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INTRODUCTION 

 

I. STATEMENT OF MISSION 

Columbia Theological Seminary is an 
educational institution of the Presbyterian 
Church (U.S.A.) and a community of 
theological inquiry and formation for 
ministry in the service of the church of 
Jesus Christ. 
 

      II.  MISSION EMPHASES 

At Columbia, people of faith seek to witness to 
Godõs creative power, redemptive action, 
transforming justice, and reconciling love, in a 
pluralistic society and interdependent world. 
 
We understand Christian faith to include 
worship of God, faithfulness to Jesus Christ, 
cultivation of the mind, disciplines of the 
Christian life, ministries of proclamation, 
nurture, compassion, and justice, expression of 
faith through the arts, and participation in the 
life of the Church. 
 
Our special mission in the service of the 
Church, especially the Presbyterian Church 
(USA), is to educate women and men for 
leadership in ordained and lay ministries; to 
offer first degree, graduate degree, and 
continuing education programs; and to provide 
theological resources for the denomination.  
  
Because we are an education institution, our 
calling is to prepare persons to lead 
congregations in worship, witness, mission, 
and service; to pursue learning that joins mind 
and heart;  to develop personal and 
professional skills for leadership in the church;  
to learn from the worldwide Church, from 
education, the arts, politics, economics, and 
science, and from those outside the centers of 
power and influence;  to consider critically 
from the perspective of the Christian faith, 
ideological, technical, and scientific 
assumptions - including our own - about the 
human situation. 
 
Because we are a confessional community of 
the Church, we live under the authority of 
Jesus Christ as witnessed to in the scriptures of 
the Old and New  Testaments, in the Church 

throughout the ages, and in the Reformed 
tradition and its confessions; affirm the 
worship of God as a vital and central feature of 
our life together;  celebrate the goodness of 
God in all creation; believe in Christõs lordship 
over the whole world; articulate an evangelical 
understanding of life rooted in the rule of 
Godõs justice and love; listen with openness to 
voices of hopelessness and hope around and 
within us; acknowledge our own brokenness 
and need for redemption;  commit ourselves to 
diversity and inclusivity, to ecumenicity, and to 
discerning the ongoing manifestations of 
Godõs presence in human affairs; nurture a 
personal and corporate faith which takes 
responsibility for our choices amid the political 
realities, the social institutions, and the global 
context in which we live. 
 
In carrying out our mission, we seek to be 
faithful to the gospel and to become a living 
expression of the Body of Christ in the world. 
 

 III.  INSTITUTIONAL GOALS 

Columbia Theological Seminary seeks: 
 

 To participate with the church in the 
formation of students for pastoral 
vocations in the church and the world by 
providing preeminent theological 
education within the Reformed tradition; 

 To educate men and women for 
leadership in ordained and lay ministries 
through its M.Div. and M.A.T.S. degree 
programs; 

 To enhance the ministries of men and 
women who are currently engaged in 
ordained and other forms of leadership 
by educating them in its Th.M., 
D.Ed.Min., D.Min., and Th.D. programs; 

 To provide theological resources for the 
denomination of the PC (USA), the 
ecumenical church, and persons with a 
variety of theological concerns through 
its lifelong learning programs; 

 To provide a learning environment in 
which theological education and 
formation for ministry flourish; 



 To provide a physical environment that 
contributes to an atmosphere for 
effective learning; 

 To be a good steward of its resources in 
order to provide quality education both in 
the present and the future; and 

 To foster and sustain Columbiaõs 
connection to the PC(USA), the 
ecumenical church, the greater Atlanta 
community, and beyond. 

In order to accomplish its Statement of 
Mission and Institutional Goals, Columbia 
seeks to be a place where both Christian 
freedom and responsibility can be experienced 
and nurtured. 
 
Christian freedom allows the seminary to 
become a community where persons and 
seasoned relationships take precedence over 
rules and regulations. It can be a place, a free 
home, for learning and growing. Here we can 
enjoy friendly and open relations as faculty 
members and students; we can see our work as 
a response to the call of God; and we can be 
freed, through Christian compassion, from the 
fears that come from a competitive 
professionalism. Such a community exists only 
by Godõs grace, and we can only be thankful 
for the measure of freedom that God gives to 
us to become such a community. 
 
Christian responsibility reminds us that God 
has given us this place and time together for a 
high and holy purpose. Community members 
are expected to exhibit attitudes and lifestyles 
which acknowledge the authority of Jesus 
Christ and express the biblical precept of love 
for God and humankind. Toward that end, 
students entering Columbia Theological 
Seminary are required by the seminaryõs Plan 
of Government (Article V, Section 2) to take 
the following pledge: 
 

QUESTIONS TO STUDENTS 

Relying upon Godõs grace, will you, so long as 
you are a student of Columbia Theological 
Seminary, promise and covenant to: 

 be diligent in your studies, 

 seek academic excellence,  

 pursue such learning as joins mind 
and heart,  

 and strive to live your life consistent 
with your calling as a disciple of 

Jesus Christ? 
 

Will you promise and covenant to make the 
worship of God a central feature of your life, 
and seek to grow in spiritual maturity and 
Christian discipleship? 
 
In recognition that growth in Christian 
discipleship and theological education is a life-
long process, will you promise and covenant to 
engage throughout your life in regular periods 
of disciplined study to sustain your ministry 
and enlarge your skills, for the sake of the 
Church and its mission in the world? 
 

RESPONSE OF THE SEMINARY 

In reliance upon Godõs grace and in 
faithfulness to Jesus Christ, the Church and 
you, Columbia Theological Seminary promises 
and covenants to provide you the very best 
theological resources we can offer for your 
academic growth, personal welfare and 
spiritual growth as you prepare for the service 
of God in the Church of Jesus Christ.  
Furthermore, we promise and covenant to 
offer Columbia Theological Seminary to you 
throughout your life as a resource to keep 
empowering, enriching and renewing your faith 
and ministry.  
 
Our community and our freedom are gifts to 
be treasured and not favors to be taken for 
granted. In order to avoid misusing these gifts 
for our own purposes, it is necessary for us to 
have some structure in the community. The 
community rights and responsibilities that 
follow are intended as a discipline that will lead 
us toward an even greater freedom. If you have 
any questions about them, please consult one 
of the Deans of Students or Deans of Faculty. 

 



COLUMBIAõS ADMINISTRATIVE 

OFFICES 

 

I. OFFICE OF THE PRESIDENT 

The purpose of the Office of the President is 
to (1) represent constituency/church to CTS, 
(2) represent CTS to the constituency/church, 
(3) coordinate the work of Board/Faculty/ 
Staff/Students, and (4) supervise the life and 
work of Columbia. 

 

       II.     OFFICE OF ACADEMIC AFFAIRS 

The Office of Academic Affairs oversees and 
supports the educational programs and faculty 
of Columbia Theological Seminary. In exercise 
of these responsibilities the office intends to 
foster a quality theological curriculum, high 
teaching effectiveness, freedom of intellectual 
inquiry, faculty development and support, wise 
and skilled ministerial practice, spiritual 
awareness and moral sensitivity, and 
theological scholarship. This office includes 
the Registrar, Institutional Research and 
Planning, Library, Advanced Studies, Faith and 
the City, Supervised Ministry, and writing 
instruction. 
 

       III.     BUSINESS OFFICE 

The Business Office provides efficient and 
effective administrative and financial support 
services for the students, faculty, staff, and 
external constituencies of Columbia. This 
office includes payroll, the treasurer, housing, 
central services, security, human resources, 
bookstore, computer services, food services, 
and facilities and maintenance. 
 

       IV.     OFFICE OF DEVELOPMENT  

                  & SEMINARY RELATIONS 

The Office of Development and Seminary 
Relations coordinates and directs the external 
relations activities of the seminary. The office 
aims to build and maintain relationships and 
support among various constituencies, 
including alumni/ae and other pastors, friends 
and supporters of the seminary, the local 
community, and the Presbyterian Church 
(USA). This office includes development 
services, alumni/ae and church relations, and 
communications. 
 

       V.      OFFICE OF STUDENT SERVICES 

The Office of Student Services contributes to 
the cultural, moral, intellectual and physical 

development of students. The officeõs purpose 
is threefold: to assist the seminary in creating a 
community in which students can be prepared 
for leadership and service in the church and 
world; to support the seminary in fostering a 
learning environment in which theological 
education and formation for ministry may 
flourish; to facilitate a quality of life which 
enhances studentsõ personal, professional 
growth and development and promotes 
studentsõ awareness of their own health and 
well being. This office includes admissions and 
financial aid. 
 

       VI.     OFFICE OF LIFELONG LEARNING 

Columbiaõs mission is to serve as a theological 
resource not only to students within degree 
programs, but also to pastors and laypersons.  
Through its lifelong learning programs and 
special events, Columbia offers opportunities 
for people throughout the church to grow in 
faith and service.  This office includes 
continuing education, lay institute, and the 
spirituality program. 
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INFORMATION DIRECTORY 

HAVE A QUESTION ABOUT? ASK: EXT/PHONE 

 Admissions, Recruitment  Monica Wedlockééééééééé 516 

 Advisors  Mike Medford/Ann Clay Adams 576/524 

 Alumni/ae Association  Randy Calvoéééééééééé. 593 

 Athletic Field Scheduling  Miguel Chavezééééééééé 510 

 Athletics Craig McDonaldééééééééé use CTS email 

 Audio-Visual Equipment  Jeff Vaughanéééééééééé 635 

 Bill Payments Business Officeééééééééé 580 

 Bookstore  Sue Crannelléééééééééé 550 

 Budget Payment Plan (AMS)  Business Officeééééééééé 580 

 Call Process  John White ééééééééé 522 

 Campus Notices (This Week)  Genie Hambrickééééééééé 530 

 Child Care  Judy Graveséééééééééé 523 

 Clinical Placement  Rhonda Wearyééééééééé 519 

 Columbia Friendship Circle  Barbara Poeéééééééééé 566 

 Campus Computers  Leon Harriséééééééééé 570 

 Counseling Referrals John White éééé 522 

 Course Scheduling  Mike Medfordéééééééééé 576 

 Exchange Programs  Kim LeVertééééééééé 618 

Financial Aid  Vivian Hodoéééééééééé 582 

Forums  Laura Neelyéééééééé use CTS email 

Guest Rooms  Miguel Chavezééééééééé 510 

Health Insurance  Judy Graveséééééééééé 523 

Housing  Miguel Chavezééééééééé 510 

International Program  Kim LeVert ééééé 618 

Library Resources  Sara Myersééééééé.. ééé 547 

Lifelong Learning      Sarah Erickson 526 

Lockers  Business Officeééééééééé 580 

Mail Boxes  Business Officeééééééééé 580 

Maintenance   David McArthur éééééééé 607 

Mid-Course Assessments  John Whiteééééééééééé 522 

News Items  Genie Hambrick  530 

Notary Public  Miguel Chavez/Judy Graves/Jody 
Sauls/Angela Wyatt 

510/523/654 
587 

Off-Campus Jobs  Judy Graveséééééééééé 523 

Ordination Exams  John White ééééééééé 522 

Parking Permits  Judy Graveséééééééééé 523 

Pastoral Care  John White ééé.. 522 

Recreation  Craig McDonaldééééééééé use CTS email 

Refectory  Miguel Chavezééééééééé 510 

Scholarships for Workshops/Conferences  Matt Bakeréééééééééé use CTS email 

Registrar  Mike Medford  576 

Security  Marty Sadleréééééééééé 512 

Special Meals  David Musiléééééééééé 551 

Spiritual Formation and Nurture  John Whiteééééééééé 522 

Student Government  Laura Palmeré..éééééééé use CTS email 

Supervised Ministry  Kim Clayton/Rhonda Weary  518/519 

Supply Preaching  Barbara Poeéééééééééé 566 

Transfer Credit and Advanced Standing  Ann Clay Adamsééééééééé 524 

Transcript Requests Jane Gleimééééééééééé 521 

Use of Seminary Cars  Barbara Poeéééééééééé 566 

Veterans Affairs  Judy Graveséééééééééé 523 

Work-Study      Vivian Hodo éééééééééé 582 

Writing Skills      Rosemary Raynalééééééééé 569 



 

LIFE AT COLUMBIA 

I. THE ESSENTIALS: SHELTER, FOOD, 

CLOTHING 

 

A. STUDENT HOUSING 

 
Assignment 

Seminary housing will generally be available 
only to full-time basic degree students. Master 
of Divinity students entering the seminary 
without advanced standing will be eligible to 
live in seminary housing for three years; 
Master of Arts students for two years. An 
extension to up to one year may be granted by 
the Vice President for Business and Finance if 
the student maintains full-time academic 
status. A Master of Divinity student must 
have at least 9 credits remaining in the degree 
program to be eligible to remain in seminary 
housing beyond the three-year limit. 
A student may not live in seminary housing 
for more than four years, even if a second 
family member subsequently enrolls in the 
seminary. 
 
Assignment to seminary housing is based 
upon a complex prioritization system 
overseen by an administrative housing 
committee. Each year entering students who 
are eligible for the various types of housing 
units with cooking facilities receive preference 
for one-third of such units (as available). 
Additional housing units of the type available 
are ordinarily assigned to eligible returning 
students on the basis of seniority. 
  

Returning students are asked in the spring to 
complete a form in order to indicate their 
housing intentions for the ensuing academic 
year.  
 
A student may retain an apartment, suite or 
room from one academic year to the next if 
occupancy is broken only by a summer 
away from campus. Moves from seminary 
housing to vacant housing units will 
generally be permitted only at the 
completion of an academic year, and 
requested moves from one unit to a similar 
unit will generally be denied. A student who 
moves from one housing unit to another is 

charged a fee to cover the cost of 
painting/restoring the vacated unit. 
 

When a student withdraws from seminary 
or ceases to be enrolled as a full-time 
student, the student forfeits any right to 
remain in seminary housing. In such cases, 
the Business Office will set a date when the 
housing must be vacated. Failure to vacate 
will make the security deposit subject to 
forfeiture. 
 

Care of Housing 

Please cooperate in keeping buildings, rooms 
and grounds in the best possible condition. 
No pets are allowed in seminary housing, and 
no furniture belonging to the seminary is to 
be removed from the room or apartment in 
which it is located. No alterations or additions 
are to be made to wiring or plumbing in any 
room, suite, apartment or house. 
 
Vehicles are not to be driven across seminary 
sidewalks, curbs, or yards at any time. 
An inspection of a studentõs housing will be 
conducted by the Facilities Manager at the 
time a student vacates a seminary housing 
unit. If it is determined that there is damage 
beyond normal wear and tear, the student will 
be billed for the expense of repair. If the 
housing unit has not been cleaned in 
accordance with the terms of the lease, a 
cleaning fee and penalty will be assessed. 
 

Carpet Cleaning 

The seminary provides carpet cleaning once 
per year for efficiencies and Village 
apartments. This service is scheduled 
through the Business Office.  
 

Cooking 

Because they are not wired for extensive 
cooking, it is necessary for safety reasons that 
cooking in rooms and suites be held to a 
minimum. Only the use of small appliances is 
permissible. 
  

Deposits 

A housing security deposit equal to one 
monthõs rent is required prior to the time a 
student occupies seminary housing. A 



seminary housing unit cannot be held for a 
student who has not posted a deposit by the 
date specified by the Business Office. 
Should a student move from one seminary 
housing unit to another, any amount of 
damages to the former must be paid and 
the appropriate deposit posted for the new 
unit.  
 
Any deposit, less damage deductions and 
cleaning fees/penalty, will be returned 
within 30 days after a student vacates 
seminary housing.  

 

Exterminating Services 

Pest control is provided for dorms and 
Village apartments four times a month. Please 
report any problems on the pest control log in 
the Business Office. 
 

Insurance 

The seminary cannot be responsible for the 
loss or damage of personal property. Students 
living in seminary housing are strongly urged 
to secure basic rentersõ insurance. 
  

Keys 

Keys to seminary housing are not to be 
duplicated under any circumstances. 
 
Students who lock themselves out of 
seminary housing units may obtain a key from 
the Business Office during regular business 
hours.  At other times, access may be 
obtained by contacting the campus security 
guard or the Agnes Scott Department of 
Public Safety at 404-471-6355. A $15 fee will 
be assessed on the studentõs account in each 
instance.  If a key is lost, there will be a $15 
fee for its replacement. 
 

Laundry Facilities 

Coin-operated washers and dryers are located 
on the first, second, and third floors of 
Florida Hall, the ground floor of the NRH, 
and in the Village laundry building. 
Maintenance problems should be reported to 
the phone number posted on the machines. 

Lease 

This is the formal contract for housing 
between an individual student and the 
seminary. It should be carefully read and a 
copy should be kept.  
Please note in particular: 

 The agreed time period for the lease; 

 Safeguards and rules in regard to keys; 

 Provisions concerning the deposit. 
 
Students leasing housing units are liable for 
rent during the nine-month academic year 
even if they are away from campus during that 
time period.  
 

Maintenance 

Notices pertaining to needed repairs should 
be made in writing on a maintenance request 
form and submitted to Box 47F.   Forms are 
available outside the Business Office. 
 
Should an emergency arise during regular 
business hours, the Business Office should be 
notified. Should there be an emergency at 
other times, contact the Facilities Manager. If 
unsuccessful in doing so, the Vice President 
for Business and Finance should be 
contacted. 
 

Smoke Alarms 

It is of vital importance to the health and 
safety of the seminary community that all 
campus smoke alarms be operational at all 
times. Residents of campus housing must 
never disable smoke alarms and are strongly 
urged to test them periodically. If a smoke 
alarm is found to be inoperable, please 
contact the Business Office immediately. 
 

Solicitation  

Solicitation is against the law in the City of 
Decatur, and solicitors are not allowed on 
campus. If someone is observed soliciting on 
campus, please contact Agnes Scott Collegeõs 
Department of Public Safety, at 404/471-
6900. If the solicitor has a genuine personal 
need, the authorities can direct him or her to 
the appropriate relief agency. 
 



Storage Facilities 

 

There is very limited storage space available 
for student usage. A designated space in 
Florida Hall may be used for the storage of 
residentsõ suitcases and trunks. Village 
residents are provided with limited storage for 
household items in a shed next to Friendship 
Hall. 

 

Summers 

Students in seminary housing who are not 
present on campus during the summer are 
asked to leave their apartments/suites/rooms 
locked and in clean and orderly condition. 
Rent is not charged for any periods when 
students are absent from campus for 18 
consecutive days or more during June, July, or 
August, and have turned in keys to their 
housing units prior to departure from 
campus. 
 
Students living on the third floor of Florida 
Hall must put all their personal belongings in 
locked closets during those periods when they 
are not paying rent. These suites will be 
rented to other persons during these time 
periods. 
 
Students who wish to live in seminary 
housing during the summer will be charged 
rent at the standard rates. 
 

Vacating Seminary Housing 

Members of the Class of 2010 and other 
students vacating seminary housing at the end 
of the 2009-10 academic year are asked to 
observe the following deadlines: 
 
Florida Hall: May 19, 2010 
Village Apartments: 

 families without school-age children:     
June 1, 2010 

 families with school-age children:        
June 1, 2010 

 

B. GUEST ROOMS 

Guest rooms of the seminary are available 
first of all to official guests of the institution. 
If available, they can be reserved by students 
for the convenience of relatives or friends for 

$ 32 per person per night, double occupancy. 
A person requesting a private room will be 
charged $49 per night. Prices include sales tax. 
Application for use of guest rooms should be 
made to the Facilities Coordinator in the 
Business Office. Cancellations may incur a 
fee. 
 

