extension of up to three additional months by 
appealing to the AUD Student Appeals Committee. 

6. Students should recognize that incompletes (“I’s”) extending beyond the end of the term 
might reduce or eliminate financial aid, depending on the number of incomplete courses. 

 
*Grades are normally posted four weeks after the last class period. 
 
APPEAL PROCESS 
 
Any time there is a misunderstanding between a student and an instructor, or when a student feels 
he or she is not being treated fairly by an instructor, the student should follow the appeal process 
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outlined below. These steps are in keeping with the general principles set forth in Matthew 18. 
 

1. Talk with the instructor to reach a mutual understanding about the differences and to 
come to terms to resolve the issue. If this does not produce a satisfactory solution to the 
problem, then; 

2. Ask the instructor to arrange a meeting between the two of you and the Associate Dean 
for Adult Continuing Education.  Or, ask your advisor to contact the Associate Dean for 
Adult Continuing Education to consider your appeal and work with you and the 
instructor.  If a solution cannot be mediated at this point, you have the option to; 

3. Appeal to the Registrar. 
 
Do not hesitate to follow these three steps in the appeal process. Likewise, in the spirit of unity of 
the brethren, do not attempt to sidestep any of the steps during your appeal process. 
 
ACADEMIC PROBATION & DISMISSAL 
 
Students whose cumulative grade point average falls below 2.00 (C average) will be placed on 
academic probation. Removal from academic probation will occur when the cumulative GPA 
reaches 2.00. Academic dismissal will result at the end of two consecutive terms on academic 
probation according to the following standard: 
 
  Less than 60 attempted hours toward graduation requirements = 1.50 GPA 
  60-89 attempted hours toward graduation requirements = 1.75 GPA 
  over 90 attempted hours toward graduation requirements = 1.90 GPA 
 
Students who are academically dismissed may appeal to the Student Appeals Committee if they 
believe extenuating circumstances were present.  
 
[The Veterans Administration will be notified if a student receiving VA benefits does not meet the 
academic progress requirements after serving a probationary period of two terms.] 
 

[Back to Top] 
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WITHDRAWAL FROM MODULE 
 
Students who need to withdraw from a module should notify the Program Office as 
soon as possible. If a student withdraws from a module after registration but before  
the module starts, the student will receive a grade of “W” (withdrawal). A “W” will not affect the 
student’s grade point average but will appear on a transcript. The student will be entitled to a refund 
(see Refunds).   
 
A withdrawal from a module already in progress will result in a “W” (withdrawal). A “W” will not 
affect the student’s grade point average but will appear on a transcript. The date of withdrawal shall 
be the date on which the student completes and turns in the appropriate forms for the College, and 
not the date of last attendance. Withdrawal forms are available from the Program Office. When a 
student withdraws during a module, the student may be entitled to a partial refund (see Refunds).   
 
Whenever a student re-registers for a module from which they have withdrawn, the student shall be 
assessed the module tuition at the rate charged the group he or she joins. Likewise, students drop-
ping back to a later group will be assessed tuition at the time of re-entry at the rate charged the 
group joined. 
 
Due to the cohort concept necessary within an accelerated learning environment, withdrawal from 
more than one module may jeopardize the student’s future participation in the Program. Withdrawal 
from a module may also affect a student’s financial aid assistance (see also Refunds).  
 
COURSE REPETITION POLICY 
 
A course in which any “D” or “F” has been earned may be repeated. When any “D” or “F” course 
is repeated, the highest grade earned will be used to compute the student’s GPA. If a course is 
repeated an “R” will appear next to the first time the course was taken. Each time a course is 
taken, it will appear on the student’s permanent record with the grade earned. Repeated courses 
cannot be taken by independent study. Whenever a student re-registers for a repeated module, the 
student shall be assessed the module tuition at the rate charged the group he or she joins. 
 
LIBRARY 
 
The Library Reference Staff, in cooperation with the faculty in the Program, will provide 
instruction in basic information gathering, including learning the basics of database searching 
and critical thinking skills. These lifelong learning skills are essential preparation to effectively 
function in this information society in which we live. AUD Program students are encouraged to 
utilize the services and resources of the Library, which includes computers for student use. Hours 
are posted.  
 
 
Library 
We strive to be excellent stewards of all of the resources that God has entrusted to us for the 
benefit of all of our patrons.  You assist us in being excellent by abiding by our guidelines and 
policies.  When you return borrowed materials promptly, not only do you avoid any fines or fees, 
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but you also ensure the materials are available for the next patron to use. 
Here are some general patron guidelines: 

• You are responsible for the materials that you borrow. 
• You are responsible to know when your materials are due. 
• You are responsible to return your materials on time. 
• You may request a print out with due dates at check out and you may check your 

due dates online at library.lbc.edu using your last name and your barcode number. 
 

Current lending policies are summarized below: 
ID Card Your Lancaster Bible College ID card serves as your library card.  

Please present your card at the Information & Circulation Desk 
whenever you want to borrow materials.  ID cards are obtained by 
calling your advisor. 

Borrowing 
limit 

No limit to the number of items you may borrow 

Circulation 
period 

14 days for books, audio, CD-ROM 

Renewal 
period 

14 days for books, audio, CD-ROM 

Renewal limit Items can be renewed up to three times online, by phone, or in person 
as long as they are not needed by another patron.  After three renewals 
items must be physically returned to the library for reshelving or to be 
checked back in and then checked back out to begin another cycle of 
three renewals.  Occasionally, a circumstance may arise that requires 
the modification of your due date.  Note: If your books are overdue 
when you renew them, the library circulation system can only 
renew until the $20 fine limit is reached. 

Fines $0.25 per day / per item 
Grace period 
for overdue 
items 

There is a three-day grace period before fines start to accrue.  Once the 
grace period is over the fines begin accruing from the due date (not the 
date that the three-day grace period ended). 

Account 
blocked 

Once fines reach a total of $20 you will be blocked from any further 
borrowing until the fines are paid. 

Maximum fine The maximum fine per item is $5. 
Payment Fines can be paid by cash or check (payable to Lancaster Bible 

College) only. 
Reserve 
materials 

Reserve materials are selected for your courses by your professors.  
These materials are held at the Information & Circulation Desk.  
Reserve materials have varying loan periods and may or may not be 
able to be taken from the library. 

Reference 
materials and 
periodicals 

These items may not be borrowed. 

Videos/DVDs These items circulate for 2 days or 14 days and may be renewed one 
time. 

http://library.lbc.edu/vwebv/login
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Kits Kits, shelved on the compact shelving on Level One, can be reserved 
for an extended period for personal or group use.  Contact Lisa at 717-
560-8200, extension 5385 or by e-mail lswarr@lbc.edu   

Interlibrary 
loan (ILL) 

If you need to use an item that the library does not have, we will check 
on its availability via interlibrary loan.  You can submit interlibrary 
loan requests via WorldCat Local and OCLC FirstSearch.  There is 
generally no cost for this service.  Interlibrary loan items will be 
shipped to 901 Eden Road.  For questions concerning Interlibrary Loan 
please contact ill@lbc.edu . 

Addition 
Location 
Library Loan 
(ALL) 

You may request to have materials sent from LBC’s additional site 
libraries such, as Capital Seminary & Graduate School – Greenbelt. 
Please request using the link Additional Location Library Loan portion 
of the library resources page. Please fill the form out to the fullest 
extent. 

Electronic 
databases and 
e-books 

Type in your LBC login and password to access these resources from 
off campus. 

Reshelving 
materials 

Place any materials you remove from the shelves, but decide not to 
borrow, on the RESHELVE SPOTS you find throughout the library.  
You do not need to reshelve items yourself.  It is our job to do this 
for you. 

 
EndNote 

LBC has a site license for the personal bibliographic software program, EndNote.  You may load 
this helpful software onto your personal computer.  It will manage the bibliographies for your 
papers and format them in the correct style.  Gerald Lincoln is available to supply one-on-one 
EndNote support.  Please schedule an appointment at glincoln@lbc.edu .  The software can be 
downloaded from the Library Helps section on eCampus. 
 

Research Assistance 
If you need help with research, please email your available meeting times with your contact 
information to circdesk@lbc.edu . 
 
 

[Back to Top] 
 
 
Graduation Rates/National Center for Education Statistics 
The Student-Right-to-Know Act requires all colleges and universities to disclose  graduation 
rates for students who enter their school on or after July 1, 1996. The students who need to be 
identified and tracked are limited to first-time, full-time freshmen. This group of students is 
called a cohort. Other students such as previous college students, transfer students, and part-time 
students are excluded from the cohort. 
Additionally, the National Center for Education Statistics (NCES) requires all colleges and 
universities to compute graduation rates as a part of their Integrated Postsecondary Education 

mailto:lswarr@lbc.edu
mailto:ill@lbc.edu
http://www.formstack.com/forms/?1566322-tOzSSEQSje%22
mailto:glincoln@lbc.edu
mailto:circdesk@lbc.edu
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Data System (IPEDS). 

This information is available to all students and is posted at http://www.lbc.edu/about/student-
consumer-information/index. 
Academic Mentoring Services 

The college provides academic services at no cost to all currently enrolled LBC students. 
Peer tutors and 
professional personnel provide assistance with major projects, organization and time 
management skills, reviewing of class material, test-taking skills and study strategies.  
The Ally Center is generally open for appointments during the school term Monday through 
Friday with both daytime and evening hours. 

Students may sign up for semester-long weekly appointments or make appointments as 
needed. 
Appointments can be made by stopping by the Center, or calling the Center (ext. 5389) during 
business hours to schedule with the Scheduling Assistant. 
For more information regarding AMS, stop by the Center located on the 5th level of the Teague 
Learning Commons. 

