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“And the things that you have heard me say in the presence 
of many witnesses entrust to reliable people who will also be 

qualified to teach others.” 

 
II Timothy 2:2 



 
 

 

ACADEMICSACADEMICSACADEMICSACADEMICS    

    

GENERAL INFORMATIONGENERAL INFORMATIONGENERAL INFORMATIONGENERAL INFORMATION 

 

Changing Courses or Class Schedules. After registration, a student may drop or 
add a course of study with approval of the advisor or Academic Dean. Drop/add 
period will continue through the first two weeks of classes each semester. 
Drop/Add period for 8-week online courses is one week from the first day of the 
class. Courses taken on campus may not be dropped or added after two weeks of 
classes. A fee of $10 is charged for each course dropped or added. 
 

Add. In a regular semester, a course may be added officially with approval 
of the instructor and advisor by completing a Drop/Add form by the 
specified deadline. Classes missed will be recorded as absences. The 
Drop/Add form is available in the Registrar’s Office. 

 

Drop. A course may be officially dropped by completing a Drop/Add 
form and submitting it to the Registrar’s Office by the specified deadline. 
All courses dropped without going through the proper procedure will 
receive a grade of F and the student will be responsible for the cost of 
tuition for that course. 

 

Withdrawal from a Course. If a student (including notice from an 
individual acting on his or her behalf) withdraws because of work, illness, 
accident, grievous personal loss, or other such circumstances beyond the 
student’s control, he or she must provide official notification to the 
Registrar’s office in writing and the date of departure recorded. The date 
the institution determines related to the circumstances shall be used as the 
date of withdrawal and financial aid for the student calculated accordingly, 
with notification given to the student about any funds returned and 
account billing. 

 
 If the college cannot locate and communicate with a student to whom a 
 Title IV credit balance is due, the said amount will be returned to the 
 department of education after determining which Title IV program created 
 the credit balance. 
 

An I (incomplete) is designated when unusual circumstances prevent a 
student from completing his/her work at the end of the semester. The 
student is given two weeks following the end of the semester to complete 



 
 

the assignments. After two weeks all I’s will be automatically recorded as 
F’s. 



 
 

W (Withdrawals) may be designated WF (Withdraw Failing) or WP 
(Withdraw Passing). A WP does not affect a student’s GPA but a WF 
would affect a student’s GPA in the same manner as an F. 

 

Computer Labs. A computer lab with Internet access is available in the 
classroom building for students to use for research, study, and preparation of class 
assignments. A second computer lab without Internet access is available for 
preparing class assignments. 

 

Early Alert Policy. Faculty or staff will complete the “Early Alert Form” for any 
student who misses two days of class, is not performing up to expectations, or 
exhibits other signs that he or she is experiencing academic or personal problems. 
This form is submitted to the dean of students. A plan for interventions will be 
provided to the academic dean, the president, and the financial aid director. 
Meetings will be scheduled with the student on a regular basis until the problem is 
satisfactorily resolved. 

 

Educational Objectives. The educational program at Heritage Bible College is 
designed to provide a curriculum, environment, and learning experience for 
divinely called men and women in Bible knowledge, ministry skills, and spiritual 
maturity, to prepare them academically for professional and lay ministry at home 
and abroad. 

 

Faculty Advising. An advising committee is made up of faculty department 
heads. Each student is assigned to an advisor to provide guidance throughout his 
or her degree program. The Academic Dean will be consulted as needed to assist 
in the student’s overall academic program. 
 
Lecture or Class #otes. Students will be informed in the first class session of 
any required fees for printed materials. An additional fee cannot be assessed for 
material distributed later in the semester. The student is responsible for all lecture 
notes, announcements of future tests and future assignments whether in class or 
not. 

 

Library. The Alphin-Ellis Learning Center’s scheduled hours for the 2007-2009 
academic years are as follows: 
 

Monday, Tuesday & Thursday 9 a.m. - 9 p.m. 
Wednesday    9 a.m. - 5 p.m. 
Friday     9 a.m. - 5 p.m. 
Saturday    9 a.m. - 1 p.m. 

(Alternate Saturdays) 
 



 
 

Library staff posts changes in the schedule as they occur. During the summer 
months, the library is open from 9 a.m. until 5 p.m. Monday through Friday. 
An online public access catalog (OPAC) and the standard card catalog are 
available in the library. A photocopy machine and computers for research or class 
assignments are available for student use. A learning lab is also provided for 
students who need additional assistance to ensure a successful academic outcome 
in their studies. 
 