C. DINING 

Meals in the dining hall are provided on a 
subsidized basis as a service to the Columbia 
community. The dining hall has traditionally 
been an important part of the seminaryõs life, 
providing a place for faculty, students, friends 
and guests to meet and have meals together. 
 
Students living in campus residence halls 
(except for those in efficiencies and apartments) 
are required to participate in the board plan. 
Such a "packaging" of room and board provides 
the greatest savings for all students and avoids 
the imposition of the Georgia sales tax. 
 
Either the standard board plan or a modified 
board plan is available for non-student spouses. 
They may also choose to purchase meals on an 
individual basis. 
 
If a student living in a residence hall for 
medical reasons requires a diet different from 
that provided by the dining hall, the student 
may present to the Vice President for 
Business and Finance a letter from the 
studentõs personal physician or a local 
physician which provides a medical diagnosis 
and prescribed special diet. If necessary 
dietary arrangements cannot be made with the 
Director of Food Services, the student may 
request to be excused from the standard 
board plan. The seminary reserves the right to 
consult independently with a physician before 
making a final decision. If the request for an 
exemption is granted, the rent is increased by 
$50 per month. 
 
Students who are on the "packaged" room and 
board plan will be charged for board during 
each term of the academic year. An exception 
will be made for students whose Columbia 
course during winter term requires them to be 
off-campus. 
 
The board plan fee structure assumes that 
students may not be present for every meal. If a 



required course or CPE causes a student to miss 
an unusually high number of meals, a partial 
rebate may be granted. A student must submit 
to the Business Office a class schedule from the 
Registrar in order to receive consideration for 
such a rebate.  

 

Dining Hall Hours  

 

The dining hall is closed during Spring Break 
and other times when the seminary is not in 
session. 
 

Fall & Spring Term Hours 

Monday-Friday 

Breakfast 8:00 to 8:30am 

Lunch 12:15 ð 1:15 pm 

Dinner 6:00 ð 6:30 pm 

Saturday 

Breakfast 8:00 ð 8:30 am 

Sunday 

Closed  

 

Refreshments 

Drink and snack machines are located on the 
first floors of Campbell Hall and the Richards 
Center, and in the lounges of the Harrington 
Center. A coffee break is held in the dining 
hall or on the Richards Center patio Monday 
ð Friday 10:30 to 11:00 AM. Food and drinks 
are available for a nominal donation. 
 

D. BOOKSTORE 

The bookstore is dedicated to serving the 
students, faculty and staff of the seminary.  
The bookstore acquires and stocks the 
required books and supplemental resources 
for all the classes in each degree program.  It 
also strives to welcome visitors to campus 
whether they are here for a special event or 
just to browse the shelves.  The bookstoreõs 
unique selection of theological resources 
offers depth and variety in the reformed 
tradition to both the casual and more serious 
reader.  The bookstore also carries a limited 
supply of CTS souvenirs and merchandise as 
well as a few carefully selected unique gift 
items.  The very attractive bookstore gift card 

is popular for those who would like to 
support a seminary student with funds for 
books or give recipients the pleasure of 
browsing and choosing books for themselves. 
 
Most of the books are priced at a 15% 
discount below the suggested retail price.  If 
the bookstore does not have the book you are 
seeking, it can order it for you and either hold 
it for you to pick up or ship it to  you.  Books 
that are in salable condition may be returned 
within two weeks of purchase for store credit.  
Store credit is good for three years. 
 
Bookstore Hours: 
The bookstore is open whenever classes are 
in session.  During the Fall and Spring terms, 
the doors are open from 10:30am ð 2:30pm, 
Monday-Friday.  During Winter and Summer 
terms, the hours vary slightly and will be 
posted in This Week, at the front of the 
bookstore, and in the voice mail greeting.  
There is someone at the bookstore between 
the hours of 10:00am and 4:00pm to take 
phone orders, retrieve messages, and handle 
other special requests. 
 

E. CLOTHES CLOSET 

Begun by the Decatur Presbyterian Church, 
the Clothes Closet at Mission Haven is 
operated exclusively for missionaries and the 
Columbia community. Selections are to be 
made only for Columbia students and 
members of their immediate families. The 
Clothes Closet is open according to the 
schedule published in This Week. Please come 
prepared to identify yourself as a member of 
the Columbia community. It is not 
permissible to bring children under the age of 
12 to the Clothes Closet. 

 

F. DISCARDING 

Campus Recycling 

Columbia Theological Seminary contracts 
with the City of Decatur Recycling Services 
for regular pickup from two recycling 
dumpsters.  This service is single stream 
collection, which means there is no need to 
sort; there is one dumpster for paper, 
aluminum, glass, and plastic. 
 
Locations: 



 Upper campus at the tennis 
courts 

 Lower campus at Village 
Residences 39-42 

 Four large recycling cans on 
wheels are also located in the 
new brick refuse area 
between the parking areas of 
the Harrington Center, 
Florida Hall, and the new 
residential building.  (These 
canisters will be taken to the 
dumpsters once a week by 
the CTS maintenance crew.) 

 
Recycle: 

 Metal coffee cans 

 Tin cans (vegetable, soup, 
beans, cat food, etc. 

 Glass bottles ð any color 

 Newspapers 

 Magazines 

 Junk mail and catalogs 

 White milk jugs 

 Clear and green plastic soda 
and water bottles 

 Chipboard (cereal boxes, six 
pack containers, shoe boxes, 
etc.) 

 All plastics labeled with a 
recycling logo and any 
Number 1 through 7  

 All HDPE or No. 1 plastic 
containers, including black 
planting trays and black 
plastic flower pots, bleach 
bottles, yellow plastic milk 
cartons, etc. 
 

Do NOT recycle: 

 Pizza boxes 

 Paper milk cartons  
 

For additional information please see: 
http://www.decaturga.com/cgs_citysvcs_sfm
_recycling.aspx 
 

Refuse 

Receptacles for trash are provided in a 
number of places on campus. Please help by 
placing trash in these receptacles. Those living 

in residence halls are asked to remember that 
the trash cans on each floor are for dry trash 
only. Please take all garbage to the 
dumpsters. 
 

Shredding 

 

Secure bins are provided on campus for 
sensitive papers and documents that need to 
be shredded before they are discarded.  These 
bins are located on the first floor and 
basement of Campbell Hall, in Harrington 
Center, and in the Library. 

 

G. PARKING 

All Columbia faculty, staff, and registered 
students must register their vehicles with the 
Office of Student Services.  The Columbia 
parking sticker is placed on the rear bumper 
or window of each vehicle. There is no cost 
to obtain a sticker. 
 

Community members are asked to use the 
following locations for the parking of 
automobiles: 
 

 Persons living in Florida Hall are to 
utilize the lower level parking lot at the 
west end of the building. 

 Persons living in  the NRH are to utilize 
the spaces adjacent to the residence hall 
and the lower level parking lot.    

 Students living off-campus are to utilize 
unmarked spaces adjacent to the Library, 
Harrington Center, and public streets. 

 Only faculty and staff members are to 
utilize spaces designated for faculty and 
staff located adjacent to Richards Center 
and Simons-Law Hall and in front of 
Campbell Hall. 

 

The visitor parking spaces in front of 
Campbell Hall are to be used during business 
hours only for the purpose for which they 
were designed. 
Agnes Scott Collegeõs Department of Public 
Safety is responsible for ticketing and/or 
towing those vehicles parked in violation of 
the Seminaryõs parking regulations. 
 

Tickets are placed on vehicles parked in 
yellow curb areas, fire lanes or other areas 
marked òno parkingó; parked in faculty/staff 



slots between 8:00 a.m. and 5:00 p.m., 
Monday-Friday, without proper identification; 
with Columbia decals parked in visitor spaces 
between 8:00 a.m. and 5:00 p.m., Monday-
Friday; and without proper identification in 
parking slots for the handicapped.  Tickets are 
also issued to employees or students whose 
vehicles without Columbia parking stickers 
are parked in visitor spaces.  Each violator 
receives one ticket annually between July 1 
and June 30 that serves as a warning without a 
fine.  Subsequent tickets for violations other 
than parking in fire lanes result in a $25 fine. 
 
Vehicles parked in fire lanes will be towed at 
the ownerõs expense and fined according to 
City of Decatur rates. No warnings will be 
provided those whose vehicles are towed 
from fire lane areas. 
 

H. LOCKERS 

The seminary leases lockers to interested 
students at the rate of $5.00 per academic year. 
The lockers are located on the ground floor of 
Campbell Hall. Priority in assignment of lockers 
is given to off-campus students (students not 
living in seminary housing). Application for 
rental of a locker should be made in writing to 
the Business Office. The seminary has the right 
to open any locker and to remove personal 
belongings should it be deemed necessary to do 
so. 
 

I.  LOST AND FOUND 

Inquire about lost items or turn in found items in 
the Business Office. 

II. STUDYING 

 
 

A. STANDARDIZED TESTING 

 

Bible Content Examination  

A passing score on the PC(USA) Bible 
Content Examination is a graduation 
requirement for all students in the M.Div. 
degree program. It is proctored annually 
on the first Friday in February. An 
application may be obtained at 
www.pcusa.org/exams/bible.htm; the 
application deadline is December 15th. 
 

Each student is responsible for paying the 
Bible Content Examination application 
fee. Presbyterian students may find that 
their Committees on Preparation for 
Ministry are willing to pay the application 
fee. 

 

Ordination Examinations  

An application to take the ORDs may be 
obtained from a studentõs Committee on 
Preparation for Ministry or from 
www.pcusa.org/exams/registration.htm.   
Only a presbytery can authorize a candidate to 
take the examinations. An application requires 
the signature of the appropriate person from 
the presbytery of authorization. 
 

Columbia Seminary encourages seniors 
planning to graduate in May to take the exams 
at the fall offering. This allows time for 
retakes at the spring offering as necessary. 
Seniors planning to graduate in December are 
encouraged to take the spring offering, 
reserving the fall offering for retakes. The 
final decision regarding the dates the ORDs 
are to be taken lies with a studentõs 
Committee on Preparation for Ministry. 
 
The seminary does not require or offer 
courses that directly prepare students for the 
ORDs. The faculty believes such courses 
would not symbolize sound educational 
policy, good educational practice, nor the 
intention of the denomination for seminary 
education. However, many courses do 
provide the facts, concepts and skills needed 
in the exams. 
 
Most students need to prepare for the ORDs 
through some form of special study. Students 
are encouraged to form special study groups 
to meet during the summer and/or early fall. 
Special tutorials by members of the faculty are 
offered to assist in preparation for the exams. 
An ORDs study packet is available for 
purchase in the bookstore.  

B. WRITTEN WORK 

The Columbia writing instructor is available 
to assist all students who seek to enhance 
their composition skills. 
 



Term papers, reports, sermons, examinations, 
etc., turned in by a student are expected to be 
the work of the student. The appending of 
the studentõs name to a paper is considered to 
be a pledge that it is the studentõs work. 
 
A student found to have plagiarized is subject 
to the discipline of the faculty and its 
Academic and Judicial Commission. Such 
discipline may include but is not limited to 
suspension or dismissal from the seminary.  
 

C. COMPUTER LABS 

Computer labs for students and campus 
visitors are located in the library and the 
Harrington Center (24 hour availability). 
Students, faculty, staff, and their spouses are 
encouraged to become authorized users by 
attending one of the lab orientations offered 
at the beginning of each term. Additional 
computer support services are discussed at 
the orientations. 

 

D. LIBRARY 

When classes are in session, the library is 
open: 

Monday-Thursday 8:30 am - 10:00 pm 

Friday 8:30 am - 4:30 pm 

Saturday 9:00am ð 5:00 pm 

Sunday 3:00 pm - 10:00 pm 

 
At other times of the year the library is open 
8:30 am to 4:30 pm, Monday through Friday. 
Any changes in schedule are posted on the 
library door and on the library web page: 
http://www.ctsnet.edu/Library.aspx. 

 
 

Information Services 

The library has an online catalog CALVIN 
(http://web2.ctsnet.edu) that is accessible 
from any computer in the library building 
and on the libraryõs web page: 
http://www.ctsnet.edu/library/index.aspx.   

The library also provides access to several 
other online and database resources, in 
particular GALILEO, Georgiaõs Virtual 
Library and the American Theological 
Library Associationõs Religion Database.  
Wireless access is also maintained in the 
library.  For all access information, please 

ask the librarian on duty at the Reference 
Desk (404/687-4620 or ref-
desk@ctsnet.edu). 

 

Loans 

In order to check materials out of the library, 
students must complete a library orientation 
session after which they may request a library 
card at the circulation desk.  

The loan period for regular circulating books 
is4 weeks.  Books are subject to recall after 4 
weeks if requested by another library user.  
Due dates are stamped in the back of a book.  
Videocassettes may be checked out for 7 days 
and are not renewable.  Audiotapes may be 
borrowed for 4 weeks and are renewable.  
Materials checked out may be renewed two 
times, unless requested by another library 
patron.  Renewals may be made by calling the 
Circulation Desk (404/687-4610). Please note 
that voice mail and email renewal requests 
cannot be guaranteed.  Reference works and 
periodicals do not circulate outside the library. 

 

Reserves 

Materials placed on reserve by faculty are 
indicated as such in the libraryõs online catalog 
CALVIN (http://web2.ctsnet.edu) and are 
available at the Circulation Desk.  Reserve 
checkout periods are determined by the 
instructor and include the following options:  
Closed Reserves (pink slips) are available for 
two hours in the library building only; 
Overnight Reserves (yellow slips) may be 
checked out of the library but are due 30 
minutes after opening the following day; 
Two-day Reserves (orange slips) may be 
checked-out and are due back before closing 
two days later. 

 

Fines 

For regular checkout:  .25¢/day up to $10.00; 
reserve: $10.00/day (.75¢/hour for part of 
day); audiocassettes:  .25¢/day; videotapes 
$3.50/day and .50¢ rewinding fee.  Lost 
books: cost of replacement copy plus $20.00 
processing fee. 

 

http://web2.ctsnet.edu/


Photocopiers 

Copies are .05¢ each.  The library uses a 
CopyGuard system with VendaCards that 
cost $.50.  The CopyGuard encoder accepts 
$1, $5, $10, and $20 bills and does not give 
change. 
 

Telephone 

The number for the circulation desk is 
404/687-4610.  The number for the reference 
desk is 404/687-4620. 

The library cannot page patrons.  A message 
will be taken only in an emergency. 

 

Inter-library Loans 

Materials from another library may be 
borrowed either through the interlibrary loan 
(ILL) system or by obtaining an interlibrary 
use card (ILU) and going to a participating 
library.  Requests for ILU cards must be made 
at the reference desk.  Interlibrary loan 
requests (ILL) may be made (1) online 
through WORLDCAT or ATLA, (2) with the 
ILL forms available at the reference desk or 
(3) via email to the reference desk (ref-
desk@ctsnet.edu). Materials requested 
through the interlibrary loan system usually 
arrive within two weeks. 
  

Additional Information  

The resources, policies, and procedures of the 
library are more fully explained online at:  
www.ctsnet.edu/Library/LibraryPolicies.aspx. 

 

E. FACILITIES RESERVATIONS 

All requests for classroom and non-classroom 
space, including dining facilities, must be 
submitted in writing to the Facilities 
Coordinator, who maintains the seminaryõs 
master calendar. 
Any meetings or activities should be put on 
the campus calendar as soon as they are 
scheduled in order to avoid conflicts in 
meeting times and space.  
 
 
 

III. WORSHIPING 

 

A. CHAPEL/FORUM 

The seminary community gathers for 
worship each regular class day to express 
its thanksgiving for, and need of Godõs 
grace, to hear Godõs word, and to pray for 
the Church and the world. Students in 
their final year of the Master of Divinity 
program, faculty, staff, others from the 
seminary community, and invited guests 
lead worship for the community. 
 
The sacrament of the Lordõs Supper is 
celebrated each Friday. An offering is 
received each week for a designated 
ministry or organization that has been 
approved by the faculty upon the 
recommendation of its Worship and 
Convocations Committee.  
 
Included in worship each Wednesday is a 
forum which leads the Columbia 
community into consideration of 
significant issues for the church in the 
world, exposes it to persons from other 
traditions/denominations and parts of the 
world, or directs it in spiritual formation. 
Most of the forums are designed and led 
by student organizations. 
 

B.  CONVOCATIONS 

In addition to regular worship services, 
the seminary community gathers for 
convocations and other special services 
several times during the year. At opening 
convocation in the fall and at graduation 
each spring, students are recognized for 
outstanding academic work and for 
service to the church through the 
presentation of awards, prizes, and 
fellowships. 
 

C. BACCALAUREATE 

Each fall the Worship and Convocations 
Committee solicits suggestions from 
faculty members and graduating students 
for the preacher for the ensuing academic 
year. Suggestions from the Middler class 
are made to the committee through the 
Middler representative on the committee. 

At the March faculty meeting, the 
committee recommends at least three 
persons for baccalaureate preacher in 
order of preference.  The 



recommendations should consider racial, 
gender and cultural diversity, and be 
accompanied with brief autobiographical 
sketches.  The faculty may approve the 
persons in the order recommended or 
they may change the order.  

 

D. SUPPLY PREACHING 

Students who desire to do occasional 
preaching are asked to register with the 
alumni/ae and church relations assistant 
(Room 3B, Campbell Hall). Only students 
who have successfully completed P151 are 
eligible. 
 
Opportunities for supply preaching are 
limited. Assignments are made by the 
Development and Seminary Relations Offices. 
 

IV. PAYING 

 

A. PAYMENT OF SEMINARY FEES 

Students must make satisfactory arrangements 
with the Business Office to pay charges for 
tuition, fees, room and board by the deadline 
set at the beginning of each term. In making 
such arrangements, a student is given credit as 
payment for the following items: 

 Actual payment. 

 Columbia financial assistance 
(scholarships and financial aid) awarded 
for the term. 

 A written pledge from an outside source 
(i.e., home congregation, presbytery, 
PC(USA) grant and/or loan) detailing the 
amount of money which will be 
forthcoming during the term. 

 A written commitment from a lending 
institution concerning monies to be 
disbursed to the studentõs account during 
the term (i.e., Federal Stafford Loan). A 
Stafford Loan application must be filed 
with the Financial Aid Office by the fee 
payment deadline established by the 
Business Office at the beginning of each 
term. 

 A signed budget plan contract with 
Academic Management Services (AMS) 
delivered to the Business Office with the 
first payment. Information about and 
applications for the AMS program may 
be obtained in the Business Office. 

If a studentõs account becomes delinquent for 
any reason, the student will be ineligible to 
register or  begin the next academic term until 
the account is current.  

Grades and academic transcripts will not be 
released for a student whose account is not 
current. Academic transcripts will not be 
released for students who have withdrawn or 
dropped out and have unpaid accounts with 
the seminary. All accounts with the Business 
Office and Library must be cleared before a 
student is eligible for graduation.  

Advanced degree students may carry a balance 
of $2,500. Advanced degree students with 
balances older than six (6) months are 
considered delinquent. 

 

B. BUSINESS OFFICE 

Payments on student accounts should be 
placed in the slot labeled for such payments 
outside the Business Office.   There is a $25 
charge for each check presented to the 
seminary (including Bookstore) that is 
returned by a bank for insufficient funds. 
 

Personal checks not exceeding $25 may be 
cashed during regular Business Office hours. 
Checks should be payable to CTS. 
 

Students with credit balances who wish to 
withdraw money from their accounts should 
make their requests in writing using the 
student check request form and submit them 
to the Business Office through the inter-
office mail. Students are limited to two 
such withdrawals each month. Checks are 
written two days a week; Tuesday and 
Thursday. Requests for Tuesday checks must 
be received no later than noon on Monday; 
requests for Thursday checks must be 
received by noon on Wednesday. 
 

