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ENERAL INFORMATION ##%

Biblical Seminary of the Philippines (BSOP) seeks to assist the
local churches by preparing and training men and women
directed by God into professional Christian ministry, assuming
its various roles and responsibilities. Subscribing to the historic
Christian faith in the evangelical and non-denominational
tradition, BSOP offers degree and non-degree programs of
study. It aims to provide biblical and theological instruction that
will enable its graduates to understand the Bible and
communicate its truths effectively. Through the field education
program, it desires to develop skills in ministry and Christian
service. It also seeks to nurture the student’'s spiritual life
through personal interaction in its community setting, thus
cultivating a Christ-like character and life-style.
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I. VISION STATEMENT R&E5
BSOP envisions disciple-making servant leaders building up CHESE | HAEE IR AL IR 1 RE AN A\ 45,

the Body of Christ in Asia and beyond that effects biblical ZET I P ARG ST BB Ak, FEAS RS AL,
impact on peoples across cultures. R A 2 R 77

Il. MISSION STATEMENT &5 =
BSOP provides holistic and quality theological education for 5 3& A0 9 i 41 i 202 0 4 T A0 2 o B 1Y)

churches in Asia and beyond by equipping God’s workers MEEHE, EEL AN, LR IE, R
with God’s Word for God’s Work for the glory of God. ENWNEES E=C 0

lll. TRAINING OBJECTIVES JIIZk B #x

The objectives of the Master of Divinity, Master of Arts in EEEmL, BB HEE R, s
Christian Education, Bachelor of Theology, Certificate of +-, R X2 TR BRI B bR
Biblical-Theological Studies and Certificate in Bible Studies B,

Program:

A. To provide a professional and holistic Christian training A, AR B R R U
that develops students in the three complementary I, AR = F g 24 R
areas of spiritual formation/maturity, biblical knowledge IR/ R, AR TR, X
and ministerial skill. These emphases of training intend | 5 () T 2 7E (B S BE T

to promote a well-rounded and balanced development of

&b SZ T > H- &b S
the Christian minister, who will be able to communicate HERS P AR, JFAEs @it

God’s message by proclamation and testimony. PRULUE #0772 PR 15

B. To help students gain a foundational understanding of B. IEIIRRELWE, FWEIEAE
the word of God; to acquire skills in handling such TREH RN TR, 2R IEH R
knowledge properly; and to be able to communicate this R, JFAETE ML EE .

knowledge clearly.
C. To help each student develop his God-given talents and  C. AT # BAEAN 224 5 T8 140 T 15 1 JELI5S

gifts for works of service and equipping in His church FHRM T 25 TR0 585 5% e AR AR IX
and in the world; to assist students in developing Christ- AR, RN R B R B —
like conduct that conforms to Scriptural teachings; to live B RE AT 3 A

out a life characterized by holiness and obedience, not ok NI A :
following after worldly patterns but transformed so as to AT AR AL/ fir, AR

draw others to our Savior and Lord. FHIORE R, A4 ST A L 2 T fE
FIHABN T T FATHI R

IV. OUTCOMES Hi% i

In the light of the BSOP mission statement and objectives, the #R#5 [3EX] HIfEmES S5#AS i, KE
Board of Directors and Faculty desire to see the following 2 fn#fif 1 HiE 24 L fE -

outcomes in our students:

PROFESSIONAL APPROACH (HEAD) EWER ()

The Seminary aims to help students gain a foundational iz s 78 %5 Bl 2f A= FR A0 Al RS — N e
understanding of the word of God; to acquire skills in handling B R AR R M s TG 45 DL 2 i s e
such knowledge properly; and be able to communicate this FRH, R I 2 e AR . AT

knowledge clearly. They will learn different ways of serving . = . N Car
and edifying the church toward maturity, as well as to develop AR AAr e, HEGRMREL, [

the art of proclaiming the gospel of salvation effectively. WRREI A BT 7 A A A -
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HEAD - BSOP graduates should:
1. Have a foundational understanding of the word of God.

2. Have a biblically sound doctrine.
3. Know how to rightly divide the word of truth.
4

Know how to effectively communicate the truth to meet
people’s needs.

5. Know different ways of serving and edifying the church
toward maturity (e.g. discipleship, evangelism,
counseling, teaching, and other Christian service).

6. Know how to engage ministerial and social issues
through biblical, historical, theological, and cultural
perspectives.

PERSONAL APPROACH (HEART)

The Seminary aims to assist students in developing Christ-like
conduct that conforms to Scriptural teachings; to live out a life
characterized by holiness and obedience, not following after
worldly patterns but transformed so as to draw others to our
Savior and Lord.

HEART - BSOP graduates should:
1. Have a heart after God and His will by having quiet
time and being obedient to God.

2. Have a heart that is in tune with God by maintaining a
daily prayer life. He is an intercessor for his flock and
the lost world for God’s kingdom.

3. Have a heart sensitive to the conviction and guidance
of the Holy Spirit.

4. Seek harmony, be peace loving and demonstrate
wisdom in living and working with co-workers,
superior, subordinates, fellow Christians, and non-
Christians.

5. Conscientiously demonstrate integrity and godliness
as a servant of God.

6. Have humility demonstrated by having a teachable
heart, willing to admit when wrong, and submitting to
those in authority.

7. Have a pastoral heart, caring for and serving the flock
God has entrusted to him/her.

8. Have a persevering heart in the ministry even when
things are not going his/her way.

9. Be  hospitable and well-mannered, always
remembering he/she is God'’s servant.

10. As much as possible and with God’s help, have a
supportive spouse who encourages, understands, and
accepts one another to nurture a model family that
honors God.

11. Be a good and faithful steward of the Lord’s calling,
continuing to discover and develop the gifts God has
bestowed upon him.
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12. Respect others and be culturally sensitive, listening to
understand and learning to agree to disagree.

13. Continually seek personal and ministerial enrichment.

PRACTICAL APPROACH (HAND)

The Seminary also aims to guide students to discover ways of
applying biblical knowledge in real-life situations; to gain
wisdom through actual ministerial experiences; and to learn
how to work with other people, whether superiors, peers, or
subordinates.

HAND - BSOP graduates should:
1. Be able to preach/teach biblically and relevantly so
people will be edified. Learn to preach/teach in the
language of the hearers.

2. Be a servant-leader that guides, mentors, inspires,
and empowers people working with them for the
kingdom and glory of God.

3. Have vision and discernment in making decisions, and
be pro-active in implementing tasks with the help and
strength of God.