The Alphin-Ellis Learning Center subscribes to more than 80 periodicals relating 
to the educational concerns of the College.  
 
The library has an Interlibrary Loan agreement with Campbell University at Buies 
Creek, NC.  
 
Official Transcripts. The Registrar, only upon the written request of the student, 
will issue a transcript of credit. An official transcript will be sent to another 
institution or other authorized person or agency only upon the written approval of 
the student. No transcript will be issued if the student has an outstanding debt at 
the College. Official transcripts have the College seal and signature of the 
Registrar. Official transcripts will be mailed directly to the employer or 
educational institution and not to the student.  
 
There is a charge of $5 for each transcript requested. If more than one transcript is 
requested at the same time, there is a charge of $2 for each additional copy. 

 

Online Classes. We offer two-8 week sessions of online classes, along with one-8 
week session over the summer. Continuing students must register for both 
sessions of online courses during the regular registration period. Registration for 
new students for second session online courses may be completed through the 
first week of those courses. Internet courses are available to students living on 
campus who take no less than four classes in the classroom and are limited to one 
but not more than two on the internet per semester. Students should see the 
Financial Aid Office for payment options. 

 

Plagiarism. Webster’s Dictionary states that to “plagiarize is to steal and pass off 
(the ideas or words of another) as one’s own:  use (a created production) without 
crediting the source: to commit literary theft.” Students at Heritage Bible College 
are expected to be men and women of integrity and honor in all things. Penalties 
for plagiarism are determined on an individual basis. 

 

Readmission after Withdrawal. Readmission after withdrawal is never 
automatic. The student must apply for readmission through the Admissions Office 
and be accepted by the Admissions Committee for re-entry. Any student dropped 
for academic reasons is ineligible for readmission until one full semester has 
elapsed. 



 
 

 

Repeating a Course. When a student elects to repeat a course, only the higher 
grade received will be counted in the computation of his/her grade point average. 
The student is not allowed to repeat a course more than twice. 

 

Summer Sessions. The College may offer special sessions during the summer to 
meet student needs and to extend its outreach to those who cannot attend regularly 
scheduled classes. Each summer-session course is taught during a one-week 
module from 9 a.m. to 5 p.m. Monday through Friday and is equivalent to 15 
weeks of academic study. Online courses may also be offered over an 8-week 
period during the summer. These sessions are designed for students who want to 
accelerate or enrich their program of study or to correct deficiencies. Other  
individuals may take courses to improve their Bible knowledge or to enhance 
their Christian service. Summer courses consist of representative courses from the 
College curriculum and earn three semester hours of credit. 
 
The College reserves the right to cancel any classes with fewer than six students. 
Resident faculty members normally teach the courses. 

 

Withdrawal from the College. To withdraw officially from the College during a 
semester, a student must: 
 

(1)  Complete a withdrawal form available from the Registrar’s Office. 
(2)       Meet with the Registrar. 
(3)  Obtain Registrar’s signature for processing according to 

instructions on form. 
(5)  Meet with the dorm supervisor (for resident students). 
(6)   Complete exit interviews with: 

(a)  Dean of Students 
(b) Financial Aid Director (students receiving federal   
      funds) 
(c)  Librarian 
(d)  Business Manager (please see additional information in  
       the Finances section). 

 
 
 



 
 

ATTE#DA#CE POLICY 
 
Attendance Records. All instructors are required to keep attendance records and 
to report student absences to the Registrar’s Office. Verification of all absences 
must be made in writing and presented to the course instructor on the first day that 
the student returns to class. Work missed during absences can be made up at the 
discretion of the instructor. #o absence will be excused without an absentee 

form being completed and given to the instructor. The instructor will note in 
his/her record and on the absentee form whether the absence is excused or 
unexcused, sign the form and return it to the student. 
 
Class Attendance. The College policy regarding attendance is that: 
 

1. The student is obligated for all required work, written and oral, in each 
course for which registered, whether the student attends class or not. Three 
tardies constitute an absence. Instructors may assign extra work or lower a 
grade up to one letter grade per unexcused absence, or both. The student 
may also be dropped from the course with a grade of F for excessive 
absences, at the discretion of the instructor. 