Students receive statements of their seminary 
accounts soon after the first of each month. 
Students are asked to retain these statements, 
which are often needed for future reference 
and may be important for income tax 
purposes. 
Questions concerning a studentõs account and 
housing may be directed to the Business 
Office Monday through Friday between the 
hours of 10:30 - 11:30 a.m. and from 2:00 - 
3:00 p.m. 
 



C. EMERGENCY FUNDS 

Academic Management Services provides a 
credit line to students. While there is no need 
to demonstrate income, an applicant with a 
poor credit history may be denied access to 
the credit line. Information about the AMS 
Extra Credit line may be obtained in the 
Business Office. 
 
A special seminary fund also exists to assist 
students with emergency financial needs. 
Requests for loans or grants from the 
Emergency Fund should be made to the Dean 
or Associate Dean of Students. The 
Emergency Fund should be looked upon as 
the "court of last resort" after all other 
avenues to meet the need have been explored. 
 

D. EMPLOYMENT 

The Office of Student Services is the 
clearinghouse for information sent to the 
seminary about employment opportunities for 
students and their spouses. Information about 
varied positions (full-time/part-time, 
paid/volunteer, local/national/international, 
summer/year-long, etc.) is available in the 
Office of Student Services, on the bulletin 
board near CH112, and on the Seminaryõs 
website www.ctsnet.edu under News & 
Events. 
 

E. FINANCIAL ASSISTANCE: 

SCHOLARSHIPS AND AID 

The seminary has a comprehensive program 
of financial assistance to assist its basic degree 
students (occasional students are not eligible 
for such assistance.). These funds are 
provided through the generous gifts of 
friends and graduates and income from 
endowed scholarship funds. Assistance comes 
in the following forms: 
 

Scholarships  

Several types of academic scholarships are 
available to M.Div. students: 
 
A Columbia Scholarship is a one-year award 
with the possibility of renewal. It will be 
continued in succeeding years as long as the 
recipient maintains full-time status, maintains 
a cumulative 3.50 grade average at the end of 
each academic year (conclusion of the spring 
semester), and continues to show outstanding 

potential for ministry. Renewal will not be 
granted to students with Incompletes on their 
transcripts after June 1. 
 
An Honor Scholarship is a one-year award 
with the possibility of renewal. It will be 
continued in succeeding years as long as the 
recipient maintains both full-time status and a 
cumulative 3.30 grade average at the end of 
each academic year (conclusion of the spring 
semester), and continues to show outstanding 
potential for ministry. Renewal will not be 
granted to students with Incompletes on their 
transcripts after June 1. 
 
A Deans Scholarship is a nine-month award 
(fall, winter, spring terms) available to 
entering students. Students must maintain 
full-time status.  The scholarship is not 
renewable. 
 
A Merit Scholarship is a nine-month award 
(fall, winter, spring terms) available to 
returning students. Students must maintain 
full-time status.  The scholarship is not 
renewable, but recipients may qualify for such 
a scholarship in succeeding years on the basis 
of class ranking as well as continued evidence 
of leadership ability and promise for ministry. 
Students with Incompletes on their 
transcripts after June 1 may not be candidates 
for Merit Scholarships. 
 
 The Columbia Friendship Circle funds 
several need-based scholarships for PCUSA 
Middler and Senior students with family 
responsibilities.  The student must be full-
time enrolled for the year that the scholarship 
is awarded and consideration will be given the 
prior yearõs grade point average. 
 
The scholarships listed above may be used for 
expenses at the seminary, SM210, I241, cross 
registration at schools of the Atlanta 
Theological Association and the Atlanta 
Regional Consortium for Higher Education, 
and cross registration at other PC(USA) 
seminaries (one semester only). A student 
may receive only one of these scholarships in 
an academic year. 
 
In addition, Racial/Ethnic scholarships are 
awarded each year (fall, winter and spring 
sessions) to eligible full-time students who 

http://www.ctsnet.edu/


self-declare their racial/ethnic identity. 
Racial/Ethnic Scholarship recipients may also 
apply for financial aid. 
 
Scholarship recipients with the exception of 
Columbia Scholarship awardees may also 
apply for need-based financial aid. The receipt 
of a seminary scholarship may reduce a 
studentõs eligibility for need-based aid. 
 
Additional information except for Columbia 
Scholarship awardees entering after January 
2006, on scholarships can be found in the 
2006-08 seminary catalog. 
 

Financial Aid 

Financial aid at Columbia is need-based. 
Eligibility is determined from the information 
provided on the Free Application for Student 
Aid (FAFSA) and the Columbia financial aid 
application form. 
 
Financial aid for most students has two 
components, the first of which involves a 
work-study position on campus. Each 
financial aid recipient is required to work 15 
hours per each three credit hours (except for 
SM210 and I241) in places such as the dining 
hall, library, bookstore or one of the 
administrative offices. Work-study funds are 
credited to a studentõs account at the rate of 
$5.80 per hour. More details of the CTS 
work-study program are discussed in financial 
aid orientation sessions for new and returning 
students at the beginning of the academic 
year.  Attendance is mandatory for recipients 
of financial aid. 
 
A second component of financial aid for 
many students is a grant-in-aid. Students must 
complete their work-study obligation to 
receive their full financial aid award. A 
studentõs grant-in-aid is reduced 
proportionally to the number of work-study 
hours not completed. 
 
The Advanced Studies Office has a limited 
amount of financial assistance for full-time 
Doctor of Ministry students. The application 
process includes completing: the Free 
Application for Federal Student Aid (FAFSA), 
preferably online at www.fafsa.ed.gov. 
(information regarding this process my be 

obtained from the offices of Advanced 
Degree Programs or Financial Aid); the 
application for Doctor of Ministry Assistance 
form; and other verification may be 
requested. 
 

Additional Policies and Procedures 

Governing the Financial Assistance 

(scholarship and aid) Program: 

 
1. A person must be a full-time 

student: 9 credit hours or more in 
the fall and spring semesters, 3 credit 
hours in the winter term, and 6 
credit hours during the summer 
term.  

a. Eligible seniors may 
receive financial 
assistance for fewer than 
9 credit hours in their 
final semester.  

b. A student engaged in a 
yearlong internship is 
not a full-time student 
and is thus ineligible for 
financial assistance from 
the seminary.  

c. A student who 
withdraws from the 
seminary or becomes a 
part-time student forfeits 
any financial assistance 
awarded for the term in 
which such action 
occurs. 

2. To be eligible to receive financial 
assistance and scholarship monies for 
a particular term: 

a.  a student must be making 
satisfactory academic 
progress (have a 
cumulative grade point 
average which meets or 
surpasses the 2.30 
graduation standard at the 
conclusion of each fall and 
spring semester); 

b.  have paid or made 
arrangements with the 
Business Office to pay the 
termõs fees; 

c. and have submitted a 
certificate of 



hospitalization insurance 
and a health form by the 
established deadlines. 

3. Students may use financial assistance 
for expenses at the seminary, SM210, 
I241, cross registration at schools of 
the Atlanta Theological Association 
and the Atlanta Regional Consortium 
for Higher Education, and cross 
registration at other PC (USA) 
seminaries (one semester only). 

4. Financial assistance may not be used 
for exchange programs or other 
programs of study not included in #3 
above. The application process 
includes completing supplemental 
funding for such programs.  

5. Master of Divinity students may 
receive consideration for up to 93 
credit hours of financial assistance 
(including credits earned from 
advanced standing, exchange 
programs, etc.). Master of Arts 
students may receive consideration for 
up to 48 credits of financial assistance. 

6. A financial aid recipient must report 
changes in financial status (such as 
unanticipated increase in financial 
resources) and receipt of 
unanticipated gifts of $100 or more to 
the Financial Aid Office.  Eligibility 
for financial assistance may be 
affected by such resources.   

7. An evaluation of work-study 
performance is completed by each 
studentõs supervisor at the end of the 
fall and spring semesters and is 
reviewed with the student. The 
evaluation becomes a part of the 
studentõs Mid-Course Assessment file.  

8. A FAFSA form must be completed by 
each returning student before the 
Financial Aid office can calculate aid for 
the upcoming year. Returning students 
must mail or complete on-line 
(www.fafsa.ed.gov) the FAFSA form by 
April of each year. 

9. A returning student must submit a 
Columbia financial aid application form 
no later than April 30 each year. 

10. A studentõs age and other factors are 
considered in determining an asset 
protection allowance for each student.   

11. A student with a work-study position 
receives a W-2 Form each calendar year. 
The form reports the amount of work-
study wages earned by the student. The 
W-2 does not include grant-in-aid and 
scholarship monies received from the 
seminary or other sources. These monies 
are reportable to the Internal Revenue 
Service only to the extent they were not 
used to pay for tuition, books, and course 
related fees.  

 
Please consult your annual Financial Aid 
and/or scholarship award letter(s) for more 
details of your specific award and any other 
relevant details specific to your situation. 
 

Additional funding sources: 

Personal Initiative Explore as opportunities: 

Each level of governing body in your 
denomination; your local churches and 
neighboring churches; family and friends; 
groups that you have supported in the past or 
presently; individuals in your congregations; 
and online websites for outside grants and 
scholarships: www.fastweb.com; 
www.thefund.org; and 
www.scholarships.com. 
 
Other resources to consider as you attempt to 
cover your personal needs or those of your 
family are:  Greater Atlanta Presbytery 
(www.presbyteryofatlanta.org), Georgia 
Department of Human Services (www. 
dfsc.dhr.Georgia.gov), federal Food Stamp 
programs, Georgia Department of 
Community Health (www.dhr.georgia.gov), 
Mental Health Services, Public Health; 
Medicaid and Peachcare, Georgia Department 
of Labor (www.georgia.gov).     
 

PC(USA) Grants/Loans Annual 

Deadlines June 15th. Applications must be 

sent to PCUSA. Please see the application 
when it is published in early April at 
www.pcusa.org for more complete 
instructions. The seminary assists the 
applicant by completing two sections of the 
application: the advisorõs response and the 
financial section. Applicants must complete 
an essay, biography and resume. They must 
also secure recommendations from their 
clergy or clerk of session, and CPM.   

http://www.fastweb.com/
http://www.thefund.org/
http://www.presbyteryofatlanta.org/
http://www.dhr.georgia.gov/
http://www.georgia.gov/
http://www.pcusa.org/


 
Inquirers and candidates may apply for 
Presbyterian Study Grants of up to $4,000.00.  
Eligible students may also apply for Racial 
Ethnic Leadership Supplemental Grants and 
Native American Seminary Scholarships.   
 
Inquirers may apply to borrow Presbyterian 
Seminary Loans of up to $6,000 ($3,000 per 
year for the first two years). Candidates may 
borrow up to $15,000 ($3,000 1st year, $6,000 
2nd year, and 3rd year).  Eligible students may 
apply for these loans throughout the year. 
   
Starting in 2004-05, students who are first year 
students must be Candidates by their third year 
to be eligible for grant or loan funds their third 
year.  
  
Presbyterian Grant and Loan Funds are 
administered according to the policies of the 
PC(USA)õs Office of Financial Aid for Studies. 
An applicant for a grant must have inquirer or 
candidate status by June 30th.   Student loans 
may be applied for throughout the year. 
 

Title IV funds  The seminary participates in 
the Federal Work-Study and Federal Family 
Education Loan Programs regulated by Title 
IV policies and procedures. 

Federal Work-Study Funds  Federal work-

study provides limited on-campus and off-
campus community service employment 
opportunities for students. Eligibility for 
these funds is determined according to the 
federal need analysis formula. Students are 
notified of positions as they are identified 
throughout the school year. 

All applicants are required to complete a Free 
Application for Federal Student Aid 
(FAFSA), and to submit a signed copy of 
their income tax return and any requested 
supporting documents to the Financial Aid 
Office for verification purposes. 

Further details concerning the Federal Work-
study program may be obtained from the 
Financial Aid Office. 

 

Stafford (FFELP) Loans   The seminary also 

certifies applications for students who seek 
federal student loans through the Federal 
Family Education Loan Program. An applicant 

must be enrolled in a degree program on at 
least a half-time basis (6 credits per long 
semester for M.Div. and M.A.T.S. students) 
and must be making satisfactory academic 
progress as determined by the Satisfactory 
Academic Progress Policy. All applicants are 
required to complete a Free Application for 
Federal Student Aid (FAFSA), submit a signed 
copy of their income tax return and any other 
requested supporting documents to the 
Financial Aid Office for verification purposes, 
and participate in an initial loan entrance 
interview with the Director of Financial Aid. 
 

A loan applicant must sign a Master 
Promissory Note. When verification is 
complete, the loan eligibility has been 
determined, and the student has specified the 
loan amount, the Director of Financial Aid 
will complete the School Certification Form 
and mail it to the guaranty agency. Changes in 
a studentõs registration and/or resources after 
a loan has been certified may change the 
amount of the loan for which the student is 
eligible. 

 

Stafford loans may be used for study abroad in 
programs approved by the seminary and 
which apply toward the studentõs degree 
program. 
 

If a recipient of loan funds does not complete 
the period of enrollment for which a loan 
application was certified and a portion of the 
loan fund was applied to seminary fees, in 
accordance with federal policy, the seminary 
must refund to the Title IV programs the 
òunearnedó amount. This amount is 
determined by using specific formulas based 
on the length of time the student was enrolled. 
If the federal refund causes a deficit in the 
studentõs account, the student will be billed. 
 

Columbia students who receive Stafford 
Loans are required to have an entrance 
interview, at the time of the first loan request 
at the seminary, as well as an exit interview 
with the Director of Financial Aid prior to 
withdrawal, graduation, or dropping to less 
than half-time status.  Both the entrance and 
exit interviews may be completed in face-to-
face interviews with the Financial Aid Office 
or online via www.mapping-your-future.org , 
which forwards an email confirmation to the 

http://www.mapping-your-future.org/


Financial Aid Office that confirms the 
completion of the online interviews.   
 
Further details concerning the Stafford Loan 
program may be obtained from the Financial 
Aid Office. 
 

F. VETERANS AFFAIRS BENEFITS 

Students who have questions about their VA 
eligibility should contact the Department of 
Veterans Affairs at 1-888/442-4551 (education), 
or 1-800/827-1000 for other inquiries. 
 
Information regarding VA benefits is available 
by contacting the following websites: 

 http://www.va.gov/education: This is the 
VA home page. It contains the information 
found in the pamphlet, Federal Benefits for 
Veterans and Dependents, as well as a listing of 
phone numbers and addresses for all VA 
facilities. 

 http://members.aol.com/vacert or 
ALTRPO@vba.va.gov: for education 
payment inquiries. 

 http://www.vba.va.gov/pubs/index/html: 
for access to the code of federal regulations, 
circulars, manuals, etc. 

A new student eligible for VA benefits should 
bring the following information to the 
administrative assistant in the Office of Student 
Services immediately after registration: 

 A copy of the studentõs Columbia 
application. 

 A copy of the studentõs class registration 
form. 

 A copy of VA Form 22-1990 (Application 
for Education Benefits) previously filed 
with the Department of Veterans Affairs. 

 A certified copy of VA Form DD2384 if 
the student is a Reservist. 

 
Continuing students must turn in a class 
enrollment form at the beginning of each term 
in order to continue to receive VA benefits. It is 
the responsibility of the student to follow-up 
with Veterans Affairs when payments are not 
received in a timely manner.  
 
The administrative assistant must be notified 
whenever a student receiving VA benefits 
withdraws, drops a class, or changes a class.  
 

G. CALL PROCESS 

Students find a wide range of ministry options 
available to them at graduation. While the 
majority of basic degree graduates accept calls 
to congregational ministries, others discover 
that their gifts and interests lead them into 
different avenues of Christian service to the 
church and world. These avenues include 
further graduate study in one of the 
traditional theological disciplines, 
international missions, clinical pastoral 
education, service in a social ministry agency, 
chaplaincy in hospitals, schools, or the 
military services, campus ministry, teaching, 
and ministry in denominational staff 
positions. 
A comprehensive placement program 
overseen by the Office of Student Services 
helps students explore their ministerial 
options. Workshops assist students as they 
prepare for denominational exams, compose 
Personal Information Forms, (PIFs), 
workshops on pastoral readiness, prepare for 
interviews, negotiate calls, and plan for 
continuing education. Columbiaõs students 
consistently surpass the national averages on 
ordination exams. 
 

The seminary maintains close ties with 
congregations seeking pastors and other 
calling agencies. Each year pastor nominating 
committees come to campus to interview 
Seniors. As a result of these efforts, graduates 
ordinarily receive calls in a timely manner.  
Candidates Seeking a Call (CSC) forms are 
sent on-line to every presbytery and to 
congregations that request them.  CSC forms 
are also accessible on the Columbia 
Theological Seminary website.   
PC(USA) students interested in learning more 
about the denominationõs vocation-related 
information and resources are invited to 
explore the Ministry and Vocations web page 
at 

www.pcusa.org/navigation/ministryvocations.htm 
 
 
 

V. COMMUNICATING 

 

A. BULLETIN BOARDS 

The bulletin board by the Campbell Hall back 
stairwell is a forum of free speech for the 
entire seminary community. Anyone may 

http://www.pcusa.org/navigation/ministryvocations.htm


place a personal statement or an article on the 
wall as long as it is signed legibly (first and last name 
- initials are not enough) and dated. Responses 
may be written and posted on the wall, but 
each one must also be signed and dated. Out 
of respect for the contributor, no opinion is 
to be arbitrarily removed. However, each item 
will be removed after seven days. 
 

Announcements and advertisements are not 
to be posted on this board.  A bulletin board 
for student organizations is located on the 
first floor of Campbell Hall along with boards 
for advertisements.  Ads should be submitted 
to the Student Affairs Office for posting. 
 
Prayer requests may be posted on the white 
board outside of the chapel in Campbell Hall.  
The requests should be signed and dated.  
The board will be cleaned each Friday, so feel 
free to re-write your requests.   
 
Please do not attach any material to any 
surface on campus other than the bulletin 
boards or the sign holders on doors. This 
prohibition includes doors, walls and other 
surfaces in public areas in all of the buildings 
on campus. 
 

Permission to erect a display on campus may 
be obtained from the Office of Student 
Services. 
 

B. CANCELLATION OF 

CLASSES/SCHOOL 

In the event that an individual class has been 
cancelled, information to that effect will be 
posted on the Columbiaõs class cancellation 
telephone line:  404/687-4508. 
 
In the event of inclement weather, 
community members may find out whether 
classes are in session and seminary offices 
open by calling the Columbiaõs weather line at 
404/687-4501.  Should Columbiaõs telephone 
system be out because of an extended power 
outage, please listen to WGST Radio (640 AM 
or 105.7 FM) for the same information. 

C. FAX MACHINE 

A fax machine for sending faxes is available 
in the Mail, Copy, and Supply Center on the 
ground floor of Campbell Hall. Cost per 
page is as follows: 
 

Local ................................................................. free 
Long Distance (domestic) ...........................$ .25 
International..................................................$1.00 
 

Assistance may be obtained from, and 
payment given to, the Central Services 
Coordinator in the mailroom. 
 

Incoming faxes (404/377-9696) are received in 
the Business Office and placed in Columbia 
mailboxes. Faxes should relate to seminary 
business and not be personal in nature. The 
seminary reserves the right to charge those 
receiving personal faxes. 
 