4. Be wiling and able to do pastoral work such as
visitation, public prayer, evangelism, discipleship, and
leadership training.

5. Be a good and faithful steward in managing what God
has entrusted to him/her in terms of time, financial and
human resources.

V. ADMINISTRATION {TE(&

The highest human authority of the Seminary is vested upon
the Board of Trustees who duly elects the members of the
Board of Directors from Christian workers, and lay leaders.
The Board of Directors periodically hears reports from the
various departments of the Seminary, then gives constructive
advice and assistance. Daily operations of the Seminary are
executed by the Faculty and Staff Council.
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VI. PAST AND PRESENT SEMINARY PRESIDENTS JiEfE4ERE K

1957 March =H — 1959 April [ H
1960 July tH — 1969 Sept./LH
1969 Sept. /LA - 1972 June /5N H
1972 July-£H - 1974 June A H
1974 July tH - 1974 Oct.+H
1974 Nov.+—H - 1979 June ~NH
1979 June ~H — 1981 March =H
1981 June N H — 1983 March =H
1983 June /N H — 1985 March =H
1985 June /N H — 1990 March =H
1990 June /N H — Present4r

Mrs. Ruth Brittain Y2 #7521 (Acting 1XEE)
Rev. Hsueh Yu Kwong i F a4

Rev. Franklin Lee Z= & #45M (Acting 1XEE)
Rev. Raymond Frame %% i& 94T

Rev. Franklin Lee Z= & #45M (Acting 1XEE)
Dr. Denny Ma =45 8 fifi 1+

Rev. Wesley Shao A JE4kT (Acting A1)
Dr. Paul Lee Tan [ % 18 8 1

Dr. Peter Au i 5 i 1# -+

Rev. Wesley Shao AR Jk & 44fi

Dr. Joseph Shao A2t 1+
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VII. FINANCIAL SUPPORT £ %K iR

BSOP depends on God alone for its financial needs. He uses
concerned individuals and churches to extend freewill
offerings. The Seminary also accepts financial assistance
specifically for students. The Scholarship Committee
administers the Scholarship Fund to support qualified
students.
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CADEMIC LIFE #4310

The philosophy of graduate theological education at BSOP is  [FEX] A BFHZEETENEL, ff
to train the whole person, affecting a balanced integration of 22/ ypsm Aoz nin . Ry fschrs £
biblical scholarship, spiritual formation and practical work. The =1, PR RS K.

curricula at BSOP are therefore designed for such integration.
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VIII.

XL
XIl.

X1,
XIV.
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I. ADMISSION REQUIREMENTS A\ Z2E 3k

A

Personal Qualifications — The applicant must:

1.

2.

Show evidence of sound doctrinal beliefs, genuine
Christian character, and be in good physical health.
Be clear of God’s calling to full-time ministry or to a
life of dedicated service through one’s vocation or
profession.

Show participation and ministry involvement in one’s
local church

Course Qualifications:

1.

Master of Divinity (MDiv): Possession of a bachelor’s
degree with a grade point average of at least 2.0 (80-
84). Any exception to these requirements must be
approved by the Academic Office.

Master of Arts in Christian Education (MACE):
Possession of a bachelor’s degree with a grade point
average of at least 2.0 (80-84), and at least 2 years
of full time teaching experience in a formal Christian
school or Sunday School of a local church.

Diploma in Christian Ministry (DCM): Possession of a
high school diploma with a grade point average of at
least 2.50 (73-75). Any exception to these
requirements must be approved by the Academic
Office.

Required Documents
The applicant must submit the following documents for
review by the Admission Committee:

1.

2.

3.

Completed application form with recent 2x2 size
colored photo attached

Official transcripts of college/bachelor's degree
(preferably original copy)

Two completed recommendation forms from church
pastor (school principal for MACE applicants) and
elder/deacon, or former employer

Satisfactory performance in Bible and theology
knowledge, English Proficiency Assessments (MACE
applicants take only the English Exam.).

In addition to the above, the foreign student applicant
must submit the following documents:

1.
2.

3.

Original copy of passport (at least 1-1/2 year validity)
18 copies of 2x2 recent colored photo (in decent attire
with plain white background/no eyeglasses)
Scholastic Records of the highest educational
attainment duly authenticated by the Philippine
Foreign Service Post located in the student’s country
of origin or legal residence.

Police Clearance Certificate issued by the National
Police Authorities in the student’s country of origin or
residence and duly authenticated by the Philip-pine
Foreign Service Post located in the student’s country
of origin or legal residence.

A

B.

C.

1.
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E.

5. Medical Report within the last six months of CBC,
Hepa Profile (HBsAG, Anti-HBs, Anti-HBclgM), Chest
X-ray, urinalysis and fecalysis.

Note: Delay in fulfilling #3 and #4 will affect the application
or extension of one’s legal status with the Bureau of
Immigration.

Satisfactory interview with the Admissions Committee

1. ADMISSION PROCEDURES A\ %2372

Secure application packet at www.bsop.edu.ph.

Fill in the forms and submit all requirements to the Office
of the Registrar two weeks before the beginning of the
quarter of intended enrolment.

Come on time for the interview and take all required
proficiency exams.

Wait for notification of acceptance.

REGISTRATION it

Academic Load

1. The minimum academic load for a full-time student is
12 units per quarter. Students are not encouraged to
register for more than 15 units per quarter.

2. Foreign students are required to take at least 15
units, plus English (in accordance with immigration
regulations).

Required and Audit Courses

Any student may take audit classes as long as he
registers officially. Students may not audit required
courses, as courses once audited may not be taken for
credit. Required courses must always be enrolled as
credit courses before they may be audited.

Changes in Registration

1. If a student desires to add, change or drop a course
following registration, he must secure the approval of
the Academic Dean and the instructor(s) involved.

2. Courses may be added during the first two weeks of
classes.

3. Changes from credit to audit or vice-versa may be
done during the first two weeks of classes or within
six class hours.
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4. Courses may be dropped before the mid-term week.
A student who withdraws after the mid-term week will
automatically receive a grade of 5.00 (fail).

5. Students who want to sit-in on a class need to take
the course as audit. Students cannot sit-in on
required courses, unless the student has already
taken the course before.

IV. STUDENT STATUS 224 &4

All single full-time students, whether male or female, are
required to live in the campus. Exceptions shall be approved
by the Admissions Committee.