 
 
 
CALENDAR AND STUDENT LOAD 
 
The Accelerated Undergraduate Program operates on a term system with twelve semester hours 
of instructional modules being offered each term. The first term will start at various times of the 
year. The other terms follow immediately. Modules run year-round with a break (when there is 
no class time) occurring between each.  
 
A student load of 12 semester hours or more qualifies the individual for full-time status. Credit 
for Prior Learning hours earned through preparation of a portfolio (up to 30 hours) are in addition 
to the 60 hours for the instructional modules that make up the program. 
 
If students are enrolled in the Program and working full-time, it is not recommended that any 
other additional courses be taken while in the Program.  
   
TIME LIMIT  

 

After completing all modules, students have one year to complete any 
remaining requirements for the degree. With expiration of that time, the 
student will be classified as inactive. To be reinstated as active, the student 
must present a petition to the AUD Student Appeals Committee. A re-
admission fee will be assessed.  

 
REGISTRATION / ORIENTATION NIGHTS 
Initial registration is normally held two weeks before the first class. Students then complete an 
online orientation at their own pace.  Besides completing the registration and orientation 
processes, students are also provided the opportunity to become acquainted with one another. 
Curriculum materials for the first semester and assignments for the first week are provided. The 
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books and materials fee as well as the first semester's tuition must be paid on registration night 
(see also Student Financial Assistance). 
 
Registration for terms two, three, and four are held 30 minutes before the start of class the week 
before the first night of the term. Normally these three registrations merely involve the collection 
of down payments and distribution of term notebooks. Invoices are sent to students one to two 
weeks prior to all four registration nights to confirm charges, financial aid, and modules being 
waived. 
 
LEARNING DISABILITIES 
 
Lancaster Bible College encourages academically qualified learning-disabled students to take 
advantage of its educational programs. It is the policy of the College not to discriminate against 
persons with such disabilities in its admissions policies or procedures or its educational 
programs, services, and activities. However, since the AUD is an accelerated learning 
environment, the learning disabled student should give careful consideration to the requirements 
of the Program before enrolling. 
 
Within the classroom environment, students with a tested or recognizable learning disability are 
encouraged to talk to the instructor as soon as possible concerning alternative 
methods/approaches for fulfilling course requirements. In addition, counseling services and 
referrals are available through the Program Office.  
 
 
Disability Services Office 
Students with disabilities who wish to receive accommodations must self-identify to the Director 
of Disability Services (DS). Students who have a previously identified disability may present 
current evidence of that disability. An IEP or 504 Plan may be sufficient to establish disability. 
However, the student may also provide psycho-educational assessments as further support for 
determining appropriate accommodations. All documentation is treated as confidential 
information under FERPA guidelines. 
 
The DS Director will review the material and, if adequate for determining eligibility, an “intake 
interview” will be scheduled with the student. The Director will help identify accommodations 
needed in various classes, campus services and programs. Once determined, the accommodations 
are affective immediately for that specific semester and are provided as a means of ensuring 
access to all programs for which the student is “otherwise qualified.” The Director will assist in 
communicating the student’s needs to faculty.  
 
Accommodations do not automatically carry over from one semester to the next. In anticipation 
of each upcoming semester, students with disabilities meet with the Director to update the prior 
semester’s intake interview and to discuss the nature/requirements for the courses to be taken in 
the upcoming semester.  
 

It is important to note:  
Disability documentation is not forwarded with a student’s high school transcript. Therefore, 
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unless the student discloses a disability and provides documentation to the DS Director, the 
Director will be unaware of the student’s need for accommodations. 
Accommodations which are requested after the semester has begun have no bearing on academic 
grades earned prior to the request. The student bears the consequences of failing to request 
accommodations in a timely manner; retroactive accommodations cannot be granted.  
Accommodations which alter a program’s purposes, necessary requisite skills, or licensing and/or 
accreditation standards are not considered “reasonable” under the law and cannot be granted.  
The Disability Services Office is located in the Ally Center on the 5th level of Teague Learning 
Commons. You may also contact the Director, Dr. Shirley Tucker, at 717.560.8200 ext. 5383 or 
stucker@lbc.edu. 
 
 
 
   [Back to Top] 

mailto:stucker@lbc.edu
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VII.  STUDENT LIFE POLICIES 
 

BIBLICAL PRINCIPLES FOR LIVING & LEARNING 
 
Lancaster Bible College is an academic institution that develops leaders for the cause of Christ. It 
is expected that students, faculty, staff, and administration will be pacesetters in learning and 
living for the cause of Christ.  
 
The student life standards are not set forth as absolutes or as an index of Christian spirituality, 
but rather are established to help each student grow and learn in a context that the College has 
found to be wholesome and nurturing for spiritual life, learning, and leadership. 
 
Spirituality is far more complex than participation and/or abstinence from certain activities or 
lifestyles. Spirituality involves our thoughts, attitudes, and motives which then affect our actions 
(Mark 7:8–23). Spirituality is more than a list of do’s and don’ts. This is not to minimize the fact 
that the Scriptures contain a number of negative commands such as fleeing immorality (1 
Corinthians 6:18), avoidance of the practice of stealing (Ephesians 4:28), and even avoiding 
conformity to the world (Romans 12:2). 
 
On the positive side, we are told to give thanks in everything (1 Thessalonians 5:18), to love one 
another (Romans 12:10), and ultimately to set our affections on heavenly things (Colossians 3:2). 
Scriptural commands transcend man-made regulations. 
 
In order to live together effectively as a community of believers, we have an established set of 
expectations by which we operate for the good of all concerned. The College recognizes that not 
all Christians or Christian organizations will agree with the standards which LBC has established 
for its operation. The standards which follow are selected and designed for the context of 
Lancaster Bible College and for the leadership development program which is in place. These 
standards are derived from three basic biblical principles: 
 
1. The Principle of Ownership - We are His and because we are His we need to be pure. 
2. The Principle of Stewardship - Our resources are His. 
3. The Principle of Love - We love Him and others.   
 
Every student is expected to live by these principles and standards while involved at LBC. It is 
our hope that these standards will ultimately shape and mold each student’s life and provide 
him/her with a base for a personal set of life standards. 
 
The Principle of Ownership – We Are His and because we are His we need to be pure. 
God commands each Christian who truly desires to serve Him to present his/her body to be 
totally used for His purposes (Romans 12:1). As temples of God’s Holy Spirit (1 Corinthians 
6:19), we need to be clean dwellings, allowing God His rightful claim on our lives and bodies.   
Exhortations to purity, especially moral purity, naturally result from the fact that God’s Holy 
Spirit dwells in us as His present-day temple (1 Corinthians 6:18–20). God is so concerned about 
moral purity in the life of the Christian that a wide variety of words are selected by the inspired 
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authors of Scripture to communicate the dangers and sinfulness of every aspect of moral 
impurity: adultery, fornication, uncleanness, lasciviousness, immorality, impurity, sensuality, 
homosexuality, covetousness, sexual promiscuity, lust, vile affections, degrading passions, etc. 
(compare Galatians 5:19–21; 1 Corinthians 6:9, 10). The mere fact that God is holy necessitates a 
holiness in His children (1 Peter 1:16). We are encouraged to be imitators of Christ and not let 
immorality or any impurity or greed even be named among us (Ephesians 5:1-3).  A clean break 
with all forms of immorality incorporates the need to avoid those things in our lives which cater 
to satisfying our sinful desires or to “feeding” temptations (Romans 13:14). 
 
The Principle of Stewardship – Our Resources Are His 
Stewardship is a theological belief that humans are responsible for the world, and should take 
care of it. In the Christian tradition, stewardship also refers to the way time, talents, material 
possessions, or wealth are used or given for the service of God. 
 
A biblical worldview of stewardship can be consciously defined as the use of God-given 
resources for the accomplishment of God-given objectives. The central essence of biblical 
worldview stewardship is managing everything God brings into the believer’s life in a manner 
that honors God and impacts eternity. 
 
Stewardship begins and ends with the understanding of God's ownership of all.  Psalm 24:1 
states, "the earth is the Lord's, and everything in it, the world, and all who live in it." (See also: 
Revelation 22:13, Deuteronomy 10:14, Leviticus 25:23 and Job 41:11.) 
 
The Bible teaches that people are accountable and responsible to God for the way they use the 
resources they are given. We are expected to “steward” or “manage” these for the One who owns 
and has given them for this purpose. 
 
Stewardship is further supported and sustained theologically through the understanding of God's 
holiness as found in such verses as: Genesis 1:2, Psalm 104, Psalm 113, 1 Chronicles 29:10-20, 
Colossians 1:16 and Revelation 1:8. 
 
God has richly blessed the College with a beautiful campus. We want to glorify Him in the way 
that we use what He has provided through our care and respect of the facilities, people and 
programs of LBC. 
 
The Principle of Love – We Love Him and Others 
According to the words of Jesus, a love for God must be our primary concern. Next to loving 
God, our love for others is of foremost importance (Matthew 22:37–39). Actually, the principle 
of love summarizes God’s purposes in all our Christian obligations (Galatians 5:13, 14).  
 
Part of demonstrating love for others include limiting my freedom so as not to offend the tastes 
of those God has called me to serve. When you become identified with the College through 
matriculation, you come not as one to be served (even though you come to be taught the Word), 
but as one who serves others (Mark 10:45); that is, you come with a servant’s heart toward the 
College and its constituency. Because a servant’s heart involves becoming excited about making 
someone else a success, the College challenges you to endeavor to make the College a success 
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before its constituency just as in the same way the administration, faculty, and staff seek to make 
you a success before those to whom you are or will be ministering. 
The College serves a conservative constituency composed of churches and individuals of an 
evangelical, fundamental tradition. Within this fundamental community there exists a wide 
variety of opinions concerning such issues as styles of dress, length of hair on men, and 
permissible activities on Sunday. The gamut of viewpoints stretches from complete “freedom in 
Christ” to strong personal convictions limiting such freedoms. Because LBC ministers to a wide 
spectrum within our conservative community, it therefore limits the freedoms of its faculty, staff, 
and students to allow for the broadest possible ministry. 
 