D. RECORDS 

The Family Educational Rights and Privacy 
Act (FERPA) of 1974 as amended sets forth 
requirements designed to protect the privacy 
of students. The statutes provide that: 

 Students must have access to official 
records directly related to the student. 

 Students must have an opportunity to 
challenge such records on the grounds 
that they are inaccurate, misleading or 
otherwise inappropriate. 

 Educational institutions must have 
written permission to release personally 
identifiable data to persons other than 
faculty and administrators who have a 
legitimate educational interest. 

 Educational institutions must notify 
students of these rights. 

 Students have the right to file 
complaints with the FERPA office 
concerning alleged failures by the 
seminary to comply with the Act. 

The Registrar maintains student records; the 
retention and disposal of such records are set 
by guidelines in the American Association of 
Collegiate Registrars and Admissions Officers 
publication òGuide for Retention and 
Disposal of Student Records.ó 

 

E. RELEASE OF DESIGNATED ITEMS 

Columbia Theological Seminary will release 
the following items for public use in the 
community directory: 

 name of self, spouse, children/ages; 

 campus address and permanent address; 

 telephone number; 

 Columbia box number; 



 Columbia classification; 

 directory picture; 

 e-mail address. 

Any student who refuses to permit release of 
any or all of the above items, as is the right of 
the student, must do so in writing by the end 
of the first week of classes of the fall semester. 

 

Reports sent to a Denominational 

Supervisory Committee 

With a signed consent form, the following 
reports are sent to the Committee on 
Preparation for Ministry of each studentõs 
home presbytery or such other committee 
appropriate to the denomination of the 
student: 

 Grades (twice each year); 

 Supervised Ministry placements and final 
reports; 

 Mid-Course Assessment minutes and 
report of the facultyõs action. 

The studentõs committee will be informed if a 
student chooses not to release any of the 
information above. 
 

F. STATIONERY 

The name of Columbia Theological 
Seminary is the property of the institution 
and may not properly be used by other 
individuals or organizations without its 
consent. Stationery used by students or 
student groups should not have the name 
of Columbia Theological Seminary printed 
on letterheads or envelopes unless it is 
preceded by the name of the student or 
student organization or by some other 
indication that it is not the official 
stationery of the institution. Official 
Columbia stationery may not be used for 
personal use. 
 

G. COPIERS 

The copy machines in the library and the 
Harrington Center Computer lab are available 
for the personal use of students. The other 
copy machines on campus are not available 
for student use. 
  
The library copiers use the VendaCard 
System. VendaCards cost .50¢ and can be 
encoded up to $99.00 in value. The 

VendaCard encoder accepts 1, 5, 10, and 20 
dollar bills and does not give change. Copies 
are .05¢ each.  There is also a copier in the 
Harrington Center that uses a coin-op system.  
This copier accepts .05¢ to $10.00 and is 
available 24/7.  
 

H. DIRECTORY 

A seminary-wide community directory is 
published each fall. Students and the 
members of their families are encouraged to 
have their pictures taken for it.  There is no 
obligation to purchase photographs. 

 

I. IDENTIFICATION CARDS 

Identification cards with pictures are made 
each year during Orientation. They are 
required when using the Columbia library 
and the libraries of the Atlanta Regional 
Consortium for Higher Education and are a 
helpful means of identification for the 
security personnel on campus and the 
Clothes Closet.  
 

J. MAIL 

Proper return address formats: 
 Name 
 CTS Box # ________ 
 Columbia Theological Seminary  
 P.O. Box 520 
 Decatur, GA 30031-0520 
 
The street address of the seminary (Columbia 
Drive) should not be used for a return 
address. Its inclusion merely serves to delay 
the delivery of mail. 
 

Village apartments:   
(Name) 

 604 Kirk Road # ___ 
 Decatur, GA 30030 
 
U.S. Mail is usually in student and faculty 
boxes on weekdays by 8:30 a.m. On Saturdays 
it is ordinarily available by 10:00 a.m. Please 
use your post office box key to get your 
mail. Packages may be picked up in the Mail, 
Copy, and Supply Center on the ground floor 
of Campbell Hall. 
 
Out-going mail is picked up from the U.S. 
Mail slot across from the Columbia mailboxes 
at 2:00 p.m. Monday through Friday. 
 



Inter-office mail for students and faculty 
should be placed in the slot near the Business 
Office door. Please use box numbers on all 
inter-office mail. Inter-office mail is delivered 
to boxes by 8:30 a.m., 10:30 a.m. and 3:30 
p.m., Monday through Friday by work-study 
students. Items of a confidential nature 
should be placed in envelopes.  
 
Mass mailings of any kind through the 
inter-office mail are prohibited. Such 
information should be distributed through 
This Week. Exceptions can be made only by a 
Vice President or the President.  
 

K.  MEDIA SERVICES 

Media Services provides audio/visual 
equipment and production support to the 
seminary community.  All Media Services 
facilities and equipment are available for 
faculty, staff and student use while at CTS, 
with assistance provided by the staff of Media 
Services as needed. 

Faculty, staff and students may use any of the 
following materials and equipment in 
conjunction with a seminary program, class or 
class project.  Please check with the 
Educational Technologist to see what 
equipment may be checked out for off-
campus use. 
 
Equipment 

ü LCD Projector 

ü DVD Video Player 

ü PC-Based Presentation System 

ü Laptop PC (used in conjunction with 
above)  

ü Tablet PC (used in conjunction with 
above) 

ü Digital Still Camera 

ü Digital Video Camera 

ü Classroom Television 

ü Overhead Projector 

ü Microphone (Wired & Wireless) 

ü P/A System (Wired & Wireless) 

ü Audio Recorder 

ü CD Audio Player 

ü Color Flatbed Scanner 

ü Interactive Whiteboard System 

Production Services 

ü Audio / Video Recording 

ü DVD / CD Duplication (duplication 
of Sermons)* 

ü Video / Audio Production and Online 
Editing Facilities  

ü Reformatting of Materials (Audio, 
Video, PC)* 

ü Cable TV Programming Recording 

ü Teleconferencing  

ü Graphics Production 

ü Lamination* 

ü Large Format Color Printing (Posters 
& Banners)* 

ü PC-based Multimedia Presentations 

ü Streaming Video/Audio 

ü Training or Orientation on any of the 
above 

*There is a charge associated with this service. 
Please check to see what the current price is.  
 
Requests for Media Services should be made 
48 hours prior to projected use.  Requests can 
be made to Media Services via e-mail 
(media@CTSnet.edu), phone (404.687.4635) 
or through the use of our Media Services 
Order Form.  Completed forms can be 
emailed or dropped in Box 57F. 

Ordering Copies of Community Worship 

Services 

Media Services also records all chapel 
services. Student services are kept for 1 year.  
Archive copies of faculty sermons are 
cataloged and stored in the JBCL. 
 
If you would like to order a copy of a chapel 
service, please send your request to 
media@ctsnet.edu.  You may also make a 
written request and deposit it in CTS Box 
57F.  DVD / CD copies are $10.00.  A DVD 
or CD with a full weekõs chapel services is 
$15.  Requests for chapel services may take 
several days to fill, depending on the number 
of requests and available work-study students 
to process the requests. 
 

Contact information for Media Services  

Name:  Jeff Vaughan 
Phone:  404.687.4635 
E-mail:  vaughanj@CTSnet.edu 

mailto:media@CTSnet.edu
BF_mediaservicesorderform.pdf
BF_mediaservicesorderform.pdf
mailto:media@ctsnet.edu
mailto:vaughanj@CTSnet.edu


 media@ctsnet.edu 
 
 

M. THIS WEEK 

The campus newsletter, This Week, is 
published electronically each Friday during 
the academic year (biweekly in the summer). 
Official seminary announcements are 
published in This Week. Such publication is 
considered due notice to all members of the 
seminary community. It is also available 
online at www.CTSnet.edu. 
 
Please also make use of This Week for student 
notices and announcements about student 
organizations and activities. All materials for 
inclusion must be submitted electronically to 
thisweek@CTSnet.edu.  Material is due by 
noon of the preceding Wednesday.   All items 
must include the phone number of the 
submitter. 
 
No commercial submissions will be accepted.  
 

VI. TAKING CARE 

 

A. PASTORAL CARE AND COUNSELING 

Pastoral Care 

Pastoral care is a responsibility of the entire 
seminary community. Supportive 
relationships among community members are 
the bedrock of holistic care in the seminary. 
Students may seek pastoral care from a 
number of sources in the seminary 
community, including a faculty advisor, a 
professor, or a member of the pastoral 
theology department.  
 
The Student Services Office has particular 
responsibility for the provision of pastoral 
care within the student community. Students 
are encouraged to communicate their personal 
need for such care and support to the Dean 
of Students. Students may also bring the 
pastoral needs of others in the community to 
the attention of the Dean of Students. The 
Dean is normally available for particular 
pastoral concerns during regular office hours. 
In emergency situations, he may be contacted 
at his home.  
 

Students and their families who move to 
Decatur are also urged to find church homes 
in the Atlanta area, to become a part of 
congregational life there, and to avail 
themselves of this avenue of pastoral support 
and care. 

 

Pastoral Counseling 

A distinction must be made between general 
pastoral care and concern that can and should 
be offered by all members of the seminary 
community to each other and on-going 
counseling or therapy that is needed in special 
circumstances. A caring community must 
ensure that appropriate boundaries are 
respected when needs transcend the ordinary, 
and professional help is needed.  Such 
assistance is to be sought from approved and 
accredited agencies and providers outside of 
the seminary community.  A listing of such 
agencies and providers has been prepared by 
the pastoral theology department and may be 
obtained from a member of the department, a 
faculty advisor, or the Office of Student 
Services. 
 
Columbia does not offer professional 
counseling services to the members of the 
seminary community. In their roles at 
Columbia, the members of the pastoral 
theology department are primarily theological 
educators. Under no circumstances should 
Columbia students (including advanced 
degree students counseling under supervision 
as a part of their theological education) seek 
to offer therapy or counseling to other 
students. 
 

Financial Assistance for Counseling 

Many service providers have a òfee 
negotiableó policy for those whose counseling 
expenses are not covered by medical 
insurance. In addition, Columbia has limited 
funds available to help students with financial 
need to pay counseling fees. Students who 
wish to be considered for such assistance 
should schedule an appointment with the 
Dean of Students. 

 

Confidentiality  

mailto:media@ctsnet.edu
mailto:thisweek@CTSnet.edu


Students have a right to expect that their 
conversations with seminary representatives 
and/or counseling professionals will be held 
in confidence. 
 
However, there are certain exceptions to this 
policy ethically and legally justified because of 
overriding social and ethical considerations. 
When a student has inflicted serious physical 
harm to another person, this information 
must be reported to the proper authorities. 
When a student threatens to inflict serious 
physical harm to another person or to 
him/herself and there is a reasonable 
probability that the student will carry out the 
threat, Columbia will take reasonable 
precautions for the protection of the intended 
victim. These precautions may include, but 
not be limited to, the notification of campus 
security. 
 

Follow Through  

Students are expected to inform the Dean of 
Students who referred them to counseling 
providers whether or not they have followed 
through on their referrals. 

 

B. CHILD CARE 

Traditionally, the seminary has provided 
childcare for campus-wide basic degree 
community functions (e.g., Columbia 
Friendship Circle (CFC), CFC Dinner, and 
Convocation).   

C. SAFETY 

The Agnes Scott College Department of 
Public Safety, the City of Decatur fire and 
police departments, and the seminaryõs 
insurance company work very closely with 
the school in an effort to see that no one is 
injured while on campus. Please help by 
observing the following: 
 

 Be familiar with all fire exits and 
evacuation procedures. These are 
posted in the hallways next to 
exits. 

 

 The seminaryõs insurance carrier 
and the cityõs Fire Code require 
that all public areas, especially the 
halls and stairways of all buildings 
(including apartment buildings and 

dormitories), be kept free of 
personal property. 

 

 The seminaryõs insurance carrier 
and the cityõs Fire Code consider 
all doors leading from stairways to 
halls or rooms to be fire doors. 
These doors absolutely must not 
be tied or secured open in any way.  
Hallways and common areas are 
not to be blocked at any time in 
case of emergency. 

 
 
 

D. SECURITY 

In accordance with the Student Right-to-
Know and Campus Security Act (P.L. 101-
542), Columbia Theological Seminary is 
required to disclose campus security policy 
and campus crime statistics annually to all 
current students and employees and to any 
prospective students/employees upon 
request. The intent of this federal 
legislation is to promote awareness and to 
encourage responsible action in making the 
Seminary a safer place. 
 
Members of the Seminary community are 
expected to act with respect for all rights, 
privileges, and sensibilities of others. Actions 
that threaten or endanger in any way the 
personal safety or security of others will be 
regarded as serious offenses. 
 

Campus Security Responsibilities and 

Procedures 

 
Columbia Seminary has one of the most 
beautiful seminary campuses in the country. 
Though the campus is serene, it is also located 
in an urban setting. As with any urban area, 
there can be problems with the security of 
property and personal well-being. Personal 
security is the responsibility of the entire 
Seminary community. Each member must play 
a part for the safety and security of all. 
 
The Seminary contracts with Agnes Scott 
College to provide security services. Agnes 
Scott has a state-certified police force that 
employs police officers with full powers of 
arrest. A security officer is on duty 24 hours a 
day, with Agnes Scott police officers also 



making rounds. The Decatur City Police 
Department provides patrols of the 
neighborhood and has concurrent jurisdiction 
with Agnes Scott Police. 

 
Any crimes occurring on or around the 
Seminary property should be reported 
immediately to the Agnes Scott Police. Agnes 
Scott Police will investigate the complaint 
and, if additional assistance is required, will 
notify the Decatur Police Department, 
Decatur Fire Department and/or DeKalb 
County Emergency Medical Services, 
dependent upon the circumstances. 
Seminary residence hall exterior doors are 
locked 24 hours per day. In addition, the 
Harrington Center and Library are locked 
during non-working hours. While school is in 
session, the Richards Center is locked from 
7:00 pm to 7:00 am weekdays and from 5:00 
pm Saturdays until 7:00 am Mondays. When 
the Richards Center is locked, residence hall 
occupants may gain access through the east 
and west doors by using their residence hall 
master keys. When school is not in session, 
the Richards Center is locked 24 hours per 
day. Campbell Hall is locked from 9 pm to 7 
am weekdays and 24 hours on weekends. 
Locked doors should never be propped 
open.  Campbell Hall and the Harrington 
Center with Computer Lab are open 24 
hours a day with keypad access.  Security 
codes are changed frequently and will be 
communicated to students. 

 

Doors to residence hall rooms and 
apartments should be kept locked. If the 
door of your room or apartment is defective, 
please contact the Business Office. (If it can 
be opened with a credit card, the lock is 
defective.) Seminary office doors should be 
kept locked at all times when offices are 
vacant. 
 
Packages and other valuables should never be 
left in parked cars. Pocketbooks and other 
valuables should never be left unattended. 
If at any time you observe what you think 
may be harmful or suspicious actions on 
campus, report them to the Agnes Scott 
College Police. At night, always walk on 
campus with a friend. 
 

Seminary administrators with significant 
responsibility for student and campus 
activities are classified as a campus security 
authority and must report any security 
violations in a timely manner. In the event 
that a campus security authority is notified of 
the occurrence of a crime, the Seminary will 
warn the community in a timely fashion when 
it considers the events threatening to 
students/employees. 
 
Campus security authorities will inform the 
Seminary community of crime prevention 
and security procedures and will encourage 
members to be responsible for their own 
security and that of others by publishing 
information in Seminary publications, 
including This Week and by periodically 
providing such information in group 
settings (such as during orientation, forums, 
etc.). 
 

Questions concerning campus security or 
suggestions for improving security should 
be directed to the Vice President for 
Business and Finance. 

 

Emergency Information 

Agnes Scott Police ......................... 404/471-6900 
(Columbia Direct Line) 
Decatur Police ................................................... 911 
Fire Department ............................................... 911 
Ambulance ......................................................... 911 
 
Emergencies requiring police, firefighters or 
an ambulance should be reported on the 
nearest available telephone. Courtesy 
telephones are located on the first floor of the 
Richards Center, the Harrington Center, 
Florida Hall, New Residence Hall, the first 
floor of Campbell Hall, and the public lounge 
in the Library. Remember to always identify 
your location to emergency personnel. 
 

E. SPIRITUAL FORMATION AND 

NURTURE 

Spiritual formation goes on in the total 
context of seminary life as professors open 
classes with prayer and as academic work 
raises questions of faith. 
 
Developing and maintaining a personal 
spiritual discipline is an individual matter 
that cannot be programmed.  However, 



students and spouses are urged to discuss 
concerns in this area with the Dean of 
Students, a faculty member, or their pastor 
so that appropriate resources can be made 
available to them. 
 
Opportunities for students and their 
families to find support, encouragement, 
and challenge in their spiritual development 
are available both on and off campus in 
formal and informal ways. Chapel is 
ordinarily held Monday - Friday from 
10:00-10:30 am, and the Lordõs Supper is 
celebrated each Friday. Also, elective 
courses which deal specifically with 
spiritual and pastoral identity formation are 
offered periodically. Students are 
encouraged to form covenant prayer 
groups. 
 
Students and families who move to 
Decatur are strongly urged to affiliate with 
congregations in the Atlanta area. In 
addition, members of the Columbia 
community are welcomed at several nearby 
retreat houses. 
 
More information about opportunities 
mentioned here and other resources for 
spiritual nurture are available in the Office 
of Student Services. 

 

F. RECREATION 

The student Directors of Athletics and 
Recreation, who are under the supervision 
of the Dean of Students, plan a 
comprehensive program of activities for all 
members of the seminary community each 
year. Announcements appear weekly in This 
Week. 
 
An exercise room on the ground floor of 
the NRH is available for members of the 
seminary community who are eighteen years 
of age or older. Please follow the policies 
and procedures for its use which are posted 
there. 
 
Questions regarding the use and 
maintenance of the athletic field should be 
directed to the Superintendent of Buildings 
and Grounds. 
 

Additional recreational opportunities are 
available through the East Lake Family 
YMCA, 275 East Lake Boulevard, Atlanta, 
GA 30317, 404/687-8665. There are no 
joining fees for students with a valid 
Columbia Seminary identification card; the 
monthly membership fees for seminary 
students are also less than the standard rate. 
For further detail, contact the East Lake 
YMCA or the Office of Student Services. 
 
Students of Columbia have guest privileges at 
Agnes Scott pool.  Present your CTS ID 
during the free swim hours.  Hours change 
each semester. 

VII. GOVERNING AND LEGAL 

MATTERS 

A. STUDENT COORDINATING COUNCIL 

The Student Coordinating Council (SCC) is 
the name of the student government at the 
seminary. The SCC has been established for 
the following purposes: 
 

 to coordinate student and community 
activities; 

 to be the liaison between the student 
body and the faculty, administration, and 
the Board of Trustees; 

 to appoint student representatives to 
faculty committees; 

 to fund official student organizations; 

 to initiate discussion and make decisions 
on behalf of the student body; and 

 to respond to the physical, cultural, 
intellectual, and spiritual needs of the 
community. 

A copy of the SCC Constitution may be 
found in the last section of this handbook. 
 

Scholarships for Workshops/Conferences 

A committee of the Student Coordinating 
Council administers a scholarship fund whose 
purpose is to help students participate in off-
campus conferences and workshops. There is 
a limit of $300 per individual, per academic 
year. An application may be obtained from 
the treasurer of the SCC. 
 