A. Residential Full-Time (RFT) student:
1. Takes at least 12-quarter units per quarter

2. Enrolls in one-quarter unit of field education per
quarter

3. Stays in the dormitory from Monday evening to Friday
after lunch.

4. Participates in all BSOP activities.
a. Official activities:

Orientation and retreat, usually held at the
beginning of the first quarter; Spiritual Emphasis
Day, Monthly Prayer Day — incorporated in the
chapel, Convocation Day, BSOP Family Christ-
mas Celebration and Party, BSOP Sundays,
Graduation Rehearsal, Commencement
Exercises, Special Occasions such as funeral
services or as the case may be.

b. Regular activities:

Prayer Meeting, Chapel, Interest Group, Care
and Share Group, Choir Practice, Cleaning,
Physical Exercise

B. Non-Residential Full-Time

A non-residential full-time (NR-FT) student of BSOP is
one who takes more than 9-quarter units. A non-
residential full-time student must attend all regular BSOP
activities on the day he/she has classes and may stay
overnight in the dormitory with a maximum of 2 nights
(Monday-Thursday nights) only. When a NR-FT wishes
to stay more than 2 nights on a regular basis, he/she is
encouraged to change status to residential full time.

C. Non-Residential Part-Time
A non-residential part-time (NR-PT) student of BSOP is
one who takes 9 quarter units or less. A NR-PT student
must attend all required regular activities on the half day
he/she is taking classes. A NR-PT needs the approval of
the Seminary Chaplain when he/she needs to stay
overnight in the dormitory.
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D. Foreign Student with Student Visa status
The foreigner who is granted a Student visa by the
Bureau of Immigration is subject to the following:
1. Required to take not less than 15 units per term.

2. Required to take English subject every term.

Student concerned may be denied an extension of
his/her visa if:

a. he/she fails in one three-unit course;

b. he/she fails in his English subject;

c. he/she obtains incomplete grades in one
subject;
he/she enrolls in less than 15 units

he/she misses a term (quarter) of study (or fails
to enroll in the succeeding semester).

More details in Appendix | — Guidelines for Foreign
Students

V. ORIENTATION 45

Orientation is provided for all students at the beginning of the
school year. Activities during pre-sessions include relevant
information regarding academic studies, community living, and
practical skills in ministry. Each department in the Seminary
will give detailed information regarding respective operations.
All students are required to attend the orientation sessions.

VI. ATTENDANCE AND TARDINESS _Ei###1N

A. Absences amounting to more than 20% of the total
number of classes within a quarter will be given a grade
of 5.00 (fail). Excused absences must fall within
1. 6 class hours for a 3-unit course

2. 4 class hours for a 2-unit course
3. 2 class hours for a 1-unit or non-credit course

B. A student must request the seminary chaplain to sign an
excuse slip immediately after missing a class. He/she
must then present the excuse slip to the respective
instructor(s) before allowed to attend the next class.
Otherwise, the absence is unexcused. The instructor
forwards the excuse slip to the Registrar’s office for filing.

C. Being tardy three times in a course is equivalent to one
absence.

D. Exceptions, as in the case of prolonged illness, should be
certified by a physician.

E. One unexcused absence in a course results in deduction
of one level from the final grade point (e.g. final grade
becomes 1.50 if it originally should have been 1.25).
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VIL.

PROGRAM OF STUDY: PROGRESS AND COMPLETION 2z#i: iRF23# R

Based on the Commission on Higher Education’s policy,
all new students are on probation during the first two
quarters of study. Formal acceptance is given after 18
units of study and evaluation by the faculty.

The student is to watch closely the progress of his/her
own program of study by tracking required courses,
electives, thesis writing/electives, language
requirements, deficiencies, advanced standing, transfer
credits, and other items that contribute towards the
completion of all academic requirements in one’s
program of study.

Each student is responsible to fill out a form from the
Academic and Records Office on the status change of a
course, i.e. from credit to withdraw, from credit to audit,
as the case maybe within the first two weeks of classes
after approval from the Academic Office.

A.

B.
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VIIl. GUIDELINES ON GRADES AND ASSIGNMENTS R4i f1E MV Z R

A

Grade Point Average

1. The GPA of each student in each quarter is
distributed on the second week of every quarter. It
is also sent to your home church / supporting
church.

2. A minimum GPA of 2.00 (or 80-84%) in every

quarter must be maintained by a student in the
Master’s Program, 2.5 (73-75) in the Diploma in
Christian Ministry (DCM) program. A student will be
placed on academic probation if the GPA falls below
the required minimum GPA in his/her program of
study.

Two academic probations in consecutive quarters
lead to disciplinary probation, and three academic
probations lead to suspension. The
supporting/home church and the parents/guardian of
the student will be informed upon the first academic
probation.

3. For adjustment purposes, it is suggested that new

students who have not studied in a formal setting for
more than 10 years prior to their coming to BSOP
takes only 9-10 units on their first quarter of study.

Assignments

1. All assignments shall be submitted on or before the
Friday of the twelfth week of a quarter. Except for
extenuating circumstances, any assignment
submitted two weeks after the deadline has no
credit.

2. Atthe start of a new quarter, if a student has more

than two backlogs from previous quarters, he/she
will not be allowed to take more than 9 units of

A
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courses; if three to four backlogs, not more than 6
units; and above 5 backlogs, only 3 units are
allowed.

C. Extension

1.

Under extenuating circumstances, an INC
(Incomplete) grade will be given to students who are
unable to submit course requirements after the
Friday of the twelfth week of a quarter. A request for
extension needs to be initiated by the student.

An extension is granted under circumstances
beyond the control of the student viz.

(a) wedding or death of an immediate family
member,

(b) illness of an immediate family that required the
student’s care or serious personal illness that
requires hospitalization, or complete bedrest,

(c) family crisis of a traumatic nature and in which
case (a), (b) or (c) occurred 1 to 4 weeks prior to
the date of submission of assignments.

Extension granted to (a) shall not exceed two
weeks, while (b) and (c) no more than four weeks.
The specific duration of extension of (a), (b) or (c) is
left to the discretion of the professor concerned. The
general guideline of granting extension is that the
duration of an extension is appropriate to the
situation and commensurate with the case in view.
The maximum duration of any extension shall not
exceed four weeks.

If an extension (initiated by the student) is granted,
then a 5% per week deduction will be deducted from
the value of that assignment. If the assignment is
still not submitted on or before the granted date of
extension, a grade of F will be given and will remain
on the permanent record of the student.