 

[Back to Top] 
 

LIFESTYLE EXPECTATIONS & STANDARDS 
 
Every community or group of individuals has rules, regulations, and standards that define and 
govern that group. Accountants, professional athletes, military personnel, machinists, and church 
congregations are offered as illustrations. Even the “dress down days” currently in favor in the 
corporate world have standards to define the limits of “dressing down.” These community 
standards serve to (1) define the group, (2) minimize distracting behaviors, (3) provide guidelines 
within which the individual can feel secure and accepted, and (4) present the desired image to the 
public. When joining a group, individuals need flexibility and a willing spirit to adhere to the 
customs of that community. The notion of balancing our individualism with the community’s 
standards is both biblical and social, and one that will follow us all our days. Thus, as you enter 
the Lancaster Bible College community, you will find some standards to govern your behavior. 
The immediate task is a willing compliance. The life-long task is to recognize that when you 
leave LBC and join another group, they too will have some standards for you. 
The College also recognizes that styles are constantly changing and not every specific style can 
be addressed. Students, therefore, should strive to adhere to the spirit of the dress standards and 
to allow common sense and reason to prevail. If in doubt, please contact a resident assistant or a 
Student Services staff member for clarification before wearing an item that may not be 
appropriate. 
 

Alcohol, Harmful Products, Illegal Drugs & Substances, Tobacco 
Lancaster Bible College seeks to be a drug/alcohol-free campus, and as such seeks to prevent the 
use and abuse of chemical substances. Certain products are harmful to one’s physical and 
psychological health. Therefore, use of any form of tobacco, hallucinogenic drugs, illegal 
substances, narcotics, or alcohol (except where prescribed by a physician, used in cooking, or 
taken as part of the Lord’s Supper) is prohibited.  Abuse of legal substances such as over-the-
counter or prescribed medications is prohibited.  

• Lancaster Bible College and all College-related functions will be alcohol-free and 
tobacco-free. 

• Clothing, posters, containers or other material displaying harmful products, product 
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logos, or trademarks are prohibited on campus. 
• Students are not allowed to attend nightclubs, bars, or similar establishments. 
• The College also follows the Drug-Free Schools & Communities Act of 1989 (the 

detailed Act can be found at www.lbc.edu). 

Church Attendance 
Students are required to attend a Bible-believing church and are encouraged to actively 
participate in its ministries.   LBC views church attendance as a crucial part of your life 
and desires for you to grow in fellowship with other believers.      
Students demonstrating a lack of consistency in church attendance will need to meet with 
the Associate Vice President for Student Life.   

 
Computer Acceptable Use Policy (AUP) 

Computer network and internet access is provided for students and employees of Lancaster 
Bible College for the purpose of furthering students’ education and providing tools for 
faculty and staff in support of their duties. All members of the LBC family must respect 
areas on the network that are not for general access, and refrain from accessing sites on the 
Internet, which are not conducive to spiritual growth. In addition, all must realize that there 
are file and resource limitations.  Our complete Computer Acceptable Use Policy is 
contained in Appendix B on page 50. 

 
Dancing 

We recognize there are appropriate and positive forms and occasions for non-sensual 
dancing such as choreography in drama and musical productions, cultural activities, 
aerobic classes, and dancing at special family events.  Unfortunately, many forms of 
dancing in today’s culture are sensual and undermine that which promotes godliness.   
• Sensual dancing and attendance at establishments or events that encourage such 

dancing is prohibited. 
• College-sponsored dances will not be permitted on or off campus. 

 
Dress Code 

Your attire should reflect the principles of modesty, respect for fellow students and 
faculty, and personal dignity.  The different dress standards listed below reflect the 
situation, time of day and occasions you will encounter. 
 
Clothes should be clean and in good condition, modest, not tight-fitting or extreme in 
style.  T-shirts should not convey inappropriate or questionable messages. 
• Modesty (1 Timothy 2:9) – Biblically, we should carefully choose clothes that will 

complement and enhance our appearance and will not be a distraction to others. 
• Appropriateness – We should ask ourselves the following:  What is the setting in 

which I minister, worship and/or live? What is the appropriate outward appearance 
for a follower of Christ within this setting?  

 
Computer Acceptable Use Policy (AUP) 

Computer network and internet access is provided for students and employees of 
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Lancaster Bible College for the purpose of furthering students’ education and providing 
tools for faculty and staff in support of their duties. All members of the LBC family must 
respect areas on the network that are not for general access, and refrain from accessing 
sites on the Internet, which are not conducive to spiritual growth.  

 
 

Ethnic Intimidation Act of 1982 
The College opposes all forms of discrimination and is in full agreement with the Ethnic 
Intimidation Act of 1982 (P.L. 537–154). The act states that an individual who commits 
certain acts (e.g., arson, criminal mischief, or other property destruction, criminal 
trespass, harassment by communication or address) has also committed an offense under 
the Ethnic Intimidation Act if malicious intent toward the race, color, religion, or national 
origin of another individual or group of individuals is proven. The College will fully 
cooperate with law enforcement agencies in investigating all cases of discrimination on 
the campus of Lancaster Bible College. 
 

Gambling 
Participation in gambling or other forms of betting is prohibited. You are expected to 
present a positive Christian testimony in using your time and talents, in meeting your 
financial obligations, and in giving to the Lord as He directs.  

 
Media (including music, drama, literature, television, and movies) 

We must use godly wisdom, discernment, and discretion in the selection of the media we 
use.  TV programs, movies, computer programs and games, theater and dramatic 
productions, literature, and music with obvious pornographic, profane or coarse language, 
and themes that are morally degrading are inappropriate forms of media and are 
prohibited. 

• Students should use discretion and follow the above principle when playing 
video/computer games and when viewing G, PG, and PG-13 movies. 

• “R” rated or “unrated” movies are not to be viewed unless prior approval from the 
Associate Vice President for Student Life has been obtained. 

• NC-17 and X-rated films are prohibited on and off campus. 
• Video/computer games with ratings of “M” (Mature) or “AO” (Adults Only) are 

prohibited on and off campus.  Video/Computer Games have created virtual 
worlds that rival reality.  Some of these games are fun and can provide an 
enjoyable outlet.  However, some games present a virtual world whose themes 
stand in opposition to biblical principles.  Like movies, game ratings are 
unreliable and call for discernment in choosing which games to play. 

• Sexually suggestive and sexually explicit Internet sites, TV programs, and other 
such material are prohibited on and off campus. 
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Personal Bible Study 
Students are encouraged to develop and maintain the discipline of personal Bible study 
and to become familiar with important books about spiritual growth, both classic and 
contemporary. 

 
Personal Injury to Self/Threat of Personal Injury to Others 

The Bible teaches us that each person’s life is precious to God; yet in time of great 
distress, people will occasionally engage in harmful, self-injurious behaviors.  LBC 

Questions to be used in exercising discernment regarding what 
we look at, read or listen to are as follows: 

1. Is the content excellent?  Paul’s prayer for the Colossian 
believers was that God would fill them with the knowledge 
of His will “through all spiritual wisdom and 
understanding” so they would enjoy a worthy walk and 
please God in everything (Colossians 1.9-10). 

2. Is this issue really a neutral issue?  As believers, we 
are called to lives of purity and righteousness.  As such, 
Scripture has absolute standards that are not open to 
debate or discussion.  Entertainment choices that lead us 
into sin are not appropriate (Galatians 5.16-26, II 
Corinthians 6.17-18). 

3. Will my choice cause a brother or sister to stumble (I 
Corinthians 8.9-13)?  Mature believers are given the 
responsibility and privilege of modeling a lifestyle that 
takes into account the sensitivities of less mature 
brothers and sisters (Romans 14). 

4. Does this encourage me to think on things that are true, 
noble, right and pure (Philippians 4.8)?  As committed 
Christ-followers, we must guard our thought lives and 
avoid entertainment choices that stimulate our sensual 
desires. 

5. Does what I watch, read or listen to exemplify the fruit 
of the Spirit (Galatians 5.22-23)?  The Christian life 
should be characterized by love, joy, peace, patience, 
kindness, goodness, faithfulness, gentleness and self-
control.  Our choices should reflect this reality! 

6. Am I willing to accept the choices (about neutral matters) 
of fellow Christians with whom I differ (Romans 14.1)?  We 
must learn to be gracious in relating to our brothers and 
sisters in Christ who may have different convictions 
regarding non-essential issues. 



Adult Education Student Handbook                                                           Lancaster Bible College   

 
 
 

 
 

recognizes that those who are finding self harm a reasonable alternative to facing the 
difficulties of this world need others to come alongside them and lend direction and 
support during crisis.  LBC has created a response plan to address and provide guidance 
in situations where a student engages in self harm.  Depending on the nature of the 
situation, the College may choose to respond in a variety of ways which may include 
accountability, counseling, and/or psychological assessment.  There are also times when 
the College must act on behalf of all members of the community (students, faculty and 
staff) to prevent the further disruption of the campus community.  In every situation, the 
College will attempt to allow the student to have the opportunity to choose a healthy 
response.   
 
Examples of such behavior are:  eating disorders or other lifestyle habits which cause 
other health risks; repeated remarks about or seeming infatuation with death or suicide; 
self-mutilation or actual suicide attempts.   
 