Evangelical Student Association 



The purpose of the Evangelical Student 
Association is to foster Christian fellowship 
and service within the seminary community, 
inspired and informed by the ministry of 
Barnabas (Acts 11:22-26). The fellowship 
aims to òexhort one another to remain 
faithful to the Lord with steadfast 
devotionó; explore the missional vocation of 
the church and each Christian; and provide 
opportunities for Christian fellowship and 
growth. 
 

Black Seminarians Association 

This associationõs purpose is to identify and 
voice the unique concerns of black 
seminarians by creating an on-campus 
environment that nurtures their spiritual, 
intellectual, emotional, and physical needs. 
 

Fellowship for Theological Dialogue 

This society was established for the purpose 
of encouraging every student to the highest 
possible scholarship. Membership is open to 
all students and faculty on a voluntary basis. 
Lectures, informal discussions with visiting 
lecturers, symposia by members of the 
faculty, and other meetings are sponsored in 
the interest of theological scholarship. 

 

Imago Dei 

This organizationõs mission is to promote 
and support the welfare of gay, lesbian, 
bisexual and transgender people and their 
friends in the seminary, the church catholic, 
and the community at-large. 
 

Asian-American Student Association 

This association seeks to address the needs 
and concerns of Asian-American students 
and to serve as a voice and channel of 
communication on their behalf within the 
larger seminary community. 
 

Society for Missionary Inquiry 

This society was founded in 1832 and has 
been an instrument through the years to 
promote an active interest in missions 
among the students and throughout the 

church. This group provides hospitality for 
international students and visitors on the 
Columbia campus. Through the work of the 
society a number of students have 
responded to the challenge of international 
missions. 
 

Spouses of Seminarians 

SOS was established to affirm the unique 
ministry of ministerial spouses with an 
attitude of praise, in worship and fellowship, 
acknowledging the diversity of Godõs gifts in 
a spirit of power, love, and self-discipline. 
The organizationõs intention is to provide a 
forum for discussion, prayerful exploration 
and creative resolution of issues and 
concerns as expressed in the physical, 
cultural, intellectual, emotional, and spiritual 
needs of its members and the larger seminary 
family. 
 

Womenõs Issues in Ministry 

This organization offers support for women 
students as well as opportunities for 
dialogue about issues of particular concern 
for women in ministry.  
 

Claiming Justice 

 

Claiming Justice is a grassroots student-lead 
organization that provides a place for 
students and community members to 
discuss issues of injustice. 
 

B. OPEN COMMUNICATION 

POLICY 

 

Purpose 
 

The purpose of this policy is to clarify 
expectations for dealing with student 
complaints. 
 
Policy Statement 
 
Columbia Theological Seminary welcomes 
open communication from students 
regarding its policies and practices.  Student 
feedback helps members of the 
administration, faculty and staff determine 
effectiveness and clarify and improve 



processes and procedures.  If a student has a 
complaint, such complaint should be 
communicated to the vice president 
responsible for the area of the complaint.  
The seminary is hopeful that most 
complaints can be dealt with through 
informal communication between the 
parties.   
 
When a student wishes to lodge a more 
formal complaint in writing, the Student 
Complaint Form is to be submitted to the vice 
president of the department which is the 
subject of the complaint. 
 
The vice president will respond in writing to 
written complaints, normally within ten 
days.  The vice president will submit copies 
of the written complaint and response to the 
Dean of Studentõs office for filing and 
monitoring.  If the complaint is with the 
Dean of Students, copies of the complaint 
and response shall be maintained in the 
Presidentõs office.  In the event that a 
student is not satisfied with the response to 
the complaint, the student may choose to 
follow the grievance procedure, as outlined 
in section C, for resolution.   
 
The seminary recognizes its obligation to 
ensure that students who make complaints 
do not suffer adverse treatment as a result 
of the complaint.  In the event that a 
student alleges such treatment, the student 
shall be referred to the grievance procedure 
for resolution and reconciliation. 
 
Responsible Party 
 
Responsibility for this policy lies with the 
President. 
 
Policy Review 
 
This policy is to be reviewed every five 
years. 
 
Distribution  
 
Faculty/Staff Handbook 
Student Handbook 
 
 
 

 

C. GRIEVANCE PROCEDURE 

In accordance with the Open Communication 
Policy above, students with grievances related 
to their life and study at the seminary are first 
asked to be in conversation with the person 
seen as causing the grievance or the vice 
president responsible for that particular area.  
When it is unclear to whom one should turn, 
the student should consult with the Dean of 
Students.   
 
Should a student choose to initiate a formal 
complaint utilizing the Open Communication 
Policy and is not satisfied with the result, the 
student should express this concern in writing 
to the Administrative Cabinet through the 
Dean of Students.  (The Administrative 
Cabinet consists of the president and vice 
presidents of CTS).  Copies of the studentõs 
written communication and the response of 
the Administrative Cabinet will be kept on file 
in the Dean of Studentõs office. 
 
. 

 

D. INSTITUTIONAL GOVERNANCE 

Students participate in the governance of the 
seminary through service on various faculty 
and administrative committees. Ordinarily, 
the Student Coordinating Council makes 
committee appointments for Basic Degree 
students, and by the Director of Advanced 
Studies for Advanced Degree students. Job 
descriptions for the various committees may 
be obtained from the Student Services Office. 
 
Matters of particular concern to the student 
community may be referred to the 
administration and faculty committees by the 
Student Coordinating Council and the 
Director of Advanced Studies.  Columbiaõs 
Board of Trustees includes a member of the 
student body. 
 

E. NOTARY PUBLIC 

The administrative assistants in the Office of 
Student Services, Human Resources, along 
with the Facilities Coordinator in the Business 
Office are public notaries.  

 



F. VOTER REGISTRATION 

Members of the seminary community who 
have established permanent residence in 
Georgia are urged to register to vote. Voter 
registration forms are available online at 
http://sos.georgia.gov. 
  

SEMINARY POLICIES 

CTS ACADEMIC HONOR CODE 

A. CTS STUDENT COVENANT 

Upon entering Columbia Theological, all 
students answer the following question within 
the òSeminary and Student Covenantó during 
Convocation as stipulated by the seminaryõs 
Plan of Government: 
òRelying upon Godõs grace, will you, so long 
as you are a student of Columbia Theological 
Seminary, promise and covenant to: 
 be diligent in your studies, 
 seek academic excellence, 
 pursue such learning as joins mind  
 and heart, and 
 strive to live your life consistent 
 with your calling as a disciple of  
 Jesus Christ?ó 
 
 

B. CTS ACADEMIC HONOR 

CODE 

Each student bears responsibility for honor 
and honesty in taking examinations, writing 
papers and fulfilling all other academic 
requirements.  Academic dishonesty includes 
cheating on exams and plagiarism 
(representing anotherõs ideas and words as 
oneõs own), and either can lead to dismissal 
from the seminary. 
 
Students who witness dishonesty will speak 
with either the student (understanding that 
he/she will self-report the infraction to the 
professor) or directly with the professor in 
and for whose class the dishonesty occurred. 
 

C.  PROCEDURES TO 

IMPLEMENT THE CTS 

ACADEMIC HONOR CODE 

 Entering students are told of both 
the CTS òSeminary and Student 
Covenantó and the CTS Academic 
Honor Code in written materials, 
including the seminary 

 Entering students are told what 
constitutes plagiarism during 
orientation. 

 Entering students sign a book that 
states both the CTS òSeminary and 
Student Covenantó and Academic 
Honor Code by the time of 
Convocation for the fall term 

 Professors are encouraged to include 
a reminder of both the CTS 
òSeminary and Student Covenantó 
and Academic Honor Code in the 
syllabus for every course. 

 

D. PROCEDURES  TO 

ADJUDICATE THE CTS 

ACADEMIC HONOR CODE 

 Should a student be accused of 
breaking the CTS Honor Code and 
desire to contest the accusation, such 
cases will be adjudicated by a panel 
consisting of the Dean of the Faculty, 
the Dean of Students, a faculty 
member (selected by the professor in 
and for whose class the alleged 
dishonesty occurred), an advocate 
selected by the student accused of 
dishonesty (this person could either 
be a student or a faculty member), 
and a faculty member selected by the 
Dean of the Faculty.  Should the 
accused student be in an advanced 
degree program and seek to contest 
the accusation, the constitution of the 
panel would be the same with the 
exception that the Chair of the 
Advanced Basic Degrees Committee 
will replace the Dean of Students. 

 

 The panel will follow the following 
process: 
 
a.  The panel shall look at the 

totality of the circumstances, 
including the nature of the action 
and the context in which the 
alleged violation of the Honor 
Code occurred.  The decisions of 
the panel will be made from 
findings of fact on a case-by-case 
basis in light of all relevant facts 
and circumstances. 

b.  

http://sos.georgia.gov/


c. When, in the judgment of the 
panel, all parties have been 
equitably heard, the parties will 
be excused and the panel shall 
deliberate and reach its findings 
and conclusions by majority vote.  
The panel shall prepare a written 
report of the hearing, consisting 
of findings of fact and 
conclusions, and a recommended 
disposition based solely on the 
record, pertinent institutional 
policies, regulations, procedures, 
and the law of the land. 

d.  
e. Penalties for violations may 

include failing grades on 
particular assignments, in a 
course, or expulsion.  Pursuant to 
the provisions of the CTS Bylaws 
and Plan of Government, when a 
recommendation of expulsion is 
made by the panel to the faculty, 
the student shall be provided an 
opportunity to present relevant 
information to the faculty at a 
meeting of faculty.  Further, a 
student who is expelled by the 
faculty may appeal in writing to 
the Board within the time 
prescribed by the Bylaws (cf. 
Bylaws and Plan of Governance, 
Article V, Sections 4 and 5).  

 
APPROPRIATE CLASSROOM BEHAVIOR                                        

Adopted by Faculty on April 13, 2006 
Because Columbia Theological Seminary is an 
òeducational institutionéand a community of 
theological inquiry and formation for ministry 
in the service of the Church of Jesus Christ,ó 
it is incumbent upon both professors and 
students to foster a teaching environment that 
is conducive for learning and characterized by  
mutual respect.  To ensure that all participants 
can give their undivided attention to the 
instruction at hand, maintaining proper 
classroom etiquette is crucial.  This would 
include, for example, silencing cell phones 
during class time and refraining from 
distractive behavior such as computer activity 
unrelated to classroom learning and 
unsolicited talking during lecture. 
 

NETWORK COMPUTING POLICY 

Columbia Theological Seminary is responsible 
for securing its network and computing 
systems in a reasonable and economically 
feasible degree against unauthorized access 
and/or abuse, while making them accessible 
for authorized and legitimate users. This 
responsibility includes informing users of 
expected standards of conduct and the 
punitive measures for not adhering to them. 
Any attempt to violate the provisions of this 
policy will result in disciplinary action in the 
form of temporary revocation of user 
accounts, regardless of the success or failure 
of the attempt. Permanent revocations can 
result from disciplinary actions taken by a 
panel judiciary board called upon to 
investigate network abuses.  
 
The users of the network are responsible for 
respecting and adhering to local, state, federal 
and international laws. Any attempt to break 
those laws through the use of the network 
may result in criminal action against the 
offender by the proper authorities or civil 
liability. If such an event should occur, this 
organization will fully comply with the 
authorities to provide any information 
necessary for the legal process.  
 
General Computing Policy:  
Once a user receives a username to be used to 
access the network and computer systems on 
that network, they are solely responsible for 
all actions taken while using that username. 
Applying for a username under false pretenses 
is a punishable disciplinary offense 

 
 
 
. 

DISABILITIES 

It is the hope of the seminary community to 
be open to all people who might find the 
seminaryõs programs and services valuable to 
them.  Consistent with this hope, which is 
rooted in the inclusive vision of Jesus Christ 
and the spirit of the Americans with 
Disabilities Act (ADA), the seminary declares 
as its policy and practice: 
 

 To undertake to make all new construction 
on campus completely accessible to those in 



wheelchairs and the visually impaired, and 
to modify existing structures when they are 
renovated to provide the maximum 
accessibility that can reasonably be 
afforded. 

 

 To provide library services to all patrons 
irrespective of their mobility, including the 
provision of personal library aides to locate 
and secure books and other materials. The 
library also makes available an on site 
illuminated magnification device for visually 
impaired patrons working with written 
material. 

 

 To assign and reassign classes and meetings 
to rooms where necessary to accommodate 
persons with disability - based special needs. 

 

 To allow visually impaired persons to take 
class notes via audiotape and hearing-
impaired individuals to have an ASL 
interpreter present at their own expense. 

 

 To seriously consider all requests for 
modifications of existing policies and 
practices that may limit access to the 
seminaryõs program. 

 

 To continue to admit students to its degree 
programs solely on the basis of academic 
preparation and promise and fitness for 
ministry. 

 

 To employ persons on the basis of 
individual qualifications without 
discriminating on the basis of abilities and 
disabilities unrelated to specific job 
performance requirements. 

 
Persons with requests or concerns involving 
the seminaryõs accommodation of persons 
with disabilities are directed to speak with the 
Vice President for Business and Finance, the 
campusõs designated officer for ADA 
compliance issues. 

 

NONDISCRIMINATORY POLICY  

Columbia Theological Seminary admits 
students of any race, color, national, and 
ethnic origin to all the rights, privileges, 
programs, and activities generally accorded or 
made available to students at the school. It 
does not discriminate on the basis of gender, 
handicap, race, national, and ethnic origin in 

administration of its educational policies, 
admission policies, scholarship and loan 
programs, and other school-administered 
programs.  

ALCOHOL & DRUG POLICY  

It is the policy of the Board of Trustees that 
no alcohol is served at official functions in 
campus buildings.  
 
Columbia Theological Seminary is committed 
to the health and wellbeing of the members of 
our community.  In the spirit of this 
commitment and in compliance with the 
United States Department of Educationõs 
Drug Prevention Program, this policy 
statement regarding controlled substances is 
being issued. This policy pertains to all 
employees (including work-study students) as 
well as to all students taking courses at the 
Seminary for credit.  
 
The unlawful possession, use or distribution 
of illicit drugs or alcohol by employees or 
students on seminary property or as part of 
seminary activities is strictly prohibited. 
Participation in such activities may subject 
employees or students to criminal prosecution 
under Federal, Georgia or local laws, which 
provide for substantial terms of 
imprisonment and fines. Terms of up to life 
imprisonment as well as fines up to 
$4,000,000 may result from violating such 
statutes.  Whereas alcohol is a legal substance, 
this policy applies to the unlawful 
manufacture, distribution, dispensing, 
possession or use of alcohol, i.e., unlawful 
activities involving alcohol, including by or 
with underage persons.  
 
Any employee who violates the above 
prohibition or who illegally uses controlled 
substances before reporting for work will be 
subject to corrective disciplinary action and 
penalties up to and including immediate 
discharge from employment at Columbia 
Theological Seminary. As a condition of 
employment at the Seminary, each employee 
will (a) abide by the terms of this statement; 
and (b) notify his or her supervisor and the 
Vice President for Business and Finance of 
any criminal drug statute conviction for a 
violation occurring in the workplace, no later 
than five days after such conviction.  



 
Any student who violates the above 
prohibition will be subject to corrective 
disciplinary action and penalties up to and 
including expulsion from the seminary, such 
discipline and penalties to be administered by 
the Academic and Judicial Commission of the 
faculty. 
 
Columbia Theological Seminary will at least 
annually distribute to all employees and 
students a description of health risks 
associated with the use of illicit drugs and the 
abuse of alcohol, as well as a description of 
drug or alcohol counseling, treatment, or 
rehabilitation programs that are available to 
employees or students.  
 
The seminary provides a compiled list of 
counseling centers for referral with respect to 
these matters.  The list is available to the 
community in the Student Services Office and 
through studentsõ advisors.  
 
Columbia Theological Seminary conducts a 
biennial review of its drug prevention 
program to determine the programõs 
effectiveness and any necessary changes. Such 
review also serves to ensure that the 
disciplinary sanctions under the program are 
consistently enforced.  

SMOKING POLICY  

In accordance with the City of Decatur 
òClean Air Ordinanceó; smoking is strictly 
prohibited in all public places and places of 
employment within the City of Decatur. 
Smoking may occur outdoors but no less than 
twenty (20) feet from any entrance.  
All guest rooms are smoke-free rooms. 
Seminary owned vehicles are designated 
smoke-free.  
 
All rooms in both Florida Hall and the NRH 
are smoke-free. 
 
All apartments are smoke-free. 
 
Smoking means inhaling, exhaling, burning or 
carrying any lighted cigar, cigarette, pipe or 
other combustible substance in any manner or 
in any form.  
 

This policy supersedes all previous smoking 
policies. 
 

SEXUALITY 

Living as men and women in Christian 
community at Columbia Seminary, we reflect 
in our relationships our honor for and our 
understanding of God and what it means to 
be male and female. We live and love in 
covenanted relatedness to God and each 
other as sexual beings, aware that there are 
sexual dimensions to all human caring and 
that by grace our sexuality enables us to relate 
to others as God intends. Therefore, we 
affirm that our sexuality is inseparable from 
our humanity and is good. 
 
At Columbia Seminary we recognize that the 
way we relate to each other in this 
community is a preview of how we will relate 
in ministry beyond seminary. 
 
The Gospelõs stress on love and caring and 
the ministerõs position as one who shares the 
deep experiences of life with others invite the 
minister into close personal relationships 
marked by affection. This intimacy rightly 
involves our sexuality...but never sexual 
intimacy at the expense of our unity with 
Christ. Columbia Seminary seeks to foster in 
its members a sense of wholeness so that 
sexuality may be experienced and expressed 
as an integrated part of faithful discipleship. 
 
We affirm that the covenanted 
relationship which God intends for 
marriage is the appropriate context for full 
sexual expression.  
 
Admitting that we all fall short of Godõs 
vision for us, we strive to be a caring 
community, like the church which we seek 
to serve, where people find 
encouragement, support and grace in 
making decisions and in living out their 
sexuality. 

Adopted by the Faculty 
April 1984 

 

INCLUSIVE LANGUAGE POLICY 

Columbia Theological Seminary is committed 
to the use of inclusive language about human 
beings and about God. Inclusive language 
with reference to human beings intentionally 



seeks to acknowledge the diversity of 
humankind. Inclusive language with reference 
to God seeks to express the diverse ways the 
Bible and our theological tradition speak 
about God. In both cases such language 
should enable everyone, regardless of 
differences such as gender, age, race, and 
denominational affiliation, to feel included, 
addressed, and equally valued before God. 
 
We recognize there are different points of 
view in the church and in the seminary 
community concerning inclusive language, 
especially language used about God, and that 
the use of inclusive language often requires 
time, love, patience, instruction, and careful 
consideration on the part of all concerned. 
 
With these considerations in mind, the policy 
of Columbia Theological Seminary 
concerning the use of inclusive language is: 

All members of the seminary community are 
expected to use inclusive language in classroom 
lectures and discussions, in written work, in 
seminary publications and official statements, and 
in seminary worship. While this policy expresses 
the expectations of the seminary, the use of inclusive 
language will not be a factor in the grading of 
students or in any personõs acceptance by the 

community.1 
Adopted by the Faculty, 

April 7, 1988 
 

POLICY AND PROCEDURES ON PREVENTION 

OF AND RESPONSE TO SEXUAL 

MISCONDUCT 

 
I.  PREAMBLE 
 
Columbia Theological Seminary (the 
òSeminaryó or òCTSó) is a seminary of the 
Presbyterian Church (USA).  The Seminary 
shares in and seeks to reflect the tenets of the 
Christian faith and the Reformed tradition 
which include an abiding respect for all 
persons as creatures of God.  While 

1 We believe this statement is in accord with the more specific 
guidelines on inclusive language established by the 197th General 
Assembly (1985) of the Presbyterian Church (USA). Copies of 
the guidelines are available in the Campbell Library. A copy of 
the guidelines is also given to students when they matriculate at 
the seminary. A policy, which includes use of inclusive 

language, for the form of theses and dissertations is available in 
the Office of the Dean of Faculty. 

maintaining its integrity as a stand-alone 
institution with the right to craft its own 
policies regarding sexual misconduct, the 
seminary recognizes its commitment to the 
church and will align those policies with those 
of the Presbyterian Church (USA) and other 
denominations represented on its campus to 
the best of its ability. 
 