D. The deadline for submission of grades by a faculty on a
regular quarter is two weeks after final examinations.

E. Incompliance with the requirements of CHED, the official
transcript of records of graduating students shall be
submitted on the week of commencement exercise. In
light of this, final exams and submission of assignments
of graduating students on their last quarter of study shall
be scheduled on the tenth week of study. Faculty are
required to submit grades of graduating students two
weeks before the commencement exercise.
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IX.

All graduating students are required to take a graduation F.

review on the fourth week of their last quarter of study. A
graduation review is a complete survey of the student’s
records for fulfilment of all academic and other
requirements in a program of study. Except for the last
quarter, an INC in the student's program record
disqualifies the student from participating in the
Commencement Exercises.

Backlogs

1. If a student still has backlogs of course requirements
on the third week of his/her last quarter of studies,
he/she will not be considered as a graduating
student. Instead, he/she shall be placed on the next
quarter’s list of graduates (summer).

2. Based on CHED'’s policy for application of Special
Order (S.0.), a graduating student needs to be
enrolled in at least one course on the quarter he/she
is graduating. Hence, if a student is considered a
summer graduate due to backlogs, he/she shall be
enrolled in at least one class under the same
professor in which the backlog occurs.

BSOP GRADING SYSTEM 2\ g5t 4> 245

1.00 97-100 A 2.25
1.25 93-96 A- 2.50
1.50 89-92 B+ 2.75
1.75 85-88 B 3.00
2.00 80-84 B- 5.00

CR - Credit

indicates that a student enrolled and fulfilled all
requirements of a course. The class hours and grade
earned are computed in the GPA.

AU — Audit

indicates that a student enrolled in a course, participated
in class discussions, but did not receive credit. No grade is
assigned and AU is not inputted into the GPA. The same
attendance requirement on credit students applies to audit
students. Unexcused absences exceeding 6 class hours
mean a course audited will not appear in the student’s
transcript.

INC — Incomplete

indicates that a student was unable to submit some or all
of the requirements of a course on the Friday of the
twelfth week in a regular quarter.

W — Withdrawal

indicates that a course was dropped between the third
and fifth week of classes (before mid-term week) or
between 27% to 50% of class hours in a 2-unit or 3-unit
course. An automatic F or 5.00 will be given when a
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course is dropped after the mid-term week (or beyond
50% of total class hours). A three-unit course totals 33
class hours; a two-unit course totals 22.

F — Failure
indicates that the course is to be repeated (the initial grade
remains on the transcript of records and only passing
grade of the course is computed in the GPA). The grade F
is given to an assignment or exam when a student cheats
in an exam, or plagiarizes the works of others.

IP — In Progress
indicates that the grade is pending and is to be submitted
by the professor.

PR — On Probation
indicates academic or disciplinary probation.

SU — Suspension
Indicates dismissal from the seminary for a specific or
indefinite period of time.

EX — Expulsion
indicates permanent dismissal from the seminary.

X. TRANSCRIPT OF RECORDS {45 BB A [ B i

Official transcripts of records are issued only upon the written
request of the student/graduate. Allot ten working days from
the time of filing the request for transcript form and clearance
form to the time transcripts are released or sent to designated
places/persons.
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XI. GUIDANCE, COUNSELING AND DISCIPLINE BY THE FACULTY COUNCIL £

A.
integrity in this world. These standards apply to all
aspects of life. Students are expected to abide by these
standards in academic performance and conduct. Failure
to do so results in disciplinary action.

B. The BSOP faculty and students encourage and help one
another in our spiritual walk. Students struggling with any
particular issue are encouraged to discuss problems with
a faculty of the Care & Share Group, any faculty, Student
Affairs Office so that help and guidance may be given at
the proper time. Similarly, a faculty who is approached by
a student or who might be aware of students struggling
with issues should approach the student for care,
counseling, and guidance.

As believers in Christ, we are to live with honesty and A.
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The Faculty Council reserves the responsibility to provide C.

guidance, counseling and redemptive discipline. The

following five-step procedure is used when giving
counseling, guidance and dealing with discipline of Step

(1) offense. The ultimate purpose is to provide help and

guidance to one another so that we learn to conform to

the image of our Lord & Master Shepherd, Jesus Christ.

1. Oral Reprimand — a friendly reminder. First time
violation of step one offenses involves an oral
warning held in a private meeting by a faculty or
anyone concerned. The purpose is to let the student
understand and commit to improve. This meeting
should be documented without signatures by a faculty
or anyone concerned, and reported to the student
affairs office. The oral warning should be reported to
the Care & Share faculty of the student concerned for
more guidance and counseling.

2. Written Reprimand - admonition and official
warning. Second time violation of the same offense
necessitates a written reprimand describing the
offense, the expectation for correction should be
clearly stated. Both the faculty, the student and a
Student Affairs personnel must sign the written
warning.

3. Disciplinary Probation — placing the student on a
probationary status within a quarter (or a 12-week
period since implementation of Step 3). Probation
status means the student is not in good standing with
BSOP. The probationary period takes away the
privilege of holding any student office, and may
include the following restrictions and sanctions to be
decided by the Care & Share Faculty, the faculty
concerned and the Student Affairs Office:

e Forfeiting the living allowance and book
allowance for three months

e One week suspension from classes, and/or other
extra-curricular activities. The student concerned
is responsible for all the classes missed.

e Counseling and prayer

e Reparations to correct or compensate in cash or
in kind the damage or injury done

e Public confession under the guidance of the
committee

e Service to the BSOP community such as
cleaning BSOP facilities

4. Suspension — dismissal from the seminary for a
specific period or indefinite period of time as jointly
decided by the Faculty Council/Leadership Team.

5. Expulsion — Permanent dismissal from the seminary
results when signs of unrepentant of a major offense
are demonstrated and failure to accept one’s violation
of a major offense after Steps 1-3 are done.
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Step (1) Offenses:

e Hiding books of the BSOP library

e Entry to women’s/men’s dormitory without permission

e Insubordination to persons in authority

e  Willful violation of dormitory rules and guidelines

e Irresponsible to one’s assigned task in the Food
Committee & other assigned tasks

e Absent from class and other BSOP official activities
without permission

e Abuse and misuse of BSOP facilities such as the dormitory
rooms, kitchenette, laundry area

e Use of foul and bad language, dirty jokes, unnecessary
and inappropriate comments, gossips and slander

e Prejudices against a particular person of other gender,
race, religion and nationality

e Acts, speech or writing which jeopardizes the office of a
pastor, the name of the seminary or the Kingdom of God.

e Harassment such as stalking, voyeurism, etc.

e Indecent exposure even inside dorm rooms.