A student’s behavior may be of such an extreme or nature, so that it causes disruptions in 
the resident halls or in the campus community at-large, or for which the College setting 
cannot provide a reasonable and healthful solution.  This determination will be made by 
the Student Services office, whenever possible, in association with and under advisement 
from the Office of Student Care.  In such cases, when a student will not accept the 
decision of the Student Services office voluntarily, disciplinary action may be taken. 
 
In regard to others, students must show respect at all times for the person.  Any act or 
threat that imposes any kind of emotional trauma, intimidation, or physical harm to 
another person is prohibited.  Such behavior is regarded as a safety risk, not only for the 
individuals involved, but also for the entire campus community, and it will not be 
tolerated.  Failure to report such actions/threats, or the presence of individuals on campus 
that have engaged in them is also a safety risk and may be subject to discipline. 
 

Pregnancy Statement 
Scripture urges believers to seek wise and godly counsel when faced with significant or 
difficult life choices.  Therefore, should an LBC student become pregnant while 
unmarried, she is encouraged to communicate with one of the Student Services staff.  The 
Student Services staff are prepared to stand with both the mother and the father as they 
consider the meaning of their actions, deal with the consequences and experience the 
redemptive manner, seeking to balance compassion with accountability.  Students can 
expect to be treated with Christian love as they deal with their new circumstances.  Every 
effort will be made to ensure confidentiality, but the life and health of the mother and 
child and the spiritual well-being of the parents and the LBC community are our primary 
concerns.  Continuity of on-campus residence and/or enrollment as a student at LBC will 
be considered in light of what is best for all those involved. 
 

Respect for Authority 
The clear principles regarding truthfulness, genuine love for others, giving only a good 
report and speaking only those words that lead to edification are upheld as essential to an 
irreproachable Christian testimony. 



Adult Education Student Handbook                                                           Lancaster Bible College   

 
 
 

 
 

 
There must be genuine respect for the position and authority of the faculty and staff, 
evidenced in such things as the use of proper titles (President, Dean, Professor, Dr., Mrs., 
Mr., Miss, or other), courteous attention, and especially refraining from discourteous 
reference to them. 
 
Respect is shown in classes and chapel by being seated on time, heeding the call to order, 
giving thoughtful attention throughout the period, refraining from whispering, unrelated 
reading and writing, eating, and by awaiting the order of dismissal before leaving class or 
chapel. Students reprimanded for any of the above may receive an absence for the day. 
 
Respect is also shown when using the internet.  When using social media, please post 
only comments that you would say to the person’s face of whom you are writing. 
 

Chapel/Classroom Etiquette 
Cell phones should be off; surfing the internet should not be done unless directed by the 
professor. 
 

Sexual Purity 
LBC is committed to relationships that are sexually pure and God-honoring. Keeping 
relationships pure is the responsibility of all students, faculty and staff. Conduct between 
all members of the community should be respectful and conform to biblical standards of 
sexual purity. To avoid tempting situations, students are to limit their physical contact. 
Inappropriate displays of public affection are not acceptable between ANY members of 
the LBC student body; this does not merely apply to couples in romantic relationships. 
These inappropriate displays include kissing, prolonged hugs and excessive physical 
contact that is, or can appear to be, sexual in nature.  Students are urged to avoid placing 
themselves in a scenario where standards are lowered or accountability is nonexistent. 
Students are not to spend the night directly in the presence of members of the opposite 
sex.  Couples are not to spend the night in someone’s home without the presence of a 
parent or guardian.  
 
Consider the Apostle Paul’s exhortation, “But put on the Lord Jesus Christ, and make no 
provision for the flesh in regard to its lusts” (Romans 13:14 NASV). 
 
Students that have struggled with past sexual purity, sexual addictions or other sexual 
sins are urged to seek help through the Student Services or Student Care staff. You will 
be counseled toward accountability and living a life of choices that are in obedience to 
God and His scripture. 
 
Students that have struggled with sexual purity and have confessed this to the Lord while 
seeking guidance from the College will be dealt with in a redemptive manner. Such a 
struggle would include a female student who has become pregnant outside of marriage. A 
goal of repentance and willingness to live in a pure lifestyle is established for the student. 
This established goal, however, does not preclude the possibility of disciplinary action. 
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Sexual Misconduct Policy (Including Sexual Harassment & Sexual Assault) 

It is the policy of Lancaster Bible College to strictly prohibit any conduct which constitutes 
sexual misconduct and to discipline any employee or student found to have violated this policy. 
This policy is based on the biblical principles of purity, as well as being a violation of state and 
federal law and the Lancaster Bible College Student Code.  
All members of the College community, including employees, students and visitors have the 
right to be free from the devastating and detrimental consequences of sexual violence. In addition 
to the physical and psychological effects, sexual harassment and misconduct can severely impair 
and interfere with a student’s academic performance. Accordingly, preventing and remedying 
sexual misconduct in an educational environment is critical to ensure nondiscriminatory and safe 
learning surroundings. This policy is intended to define the College’s expectations with respect 
to reported incidents of sexual harassment or violence and to establish procedures to ensure fair, 
responsible, thorough and impartial investigations of such acts and discipline for violations of 
this policy. Sanctions for violations of this policy are severe and enacted to curb the perpetuation 
of sexual misconduct in the campus community. 
Complete and detailed copies of the Sexual Misconduct Policy & Procedures, as well as an 
incident report form, may be found at the following locations: 

• Office of Student Services located in Upper Miller Hall 
• Office of Human Resources; located in the lower level of Esbenshade Building – 

(See below – Title IX Coordinator Contact Information). 
• Posted on the student portal of LBC website under “Important Policies” 

http://gateway.lbc.edu/lib/assets/documents/pdf/gateways/SexualMisconduct
PolicyandProcedure.pdf 

 
 
Social Networking 

All exchange of information through networking sites & cell phones (ie. Facebook, 
Twitter, MySpace, blogs, etc.) is subject to the Community Lifestyle Standards.  See also 
the Computer Acceptable Use Policy found in Appendix B on page 50. 
 

Summer Vacation/Breaks 
Students taking summer courses, winterim courses or travel learn trips, Journey team 
trips, College sponsored trips, student workers, and campus residents are expected to 
conform to all Handbook regulations.  
 
During any type of break a student may be on from LBC, all students are expected to 
conform to a high lifestyle standard so as to maintain a good testimony for the Lord and 
the College. We are commanded to pursue holiness in every aspect of our lives and in 
every location, even when we are “on vacation.” 
 
“All things are lawful for me, but not all things are profitable …” (I Cor. 6:12, 19-20).  
The practical application is that when you set certain boundaries away from school, it is 
difficult to discontinue them when you return to school.  Therefore, although we do not 
supervise your lifestyle during these periods, any failure to observe the absolute standards 

http://gateway.lbc.edu/lib/assets/documents/pdf/gateways/SexualMisconductPolicyandProcedure.pdf
http://gateway.lbc.edu/lib/assets/documents/pdf/gateways/SexualMisconductPolicyandProcedure.pdf
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of Scripture, particularly in the moral area, would be considered serious and will result in 
disciplinary action.  Major infractions of the Lifestyle Expectations & Standards could 
jeopardize a student’s standing in the college. 
 

A Final Thought 
Membership in a group obligates the individual to comply with the rules, regulations, and 
standards of that group. This holds true in secular society, at LBC, and in the broader 
body of Christ. While we are individuals, pure individualism is not a possibility. As 
believers, we are counter to this world, a “distinctive people” according to the Apostle 
Peter. 
 
While we recognize that the College’s community standards for LBC students are 
technically applicable only while an individual is enrolled in classes, we believe God 
expects, as does LBC, a consistent high standard of living for His servants and for 
servants in training. This extends to summers, vacations, breaks, and throughout one’s 
lifetime. It is our desire that positive internal attitudes and wholesome external behaviors 
will be developed that would extend beyond the classes and campus of LBC.  
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STUDENT RIGHTS UNDER FERPA 
 
What is FERPA? 
The Family Educational Rights and Privacy Act (FERPA) affords you, the student, certain rights 
with respect to your educational record once you are admitted as a student to the college. 
 
What are my rights under FERPA? 
As a college student you have four rights under FERPA: (Forms to exercise rights #13 
are available in the Registrar’s Office.) 

1. To inspect and review your educational record within 45 days of your request. 
2. To request amendment of your educational record. 
3. To have some control over the disclosure of personally identifiable information from your 

educational record, except in the areas that FERPA authorizes disclosure without student 
consent. 

4. To file a complaint with the U.S. Department of Education concerning alleged failures by 
the college to comply with the requirements of FERPA. 

 
What documents are included in my educational record? 
Student educational records are specifically defined as all paper and computer records, files, 
documents, and other materials that contain information directly related to you, the student, and 
maintained by LBC or someone acting for the college according to policy. Excluded from student 
educational records are records of instructional, supervisory, and administrative personnel in the 
sole possession of the maker and that are not accessible or revealed to any other person, except a 
substitute. Additionally, notes of a professor or staff member intended for his/her own use are not 
part of the educational record, nor are campus security records, parents’ financial statements, 
application records of students not admitted to the college, alumni records, or records of 
physicians, psychiatrists, psychologists, or other recognized professionals. 
 
Educational records are maintained by, but are not limited to the following offices, departments, 
and/or individuals: Registrar’s Office, Financial Aid Office, Business Office, Student 
Development Department, Degree Completion Program Office, Graduate School Office, Institute 
for Biblical Enrichment Office, Christian Service Office, Placement Office, and Academic 
Advisors.  
 