Columbia Theological Seminary is committed 
to providing members of the Seminary 
community, including students, staff, faculty 
(including supervised ministry supervisors), 
administrators, and trustees, with an 
environment where they may pursue their 
studies, work, careers, and social interactions 
without being sexually harassed or exploited.  
Sexual harassment, exploitation and assault 
are prohibited by law, are a violation of the 
Christian ethical vision which informs the life 
and mission of this Seminary, and are 
incompatible with the standards of CTS for 
its members and professional leaders.  These 
forms of sexual misconduct harm not only 
the victims and aggressors but also the entire 
Seminary community.  The Seminary has an 
obligation to investigate allegations of such 
misconduct that are brought to its attention.  
Sexual harassment, exploitation, and assault 
are serious offenses and unacceptable 
conduct.  False accusations, intentionally 
made, also constitute unacceptable conduct 
and will be subject to Seminary discipline.  
The Seminary shall take such action as it 
deems appropriate to prevent, correct, and, if 
necessary, discipline behavior which violates 
this policy, up to and including dismissal.  
Sexual harassment, exploitation or assault by a 
vendor, contractor, or other third-party 
individual or entity having an agreement or 
contract with the Seminary may be grounds 
for the abrogation of such agreement or 
contact. 
 
Justice and healing are the goals of the 
Seminaryõs policy.  To the extent that the 
Seminary retains jurisdiction over the 
investigation and remediation of an incidence 
of sexual harassment, exploitation, or assault, 
the achievement of these goals will be sought 
through truth-telling, reconciliation, and 
restoration of right relationships, between the 
persons involved or affected, and within the 
Seminary community. 



 
This Policy and Procedures shall be published 
in the Student Handbook, the Faculty Manual, 
and the Staff Handbook and shall be reviewed 
periodically by the Sexual Misconduct 
Response Team (SMRT) and a qualified 
attorney. 
 
 
II.  DEFINITIONS  
 
SEXUAL HARASSMENT comprises 
unwelcome sexual advances, requests for 
sexual favors, or other verbal or physical 
conduct of a sexual nature when (1) 
submission to such conduct is made either 
explicitly or implicitly a term or condition of 
an individualõs hire, continued employment, 
promotion, enrollment, or successful 
academic work; or (2) non-submission affects 
adversely the individualõs hire, continued 
employment, opportunity for promotion, 
enrollment, or academic experience; or (3) 
such conduct has the purpose or effect of 
substantially interfering with an individualõs 
study or work performance or creating an 
unreasonably intimidating, hostile, or 
offensive academic or working environment 
from the standpoint of a reasonable person of 
the same sex as the complainant. 
 
Examples of such conduct include, but are 
not limited to, lewd or sexually suggestive 
comments, off-color language or jokes of a 
sexual nature, slurs, or verbal or graphic 
expressions or physical conduct relating to an 
individualõs gender in the absence of a valid 
educational purpose.  However, verbal 
expression or physical conduct need not be 
overtly sexual to constitute sexual harassment.  
Under certain circumstances, for example, 
repeated unwelcome invitations to lunch, 
dinner, or other social engagement may 
constitute sexual harassment. 
 
SEXUAL EXPLOITATION occurs when a 
person in a dominant position engages in or 
attempts to engage in non-marital intimate 
sexual relations with a member of the 
community in a subordinate position. 
 
Non-marital sexual relationships between 
parties in unequal positions of power (for 
instance, between faculty and students, and 

between faculty/staff and those they 
supervise) are not permissible. The person in 
the dominant position is responsible to see 
that such behavior does not occur. The 
apparent consent of the subordinate person is 
not a defense. 
 
SEXUAL ASSAULT is unwanted sexual 
contact and includes the acts of genital, anal, 
and oral rape (including acquaintance rape 
and statutory rape), forced penetration by a 
foreign object, and non-penetrating acts such 
as touching an unwilling personõs sexual parts, 
whether clothed or not, or forcing an 
unwilling person to touch anotherõs sexual 
parts.  Force here includes not only the use of 
physical aggression but the threat of physical 
aggression.   
 
III. EDUCATIONAL CONCERNS AND   
RESPONSIBILITIES 
 
Education of the community is essential to 
eliminate sexual harassment, exploitation, and 
assault. 
 
The Community Life/Diversity and 
Inclusiveness Committee, established under 
the Plan of Government of CTS, has the 
responsibility for offering education on sexual 
harassment, exploitation, assault and related 
issues to the Seminary community.  The 
committee shall provide regularly for a 
seminar, retreat, or other educational 
opportunity within the Seminary community 
regarding the nature and incidence of sexual 
misconduct within the Church and including 
information about the policies and procedures 
of the General Assembly and other governing 
bodies. 
 
The SMRT has the responsibility of regularly 
educating its members on issues of sexual 
misconduct. 
 
The Chair of the SMRT shall periodically 
request the President and the Board of 
Trustees to encourage the teaching faculty of 
the Seminary to include discussion of the 
ethical and pastoral issues involved in cases of 
sexual harassment, exploitation, and assault at 
appropriate points in their classes.  
 



An òeasy-to-followó document is available to 
assist any person who believes he or she 
might initiate or be otherwise involved in any 
of the processes discussed herein.  This 
document will be available to the Seminary 
community through the student, faculty and 
staff handbooks, as well as through the 
President of the Seminary, the Dean of 
Faculty, and the Dean of Students.  The 
document also includes information about the 
availability of advocates, pastoral care and 
other assistance for persons involved in such 
processes. 
 
The Chairs of the SMRT and the Community 
Life/Diversity and Inclusiveness Committee 
shall report to the Board of Trustees annually.  
At least annually the SMRT will report to the 
faculty the number and types of cases it has 
reviewed since the previous such report. 
 
 
IV. SEXUAL MISCONDUCT RESPONSE 
TEAM (SMRT) 
 
The SMRT shall comprise two persons from 
each of the following categories: 
 
a.  Faculty 
b.  Staff 
c.  Student Body 
d.  Board of Trustees 
 
Each category shall elect its own 
representatives.  The categories shall with all 
integrity attempt to select from the racial 
ethnic groups, genders, and ages of their 
members so as to effect a fair representation 
of the total membership of said group.  
THERE MUST BE ONE FEMALE AND 
ONE MALE representative from each 
category. 
 
The Chair and Vice-Chair will both be 
members of the faculty.  The faculty member 
serving the second year of her/his term shall 
be the Chair.  The faculty member serving the 
first year of her/his term shall be the Vice-
Chair.  The Vice-Chair shall act in the absence 
or unavailability of the Chair.  SMRT 
members and the chairs shall serve two-year 
terms.  The terms of the members shall be 
two years, staggered, within each category, so 
as to ensure continuity.  The Chair and the 

Vice-Chair shall be staggered terms.  The list 
of the Chair and the members shall be 
maintained in the Office of the President, 
Dean of Students, and Dean of Faculty.  
Representatives may be re-elected for up to 
three terms. 
 
It is the responsibility and duty of the Chair 
to identify resources to meet the needs of 
those involved in a report/complaint.  This 
may include financial resources of the 
seminary and/or of the appropriate 
ecclesiastical bodies and the identification of 
persons in the seminary community or the 
broader community who are available to 
provide professional assistance.  All 
communications of the SMRT shall be made 
through the Chair and shall be in writing or 
documented by a note to the file.  UNDER 
NO CIRCUMSTANCES shall individual 
members of the SMRT provide therapeutic, 
legal, financial, or other professional 
assistance directly to a person or persons 
involved in the report/complaint. 
 
 
 V. REPORTING A COMPLAINT 
 

A. IN GENERAL 
 
Some forms of sexual misconduct, notably 
sexual assault, are not only contrary to 
seminary policy, they are illegal.  If you have 
been physically assaulted or believe you have 
been physically assaulted, please seek help 
immediately and report the incident to the 
police.   
 
It is important to recognize that some 
behavior and speech can be ambiguous, 
subject to different interpretations, welcomed 
by some, offensive to others. In questionable 
cases, the person offended is encouraged to 
make clear to the offender that such behavior 
and/or speech is offensive and unacceptable.  
If the behavior continues, it is much more 
clearly a reason to initiate the complaint 
procedure.  This may be an educational issue, 
and the person offended may use the SMRT 
to assist him or her in notifying the offender 
of the offensive behavior. 
 
A member of the seminary community who 
experiences sexual harassment, exploitation, 



or assault or has reason to believe that sexual 
harassment, exploitation, or assault has taken 
place should report it immediately so that a 
remedy may be found at the earliest possible 
time, and the likelihood of injury to other 
persons will be reduced. Members of the 
seminary community who become confidants 
of alleged victims should offer to support and 
assist the alleged victim in bringing the 
complaint forward. Fear of retaliation should 
not hinder the reporting of an incident of 
sexual harassment, exploitation, or assault.  
Retaliation in any form is, in addition to the 
initial incident, subject to Seminary discipline. 
Individuals who report sexual harassment, 
exploitation, or assault do so as agents of the 
Seminary, and accordingly shall be defended 
legally by the Seminary for all such action 
taken in good faith, even if mistaken.  False 
accusations, intentionally made, also 
constitute unacceptable conduct and will be 
subject to Seminary discipline. 
 
A report of sexual harassment, exploitation, 
or assault may be made to the Dean of 
Students, Dean of the Faculty, Associate 
Dean of the Faculty, Vice President for 
Business and Finance, Faculty Members, 
President of the Seminary, or a member of 
the SMRT, who shall notify legal authorities 
when appropriate.  This òtrusted personó who 
receives the report of alleged sexual 
harassment, exploitation, or assault shall 
ordinarily, after attempting to confirm 
consent of the alleged victim to proceed, 
immediately notify the Chair or Vice-Chair, if 
the Chair is unavailable, of the SMRT and 
provide all available information. The Chair 
(or Vice-Chair when appropriate) shall 
evaluate the allegations and known facts and, 
after consultation with the president, 
determine whether to implement the 
procedures stated herein or to refer the matter 
to some other entity.  A recommended 
timeline for implementing these procedures is 
appended to this policy.  In either event, the 
President or Dean of Faculty may take such 
INTERIM STEPS as may be necessary for 
the safety and well-being of the community 
with or without the cooperation of the alleged 
victim. 
 
Thereafter, all information regarding the 
report shall be held in confidence by the 

office or person initially receiving the report.  
All further investigation shall be by the 
SMRT. 
 
CONFIDENTIALITY: It is the 
responsibility of the òtrusted personó to 
maintain the complaint in confidentiality.  It is 
further the intention of this policy that the 
matter be investigated and implemented with 
confidentiality as a main concern. 
 
 B. WRITTEN COMPLAINT 
 
The complainant shall ordinarily file a written 
complaint with the Chair of the SMRT.  In 
most cases, complaints against different 
individuals in the community should be filed 
separately, not grouped together. Written 
complaints should state the alleged facts and 
circumstances of the alleged sexual 
harassment, exploitation, or assault and what, 
if any, method of conflict resolution the 
alleged victim wishes to pursue to remedy the 
allegations.  The Chair will ordinarily provide 
a copy of the complaint to the respondent.  
The Chair shall give the respondent written 
notification that a complaint has been filed, as 
well as a copy of the complaint.  The 
respondent may ask other members of the 
Seminary community for assistance in 
preparing a response. The Chair shall provide 
a copy of the response, if any, to the 
complainant. 
 
 
VI. ADJUDICATORY PANEL ON 
MATTERS OF SEXUAL MISCONDUCT 
 
The Chair shall select from the SMRT five 
members to be called the ADJUDICATORY 
PANEL ON MATTERS OF SEXUAL 
MISCONDUCT (the òPaneló) to adjudicate 
the matter. The membership of the Panel will 
ordinarily remain the same until their work on 
a particular complaint is completed.   
 
The Chair of SMRT shall select one member 
from each of the four categories on a 
case-by-case basis.  The fifth member shall be 
appointed by the Chair from a category 
different than the complainant or respondent. 
Under no circumstances shall there be a panel 
of all women or all men. If, because of 
vacancies on the SMRT or disqualification of 



some member, it is impossible to appoint a 
Panel in compliance with this paragraph, the 
Chair of SMRT shall select an individual who 
is not a member of SMRT for service on the 
Panel in one particular case. The Chair will 
always seek the best gender balance possible 
in appointing the Panel within the constraints 
of this policy.  Any material involvement in 
the case or close personal relationship with 
one of the parties to the relationship by a 
member of the Panel shall constitute a 
conflict of interest, and that person will be 
removed from the Panel. The Chair will 
provide the complainant and the respondent 
with written notification of the identities of all 
persons serving on the Panel.   
 
The complainant and the respondent may file 
a written objection with the Chair regarding 
the service of any Panel member.  Specific 
reasons for the objection shall be set forth.  
After reviewing a written objection, the Chair 
may, but need not, replace any member of the 
Panel with another member of the SMRT.  
The Chair shall make every effort to ensure 
that a fair, impartial, and representative Panel 
hears the matter.  
 
Once the Adjudicatory Panel is constituted, 
they shall name one member to act as 
Presiding Member for the case and another 
member to serve as Moderator of an 
adjudicatory hearing, should the case proceed 
to adjudication. The Presiding Member for 
the Panel shall ordinarily be a faculty member 
(and therefore the Chair or Vice-Chair of 
SMRT), unless the complainant or respondent 
is a member of the faculty.  If a Panel includes 
two faculty members, the entire Panel will 
ordinarily elect one of the two faculty 
members as its Presiding Member.   
 
Once the Panel has been constituted and the 
Presiding Member selected, the Presiding 
Member in consultation with the President 
will designate another member of the Panel 
(the òSMRT Liaisonó) to communicate all 
processes and policies regarding the case to 
both parties.  This person will also be 
available to both parties to answer questions 
regarding processes and policies of the case as 
it proceeds. 
 

During the review of the case and following 
its conclusion, members of the Panel are not 
prohibited from ordinary communication 
with parties involved in the case.  It is not 
appropriate, however, for members of the 
Panel to discuss the substance of the case 
with either complainant or respondent 
outside the processes established in this 
policy.  Confidentiality is to be a main 
concern throughout the implementation of 
this policy. 
 
When the Panel has reviewed the case, it may 
recommend that the parties pursue one of the 
following methods for resolution of the 
complaint: negotiation, mediation, arbitration, 
or adjudication.  The SMRT liaison will 
communicate the Panelõs recommendation to 
both parties, along with a full description of 
that process for resolution.  
 
 
VII.  PROCESSES FOR RESOLUTION OF 
A COMPLAINT 
 
 A.  ALTERNATIVE DISPUTE 
RESOLUTION 
 

1.  NEGOTIATION: In the 
negotiation process, the parties to a 
conflict (or their intermediaries) are 
responsible for working out a 
solution which effectively resolves all 
issues and protects the interests of all 
concerned.  For a negotiated 
settlement to be successful, all 
persons or groups affected by the 
outcome must be represented in the 
negotiation, and all issues 
substantially resolved.  The 
negotiated settlement shall be signed 
by both parties and presented to the 
Presiding Member. 

 
2.  MEDIATION: In the 

mediation process, the parties to a 
conflict are enabled through the 
assistance of a trained mediator to 
work out their own agreement for 
resolving the dispute.  Mediation 
differs from arbitration in that the 
parties retain the power to make the 
final decisions. The successful 
outcome of mediation is a function 



(among other things) of the 
willingness and ability of the parties 
to reach agreement and of the 
creativity of the mediator in helping 
to shape that agreement in the 
interests of all concerned.   
 
If a case goes to mediation, the Chair 
shall provide the parties a list of 
qualified mediators. Each party will 
have the opportunity to remove any 
names from that list.  The Chair will 
then select a mediator from the 
remaining names and will set up the 
initial contact between the two parties 
and the mediator.  The Presidentõs 
office will arrange to pay for all such 
external services.  A statement of the 
successful outcome of mediation 
shall be signed by both parties and 
presented to the Presiding Member. 

 
3.  ARBITRATION: In the 

arbitration process, all parties to a 
conflict agree to submit the dispute 
to an independent person or panel to 
determine the best resolution.  The 
arbitrator should have extensive 
arbitration experience.  The Chair will 
be responsible for identifying an 
appropriately qualified arbitrator or 
arbitration panel.  All affected parties 
should have the opportunity to 
present their case to the arbitrator, 
and the arbitratorõs decision may be 
final, or subject to appeal to an 
authority as agreed upon in advance 
by the parties, and subject to 
subsection 4 below.  A statement of 
the successful outcome of arbitration 
shall be signed by both parties and 
presented to the Presiding Member. 

  
4.  APPROVAL BY 

PANEL:  If a proposed resolution is 
reached by  
negotiation, mediation or arbitration, 
it shall not be final until approved by 
the Panel, which shall consider not 
only the interests of the complainant 
and the respondent, but also the 
interests of the Seminary community. 

 

5. RIGHT OF PARTIES 
NOT TO CHOOSE 
ALTERNATIVE DISPUTE 
RESOLUTION: If one or both 
parties choose not to engage in 
alternative dispute resolution, they 
shall notify the Presiding Member of 
this fact. 

 
 B.  ADJUDICATION 
 

1.  NOTICE:  If alternative 
dispute resolution has been 
eliminated as an option, whether by 
the panel or by the parties involved, 
the Presiding Member shall set a time 
and place for an adjudicatory hearing.  
Written notice shall be given to each 
party, and it shall be postmarked or 
delivered at least five weekdays prior 
to the date of the hearing.  The 
Presiding Member will also notify the 
Panel of the date of the hearing. 

 
2. NOTIFICATION OF 

FACULTY: If a case goes to 
adjudication, the President will 
communicate this fact to the faculty.  
The President will also inform the 
faculty of the date of the hearing and 
the members of the adjudicatory 
panel involved.  The names of the 
parties will not be shared with the 
faculty as a whole, but the Presidentõs 
office will facilitate communication 
between particular faculty members 
and particular persons in the hearing 
as needed so that they may be 
excused from classes or other 
responsibilities. 

 
3.  INVESTIGATION:  The 

INVESTIGATION shall be 
exclusively the duty and responsibility 
of the Presiding Member of the 
Panel. The Presiding Member may: 
interview the complainant, the 
respondent, and other persons with 
relevant information; consult 
Seminary records bearing on the 
matter; gather such other statements, 
documents, or material as deemed 
appropriate; and make every effort to 
complete the investigation so that the 



matter may be submitted to the Panel 
for determination at the date of the 
hearing.  Completion of the 
investigation shall take priority over 
all other of the Presiding Memberõs 
Seminary responsibilities.  The 
complainant and the respondent are 
expected to cooperate fully with the 
Presiding Member by answering 
pertinent questions and supplying or 
authorizing release of relevant 
material when so requested.  When 
this cooperation is denied, the 
Presiding Member shall so inform the 
Panel.  If, during the course of the 
investigation, the Presiding Member 
uncovers other instances of 
misconduct unrelated to the case 
under investigation, the Presiding 
Member may, after consultation with 
the President, bring these instances to 
the appropriate reviewing or 
disciplinary committee. 