However, BSOP considers the following offenses as very
serious that require immediate action on the student.

Step (2) Offense:

e Plagiarism, (See pages 19 to 25)

e Cheating in exams. The grade of F is given to that
assignment or exam, as the case may be.

Step (3) Offenses

¢ Public statement of beliefs and doctrines inconsistent with
the Statement of Faith of BSOP.

e Stealing properties of BSOP and properties of BSOP
family members.

e Physical, verbal, emotional or sexual abuse of spouse or
other persons.

Step (4) Offenses:

e Commission of a felony under Philippine laws.

e Fist Fighting

e Sexual immorality and promiscuity such as homosexuality,
fornication, incest, and adultery.

e Abortion
e Divorce
e Gambling

e lllegal possession and use of firearms inside BSOP
Campus, possession and use of alcoholic beverages
(except for medical reasons and culinary purposes),
drugs, tobacco and pornographic materials.
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Under Philippine law, the following are criminal offenses:

e Possession or falsification of legal and other documents
(passports and visas, BSOP Student ID, transcripts and
diplomas or certificates, recommendation forms, letters
and the like).

e Felony

e Sexual assault

The number beside an offense indicates the step (see above
5-Step Procedure) to be taken at the first offense.

Five written reprimand of different Step (1) offenses leads to
Step (3) disciplinary procedure. Three Step (3) offenses will
lead to Step (4) disciplinary procedure. Other offenses not
listed above will be dealt with accordingly. The cumulative
principle is applied when dealing with offenses of a student
throughout his/her studies in BSOP.

In actual implementation, a “Guidance Form” (see Appendix
1) in the form of a letter will be sent to the student concerned,
signed by the members of the Special Faculty Committee.
Upon receipt of the letter, the student shall also sign the letter
signifying understanding and compliance with the discipline
procedure. A photocopy of the signed letter will be given to
the student and the faculty who signed the letter. The original
copy will be kept inside the Students’ File to ensure proper
documentation and record of the progress of the whole
guidance redemptive process. Refusal to sign the said letter
means “deliberate non-compliance” of discipline procedures
and hence will automatically result to suspension.

At the start of a new academic year, every new and returning
student will be given a copy of BSOP Student Handbook
during orientation, or during registration of the second, third or
summer quarter. Each student will be asked to read and sign
a handout signifying comprehension and willingness to abide
by the guidelines stated in the BSOP Student Handbook.
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XIl. OTHER RELEVANT ACADEMIC MATTERS H A X2 EH

A. Cheating

Students shall not use any unauthorized aids on tests,
quizzes, and assigned written exercises or problems
(such as homework exercises). “Unauthorized aids”
include, but are not limited to, exercise answer sheets or
answer sections from text books, other students answers
or work, “cheat sheets,” and tools such as analytical
lexicons. If the instructor indicates that one or any of the
above may be used, it is no longer considered
“unauthorized.”

While we encourage students to help one another learn,
there is a fine line between this and cheating. Students
are expected to be mature enough to know the difference.
However, if you are unsure, do ask.
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B. Plagiarism
1. Students may freely discuss ideas and concepts with
others since such discussion is valuable. However,
ideas received from others and used in a paper or
other written assignment must be properly footnoted
or cited so that credit is given to the appropriate

source.

2. Text, cassettes and all other sources used by a
student must be properly acknowledged by using
appropriate documentation (such as a bibliography).
This is to be done whether the source is footnoted or
not.

3. Any information that is not “common knowledge”
which a student uses must be footnoted so that credit
is given to the true source. Students often have
difficulty distinguishing between common knowledge
and “privileged” information when deciding what
material to footnote. A general rule to follow is that an
idea may be considered “common knowledge” if it is
encountered at least three times in separate sources
during one’s research (quoting of one source in
another is not considered separate sources).

For example, you would not need to cite a reference
for the fact that Martin Luther was a German
theologian who was a major character in the
Reformation. However, if you were to discuss an
aspect of his life that scholars disagree on, you would
need to footnote that information. Also, if you ever
directly copy material from a source, that material
must be placed in quotation marks and must be
footnoted. Obviously, you should only be quoting
short pieces of material.

The following is AGST-Phils. policy on plagiarism adapted
from Vanderbilt University, Asian Theological Seminary and
Asia Pacific Theological Seminary. BSOP is a member of the
AGST-Phils. consortia of seminaries and thus will adapt the
following policy on plagiarism.

Plagiarism is considered a serious violation of academic and
ministerial ethics. Plagiarism constitutes stealing the ideas of
another and representing them as one's own. This is just as
fundamentally dishonest as stealing someone's property or
money. The faculty wants it to be perfectly clear to the student
body that plagiarism will not be tolerated.

There are three kinds of writing that may appear in a paper you

submit.

1. Your own analysis, synthesis, and reflection which is
captured in your own words and ideas. This is the most
valuable kind of writing you can do because it indicates
your depth of understanding of a subject and the ability to
expand beyond the work of others. | highly recommend
that you liberally include thinking at this level in your
papers since it will yield the greatest academic and
personal benefits.
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2. The work of others that you draw on for ideas and
concepts. Within your paper you will analyze, synthesize,
adapt and paraphrase these ideas and give a citation
(usually a footnote) of their source. Since you have not
copied the words directly from your sources, you do not
need to show these as a quotation. (Note however, that
making minor changes in wording or the sequence of ideas
from a source does not produce an acceptable
paraphrase. Unless the paraphrase clearly represents a
rewriting of the material using your own words, it would
constitute plagiarism.)

3. The work of others that you copy verbatim from a source.
Here, you must indicate that the material is taken directly
from your source either by setting it off in quotation marks
(for short quotations) or by using an indented paragraph
(for long quotations).

When a faculty member encounters plagiarism in a Christian
context, it is usually bewildering given the academic honesty
that we assume exists among Christian students and even
more so for students who are preparing for the ministry. We
would like to believe that there are extenuating circumstances
or that the student really doesn't know what constitutes
plagiarism and engaged in it unwittingly. The purpose of this
discussion is to remove any uncertainty. If you have questions
about your use of a source in a paper as to whether you have
cited it properly, you should consult your professor (taken from
the APTS statement on Plagiarism).

What is Plagiarism? 14 2#7&?