What is Directory Information? 
Some information about students is considered "Directory Information." Directory Information 
may be publicly shared by the institution without student consent unless the student has taken 
formal action to restrict its release. "Directory Information" at LBC includes: Name, Address 
(current, local, home, and electronic mail), Telephone number (current, local, and home), Date of 
birth, Parent/Spouse contact information (address and phone number), Photo, Major/Program, 
Weight and height (athletic teams), Date(s) of attendance, Enrollment status (fulltime, part-time, 
not enrolled), 
Date(s) of graduation, Degrees and awards received, and Participation in officially recognized 
activities and sports. 
 
Can I control the release of Directory Information? 
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Yes, you can restrict the public release of Directory Information by completing a form available 
in the Registrar's Office. You should carefully consider imposing a restriction on the Directory 
Information. The limits of the college’s student information system make it an all or nothing 
option. 
For example, your friends would not be able to obtain your directory information nor would the 
college be able to use it in graduation programs and news releases. This restriction should be 
reserved for extreme circumstances or on the advice of a legal or medical professional. 
 
Who and under what circumstances can someone access my educational record? 
According to FERPA regulations, no one has access to your educational record (other than 
directory information) without your written permission, except: (1) a school official (defined as: 
administrators, faculty, professional staff, staff, student workers, and students serving on official 
college committees) who has a legitimate education interest (defined as: the information or 
records requested are relevant and necessary to the accomplishment of some task or 
determination related to the inquirer’s employment responsibilities/committee responsibilities or 
are acting within the course and scope of their employment and/or authority). (2) a parent or 
guardian who presents a certified copy of the most recent federal income tax form that reports 
you as a dependent. Other, less common individuals who may access your educational record 
without your consent include: (3) authorized representatives of accrediting agencies, as well as 
federal, state, and local government offices, persons or organizations providing financial aid to a 
student, (4) persons in compliance with a judicial order or subpoena, (5) persons in an emergency 
if the protected information is needed to protect the safety of the student or other persons, (6) 
parents regarding the student’s violation of any federal, state, or local law, or any college policy 
or rule governing the use of alcohol or a controlled substance as long as the institution has 
determined that there has been a violation and the student is 
under the age of 21 at the time of disclosure, (7) the victim of an alleged perpetrator of a crime of 
violence or a non-forcible sex offense (limited to the final results of the disciplinary proceeding 
conducted by the college), and (8) the public in relation to a determined crime of violence or non-
forcible sex offense that violates college policy or rule (disclosure limited to the student’s name, 
the violation, and any sanctions imposed by the institution against the student). 
 
Am I required to use my social security number as a personal identifier? 
A Federal court ruling upheld the use of the social security number as a personal identifier for 
administrative purposes in higher education. We protect the privacy of the social security number 
as required by FERPA. However, you may request (form available in the Registrar's Office) the 
assignment of an alternate identification number. Effective January 2002, any new students 
admitted to LBC will no longer have a social security number as a personal identifier for 
administrative LBC purposes. 
 
Which College Officer is responsible for administering the FERPA guidelines? 
The Office of the Registrar is responsible for the institutional compliance with the FERPA 
guidelines and maintenance and release of the educational record. Questions, interpretations, 
further explanations, or concerns about FERPA and the college’s FERPA policy are to be 
directed to the Registrar. 
 
How do I file a complaint with the U.S. Department of Education? 
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Complaints are to be filed with the:  
Family Policy Compliance Office  
U.S. Department of Education 
600 Independence Avenue, SW 
Washington, DC 202024605 
VPAA 7/15/99 
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CANCELLATION OF CLASSES 
 
If it becomes necessary to cancel AUD classes, there are several ways you can receive that 

information. Please choose one of the three options given below, keeping in mind that 
Options #1 and #2 will be the first to be posted and require you less time than Option #3. 

Decisions to cancel evening classes will be made by 2:30 p.m. If you see or hear that “all evening 
classes are canceled,” then AUD classes are canceled.  

Option #1: Log on to the LBC web site at www.lbc.edu. A message regarding the change will be 
on the home page. 

Option #2: Dial one of these numbers and press “9” for related schedule changes:  
717-560-8200; 717-560-8201. 

Option #3:  

Tune into one of these TV 
or Radio Stations: 

WGAL – 8 
FOX 43 

 

WBYN 107.5 FM 
WDAC 94.5 FM 
WJTL 90.3 FM  
WROZ 101.3 FM 
  

 
 
DINING COMMONS 
 
Students receive a discount on all meals at in the Olewine Dining 
Commons by showing their LBC ID card. Hours and meal charges are 
posted in the Dining. 

 
 
REFRESHMENTS 
 
Food and drink is permitted in the classrooms. However, food and drink is not permitted 
anywhere else in the Sebastian Academic Complex. As a general rule, the Charger Café snack 
shop (located in the Olewine Dining Hall Complex) is open when AUD classes are in session 
(except for summer months). In addition, AUD students may bring food with them and utilize the 
refrigerator and microwave available to them in the dining complex. It is preferred that complete 
meals are eaten in the snack shop area rather than in a classroom.  
 
LOST & FOUND 
 
Items left in the classroom at the end of class sessions will either be held in the Program Office if 
found by a AUD staff member, or will be sent to the LBC Lost & Found Department located in 
Student services. 
 
 
STUDENT IDENTIFICATION CARDS 
 
The student should carry his or her LBC photo-ID card while on campus. The ID may be required 

http://www.lbc.edu/
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to allow access to the library (including computer lab) and will allow you to receive appropriate 
discounts in the dining commons and bookstore. Many sporting events and other social activities 
are free or discounted when a student ID is shown. 
 
VISITORS 
 
Students who wish to take visitors to class must obtain permission from the instructor before the 
beginning of class, preferably the week before the session. 
 
CELL PHONES AND PAGERS IN CLASS 
 
Unless it causes undo hardship, students should turn off all telecommunication 
devices while in class. 
  
EMERGENCY CONTACT NUMBER 
 
If someone needs to contact you for an emergency while you are in class, they should call Safety 
Services at 717.560.8247.  If no one answers at this number right away, continue to hold the line 
as it will be transferred to the cell phone of the person on duty. 
 
Counseling and Career Center (C3) 
The Counseling and Career Center (C3) at LBC is committed to connecting students at LBC with 
free, Biblically-based, professional counseling services. C3 provides a holistic approach, viewing 
all aspects of a student’s life as interrelated. Personal, spiritual, academic, financial and career 
concerns are all appropriate topics for counseling.   
C3 provides undergraduate students with confidential, short-term counseling services. Individual 
and group counseling services can help students address issues of how to manage a myriad of 
concerns, from the seemingly day to day stress of life to issues that seem to define our very 
identities.  If you or someone you know is considering speaking to a counselor, know that you 
will be provided a safe and relaxed environment where you can address the concerns that have 
weighed you down throughout the semester.   
If you do not desire or need a counseling experience, maybe you have a question about how to 
handle a difficult roommate, a situation at home or a sticky relationship, you can simply schedule 
a one-time consultation with a counselor in the C3 office. 
Students can contact C3 directly by phone at 717-560-8200 ext. 5801, or via email 
at c3@lbc.edu to schedule an appointment. 

Emergency Response & ALERTLBC 

LBC’s emergency response plan is a guide providing a response system to a major “on campus” 
crisis or emergency.  The plan is designed to be a response system for coordinating the College’s 
resources with community emergency response organizations to best respond to a real world 
event on campus. 
The College’s emergency notification system (ALERTLBC) consists of a multi-modal 
emergency alerting system.  Student information is updated in the alerting system based on 
information from the Registrar’s Office.  In the event of an emergency on campus alerts will be 
sent through one or multiple ways including: 

mailto:c3@lbc.edu
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• SMS text messages 

• Voice Calls 

• Voice mail 

• Email 

• Social Media Posts 

• Website Posting 

• External Siren 
 
LBC Public Safety & College Administration are prepared to respond to any crisis that would affect 
the campus and the College family.  A manual has been developed concerning crisis and 
communications guidelines, resources, and College policies pertaining to potential crisis situations. 
Quick reference guides are posted in all classrooms and throughout public spaces on campus. 
In the event of a crisis, students are expected to use good judgment with regard to their personal 
safety.  During a campus crisis or emergency, student will follow directions from emergency 
responders, LBC’s Administration and Public Safety.  Calm and quiet cooperation is important.  
Use cell phones only in order to relay pertinent and time-sensitive information to emergency 
responders.  Cell phones should be silenced to avoid drawing potentially dangerous attention.   
 
 
WEB RESOURCES FOR ADULT STUDENTS 
 
www.back2college.com, click on “Academics” and “Cool Tools.” 
 
 

 
 
 
 
 

[Back to Top] 

http://www.back2college.com/


Adult Education Student Handbook                                                           Lancaster Bible College   

 2 
 
 

Style for Quoting and Citing Biblical Statements 
Prepared by Lancaster Bible College’s Biblical Division 

 
The instructions and sample forms included here are intended to supplement the MLA Handbook 
for Writers of Research Papers (3rd ed.) by Joseph Gibaldi and Walter S. Achtert. They are to be 
utilized in the writing of papers and projects for the courses in Bible and Theology. These guidelines 
are given to develop the student’s consistency in the composition of college papers. 
 
Scripture Quotations 
The common procedure is to treat a Scripture quotation in the same way that any other quotation 
would be treated. 
 
Example: The Bible clearly states, “If a man will not work, neither should he eat.” 
 