 
2. #o student will receive credit for any course in which he or she fails 

to attend at least 75 percent of the classes held. 

 
3. Student should understand that allowable absences are designed for, but 
not limited to, personal and family emergencies, inclement weather 
conditions, bona fide medical needs and officially approved representation 
of the College. Students whose absences fall in these categories will be 
allowed to make up work. It is incumbent upon the student to notify the 
professor in advance whenever possible. 

 
4. Absences for reasons other than those listed above normally will not be 
“excused” under any circumstances, although it is understood that they 
may occur. 

 
5. Professors will include a clear statement of the absentee policy in the 
syllabus for each course and will announce it in the first two sessions of 
each semester/session. 

 
6. Students enrolling late or adding classes after a semester begins will be 
recorded absent for classes missed. 



 
 

 7. In all courses, the number of unexcused absences shall not exceed the 
  credit hours of the course. 
 
Graduation Attendance. It is expected that all students, faculty, and staff will 
attend graduation exercises. This is the highlight of every school year and the 
beginning of the graduates’ venture into ministry to their world. 

 

 

GRADI#G SCHEDULE 
 

Grading scales with assigned quality points are as follows: 
 

Grade Quality of Work  4-Point Scale 

   A  100-93  Excellent               4 
   B  92-85   Above Average   3 
   C  84-77  Average    2 
   D  76-70  Below Average   1 
   F  Below 70                0 
   F/A Failure due to Absence   0 
   S       Passing    0 
   U       Non-passing   0 

 
Aud Audit. Students may attend classes without the requirement to 
complete assignments. No grade or credit is given for audited courses. 

 

I Incomplete. Work designated as Incomplete must be completed within 
two weeks of the end of the semester. After two weeks following the end 
of the semester, all Incomplete grades will be automatically recorded as F. 

 

WF Failing at the time of withdrawal from class/College. This does 
affect the student’s GPA in the same manner that an F would. 

 

WP Passing at the time of withdrawal from class/College. This does 
not affect the student’s GPA. 

 
Academic Load. The minimum academic load for classification as a full-time 
student is 12 semester hours. The normal load is 16 semester hours and the 
maximum load is 18 semester hours. Anything over 18 hours requires the 
approval of the Academic Dean. This approval is granted only based on superior 
academic achievement. 
 
Students admitted provisionally and those on probation may not enroll for more 
than 12 semester hours. 



 
 

Academic Standing and Continuance. Academic standing is computed by 
dividing the total number of quality points by the number of hours taken. A 
standing of 2.0 (average of C) is required for graduation. Continuance and 
promotion from one academic classification to another is based on completion of 
the following number of hours: 
 

Freshman    0-30 
Sophomore 31-64 
Junior  65-97 
Senior           98-128 

 
The minimum standard of achievement expected is a C average (2.0). The table 
below is based on the minimum retention standard and is designed as a guide to 
students who fall below the 2.0 curriculum average: 
 

Hours Attempted  Probation 

1-30   Below 1.50 
31-64   Below 1.75 
65-97   Below 1.95 
98-128   Below 2.00 

 
Academic Probation. A student who does not have a “C” average will be placed 
on academic probation. He must maintain a “B” average each semester thereafter 
until his/her grade point average is 2.00. He will not be permitted to continue in 
school if he fails to achieve this average. A student who is placed on academic 
probation is subject to the following restrictions: 

 

First Semester Probation 

1. Academic load limited to 12 hours 
2. Voluntary restriction to 2 extracurricular activities 
3. Voluntary meetings with academic advisor 

 4. Meet with Learning Lab Supervisor and be assigned a tutor 
 5. Mandatory meeting with tutor 
 

Second Semester Probation 

1. Academic load limited to 12 hours 
2. Extracurricular activities limited to 1 
3. Mandatory monthly meetings with academic advisor 

 4. Meet with Learning Lab Supervisor and be assigned a tutor 
 5. Mandatory meeting with tutor 
 
These restrictions are designed to aid students in removing themselves from 
probationary status as well as serving as a warning to them that, unless they  



 
 

achieve a 2.0 term GPA at the end of their second consecutive semester on 
probation, they will lose eligibility for federal financial aid programs and they 
will be considered for suspension. 
 
Failure to show evidence of satisfactory progress after being placed on probation 
is sufficient cause for a student to be academically excluded from the College. 
 