 
Upon the conclusion of the Presiding 
Memberõs investigation, a summary 
of findings and a written outline of 
the conduct of the hearing shall be 
provided to the complainant and 
respondent by the member of the 
Panel designated to communicate 
with them (the SMRT liaison). 

 
4.  AMENDED 

COMPLAINT:  The allegations set 
forth in the complaint may be 
amended with the permission of the 
Panel to include other alleged 
misconduct discovered by the 
investigation.  The amended 
complaint should be immediately 
provided to the respondent.  No 
alleged misconduct shall be presented 
at the hearing except that included in 
the complaint or amended complaint.   

 
5. WITNESSES: In 

preparation for the hearing, the 
complainant and respondent shall 
submit to the Moderator of the Panel 
a list of witnesses who may be called.  
The Moderator will cooperate with 
the Presidentõs Office to 
communicate with faculty and/or 

supervisors the need for witnesses 
who are students and/or staff to be 
excused from their responsibilities 
during the course of the hearing.  The 
Moderator will also inform the 
witnesses of the outline of the 
conduct of the hearing and their role 
in it. 

 
6.  CONDUCT OF THE 

HEARING:  In conducting the 
hearing, the Panel is not required to 
adhere to strict rules of evidence.  
The Moderator shall arrange in 
advance for the accurate stenographic 
record of all testimony and oral 
proceedings using a certified court 
reporter. Before the hearing, the 
Panel shall receive and review the 
complaint, the response, the report of 
the Presiding Member, and other 
pertinent statements and/or 
documents.  The Panel may interview 
the complainant, the respondent, and 
other witnesses in the presence of 
both parties.  All proceedings shall be 
conducted with both parties and the 
entire Panel present. The parties shall 
be given an opportunity to respond 
to each otherõs statements, to 
confront witnesses, and to present 
witnesses and evidence on their own 
behalf.  However, it shall not be 
necessary to present evidence on 
factual matters which are not in 
dispute, and summary adjudication 
may be appropriate in cases where 
there are no disputes as to any 
material facts.  The complainant and 
the respondent may each have a 
personal adviser, selected from 
among the members of the Seminary 
community, present to assist them 
during the Panelõs hearing.  Anyone 
invited to serve as a personal adviser 
should consider how involvement in 
the case may affect his or her 
ongoing relationships with and 
responsibilities to other members of 
the community involved with the 
case. Since the hearing is informal 
and strict rules of evidence are not in 
effect, it is the intention of the 
Seminary that attorneys representing 



respondent or complainant not be 
involved in the hearing.  The 
findings, conclusions and 
recommendations of the Panel shall 
be based upon the GREATER 
WEIGHT OF THE EVIDENCE.    
No statements or admissions made 
during any prior alternative dispute 
resolution may be considered at the 
hearing.  Throughout the hearing, the 
Moderator of the Panel shall be 
responsible to ensure appropriate 
conduct of all parties involved. 

 
7.  DECISION OF PANEL:   

 
a. The Panel shall 

look at the totality of the 
circumstances, including the 
nature of the action and the 
context in which the alleged 
conduct occurred.  
Recommendations shall be 
made from findings of fact 
on a case-by-case basis in 
light of all relevant facts and 
circumstances. 

 
b. When, in the 

judgment of the Panel, the 
complainant and respondent 
have been equitably heard, 
the parties shall be excused 
and the Panel shall deliberate 
and reach its findings and 
conclusions by majority vote.  
The Panel shall prepare a 
written report of the hearing, 
consisting of findings of fact 
and conclusions, and a 
recommended disposition 
based solely on the record, 
pertinent institutional 
policies, regulations, 
procedures, and law of the 
land.  

  
c. In cases involving 

students as respondents, 
where there is a finding of 
guilt and a recommendation 
of punishment, the Panelõs 
recommendation with the 
evidence submitted to the 

Panel will go to the 
Academic and Judicial 
Commission for decision.   If 
there is no finding of guilt by 
the Panel, no report shall be 
made to the Academic and 
Judicial Commission.  
Pursuant to the provisions of 
the Bylaws and Plan of 
Government of CTS, when a 
recommendation of 
expulsion is made by the 
Academic and Judicial 
Commission. to the faculty, 
the student shall be provided 
opportunity to present 
relevant information to the 
faculty at a meeting of the 
faculty. Further, a student 
who is expelled by the faculty 
may appeal in writing to the 
Board within the time 
prescribed by the Bylaws. (cf. 
Bylaws and Plan of 
Governance, Article V, 
Sections 4 and 5). 

 
d. In cases involving 

staff members as 
respondents, where there is a 
finding of guilt and a 
recommendation of 
punishment, the Panelõs 
recommendation with the 
evidence as submitted to the 
Panel will go to the President 
for decision. Pursuant to the 
provision of the Staff 
Handbook of CTS, when a 
decision involves involuntary 
termination, the President 
will act in consultation with 
the employeeõs supervisor, 
the Vice-President to whom 
the employee is accountable, 
and the seminaryõs Human 
Resources Officer.  (cf. Staff 
Handbook, òDismissaló pp. 
8 and 9). 

 
e.  In cases involving 

faculty as respondent, where 
there is a finding of guilt and 
a recommendation of 



punishment, the Panelõs 
recommendation will go to 
the President.  Pursuant to 
the Bylaws and Plan of 
Governance and the Faculty 
Handbook, in cases in which 
the recommendation 
includes the possibility of 
suspension or removal by the 
Board, the entire written 
report consisting of findings 
of fact and conclusions along 
with the recommendation 
will be placed by the 
President in the hands of a 
Faculty Investigative 
Committee (cf. Bylaws and 
Plan of Governance, Article 
IV, item 11).  The Faculty 
Investigative Committee will 
review the material, conduct 
any further investigation it 
deems appropriate, and make 
a separate recommendation 
to the President.  Having 
received these two 
recommendations, the 
President makes a 
recommendation to the 
Board, sharing with the 
Board the reports of the 
SMRT and the Faculty 
Investigative Committee. 

 
 8. DISQUALIFICATION:   
Throughout the process, including 
proceedings before the Panel, the Academic 
and Judicial Commission or the Faculty 
investigative Committee, any person who has 
been involved in the handling of a complaint, 
either as a complainant, respondent, trusted 
person, personal advisor, or counsel, shall be 
disqualified from deliberating or voting on 
matters related to that complaint.  
 
 9. RECORD:  The complete record 
shall be maintained in the Office of the 
President. The President shall decide upon 
the appropriate notification to the parties 
involved.  
 
 10. CONFIDENTIALITY: After the 
resolution of any case through the procedures 
described in this policy, all parties involved 

will maintain confidentiality regarding the 
details of the case.   

 
AIDS POLICY  

Recognizing that AIDS (acquired 
immunodeficiency syndrome) and the 
human suffering that goes with it are 
increasing parts of the life of our world, we 
also recognize that the reality of AIDS is a 
part of the life of Columbia Theological 
Seminary Community.  
 
Students and Faculty involved in hospital 
and alternative context courses regularly 
encounter persons living with AIDS and 
their significant others. Members of this 
community and/or their extended families 
may have to deal more personally and 
socially with the HIV (human 
immunodeficiency virus), asymptomatic or 
symptomatic. It is important, therefore, for 
all members of the Seminary community to 
express their prayerful concerns for those 
who are in any way associated with the 
reality of AIDS.  
 
It is the policy of the Seminary that persons 
living with AIDS and those close to them be 
offered the pastoral and social/societal care 
and concern so important for anyone 
suffering the anxiety, stress, and isolation 
that almost always are associated with life 
threatening illnesses.  
 
We further recognize the importance of 
members of the Seminary community 
having up-to-date information on the facts 
about AIDS and the resources of biblical, 
theological, ethical and pastoral studies. 
Therefore, we recommend occasional 
forums and course information on these 
matters.  
 
Moreover, because of the anxiety associated 
with AIDS, it is particularly important that 
careful ethics and appropriate confidentiality 
be observed.  
 
It is the policy of the Seminary that persons 
living with AIDS, like those with any other 
physically disabling condition, should have 
access to all academic and other benefits of 
the Seminary community. It is the policy of 



the Seminary also to seek to protect all 
persons from any known dangers.  

 

ACADEMIC POLICIES AND 

PROCEDURES 

 

ACADEMIC LOAD 

The minimum number of hours which a 
student must take during each semester to be 
considered full-time is nine (9).  A student 
must take three (3) hours during the winter 
term and six (6) hours during the summer 
term to be considered full-time.  The 
maximum number of hours a student in a 
basic degree program may take in a long 
semester is twelve (12); in the winter term the 
maximum is three (3) hours; in the summer 
term it is six (6) hours.  

The seminary estimates a semester credit as 
approximately 36 contact hours, except for 
certain supervised ministry and clinical 
programs whose work investment is 
determined by the contract for the particular 
course.  A three hour course is equivalent to 
approximately 144 hours.  The satisfactory 
completion of a course, however, is 
determined not by time invested but by goals 
and objectives achieved.   
 
Ordinarily, overloads are not allowed. 
However, seniors who have earned a 
cumulative GPA of 3.3 or higher after 
completing 60 or more hours may petition the 
Office of Academic Affairs to take five 
courses in one long semester if the additional 
course(s) is necessary to graduate that 
academic year.  All petitions for overloads 
must be submitted to the Office of Academic 
Affairs for approval. 

 

ADVANCED PLACEMENT AND SPECIAL 

STUDIES 

Students who have strong backgrounds in 
particular fields of the curriculum, or who 
demonstrate unusual proficiency in their work 
are given opportunities for special placement 
or for independent work.  Requests for 
flexibility in a student's program should be 
made to the Dean of Faculty.  Two 
opportunities for flexibility are available: 

 Students may be permitted 
advanced placement if they can 
satisfactorily demonstrate that 
they have already achieved the 
objectives of a given course.  
This means that they may be 
exempt from the course and 
permitted to take an advanced 
course in the area.   

 Academically qualified students 
may be permitted to engage in 
special study as a route to the 
establishment of competence 
in a required course rather than 
taking one or several required 
courses. 

APPEALS 

Appeals of a grade for particular work in a 
course or for a course grade is made first with 
the instructor within two weeks from the 
assigning of the grade; second, with the Dean 
of the Faculty; and third, as a last appeal, by a 
written statement sent to the full faculty 
through the Dean of the Faculty. 

Appeal of probation may be made to the 
Academic and Judicial Commission of the 
Faculty through the Dean of Faculty.   

Appeal of suspension or dismissal from the 
seminary may be made to the Board of 
Trustees by giving written notice to the 
President of the seminary.   
 
All student requests for academic exceptions 
(to degree requirements or academic policies) 
are made in writing to the Academic Affairs 
Office. After consultation with all those 
involved (e.g., students, faculty members, 
administrators), Academic Affairs will 
communicate the decision to the student in 
writing and place the petition and the decision 
in the studentõs file. 
 

ATTENDANCE 

The Reformed understanding of Christian 
freedom provides the seminary with the basis 
upon which to avoid a legalistic approach to 
attendance at class, chapel and other seminary 
functions. 

Generally, no attendance records are kept, but 
the instructor may, with clear announcement, 



require attendance in a particular course.  
Christian responsibility exhorts the 
community not to misuse freedom and calls it 
to faithfulness in the task of maximum 
involvement in preparation for ministry.  
Especially, we believe community worship is 
at the heart of Christian community and the 
church, and we urge regular attendance at 
chapel and other occasions of worship. 

 

CROSS REGISTRATION 

Students who wish to take courses in other 
seminaries of the Atlanta Theological 
Association or in schools in the Atlanta 
Regional Consortium for Higher Education 
may do so by cross registering at Columbia 
Seminary.  Usually a simple information form 
(plus regular Columbia forms) is all that is 
required.  All credits are at CTS rates.  A copy 
of the rules governing this process is available 
in the office of the Registrar.  Students are 
warned that registration dates vary from 
school to school and are often EARLIER 
than those at Columbia; thus, early 
registration may be necessary.  Dates and 
schedules are available from the Registrar. 

Students may cross-register for a course on a 
space-available basis.  A student may cross-
register for a maximum of two courses per 
term, and the combined load may not exceed 
the CTS full-time allowable load. 

COURSES AT OTHER INSTITUTIONS 

Masters of Divinity students make take up to 
four elective courses at other institutions, 
including non-theological graduate schools, 
after receiving permission from the Dean of 
the Faculty.  A petition for such permission 
should be submitted to the Dean of the 
Faculty and include an outline of the courses 
to be taken and how those courses further the 
vocational aims of the student.    

 

DUE DATES/EXCUSE REQUESTS 

All assigned work is due at the time 
specified by the professor.  Work which is 
not submitted on time will have the grade 
reduced by an appropriate amount unless 
excused for cause by the professor and the 
Dean of Faculty.   

No regular work due during the term may be 
accepted after 9:00 a.m. on the first day of the 
examination period for the term unless 
excused for a specific cause by the professor 
and the Dean of Faculty.   

Prepared examinations and papers in lieu of 
examinations are due at the time specified by 
the professor and in no case later than 1:00 
p.m. of the last day of the examination period.   

All requests for permission to submit work 
after the deadline established by the instructor 
of the course must be made in writing to the 
professor and the Dean of Faculty on the 
appropriate form available in the office of the 
Dean of Faculty prior to the deadline.  If a 
student becomes sick at the time work is due, 
the student must make application to the 
Dean of Faculty for an extension upon return 
to campus.   

In no case is unfinished work from a previous 
semester or term to be carried over into a new 
semester or term. 

 

EVALUATION OF COURSES 

Students have the opportunity to submit 
written evaluations of courses at the 
conclusion of a term.  A standard form has 
been developed for this purpose.  An 
instructor may choose to develop and use an 
alternate format. The instructor will not be 
present when the evaluation forms are 
completed and will not receive the evaluation 
forms until all of the course grades have been 
submitted for the class. 

 

EXAMINATIONS 

Final examinations will be scheduled prior to 
the end of the term.  An examination must be 
taken at the time scheduled except in the case 
of emergency, when a written excuse may be 

granted by the Dean of Faculty and an 
alternate time set for the examination. 

  

S satisfactory, for work which represents sufficient 
mastery of the content of the course to merit 
recommendation for graduation. 

U unsatisfactory, for work which represents insufficient 
mastery of the content of the course to merit 
recommendation for graduation. 



Prepared examinations and papers in lieu of 
examinations are due at the time specified by 
the professor.   

Any student in the A-F grading system who 
makes a failing grade on an examination or 
final assignment may be allowed to take a re-
examination at the discretion of the professor 
provided the previous work in the course is 
passing.  The student will be given a grade of 
"E" pending the re-examination, which is to 
be taken no later than the end of the second 
week of the next term. 

 

EXTENSIONS   

(see DUE DATES/EXCUSE REQUESTS) 

 

GRADING SYSTEM 

The criteria for grading are creativity, mastery 
of material, skill in organizing and expressing 
ideas, and the ability to relate to other 
learnings.  At the close of each term grades 
are given to students according to the 
following four quality points system: 
 

 
 
 
An F is given when the total work of the 
course is unacceptable or when work is not 
completed within the term or within an 
approved extension.   

Pass/Fail option 

Third year students may, with the permission 
of the instructor, choose to take up to two (2) 
courses S/U, if permission is granted in the 
first two weeks of the term. 
 

Temporary Grades: 

Two temporary notations may be given in 
certain cases. "Work In Progress" (IP) is 
used for courses or independent studies 
that are designed to cover more than one 
term.  An òEó is used for late work when a 
written excuse has been approved by the 
professor and the Dean of Faculty.  Neither 
temporary notation carries credit.   

Students are responsible for completing all 
incomplete work, including SM210 and 
independent studies, within the specific 
time set in the granted request.  These times 
cannot be set beyond the first class day of 
the winter term for the incomplete work of 
the fall semester, the first class day of the 
second week of the spring semester for 
incomplete work of the winter term, June 1 
for incomplete work of the spring semester, 
and the first class day of the fall semester 
for incomplete work of the summer term.  
For lengthy illnesses or similar reasons, a 
longer period may be established, but 
ordinarily with a reduction of load in the 
following term.  Failure to complete the 
work within the time limit will result in a 
grade of F (or U) for the portion of the 
course for which the extension was granted.  
Request for Extension forms may be 
secured from the Office of Academic 
Affairs.  The Registrar is instructed to turn 
an Incomplete into an F or U if the 
deadline for completing the work has 
passed.  In the case of course work 
designed to extend more than one term, all 
of the above rules apply in the final term 
for this work.   

Unacceptable Work 

A U given to a basic degree student may be 
remedied by further work in the course, by 
repeating the course, or by taking an 
elective course relating to the area of 
deficiency.  A U given for unexcused late 
work shall normally require additional work.  
A student whose work is unsatisfactory will 
be placed on probation.  If the U is not 
removed by the next term, the student will 
be dropped from school.  

 

HONORS PROGRAM 

Students in the Master of Divinity degree 
program who pass their mid-course 
assessment with a cumulative grade point 

A 4.0 Outstanding 

A- 3.7 Superior 

B+ 3.3 Very Good 

B 3.0 Good 

B- 2.7 Slightly above standard 

C+ 2.3 Standard 

C 2.0 Slightly below standard 

C- 1.7 Below standard 

D 1.0 Serious deficiencies 

F 0.0 Unacceptable 



average of 3.60 and a 3.80 average in the 
proposed area of study may enter the Honors 
Program.  Waiver of these requirements is by 
vote of the entire faculty in the proposed area 
of study.  Students may choose to work in the 
biblical, historical-doctrinal, or practical 
theology areas and with a particular professor.  
The program consists of guided study in both 
long semesters for a total of 6 credit hours.  
For additional information, see the 
chairperson of the area of interest.   

 

INDEPENDENT STUDY 

 
Students are allowed one independent study 
per degree program. 
 
The procedure for Independent Studies is as 
follows:  
  
1. After initial conversation with a faculty 
member, the student petitions the Office of 
Academic Affairs for permission for 
an independent study. (An email can serve as 
the petition.)  
2. Next the Dean of Faculty consults with the 
faculty person, looking over his/her total 
work load for the time period of the proposed 
I.S., and determines whether it is reasonable 
for the faculty member to take on the 
proposed I.S. The Dean of Faculty then 
reports the results of that consultation to the 
student.  
3. Assuming a positive report, the student 
secures the I.S. form from the office of 
Academic Affairs (or the website) and fills it 
out. The student submits it to the faculty 
member for review and/or amendment. Once 
the professor signs the form, the student 
brings it to the Academic Affairs Office.  
 
 

SENIOR NO-COST ELECTIVES FOR M.DIV. 

STUDENTS   

 
Students in their last semester of the 
M.Div. program may register and receive 
credit for up to nine elective credits at no 
cost as long as they are registered and 
paying for at least 3 credits and, with the 
completion of those credits, will have met 
all of the graduation requirements for the 
degree. The 12 credit maximum per 

semester continues to apply to such 
students. Students may not retain eligibility 
for seminary housing on the basis of these 
extra electives and may not use credits 
earned beyond those needed to meet the 
M.Div. graduation requirements toward 
future advanced degrees at Columbia. 
 

STUDENT STATUS GUIDELINES FOR M.DIV. 

STUDENTS  

 
Juniors are those students with less than 30 
credit hours of work completed toward the 
M.Div.; Middlers are those students who 
have completed at least 30 credit hours of 
work and not more than 60 credit hours; 
Seniors are those students who have 
completed 63 or more credit hours of work 
toward the degree. Students must complete 
all work for the M.Div. within six years 
after beginning course work at Columbia 
for the degree. 
 