Citation of Scripture References 
 
1. Abbreviate the names of the books of the Bible in internal documentation, but never abbreviate in 

the text. Note the following examples: 
 
Example: Book alone; 
     In Matthew the exact phrase is used to refer to Christ. 
Example: Book and chapter: 
     Many commentators see a connection with Psalm 29. (Ps. 29) 
Example: Chapter alone: 
     Unlike the great scroll of chapter 5, this scroll lies open in the hand of an angel. 
Example: Verse alone: 
     The voice from heaven in verse 4 was silent. (vs. 4 or vs. 409) 
Example: Book, chapter, and verse: 
     In Daniel 12:4 the prophet wrote about the sealing of the book. (Dan. 12:4) 
Example: Book, chapter, and verses: 
     In Daniel 3:9-14 the prophet speaks of foreign nations. 
     Daniel 7:8, 11 describes the little horn. (Dan. 8:9-14; Dan. 7:8, 11) 
Example: Chapter and verse: 12:15; 23:40 
     Chapter and verses: 19:15-27; 23:40, 43 
     Chapter and verses: 19:15-20:5 
 
2. Place the citation in the text: 
 
After a Scripture quotation, place the reference in parentheses.  
Example: “The just shall live by faith” (Hab. 2:4). 
 
When Scripture is paraphrased, simply place the reference in the text. 
Example: As latter-day prophets, the two witnesses wear the rough garb of their ancient 

 predecessors (Zech. 13:4). 
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If you have used more than one version/translation in the paper, place version abbreviation after 

reference.  
Example: (Matt. 6:33 NIV). 
 
Capitalization of Religious Terms 
 
Capitalize: Do not capitalize: 
 
   Scripture scriptural    
 Bible biblical     
 Christian     psalm 
 Names and titles of God   epistle 
 Titles of Biblical books 
 Religious sects, e.g., Jew, Gentile 
 Pronouns referring to God 
 
Abbreviations of Books of the Bible 
 
Abbreviations should be used only in internal documentation. The following abbreviations and 
complete titles should be used in any college papers written for LBC courses: 
 
 Old Testament (OT) New Testament (NT) 
 
 Gen.  Eccles. Matt.  2 Thess. 
 Exod.  Song. Sol.  Mark 1 Tim. 
 Lev.  Isa.  Luke 2 Tim. 
 Num.  Jer.  John Tit. 
 Deut. Lam. Acts Philem. 
 Josh. Ezek. Rom. Heb. 
 Judg. Dan. 1 Cor. Jas. 
 Ruth Hos. 2 Cor. 1 Pet. 
 1 Sam. Joel Gal. 2 Pet. 
 2 Sam. Amos Eph. 1 John 
 1 Kings Obad. Phil. 2 John 
 2 Kings Jon. Col. 3 John 
 1 Chron. Mic. 1 Thess. Jude 
 2 Chron. Nah.  Rev. 
 Ezra Hab. 
 Neh. Zeph. 
 Esth. Hag. 
 Job Zech. 
 Ps. Mal. 
 Prov. 
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Selected Apocryphal and Deuterocanonial Works 
 
 1 Esd. 1 Esdras 
 2 Esd. 2 Esdras 
 Tob. Tobit 
 Jth. Judith 
 Esth. (Apocr.) Esther (Apocrypha) 
 Wisd. Sol. (also Wisd.) Wisdom of Solomon (also Wisdom) 
 Ecclus. (also Sir.) Ecclesiasticus (also Sirach) 
 Bar.  Baruch 
 Song 3 Childr. Song of the Three Children 
 Sus.  Susanna 
 Bel and Dr. Bel and Dragon 
 Pr. Man.  Prayer of Manasseh 
 1 Macc.  1 Maccabees 
 2 Macc.  2 Maccabees 
 G. Thom.  Gospel of Thomas 
 G. Heb.  Gospel of Hebrews 
 G. Pet.  Gospel of Peter 
 
Abbreviations of Translations, Versions, and Texts 
 
King James Version  KJV New King James Bible NKJB 
Revised Standard Version RSV Today’s English Version TEV 
American Standard Version ASV  Living Bible LB 
New English Bible NEB  New Jerusalem Bible NJB 
New American Standard Bible NASB Septuagint LXX 
New International Version NIV Textus Receptus TR 
 

All others should be written out in full. 
 

Biblical Entries on Works Cited Page 
 
Begin all entries: The Bible 
Alphabetize the versions used. 
Example: The Bible. King James Version. 
     The Bible. New English Bible. 
     The Bible. New International Version. 
 
Outlining of Bible Books or Sections 
 
See the remarks made in MLA (25-30). Rather than aligning the left hand margin, align the periods 
after the Roman numerals, letters, and Arabic numbers. 
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Example of an outline of a passage of Scripture: 1 Samuel 9:1-31:13 
(Section I is omitted in this example.) 
 
II. The story of Saul, Israel’s first king. 1 Samuel 9:1-31:13 
  (Section A, B, C, D, and E are omitted in this example.) 
  
 F. Saul’s resisting God’s judgment   16:1-18:7 
  
    1. Saul’s successor anointed   16:1-13 
 
      a. God’s instructions to Samuel   16:1-5 
 
       b. Samuel’s search for a king   16:6-13 
    
  2. Saul and David contrasted   16:14-18:7 
 
       a. Saul’s evil spirit and David’s spiritual power 16:14-23 
 
       b. Saul’s cowardice and David’s courage  17:1-58 
 
       (1) Description of the battle   17:1-3 
 
       (2) Defiance of Goliath   17:4-10 
 
       (3) Dismay of the Israelites   17:11-25 
 
       (4) Determination of David   17:26-30 
 
       (5) Deliverance by Jehovah   17:31-58 
 
      c. Saul’s exploits and David’s exploits  18:1-7 
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       Doe  1   
Jane Doe 
 
Mrs. Brubaker 
 
Writing Lab LA 105 

February 22, 1990 

David the Stronghearted 

 Scripture uses the term “heart” to describe the place where character is first formed (Swindoll 15). 

The life of David reveals a man whose strong character was born from a servant’s heart, a correctable heart, 

and a praising heart. He led a life full of varied and contrasting experiences. David, the shepherd boy, 

possessed the heart that would one day belong to David, king of Israel. David, “a man after God’s own 

heart” (1 Sam. 13:14), was David, very human with a heart capable of sin. David, brave soldier, carried 

within him the heart of David, tender poet. 

 He had been a king, soldier, and a poet. But in Acts 13:36, the apostle Paul gives emphasis to David’s 

service saying, “For David, after he had served the purpose of God in his own generation, fell asleep, and 

was laid among his fathers . . ..” In God’s system of leadership, servanthood is the key (Strokes 32). David 

grew up serving his father and his brothers. As a teenager, he served King Saul as his harpist. As a soldier 

and a king, he served the nation of Israel. But above all else, his heart’s desire was to God’s purpose. David 

writes in Psalm 40:8, “I delight to do Thy will, O my God . . ..” Mark Wheeeler describes true servants as 

those who delight in serving and have a love for their master. They are characterized by faithfulness, 

trustworthiness, and humility (16). David wore the marks of a true servant of God and has been recorded in 

history as one of Israel’s greatest leaders. His greatness was born from a servant’s heart. 

[Back to Top] 
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APPENDIX A 
Academic Integrity Policy 

Academic Integrity 
In the world of education, academic integrity is seen as a desirable, foundational value.  This is a 
topic of growing concern with new technologies making the temptation to violate the principles of 
academic integrity greater than ever. In addition to this wider academic desire for integrity, LBC 
seeks to help mold the character of students according to a biblical worldview and to send people of 
integrity into ministry. Academic dishonesty includes, but is not limited to: 

1. Plagiarism: Submitting as one’s own work part or all of any assignment which is 
copied, paraphrased, or purchased from another source, including online sources, without 
the proper acknowledgment of that source.  

2. Cheating: Using or attempting to use unauthorized material or study aids for personal 
assistance in examinations or other academic work.  

3. Fabrication: Submitting altered, contrived, or invented information in any academic 
exercise. 

4. Misrepresentation of Academic Records: Tampering with any portion of a student’s 
record. 

5. Facilitating Academic Dishonesty: Helping another individual violate the Academic 
Integrity Policy.  

6. Unfair Advantage: Attempting, in an inequitable manner, to gain a more favorable 
playing field than fellow students have on an academic exercise.   

7. Multiple submissions: Submitting the same work to fulfill the requirements for more 
than one course without authorization of all instructors involved.   

8. Tolerating Academic Dishonesty:  When a student knows about academic dishonesty 
and fails to address it with the other student, that student is complicit in the dishonesty.  
If the confronted student fails to confess to the monitor and cease and desist, the other 
student is responsible to address the issue with the monitor. 

 Procedures for Violations of Academic Integrity 
In a course, each faculty member is responsible to monitor his/her class for academic integrity.  
Outside a course, the VPAA is the monitor of academic integrity. 

1. If a violation of the Academic Integrity Policy is suspected, the monitor should meet 
with the student(s) to discuss the incident and determine, to the monitor’s satisfaction, 
whether or not a violation has occurred. Monitors and student(s) may choose to have a 
witness present at the discussion. Both parties should be notified that a witness will be 
present and have opportunity to bring his or her own witness. The monitor should 
thoroughly discuss the evidence of the offense, and the report which will be sent to the 
Associate VP and registrar. 

2. If a student is accused of violating the Academic Integrity Policy, but subsequently the 
monitor determines that the student is innocent or insufficient evidence exists to justify 
further action, the student should be informed. No report of the accusation or of the 
monitor/student meeting should be filed with the Associate VP and registrar. 

3. If the monitor determines that a violation has occurred, a report should be filed with the 
Associate VP and registrar and to student services. Also, a duplicate of the report should 
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be provided to the student. (The faculty member must keep originals of tests, papers, 
projects that provide evidence of the violation.)  The report of violation should include 
the following: 
a. A complete description of the incident, including date of meeting with the student. 
b. Conclusions regarding exact nature of the violation. 
c. Copies of originals of tests, papers, projects that provide evidence of the violation.   
d. Faculty recommendation. 