Any act of incorporating into one's own work the work of
another without indicating that source. Examples of
plagiarism:

a) ldea plagiarism — Students may freely discuss ideas
and concepts with others, since such discussion is
valuable; however, ideas received from others and
used in a paper must be properly cited, since the paper
must express the original thoughts of the student.
Stringing several properly cited quotations together is
technically not plagiarism but it is often a poor way to
write a paper.

b) Not citing sources — Texts, cassettes, and other
sources used by a student must be properly
acknowledged by appropriate documentation. Failure
to do so constitutes plagiarism.

c) Using papers from previous classes — A student
without prior permission from all instructors concerned
may not submit papers containing substantially the
same content for credit in more than one course.

Students often have trouble distinguishing between privileged
information and common knowledge when deciding what
materials should be footnoted. Obviously, one would not cite a
reference if one included the fact that Martin Luther was a
German theologian who was in the forefront of the Church
Reformation. A general rule to follow is that an idea may be
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considered common knowledge if it is encountered at least A[E#FRIFHIIE D 3 R, XEtE—%iE
three times in separate sources during one's research into a 4R, (R EIRIAREEAEAEIIME . )
particular subject. (Reprints of one source do not constitute

separate sources.)

To learn to discern what is included in plagiarism, the following case study from the Vanderbilt
University Student Handbook illustrates problems that can arise.

A student turned in a paper with the following paragraph:

But the higher man, for his part, can admit the possibility of coexistence, even in the face of this
moral conflict which, as we have seen, does exist. Instead, it is the body of common men, the
herd, which eliminates this possibility. The herd will try to get a single standard. And according to
Nietzsche it succeeded in doing this, at least in the West, in Christianity. He would not relieve
Christianity of all its dignity and worth, but at the same time he sees in it an instance of the
dissatisfaction of the common man who has been conscripted by a morality.

A short time later, the instructor turned the paper over to the Honor Council, citing this paragraph as
evidence of four examples of plagiarism. The instructor presented the following paragraph from A
History of Philosophy, Volume 7, Modern Philosophy, part ii, Shopenhouer to Nietzsche by Frederick
Copleston, S.J.:

What we see, therefore, in the history of morals is the conflict of two moral attitudes or outlooks.
From the point of view of the higher man there can in a sense be coexistence. That is to say, there
could be coexistence if the herd, incapable of anything higher, was content to keep its values to
itself. But, of course, it is not content to do this. It endeavors to impose its own values universally.
And according to Nietzsche it succeeded in doing this, at least in the West, in Christianity. He does
not deny all value to Christian morality. He admits, for instance, that it has contributed to the
refinement of man. At the same time, he sees in it an expression of the resentment which is
characteristic of the herd-instinct of slave-morality.

The instructor delineated four examples of plagiarism as follows:

a.

Idea Plagiarism

Copleston: What we see, therefore, in the history of morals is the conflict of moral attitudes or
outlooks. From the point of view of the higher man there can in a sense be coexistence.
Student: But the higher man, for his part, can admit the possibility of coexistence even in the
face of this conflict of moral attitudes, which, as we have seen does exist.

The instructor explained that this is plagiarism because, while the student's sentence is not
exactly like Copleton's the idea presented is in both cases the same. The student's sentence
is merely a reshuffling of the word order given in the book. It is necessary to cite the source of
ideas even if they are restated.

Key Term Plagiarism
Copleston: That is to say, there could be coexistence if the herd . . . .

Student: It is the body of common men, the herd, which eliminates this possibility. The herd
will try...

The instructor stated that this line is plagiarism because the student used a catchy word without
citing its source. In this case, the word is "herd". Actually, the student could have legitimately
used the word by qualifying it: "It is the body of common men, or to use Nietzsche's term, the
herd, which..."

Word for Word Plagiarism

Copleston: And according to Nietzsche it succeeded in doing this, at least in the West in
Christianity.
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Student: And according to Nietzsche it succeeded in doing this, at least in the West in
Christianity.

The instructor pointed this out as word for word copying, the most blatant form of plagiarism.
The instructor also noted that, had the student put Mr. Copleston's words in quotation marks
and properly footnoted them, there would have been no offense.

d. Paraphrasing Plagiarism

Copleston: He does not deny all value to Christian morality . . . . At the same time, he sees in
it an expression of the resentment which is characteristic of the herd-instinct of slave- morality.

Student: He would not relieve Christianity of all its dignity and worth, but at the same time he
sees in it an instance of the dissatisfaction which is characteristic of the common man and his

group instinct of morality.

This, the instructor said, was paraphrasing, or taking the source's words and bit by bit
replacing them with one's own. Paraphrasing is a technique of writing that is also, unless
acknowledged, an act of plagiarism. For purposes of explication, greater clarity, translation,
and other reasons, paraphrasing is often an advantageous tool. However, the student must
understand that each use of paraphrasing must be clearly indicated either with a footnote or a
referencing technique acceptable to the instructor.

Why Do Students Plagiarize? Jgft4 %4 430227
The student may have decided after long deliberation to copy 24 B4 & 4t K (7] fRIR B3 e, SR HE
and paraphrase without attributing the work to its source.

] B S 3R ) N AR T R 3 i P Ak

a. On the other hand, the student may instead have become a. B—J5iH, 0] et [A)'SE 4 %G
pressed for time and ceased taking notes with care, frent e, BidEEE FMEE U4
Ieal\l/inbg off tr:e agthor‘? nellrrl1e or quotation marks. Or:je m;\y R 22, A NG T S s
well be inclined to feel less antagonistic towards the ) I AL
student in the latter case than in the former. In either case, &E?”%gﬁﬁm’ %ﬁ;ﬁ] flﬁm%
however, the student has demonstrated untrustworthiness ﬂ] K /Rj‘ ﬁ;%iﬁﬁfﬂ Bgfg/fﬁ%%
as a scholar; that student's work cannot be trusted. Under LR IRAF R L EAMERHEAE . AE
the Vanderbilt honor system, failure to acknowledge a Vanderbilt K=#HI{F R+, BAU
source through carelessness or negligence is an offense. B PRI TC 1 2 R 00 I8 2 B,
Objectively stated, this means the above student's work is FHEIR . IRESR, XA E S
considered plagiarism, regardless of how it occurred. For PSENVEME, AR B4R . 4
exa(;nplrc]a, should tr;e studer|1t fodrggt to]c nlote fon researﬁh I, 2RO R E R B MR
cards the source of material and then fail to foot-note the . . - B
source when the paper or report is prepared, the student #ki{ﬁ?@ﬁ?gﬂf@{ﬁ%TWﬂ’
is still committing a plagiaristic act. RASE IR AT