A student may be required to withdraw from a course at any time if, in the 
judgment of the Academic Dean, continuation in the subject is resulting in no 
advantage to the student or in harm to others. A student who fails to maintain 
satisfactory attendance can be excluded from the course with a grade of F at the 
discretion of the instructor. The matter may then be appealed to the President 
whose decision is final. 
 
A student may appeal academic exclusion to a review committee composed of the 
Academic Dean, the Dean of Students, Registrar, and a faculty member who 
taught the student during the semester prior to exclusion. 
 

Veterans’ benefits will be terminated for any veteran who is academically 

excluded from the College. 

 
A student who has been excluded or who has withdrawn from the College for any 
reason must make application for readmission.  

 

Grade Appeals Process. Students who have reason to disagree with a grade 
awarded by an instructor should first discuss the grade with the instructor. If a 
satisfactory conclusion is not reached, the student may appeal the grade through 
the due process policy for appeal of grades as outlined in the Student Handbook.  
 
Point System. The 4.0 system of awarding academic credit is used.  
One credit hour is awarded for each hour of class time per week for a semester. 
 
Quality points are awarded using the following scale: 
 
4 points for each credit hour of A-grade work 
3 points for each credit hour of B-grade work 
2 points for each credit hour of C-grade work 
1 point for each credit hour of D-grade work 
0 points for each credit hour of F-grade work 
 



 
 

Graduation. No degree will be awarded to a student whose cumulative GPA is 
below 2.00. 
 

Federal financial aid. Federal financial aid eligibility is contingent upon 
 satisfactory academic progress. Please see the catalog section on Financial 
 Aid for details. 
 
Veterans and others eligible for VA benefits. Students who receive  Veterans 
benefits must exhibit satisfactory academic progress toward completion of the 
program of study as well as maintaining good academic standing to continue 
receiving benefits.  
 
Additional information is available from the VA Certifying Official at Heritage 
Bible College (Registrar), the Winston-Salem Regional Veterans Administration 
Office, 251 North Main Street, Winston-Salem NC 27155 (1-800-827-1000) or 
the VA Regional Office, PO box 100022, Decatur, GA 30031 (1-888-427-4551). 
 
 
Readmission after Suspension. Readmission after suspension is never automatic. 
The student must apply for readmission through the Admissions Office and be 
accepted by the Admissions Committee and approved by the Academic Dean for 
re-entry. Any student that is dropped for academic reasons is ineligible for 
readmission until one full semester has elapsed. Application forms for 
readmission are available from the Admissions Office. 

 

 

ALTER#ATE STUDIES 
 

Ability-to-Benefit. If a student does not have a high school diploma or its 
equivalent, the student must demonstrate the ability to benefit from the 
educational program being offered by achieving a scale score of 35 on the writing 
and reading skills portion of the Act Asset Test. Services are provided to assist 
ability-to-benefit students. 

 

Auditing. A student may audit any course by enrolling for that course and paying 
$75.00 for a three-credit course. Audited courses are listed on the permanent 
record, but no grades are recorded. (See schedule of Tuition and Fees).  

 

Developmental Studies. Developmental Studies normally will consist of Basic 
English, Study Skills, Reading Improvement, and/or an individual program of 
study. One hour per week for one semester is required to complete this criterion 
successfully. This hour must be spent in the learning lab and/or with a college-
approved tutor. Credit hours can be used as free elective hours. 



 
 

The College reserves the right to suspend indefinitely any student who does not 
achieve the required grade point average (C) within one year of entering the 
developmental program. 

 

Directed Studies. A carefully supervised program of directed studies is available 
in most major areas. Directed study is designed to meet a specific need in 
exceptional circumstances and is not intended to have extended use. 
 
Application for directed studies must be made through the office of the Academic 
Dean during the semester registration process. To qualify for directed study, the 
following criteria must be met: 
 

• Student in the associate program must be classified as a sophomore. 
  

• Student in the bachelor’s program must be a senior. 
 

• Student must have a grade point average of 3.0 and/or have the approval 
of the Academic Dean. 

 

• The course must be required and not available by regular class session, or 
the student’s schedule will not permit him/her to take the course at the 
scheduled time. 

 
The student will meet with the assigned professor as required in order to submit 
work and to receive assignments. Assignments will be made by the professor and 
may include lectures, readings, reports, papers, library research, and examinations 
as determined at the time of registration. Course requirements must be completed 
in the equivalent of one semester. The student must pay full tuition for each credit 
hour. 
 