4. The Associate VP and registrar shall convene an interview to determine the appropriate 
penalties for the offense. The conclusion will be kept as part of the student’s record in 
the registrar’s office. 

5. The desire of the College is to act in redemptive rather than merely punitive ways. 
Consequently, in coordination with student services, counsel will be provided. 

 Penalties for Violation of the Academic Integrity Policy  
  The consequences and penalties for academic dishonesty will be tied to where the offense 
occurred. 
 Penalties for Violating the Academic Integrity Policy— In a Course 

1. For a first offense: after meeting with the student, the professor will complete a report to 
Associate VP and registrar.  The AVP&R will determine with the professor whether the 
violation was minor and unintentional, warranting a failing grade for the assignment in 
question.  Or, the AVP&R with the professor will decide if the violation was flagrant 
and blatant, warranting a failure for the course. 

2. For subsequent offenses, the penalty will be as follows: 
a. Two minor/unintentional offenses will result in failure of the course. 
b.Three minor/unintentional offenses will result in the AVP&R recommending to the 

president that the student be expelled. 
c. If the second offense is flagrant, the AVP&R will recommend to the president that 

the student be expelled. 
3. The AVP&R will determine what sanctions will be imposed when a student confesses to 

having cheated in any course already completed. 
 Penalties for Violation of the Academic Integrity Policy—Outside a Course 

1. For instances of violating the Academic Integrity Policy outside a course (such as 
interfering with the college records or vandalizing library materials), the case will be 
presented to the VPAA who will investigate the alleged offense, and based on evidence 
suspend the student.   

2. For second offenses, a recommendation will be made to the president that the student be 
expelled. 

 Appeals Process for Violation of the Academic Integrity Policy 
The student may appeal in writing to the appropriate Academic Student Appeals Committee. A 
student’s intent to appeal a monitor’s response to a violation must be communicated to the 
Associate VP and registrar in writing within one week of the receipt of the written notification from 
the monitor dealing with the incident. The appeals committee should hear both the monitor and the 
student on the issue as well as review the documents.  The decision of the committee may be 
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appealed to the Vice President for Academic Affairs who has the final authority to remediate the 
action. 
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Appendix B 

Computer Acceptable Use Policy (AUP) 

Computer network and internet access is provided for students and employees of Lancaster Bible 
College, Capital Seminary & Graduate School for the purpose of furthering students’ education and 
providing tools for faculty and staff in support of their duties. All members of the LBC family must 
respect areas on the network that are not for general access, and refrain from accessing sites on the 
Internet, which are not conducive to spiritual growth. In addition, all must realize that there are file 
and resource limitations:  

 Terms and Conditions 
1. Privileges – The use of network and Internet is a privilege, not a right, and any 

inappropriate use may result in the loss of this privilege and/or disciplinary measures. 
The College administration is responsible for this Computer Acceptable Use Policy 
(AUP). 

2. Network Etiquette – While on the computer network, all persons must conduct 
themselves in a responsible, ethical, polite, and Christ-like manner. 

3. Security – Private computer accounts and files must be respected.  Your computer 
account name and password are assigned to you by the College. Do not reveal these to 
anyone. LBC reserves the right to view and log all computer usage, and access or 
attempted access to inappropriate sites will be cause for disciplinary action.  Please take 
care to log off the network when you are not using your computer.   The College will 
investigate allegations of fraud or unauthorized access, but it is imperative that you log 
off the network when you are not using your computer. 

4. Acceptable Use – The purpose of the computer network is to support the educational 
mission of the College. Your use of it must be consistent with the educational objective 
and mission of Lancaster Bible College & Graduate School. The College filters 
inappropriate Internet sites, reserves the right to deny access, and logs all Internet 
activity. 

5. Prohibited Use – The activities listed below are strictly prohibited by all users of the 
network. 
a. Allowing an unauthorized person to use an assigned account. 
b. Transmission of any material in violation of any governmental regulation or law, 

such as, but not limited to: copyrighted, threatening, offensive, obscene, or protected 
by trade secret. Some examples are unauthorized downloading of copyrighted music 
or films.  

c. Accessing, attempting to access, or transmission of any prurient sexually 
oriented, other indecent, offensive, objectionable, inappropriate, or other anti-social 
material. 

d. Participation in inappropriate or objectionable on-line chat rooms or news 
groups. 

e. Ordering or purchasing of any material or service in the college name without 
authorization. 

f. Attempting to obtain or modify files, passwords, or data belonging to other users 
or attempting to circumvent system security, guess passwords, or in any way gain 
unauthorized access to any computer recourses by any means. 

g. Modification or destruction of school computer resources. 
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h. Use of any computer to facilitate any illegal activity. 
i. Use of any computer to misrepresent others. 
j. Use of any computer and related College facilities for any commercial activity. 
k. Use of the LBC network or e-mail systems to send any type of mass e-mail 

without the specific permission of the Associate Vice President for Student Services. 
 

6.  Bandwidth – There are limits to internet bandwidth.  The College reserves the right to 
place limits on an individual’s bandwidth and deny access to Internet sites that could use 
an inordinate amount of bandwidth. 

7.  E-mail and Personal File Space(One Drive) – You have been provided with a network 
account and e-mail privileges that are accessible for each semester that you are actively 
enrolled. While that is protected from access by others, administrators of the computer 
network can access and read all material and the College reserves the right for them to do 
so. 

8.  Disclaimer – Lancaster Bible College, Capital Seminary & Graduate School makes no 
warranties of any kind, whether expressed or implied, for the services provided. LBC will 
not be responsible for damages you suffer, including but not limited to loss of data 
resulting from delays, non-deliveries, mis-deliveries, or service interruptions. Use of any 
information obtained via LBC network is at your own risk. 

9.  Acceptance by Students – I have read and understand the above Terms and Conditions 
and will abide by them.  I understand that this access is designed for educational 
purposes.  I accept full responsibility for any of my activity on the computer system.  
Should I commit any violation of the terms or intent, I recognize that I will be subject to 
disciplinary and/or legal action and my access privileges may be revoked. 

10.          Higher Education Act Compliance (HEA) – Lancaster Bible College, Capital 
Seminary & Graduate School complies with and enforces, to the extent practicable the 
Higher Education Act.  This includes, but is not limited to, the following: 

a. LBC does not permit Peer to Peer (P2P) files sharing of copyrighted materials 
and will discipline any student participating in illegally distributing copyrighted 
materials. 

b. LBC uses a variety of commercial products, including bandwith shaping 
utilities, designed to reduce or block illegal file sharing. 

c. LBC does not prohibit or make any attempt to block the numerous legal 
alternatives for downloading of intellectual property.   
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 For more information, please refer to the Higher Education Act. 
 

 

Email Etiquette 
Part of LBC’s mission is to help students learn to communicate effectively.  Here are 
some helpful hints when using email: 
1.Keep messages short and focused.  Consider attaching a file or sending a hard copy if 

a longer message is required. 
2.Target your audience.  Don’t send unsolicited email messages to large groups. 
3.Be careful with humor.  Don’t forward humorous email which could be offensive or 

annoying to the recipient. 
4.Assume that every email you send will be read publicly.  Don’t send confidential 

information by email. 
5.Don’t use “ALL CAPS” for emphasis.  Use appropriate capitalization and 

punctuation.  
6.Proofread all email for accuracy in both content and tone.  Also consider setting your 

computer to automatically spell check all email. 
                 

                
     

        
 

http://www.emailreplies.com/
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APPENDIX D 

Disciplinary & Judicial Process 
(can also be found at www.lbc.edu) 

Campus Standards and the Judicial Process 
The purpose of campus standards is to create the best environment in which students can live and 
education can flourish.  At the cornerstone of this effort to create the best possible living/learning 
environment is the mutual obligation of students to treat all other members of the academic 
community with dignity and respect – (including other students, faculty members, neighbors, and 
employees of the college) and of Lancaster Bible College personnel to treat all students with equal 
care, concern, dignity and fairness. 
The U.S. Department of Health, Education & Welfare has released a General Order ED025 805.  
This directive deals with Judicial Standards of Procedure and Substance in Review of Student 
Discipline in Tax-Supported Institutions of Higher Education.  The order is designed to encourage 
consistency with a ruling that took place in the United States District Court for the Western District 
of Missouri. 
In summary, Colleges and Universities do not prosecute criminals; they discipline students who 
violate their rules.  This order views the discipline of students in the educational community, for all 
but the case of irrevocable expulsion, as part of the teaching process.  In the case of irrevocable 
expulsion for misconduct, the process is not punitive or deterrent in the criminal law sense, but the 
process is rather a determination that the student is unqualified to continue as a member of the 
educational community. 
In administering any discipline, Lancaster Bible College is careful not to act arbitrarily or 
capriciously.  Students are treated fairly and given due process.  The General Order ED025 805 
states: 

“The voluntary attendance of a student in such institutions is a voluntary entrance 
into the academic community.  By such voluntary entrance, the student voluntarily 
assumes obligations of performance and behavior reasonably imposed by the 
institution of choice relevant to its lawful missions, processes, and functions.  These 
obligations are generally much higher than those imposed on all citizens by the civil 
and criminal law.  So long as there is no invidious discrimination, no deprival of due 
process, no abridgement of a right protected in the circumstances, and no 
capricious, clearly unreasonable or unlawful action employed, the institution may 
discipline students to secure compliance with these higher obligations as a teaching 
method or to sever the student from the academic community.” (pp. 5, 6) 

A student admitted to Lancaster Bible College accepts the responsibility to conform to all College 
rules and regulations.  Failure to meet this obligation will justify appropriate disciplinary sanctions.  
The sanctions are listed below in ascending order of severity. 