TRANSCRIPTS 

 
Transcripts are issued by the Registrar and are 
processed each Thursday.  To request a 
transcript be issued, an applicant must 
complete and turn in a Transcript Request Form 
to the Academic Affairs Office.  An official 
transcript is sent directly to the institution for 
which it is intended. 
 
The fee for a printed transcript is $5 for the 
first copy and $2 for additional copies; a faxed 
transcript is $10.  The appropriate fee must be 
included with each transcript request.  
Transcripts that need to be processed before 
the normal Thursday schedule will be 
processed within 24 hours of the request and 
will cost $20 for a printed transcript and $25 
for a faxed transcript. 

 

SATISFACTORY ACADEMIC 

PROGRESS POLICY (TITLE IV) 

 POLICY 

A Columbia Theological Seminary student 
who is a recipient of a Stafford Loan or 
federal work-study must make qualitative and 
quantitative satisfactory progress toward the 
completion of the degree program in which 
he/she is enrolled if he/she is to continue 



participation in the Title IV financial aid 
program. 

  

PROCEDURES 

Qualitative Measurement  

Qualitative satisfactory progress will be 
determined by the Academic and Judicial 
Commission of the Faculty at the end of each 
fall and spring semester. Students in the 
M.Div. and M.A.T.S. programs must have a 
cumulative grade point average of 2.30. 
Students in the Th.M., Th.D., and D.Min. 
advanced degree programs must have a 
cumulative grade point average of 3.00. 

 

Quantitative Measurement  

Enrollment Status Defined : All degree 
students take classes under a credit 
hour system. Definitions for full-time 
and half-time status for the various 
degrees follow:    

SUMMER 

TERM 

 

Half Time 

 

Full Time 

M.Div 3 credits 6 credits 

M.A.T.S. 3 credits 6 credits 

Th.M. 3 credits 6 credits 

D.Min. 3 credits 6 credits 

Th.D. 3 credits 6 credits 

 

FALL & 

SPRING 

SEMESTERS 

 

 

Half Time 

 

 

Full Time 

M.Div 6 credits 9+ credits 

M.A.T.S. 6 credits 9+ credits 

Th.M. 3 credits 6+ credits 

D. Min. 3 credits 6+ credits 

Th.D. 3 credits 6+ credits 

WINTER 

TERM 

 

Half Time 

 

Full Time 

M.Div  3 credits 

M.A.T.S. 3 credits 

Th.M. 3 credits 

D. Min. 3 credits 

Th.D. 3 credits 

     

Quanti tative Determination of Satisfactory 

Progress 

The following schedules establish the amount 
of successful credit a student must have 

attained by the end of each increment of each 
degree program. An increment for this purpose 
is defined as the period ending with the fall and 
spring semesters of each academic year. An 
academic year begins with the summer term 
and ends with the spring semester of any given 
academic year. 
 

Basic Principle: a student must 
successfully complete eighty percent 
(80%) of the course work that he or she 
attempts. 
  
Degree 

Progra

m 

Maximum 

number of 

credit 

hours that 

may be 

attempte

d for 

degree 

Required 

hours at end 

of each 

increment for 

continued 

satisfactory 

progress 

status 

Maximum 

Time 

Frame 

M.Div 117 credits  

 

80% of those 

attempted to 

date 

6 years 

M.A.T.S. 60 credits 5 years 

Th.M. 37.5 credits 5 years 

D.Min. 45 credits 6 years 

Th.D. 75 credits 6 years 

 

Incompletes, Withdrawals, etc.  

Policies governing registration for and 
withdrawal from classes, late work, 
examinations, re-examinations, requests for 
excuse, incomplete and in-process work is 
printed in the Academic Policies and 
Procedures section of this Handbook. 
 
These policies are available from the 
Advanced Degree Office for advanced degree 
students. 
Policies governing the grading system and 
probation are printed annually in the 
Columbia catalog and the student handbook. 
 
All of the aforementioned policies apply 
equally to all students, including those who 
are recipients of Title IV money. 
 

In the case of recipients of Title IV money, 
courses that were not completed and courses 
in which a student withdrew after the catalog 
published deadline for withdrawals without 
penalty will be treated, together with failed 
courses, as courses unsatisfactorily completed 
in determining the quantitative satisfactory 
progress. 



 

Procedures for Appeal 

For the appeal process, please see the Office 
of Academic Affairs. 
 

Reinstatement of Aid 

A student who has not maintained 
satisfactory academic progress can reestablish 
eligibility by successfully completing the 
appropriate number of credit hours and/or 
attaining the cumulative grade point average 
required at the end of the next increment. 

Record of Review 

For the Record of Review process, please see 
the Office of Academic Affairs. 
 

STUDENT COORDINATING COUNCIL 

CONSTITUTION  
 
1.0. Preamble and Purpose 

1.1. We the students of Columbia Theological 
Seminary, celebrating the cultural, ethnic, 
physical, gender, denominational, 
spiritual, and intellectual diversity in our 
midst, hereby establish the Student 
Coordinating Council to promote a sense 
of community among the members of the 
CTS family and, by word and deed, to 
encourage the seminary community to 
assume its Christ-called servant role in 
this community and in the world. In that 
spirit, the SCC is hereby charged to 
represent and advocate on behalf of the 
student body and their families. 

1.2. This constitution supersedes all prior 
Constitutions and together with the 
Operations Manual of the SCC shall be 
the documents which govern the activities 
of the SCC. 

 
2.0. Definitions and Preliminary Matters 

2.1. The organization created by this 
Constitution shall be called the Student 
Coordinating Council (hereafter òthe 
SCCó) of Columbia Theological Seminary 
(hereafter òCTSó). 

2.2. The òstudent bodyó of CTS during any 
particular academic period is defined for 
that particular period as the students then 
enrolled at CTS, including both those 
students attending classes on the CTS 
campus and those participating in 
Supervised Ministry, CPE courses, and/or 
CTS exchange programs abroad. For the 
purposes of this Constitution, Doctor of 
Ministry and Continuing Education 
students shall not be considered members 
of the student body. A òstudentó is a 
member of the òstudent body.ó 

2.3. A òCampus Organizationó is an 
organization that has been admitted to 
the SCC in accordance with the 
provisions of Article 3.3. As of the date of 
this Constitution, the following Campus 
Organizations have been admitted to the 
SCC: (1) Black Seminarians Association; 
(2) Evangelical Student Organization; (3) 
Fellowship for Theological Dialogue; (4) 
Imago Dei; (5) Asian Students 
Association; (6) Society for Missionary 
Inquiry; (7) Spouses of Seminarians; (8) 
Womenõs Issues in Ministry; and (9) 
Claiming Justice. 

2.4. The òAppointed Representativesó shall be 
one Athletics Director and one Recreation 
Director to be appointed by the Dean of 
Students. If more than one person is 
appointed to either or both of these 
positions, the Dean of Students shall 
determine which two persons shall be 
members of the SCC. 

2.5. The òSpecial Representativesó are those 
representatives of the following CTS 
communities whose election to the SCC is 
governed by Article 5.2.3: (1) students 
enrolled and attending classes at CTS in 
the Master of Arts in Theological Studies 
program (one representative); (2) 
racial/ethnic students from the United 
States (two representatives); (3) 
international students (one 
representative); (4) advanced degree 
students (one representative); and (5) 
students residing off of the CTS campus 
(one representative). 

2.6. The òClassesó shall be defined as follows: 
2.6.1. The òJunior Classó shall be 

made up of: (1) those students in 
the M.Div. program who have not 
yet completed thirty three credits, 
as that term is used by the CTS 
Office of Academic Affairs; and (2) 
all first-year Master of Arts 
students. 

2.6.2. The òMiddler Classó shall be 
made up of: (1) those students in 
the M.Div. program who have 
completed between and including 
thirty three and sixty credits, as 
that term is used by the CTS 
Office of Academic Affairs; and (2) 
all second-year Master of Arts 
students. 

2.6.3. The òSenior Classó shall be 
made up of those students in the 
M.Div. program who have 
completed more than sixty 
credits, as that term is used by the 
CTS Office of Academic Affairs. 

2.6.4. The òGreek School Classó shall 
be made up those students 
enrolled in the summer CTS 
Greek School course, whether or 
not any such student is admitted 
to any degree program at CTS. 



2.7. The Faculty Representative to the SCC 
shall be the Dean of Students and/or the 
Associate Dean of Students. 

 
3.0. Membership 

3.1. The membership of the SCC shall include: 
(1) the Officers of the SCC (as defined in 
Article 4); (2) the duly elected President 
and Class Representative of the Junior 
Class, the Middler Class, and the Senior 
Class; (3) one representative from each 
Campus Organization, chosen in 
accordance with the bylaws of each 
Campus Organization; (4) the two 
Appointed Representatives provided for 
herein; and (5) the six Special 
Representatives provided for herein. 

3.2. For the period from their election in July 
to the close of Greek School, the Greek 
School Class President and 
Representative shall be members of the 
SCC. For the period from the close of 
Greek School until the election of the 
President and Representative of the Junior 
Class in the fall of each year, the Greek 
School Class President and 
Representative shall remain members of 
the SCC provided that they are enrolled at 
CTS during that period. 

3.3. The Officers of the SCC and the President 
and Class Representative of each Class 
shall be elected in accordance with Article 
5. 

3.4. Terms of Office. The elected members of 
the SCC shall serve annual terms of office 
commencing with the close of the 
regularly scheduled April SCC meeting 
and continuing through the regularly 
scheduled April SCC meeting. Each 
Special Representative shall serve from 
the date his or her nomination is approved 
by the SCC to the end of the then-current 
academic year. 

3.5. Admission of Organizations to the 
SCC/Petitioning for Membership. 
Organizations may be added to the SCC 
in the following manner. 

3.5.1. The requesting organization shall 
submit a written proposal to the 
SCC outlining its purpose in 
accordance with Article 1.1 of this 
Constitution, including the name 
of a faculty/staff advisor and 
written bylaws. 

3.5.2. The SCC Officers shall consult 
with representatives of the 
requesting organization to resolve 
any questions about the proposal 
and advise them about 
organizational operating 
procedures (voting, funding, etc.) 
The SCC Officers will then make a 
recommendation to the SCC at a 
regular stated meeting to accept 
or reject the proposal. Acceptance 

requires a two-thirds majority of 
those present and voting. 

3.5.3. If the proposal is rejected, the 
organization may request an 
opportunity for its own 
representative to present its 
proposal to the SCC. When all 
questions concerning the 
organization have been responded 
to, the SCC must vote on the 
proposal. 

3.5.4. Acceptance of an organization to 
the SCC is contingent upon 
faculty approval. 

3.5.5. If the organizationõs proposal for 
admittance to the SCC is rejected 
a second time, the organization 
may petition the SCC again after a 
twelve-month waiting period. 

3.5.6. The official date of the 
organizationõs membership in the 
SCC is the date of faculty 
approval. 

3.5.7. Special Constitutional 
Amendment Provision. If approval 
of the SCC and the faculty is 
obtained, this constitution will be 
considered amended to add the 
new organization to the list of 
Campus Organizations referenced 
in Article 2.3. 

 
4.0. Officers of the SCC 

4.1. There shall be four Officers of the SCC: 
President, Vice-President, Secretary, and 
Treasurer. 

4.1.1. The President. The President 
shall: (1) act as a liaison between 
the Student Body and the 
Administration; (2) call and 
preside over all meetings of the 
SCC; and (3) perform such other 
tasks and functions as may be 
assigned to the President under 
the SCC Operations Manual. 

4.1.2. The Vice-President. The Vice-
President shall: (1) in the absence 
or disability of the President, 
moderate and preside over 
meetings of the SCC; (2) chair the 
Nominating Committee; and (3) 
perform such other tasks and 
functions as may be assigned to 
the Vice-President under the SCC 
Operations Manual. 

4.1.3. The Secretary. The Secretary shall: 
(1) prepare and maintain the 
minutes of all meetings of the 
SCC; (2) maintain the 
correspondence files of the SCC; 
and (3) perform such other tasks 
and functions as may be assigned 
to the Secretary under the SCC 
Operations Manual. 



4.1.4. The Treasurer. The Treasurer shall 
(1) preside over the budget 
process of the SCC as outlined in 
the SCC Operations Manual; (2) 
maintain and report (at least 
monthly) the account balances for 
the SCC and for each Campus 
Organization; (3) insure that all 
SCC budgeted accounts are 
audited at least annually by a 
competent party who is not a 
member of the SCC in a manner 
consistent with the SCC 
Operations Manual; and (4) 
perform such other tasks and 
functions as may be assigned to 
the Treasurer under the SCC 
Operations Manual. 

 
5.0. Elections and the Nominating Committee 

5.1. Elections shall be conducted by the 
Nominating Committee of the SCC in 
accordance with the SCC Operations 
Manual. Election of SCC Officers and the 
President and Representative of the 
Middler and Senior Classes shall be 
conducted during the spring semester. 
Election of the Junior Class President and 
Representative shall be conducted during 
September of each year. Election of the 
Greek School President and 
Representative shall be conducted in the 
first two weeks of Greek School. Election 
procedures shall be outlined in the SCC 
Operations Manual. 

5.2. Nominating Committee 
5.2.1. Election of the SCC Nominating 

Committee. SCC Nominating 
Committee members shall be 
elected in the spring at the same 
time class officers are elected. 
Each class will elect two members 
to serve for a one-year term, from 
April to April. Nominating 
Committee members representing 
the incoming first year class shall 
be elected at the same time the 
Junior Class President and 
Representative are elected. 

5.2.2. Election of SCC and Class 
Officers. The SCC Nominating 
Committee shall: 

5.2.2.1. consult with members of 
their respective classes to 
solicit names of candidates 
to be placed in nomination 
for offices; 

5.2.2.2. develop a slate of candidates 
for each of the SCC offices; 
and 

5.2.2.3. conduct the election in 
accordance with the 
election procedures outlines 
in the SCC Operations 
Manual. 

5.2.3. Nomination of Special 
Representatives. The SCC 
Nominating Committee shall 
nominate the special 
representatives to serve on the 
SCC. Students nominated should 
reflect the diversity of the student 
body and should, in the opinion of 
the Nominating Committee, be 
students who are committed to 
the purposes and goals of the 
SCC. 

5.2.4. Committee Nominations. The 
SCC Nominating Committee shall 
make nominations of all student 
representatives to: (1) Faculty 
Committees; (2) Faculty and Staff 
Search Committees; and (3) any 
other committees as deemed 
appropriate and delegated by the 
SCC. 

5.2.5. Governance and Authority. 
5.2.5.1. The Nominating Committee 

shall be chaired by the SCC 
Vice-President, who shall 
only have power of vote to 
break a tie. 

5.2.5.2. The names of all students 
nominated by the 
Nominating Committee as 
Special Representatives and 
student representatives to 
other committees shall be 
submitted to the SCC for 
consideration at the next 
regularly or specially called 
meeting of the SCC 
following any nomination. If 
the SCC rejects any 
nomination, the Nominating 
Committee shall follow the 
procedures set out herein in 
nominating a new 
candidate. 

5.3. Officers-Elect. Those elected as officers of 
the SCC, the Middler Class, and/or the 
Senior Class shall participate in all 
meetings of the SCC occurring in the 
period after their election but prior to 
assuming their office but shall have no 
vote until they assume their offices as 
provided in Article 3.4. 

 

6.0. Meetings 

6.1. Scheduling and Notice. 
6.1.1. Meetings of the SCC shall be 

conducted at least monthly at 
such a time and place as to 
encourage full participation of the 
CTS community. 

6.1.2. The President may call a meeting 
of the SCC at the Presidentõs 
discretion and must call a meeting 
upon the written request of any 
five members of the SCC. 



6.1.3. Notice of meetings shall be 
provided in accordance with the 
SCC Operations Manual. 

6.2. Governing Procedures and Quorum. 
6.2.1. All meetings shall be governed by 

Robertõs Rules of Order. 
6.2.2. Current editions of Robertõs Rules of 

Order shall be provided to the 
President and Secretary at the 
expense of the SCC. 

6.2.3. A quorum shall be deemed present 
at any meeting where one-fourth 
of the current membership is 
present. Faculty Representatives 
shall not be considered in 
determining whether a quorum is 
present. 

6.2.4. The Faculty Representative shall 
have voice but no vote in SCC 
meetings. 

6.2.5. Any student may have privilege of 
voice at a stated meeting of the 
SCC. 

 
7.0. Structure. The SCC shall conduct its business 

as a committee of the whole or through the 
actions of standing and special committees 
whose recommendations and proposals shall be 
presented to the SCC for approval and 
implementation. All SCC committees must be 
chaired by a member of the SCC. The structure, 
description, and responsibilities of the standing 
committees shall be provided in the SCC 
Operations Manual. A special committee may be 
created by a majority vote of the SCC. 

 

8.0. Budget 

8.1. Income. The SCC receives an annual 
appropriation from the seminary. The 
SCC has the responsibility to allocate 
these funds to the various member 
organizations and to such activities as the 
SCC sees fit. It is expected that these 
funds will be used to enhance community 
life through a variety of means such as 
forums, recreation, athletics, speakers, 
conferences, and retreats. 

8.2. Expenditures and Allocations. 
8.2.1. All Campus Organizations shall 

be allocated funds in the annual 
budget of the SCC, in amounts to 
be determined by the SCC in its 
discretion. 

8.2.1.1. Procedures for requesting 
the allocation of budget 
funds are set out in the SCC 
Operations Manual. 

8.2.1.2. Once budgets are finally 
approved by the Board of 
Trustees and the SCC in 
accordance with Article 8.3, 
Campus Organizations do 
not require separate action 
of the SCC to expend 
budgeted funds. 

8.2.2. Individuals and organizations not 
otherwise represented on the SCC 
are welcome to submit special 
requests for SCC funds. The 
procedure for the submission and 
consideration of those requests 
shall be set forth in the SCC 
Operations Manual. 

8.2.3. Budget Approval. The Board of 
Directors of CTS approves the 
seminary budget in its spring 
meeting. Upon notification of the 
amount approved for the 
following academic year, the SCC 
Treasurer shall report that 
amount to the SCC. If necessary, 
Campus Organizations shall 
submit new budget requests in 
light of the figure received. The 
Treasurer, in consultation with 
the Campus Organizations, shall 
prepare a revised budget. This 
budget will be presented to the 
SCC for approval as soon as is 
practicable but no later than the 
end of the spring semester. The 
SCC may request organizations to 
reassess financial needs to meet 
unexpected needs in the 
community. 

 

9.0. The SCC Operations Manual 

9.1. The SCC shall create, adopt, and maintain 
an Operations Manual designed to more 
fully set out its procedures and practices. 

9.2. If there is any conflict between this 
Constitution and the Operations Manual, 
this Constitution shall take precedence. 

9.3. Approval and Amendment of the 
Operations Manual 

9.3.1. Initial approval of the Operations 
Manual shall require only a 
majority vote of the SCC. 

9.3.2. Proposed amendments to the SCC 
Operations Manual shall be 
published to the CTS community 
at least one month before final 
approval of same. Proposed 
amendments must be approved by 
a two-thirds majority vote of the 
SCC at two consecutive stated 
meetings of the SCC. 

 
10.0. Miscellaneous 

10.1. Approval. This Constitution will become 
effective upon approval of a simple 
majority of the students voting in an 
election announced at least two weeks in 
advance. 

10.2. Amendments. The Constitution may be 
amended by a three-fourths vote of the 
SCC with the concurrence of the faculty 
and a simple majority of the students 
voting in a scheduled election. 
Amendments and/or changes must be 



proposed and posted at least two weeks 
prior to the scheduled student ballot. 
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