No more than twelve hours of study for the bachelor’s program or six hours for 
the associate program may be taken by directed study unless approved by the 
Academic Dean. 
 

GRADUATIO#   
 

Awards: 

  

 Heritage Citizenship Award. This award is presented to the graduating 
 senior who has evidenced the most outstanding qualities of citizenship. 
 The selected student must have demonstrated exemplary Christian 
 character that sets a positive example for other students and must have 
 contributed to the good of the community and/or Heritage Bible College 
 through voluntary participation in extracurricular activities or service to 
 the community and/or the College. Potential recipients are nominated by 



 
 

 the faculty and staff with final selection by the President’s Council. 
 
 Theology Award. The Theology Award is presented to the 
 graduating senior with the highest grade point average in theology 
 classes. 
 
Candidate Application. The student files the application for candidacy for 
degree by the date given in the College calendar and pays the graduation fee at the 
time of registration. 
 
Commencement Address. The graduating senior with the highest grade point 
average will give the Commencement address. If more than one student attains 
this average, the faculty will determine the speaker. 

 

Delayed Graduation. Students who drop out of the College for a year or more 
and later return to complete their course work for graduation must meet the 
requirements in effect for the catalog of the year in which they re-enter. 
 
Continuing students who change majors, minors, or concentrations must meet the 
requirements of the catalog in effect for the year in which they make the change. 

 

 
 

GRADUATIO# REQUIREME#TS 
 

Graduation Requirements. A student is qualified for graduation from Heritage 
Bible College provided he or she: 
 

Academic 

• Satisfactorily completes the prescribed studies in the chosen 
curricular program. 

 

• Earns a cumulative GPA of at least 2.00.  
 

• Be proficient in the core competencies: Reading, Writing, Pubic 
Speaking, Critical Thinking, Technology, and Exegesis. 

 

• Takes at least the final 30 hours of the program of study at 
Heritage Bible College. 

 

Attendance 

• Attends Commencement services. 

 

Financial 

• Meets all financial obligations in the business office and library. 



 
 

• Completes an exit interview with the Financial Aid Office, if 
federal aid was received. 

 
 

Exit Interview 
Each student must complete an exit interview with the President. 
 

Moral 

Gives evidence of high Christian character and conduct in accord with 
College standards. 

 

Practicum 

Satisfactorily completes all practicum requirements. 
 

Student Ministry 

  Satisfactorily demonstrates commitment to ministry and Christian 
 service. 

 

Recommendation/Approval 

Receives a recommendation by the faculty and approval by the Board of 
Trustees for graduation. 

 
Due to the fluid nature of College curricula, a number of changes in curricula may 
develop in the graduation requirements established by the College during a 
student’s tenure. The attempt of such changes is to reflect improvement in the 
College program; consequently, it is expected that students will adapt their course 
planning to meet new graduation requirements established during the course of 
their training. The curriculum changes introduced in the course of the student’s 
enrollment will be included in the student’s curriculum, if this inclusion does not 
increase the number of hours required to graduate. 

 

Graduation with Honors. An honors system within the College provides 
graduation with distinction for students who achieve excellent cumulative 
academic averages. Honors are awarded as follows: 
 

• Cum laude for a grade point average 3.4-3.6. 
 

• Magna cum laude for a grade point average 3.7-3.9. 
 

• Summa cum laude for a grade point average 4.0. 
 

 

Honor Students. Students enrolled at HBC who have submitted all course work 
on time, and who have distinguished themselves academically will receive special 
recognition. 



 
 

 

• To qualify for the Dean’s List, a student must maintain a semester 
GPA of 3.60-4.00. 

 

• To qualify for the Honors List, a student must maintain a GPA of 3.24-
3.59. 

 
Such an achievement is recorded on the student’s permanent record. The grade 
point average is based only on the student’s grades for classes taken at Heritage 
Bible College. Work taken elsewhere, which has been accepted in transfer, is not 
considered in computing the student’s overall grade point average. 
 
Marshals. Marshals for Commencement services are selected from among juniors 
with the highest GPAs at midterm in the spring semester. A student must have at 
least 109 hours credit at Heritage and be expected to graduate the following year 
to be considered as a marshal. 
 
Valedictorian. The grades for a student’s whole college experience will be 
considered when deciding the Valedictorian of the graduating class.  