Responsibility and Enforcement 
The Board of Trustees is charged by law with the responsibility of making rules and regulations for 
the College and establishing policy governing the conduct of the College, its employees, and its 
student body.  The president of the College is elected by the Board of Trustees to serve at its 
pleasure.  The president is the chief executive officer entrusted by the Board of Trustees with the 
execution of its policies and the internal government and administration of the College.  The Board 
of Trustees orders and directs the president of the College to administer and enforce its policies as 

http://www.lbc.edu/
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herein announced.  In carrying out this responsibility, the president is vested with authority to take 
such disciplinary action as in his judgment the circumstances warrant.  The president has delegated 
this function to the Vice President for Student Services. 
However, the president reserves the right to retain any case in which: 

1. There is an alleged violation of a student regulation where College property has 
been damaged or destroyed. 

2. There is an alleged violation of a student regulation where the conduct in 
question may threaten the safety of any member of the College community or any 
College property. 

3. There is an alleged violation of a student regulation where the action in question 
would disrupt the educational process and/or orderly operation of the College. 

4. There is an alleged violation of a student regulation where a federal, state or local 
law may have been violated. 

Judicial Procedures 
 The following procedures will be followed when reports of incidents alleging violations of College 

policies or student and community life standards have surfaced: 

Disciplinary Procedures: Minor Infractions 
 After a series of investigatory meetings, an appropriate disciplinary sanction for minor infractions 

(i.e., sanctions 1-5), based on the totality of the circumstances, may be imposed by Resident 
Assistants, Resident Directors, Director of Resident Life, Director of Spiritual Formation or the 
Vice President for Student Services. 

Disciplinary Procedures: Major Infractions 
 After a series of investigatory meetings the Vice President for Student Services (who may or may 

not have listened to the deliberations) will set the appropriate disciplinary sanction(s) (i.e., sanctions 
6-11), based on the totality of the circumstances, after a violation is found and, after receiving the 
non-binding recommendation of the fact finders. 

Common Sanctions 
1. Admonition or Reprimand: An oral statement to the student explaining that he/she 

has violated a student regulation and implies the student’s behavior is inappropriate 
and is not to be overlooked. 

2. Issuance of a White Slip: A White Slip is a written communiqué advising the student 
he/she has violated a College regulation. 

3. Censure: An official written statement to the student explaining that he/she has 
violated a student regulation.  It is intended to communicate most strongly both the 
disapproval and the reprimand of the college community. 

4. In-Kind Restitution (may include but is not limited to): the reimbursement of costs 
for damage to, or destruction of, college property or property of any person; 
restitution in the form of appropriate service to be completed by the student; the 
relocation of the student within college housing facilities; the required attendance of 
the student to the appropriate educational programs based on the circumstances of the 
case. 
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5. Social Probation: Indicates the behavior exhibited is socially unacceptable.  
Therefore a designated period of time is set and a specific action plan is agreed upon 
for the student to take corrective action and adjust behavior to socially acceptable 
standards. 

6. Restriction of Privileges: The restriction of College privileges for a specified period 
of time.  These restrictions may include, but are not limited to the following: 

a. Denial of regular priority for room assignment in College housing. 
b. Denial of the privilege to vote in College held elections. 
c. Denial of the privilege to attend nonacademic College functions. 
d. Denial of the privilege to participate in nonacademic College organizations or 

activities. 
e. Denial of parking privileges. 
f. Denial of the privilege to represent the College to anyone outside the College 

community in anyway, including representing the College at any official 
function, intercollegiate athletics or any forms of intercollegiate competition 
or representation. 

g. Denial of the privilege to participate, be elected, or appointed as a member or 
officer of student government or any registered student organization. 

h. Denial of the privilege to live in College housing. 
7. Disciplinary Probation: A specified period of review and adjustment during which a 

student is under an official warning that his/her violation was very serious.  While on 
disciplinary probation, a student will be considered to be “not in good standing” with 
the College and may face specific restrictions on his/her behavior and/or college 
privileges.  Students involved in similar or additional disciplinary incidents while on 
probation may be recommended for immediate suspension or expulsion. 

8. Eviction: Eviction from College housing without a refund if the student is currently 
residing in a residence hall or an on-campus apartment. 

9. Disciplinary Suspension: The denial of enrollment, attendance, and other privileges 
at the College for a specified period of time.  In cases where a student is suspended 
for the duration of the semester, clearance for re-enrollment must be received from 
the Associate Vice President for Student Services.  Permission to apply for 
readmission upon the termination of the period may be granted with or without 
conditions/restrictions.  A student who has been issued a disciplinary suspension 
sanction may be prohibited from visiting on campus or attending all College or open 
social functions and is deemed “not eligible to return” to the College during the 
suspension period.  The suspension shall be followed by a period of disciplinary 
probation. 

10. Interim Suspension: An interim suspension may be imposed by the Vice President 
for Student Services or his/her designee, prior to the beginning of the administrative 
process.  The interim suspension may be imposed in extreme cases where the alleged 
action of a student(s) may pose a threat to the well being of the College, any of its 
members, or him/herself, or there is substantial evidence that the continued presence 
of the student(s) on the campus will disrupts the College.  Prior to imposing an 
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interim suspension, every effort will be made by the Vice President for Student 
Services or his/her designee to give the student an opportunity to respond to the 
charge(s).  Following the imposition of an interim suspension, the opportunity for an 
administrative hearing, as described below, will be provided as expeditiously as 
possible but no later than ten calendar days after the interim suspension – unless the 
student waives the ten days. 

11. Expulsion: The dismissal of a student from the College without the ability to apply 
for re-enrollment.  A student who has been expelled is deemed “not eligible to 
return” to the College for a period of two years.  Expulsion requires approval of the 
President. 

Appeal Process 
 If the student(s) disputes the alleged charges or sanctions, there remains the right to appeal.  All 

appeal requests must be submitted to the Vice President for Student Services.  An appeal must be 
made in writing and include the basis for the appeal, and must be received within three calendar 
days after the receipt of an imposed sanction.  An appeal is normally based on one or more of the 
following conditions: 

1. The sanction imposed is grossly disproportionate to the offense. 
2. The decision was not supported by substantial evidence. 
3. New evidence has become available that would significantly alter the results. 

When an appeal is received, the following process will normally be followed: 
1. A hearing before a judicial committee will be scheduled.  The judicial committee 

will be appointed by the Associate Vice President for Student Services and will 
consist of: 

a. One faculty member 
b. A professional staff member 
c. A non-professional staff member 
d. The Student Government Association President 
e. The Resident Affairs Council President 

2. The Judicial Committee, upon convening, will choose a chair and function only as a 
fact-finding body.  They will review the disciplinary policy and procedures stated in 
the Student Handbook, and determine whether the alleged violations are sustainable. 
All issues, findings or judgments of the Committee will be decided by majority vote. 

3. The student will be provided with a written statement of his/her rights in the 
disciplinary process. These rights include: 

a. Provision of copies of all written material that will be presented at the 
hearing. 

b. The opportunity to have an advisor/advocate of his/her choice present 
providing the advisor/advocate sits quietly in the hearing room and does not 
try to participate during the proceedings. The provision of an 
advisor/advocate at the hearing is at the student’s expense. 
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c. The opportunity to tell his/her side of the incident; to call witnesses with 
critical knowledge of the incident; to ask questions of those who filed reports 
against the student; and to summarize his/her feelings concerning the 
incident. 

4. If the Judicial Committee decides that additional evidence or testimony before 
rendering a judgment is needed, a second hearing date may be scheduled with the 
student to review this information. The committee may invite the presence and 
testimony of relevant witnesses. 

5. A student who does not appear at a scheduled hearing will be considered as having 
acknowledged the violation and voluntarily terminated the request for appeal.  A 
student summoned to a hearing will be required to participate regardless of classes, 
work, or other scheduling conflicts. 

6. In its deliberations, the Committee will make decisions based on a sufficiency of 
evidence, “more likely than not,” after reviewing witness testimony, written 
statements, and other relevant information.  In re-evaluating any conflicting 
testimony or statements, the Committee will determine which version of events is 
more credible. 

7. The Committee will make an audio record of the disciplinary hearing. This verbatim 
record remains the property of the College.  The following are guidelines for audio 
taping: 

a. Test the tape recorder at the beginning of each hearing. Make sure the 
recording equipment works and will pick up and record everyone who speaks. 

b. Have the chair identify each speaker, so subsequent listeners will know who 
is asking questions or giving responses. 

c. Allow the student who is considering filing an appeal and his/her advisor to 
have post-hearing access to the audiotape. Provide this access in a room near 
the Vice President for Student Services office during normal business hours 
and preserve confidentiality with a rule that the tape itself may not be taken 
off premises. Keep a log of the time spent reviewing the tape, so there will be 
no question about fair access. A member of the Student Services staff will sit 
with the student and his/her advisor while they review the tape. 

d. Make a copy of the tape, which should also remain in the Vice President for 
Student Services office. The duplicate ensures that someone does not erase 
the tape, “accidentally” or otherwise. 

e. In order to preserve the confidentiality of the process, both the original and 
the duplicate audiotape remain the property of Lancaster Bible College. No 
one, not even a student’s attorney or other advisor, should be allowed to take 
the tape out of the Student Services office or to make a dub of either tape. 
This is important for preserving the integrity of the process, because the 
process itself may be seriously undermined if testimony at a hearing was 
played later as “entertainment” in living quarters (on- or off-campus). 

f. Do not permit court reporters or extra tape recordings at hearings. This policy 
not only helps to preserve the dignity and confidentiality of the process, but it 
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also deters individuals from trying to give the process a “courtroom” 
atmosphere, rather than the atmosphere of an educational process. 

8. The Committee will submit its findings in writing to the Associate Vice President for 
Student Services, along with all materials reviewed. 
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