b. In the same way, a plea of not knowing how or when to b, [FRE, A NASEIIE Q] B ] i 55 2 R v
footnote is not considered a sufficient excuse. To avoid BIAS e — AN Fe A0 PR . B4 H B3
violations, all that is required is for the student to have the Wl PR, — AN EREE
presence of mind when preparing a paper or report to Vb B IR 0 26 38 R 3, A AR
realize that any ideas, words, or material from an outside il KoL B oo o b SR DA
source must be faithfully acknowledged, when-ever and ﬂ{]:f M*‘J“E%{)E$9I;SBEM’ %
wherever such should appear. Other-wise, the student is SR s RO FEAT TG B A R . A
liable to an accusation of the offense of plagiarism and to W, SEAE G B D R M R R SUE,
any consequences that this will entail. FARZ I R — T E R

c. The student should also be especially careful to realize c¢. H4ARERFEZED, WEXFE—DEEE

that one footnote is not sufficient if additional material from
that same source is included in the work. The footnote
should express the extent of the ideas or expressions of
others which are used. It is far better to err on the side of
caution than to risk leaving source material not cited. In
other words, when in doubt, cite the reference (footnote).
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C. Other Related Items C. HEMKIEmM

A student wishing to submit papers containing — AN 22 A ERAR AT (R A
e ey WP HRTRINNT, b
one class must obtain prior permission from allinstructors gty 4 4 00 .
The above standards are given with the understanding R ij:E’x]ﬁ‘/i%%fi%ﬁEE%
that papers and other written assignments are to reflect TR ES R T RBLZE A N5
the student’s personal effort. AR

Please read, sign, and return to the Academic/Registrar's %[, 254, FHABE LS M MAL .
office. Your registration will not be considered complete until 2 /x5 7 £, FRIGTEM A BETE K.
this form has been submitted.

ACADEMIC INTEGRITY COMMITMENT AR /{5 &K &

As a child of God and minister of the Gospel, | recognize the importance of academic honesty and integrity in
all of the work | undertake in my studies. | pledge myself to uphold the highest standards of academic and
ministerial ethics in my academic work, including submitting only those papers that represent my own writing
and that give clear and appropriate citation to the sources | have used in their preparation. | also understand
that allowing another student to plagiarize from my academic work constitutes academic dishonesty on both
my part and that of the student.

VENII T SR T RO, R B A AR SEANAE A ST BT A DR b i . PR AE R 2 AR AR
A, By d i AR T TE AR e, B4R RSB Le A IR B C RS F B R4 2 hm W1 BURERIE )
PRk AR LE A e IR 2R S B b 3%, XA 22 AR AR 2R B AN s

| have read the description of plagiarism contained in the BSOP Student Handbook. | understand the
consequences of engaging in plagiarism or other forms of academic dishonesty and | agree to be bound by
these descriptions and understandings.

LGk FIEEFET IR TH2RIE . RYAPREILER L AARAWEL R ER, KRR
KTPWRIEE.

Signature over printed name %%

Date H

(The above Academic integrity Commitment is taken from the APTS statement on Plagiarism)

CPAE ARSI 2 E T APTS KT3I 1)
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Xlll. EVALUATION %4

Each student will be evaluated according to his character,
academic performance and practical work record by every
faculty member at least once every school year.

XIV. GRADUATION REQUIREMENTS ML E kR

A

Academics

1. For a Master of Divinity student, the candidate must
complete all required courses or a satisfactory
completion of 120 quarter-units of course work
within a period of 5 years since the first registration.
The student’s GPA must be 2.0 (-B) or better.

2. For a Master of Arts in Christian Education student,
the candidate must complete all required courses or
a satisfactory completion of 12 courses (3-semestral
unit each), the comprehensive examinations, a the-
sis proposal, guided internship, oral defense and an
acceptable master’s thesis within a period of 7
summers since the first registration.

3. For a Diploma in Christian Ministry student, the
candidate must complete all required courses or a
satisfactory completion of 80 quarter-units of course
work within a period of 4 years since the first
Registration. The student’s GPA must be a 2.5 (73-
75) or better.

Satisfactory character evaluation jointly determined by
the Faculty.

Satisfactory performance of all required units of Field
Education: 9 units of Field Education or one-unit per
quarter, 2 one-month summer internship and satisfactory
evaluations by field education supervisors.

As part of CHED’s requirements for application of Special
Order Number (S.0.), three (3) copies of 20-page paper
written by the graduating student in the Master of Divinity
program must be submitted to the Academic Office no
later than the third week of January. Bound copies will be
submitted to CHED on the first week of February. The
submission of the transcript of records (grades) and the
20-page paper to CHED qualifies you technically to apply
for S.O. number granted to graduating student of degree
programs of CHED-recognized schools.

Graduating students must submit a written graduation
testimony for BSOP’s FOCUS publication.

All graduates must clear accounts and obligations in
every department/office of BSOP before leaving the
BSOP campus (see the Registrar's Office for the
CLEARANCE FORM details). A signed Clearance Form
indicates the student is cleared of all accounts and allows
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the Registrar's Office to release transcript of records
upon request and diploma after graduation.

Foreign students need to return to their home country and
serve for 2-3 years before they can get their diploma.

Graduating students are to present a special number on
graduation day and presence is a must during every
practice.

All graduating students are required to attend the
graduation rehearsal at all times.

Due to our limited supply, the availability of the togas,
hoods and caps will be made available to our graduates
based on the first-come-first-serve basis. A deposit fee
of 1,000 (refundable) and a rental fee of P200
(nonrefundable) will be charged on the day of rental
(please give exact amount). The deposit fee of 1,000
will be reimbursed upon the return of the toga, hood and
cap immediately after the picture taking on
commencement day. If the toga, hood and cap were
returned the next day, only P50 will be reimbursed. If they
were returned after one week, P25 will be reimbursed.

A special dinner and fellowship will be hosted by the
BSOP Board of Trustees and Directors and BSOP Alumni
Association, respectively, in honor of the graduates.
Details shall be announced.
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I. SPIRITUAL LIFE R #r#4k

A

Spiritual Discipline

1. Each student needs to develop a consistent
devotional life. The allotted time for early morning
devotion must be spent in quiet meditation before
God, being careful not to disturb other students and
not to allow other commitments or interest to interfere
with one’s meditation.

2. All students are required to attend an annual day of

prayer.

3. From Tuesday to Friday, students are grouped for

prayer after morning breakfast. After the third class
period, the students should attend the Group
devotion on Mondays, Prayer Meeting on Tuesdays,
Chapel on Wednesdays, Care & Share on Thursdays
and Interest Group on Fridays. Approval for absence
must first be obtained from the Student Affairs office.

Care and Share

1. Faculty members are assigned as advisers for each
Care & Share group. Students and advisers will meet
periodically for prayer, sharing and fellowship to
promote deeper mutual understanding and collective
sharing of personal burdens and concern.

Counseling

Counseling is available for the students through the
Seminary President, Vice President, the Student Affairs
office, faculty advisers and faculty members. Students
are encouraged to feel free to contact any of these
persons for counseling on personal or spiritual matters or
problems in order that such individualized attention may
foster spiritual growth and maturity.

Il. STUDENT LIFE 435845

Based on scriptural principles, the student life guidelines are
formulated to help students learn how to live with people and
develop conduct consistent with a ministerial practice.

A

Student Involvements

To help students focus on their training, students must
first get the permission of the school before holding any
official responsibility in any church.

Student Attire

The students’ attire should be in principle, simple, neat
and clean, conveying an air of professionalism. Students
may be requested to be in professional attire even during
casual hours when the occasion warrants it.
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For female students:

No excessive make-up, extra-ordinary and ostenta-
tious outfits. No plunging necklines, strapless or
backless tops. Sleeveless tops should not be widely
cut under the arms. Skirts should not be shorter than
one inch above the knee. Hair longer than shoulder
length should be neatly groomed.

For male students:

Long hair (side burns that are beyond the ears and
hair below shirt collars) and beards or mustaches are
not allowed. As a pastor, do not wear avant-garde
hairstyles (e.g., very short hair or bald head).

For all students:

a. No sleeveless blouse, no-collar T-shirts, shorts
and slippers should be worn during official class
hours (the first morning period up to the last
period from Monday to Thursday, 7:00 a.m. —
5:00 p.m.; Friday, 7:00 a.m. — 12:00 nn). Even
after 5:00 p.m., if there is choir practice or
makeup class, one needs to follow the
requirement during regular class period.

b. During special occasions and school functions
(like BSOP Sunday), students must wear the
proper attire.

c. Night wear, undergarments and other house
dresses should be worn within dormitory
perimeters only.

d. Athletic attire should not be revealing. Short
shorts, leotards, body huggers, and transparent
shirts are not allowed. After doing sports, please
take a shower and change to decent clothes first
before enter the dining hall.

e. Slippers are allowed only after the last afternoon
class. After 5:00 p.m., casual clothes are
allowed, but please be decent.

f.  The overall rule is that casual dress differs from
professional dress in the degree of formality, not
in the degree of modesty.

g. Modest T-shirts and polo shirts — No halter tops,
undershirt, sleeveless T-shirts, and other forms
of underwear are not allowed. Sleeveless athletic
shirts (like those in basketball uniforms) may be
used by men only for PE but not for casual wear,
sweaty athletic clothing will not be allowed for
casual wear.

C. Personal Hygiene/Sanitation

1.

Students should observe good personal hygiene.
Students should wash and clean often to prevent bad
breath and body odor.

In order for your roommates to have sufficient rest,
schedule your shower time during 6:00 a.m. — 11:00
p.m. Please respect the public aspect of the
community life.
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3. Students are to practice public sanitation.

a.

e.

Flush toilets after every use. Sanitary napkins
and hard paper should not be thrown into the
toilet bowl. Be thrifty in using toilet paper and
switch lights off upon leaving.

Keep dorm room clean and orderly every day.
Take the initiative to clean the room

The student lounge should be kept clean. Please
do not leave food or garbage in the lounge. Take
them away upon leaving in order to keep the
place clean.

In using the class room or piano room, please
keep the environment clean, leaving no food
residue.

No food or drink is allowed inside the chapel.

Absences and Tardiness
To develop good habits and testimonies, students are to
be prompt in all activities and responsible for their

actions.

1. Resident Students

a.

Students leaving the seminary compound should
first secure permission from the Student Affairs
office personnel. In his absence, permission may
be acquired from other faculty members. The
official on-campus hours for resident students
begins at 10:00 p.m. on Sundays through Fridays
after lunch. Students who cannot comply with the
prescribed schedule should obtain approval from
the Student Affairs office two days before the
date of intended absence.

Approval for nonparticipation in any of the extra-
curricular activities e.g. prayer meeting, chapel
hours, choir practice, cleaning or exercise
periods, or during library study period should
obtained from the Student Affairs office. The
requirement to participate in athletic activities is
waived for students above fifty years old.

2. For All Students

a.

Permission to be absent from a class should be
secured first from the Student Affairs office and
the instructor(s) concerned. After an absence,
excuse slips must be presented to and signed by
the instructors. Reasons must be clearly
explained. In case of illness, prior notice may be
channeled through another student.

Please observe punctuality. Be prepared and
keep quiet five minutes before class.

When the school has group activities that need to
take a school van or bus, please be ready 10
minutes before the departure time.
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Speech and Conduct

1.

In the body life of seminary training, mutual respect,
speech that builds up another and conduct that
glorifies God.

Students should show proper respect and
submissiveness toward all teachers and staff, and
they should be willing to be taught and guided as well.
They should also practice love and helpfulness
toward fellow students, each maintaining an
exemplary character and lifestyle.

Great care should be given to one’s speech. Avoid
indiscreet criticisms, judgment, and gossips as well
as all other forms of conversations and words that
dishonor the Name of the Lord and the reputation of
the seminary.

When there are differences in points of view, students
should be humble to communicate with each other,
and learn from each other. Do not speak irresponsible
words that might hurt others and affect unity in the
seminary.

Brothers and sisters from different church or
theological background should respect one another;
no divisions or quarrels.

Board and Lodging

1.

Meals

a. Resident students are required to take meals in
the seminary. Married students are required to
take lunch only in the campus. Monthly dues are
collected by the Food Services Committee (FSC)
at the beginning of each month. The fee will not
returned if a student did not take a meal.

b. Non-resident students or special guests must
sign up for meals two hours prior to mealtime.
Meal tickets are purchased from the staff
members of the FSC. Students who would be late
for meals should give prior notice to the FSC. No
student is allowed to enter the kitchen or use its
utensils or appliances without permission from
the FSC or other faculty members.

c. Meals will be charged monthly. No refunds given
for missed meals. Charges are computed
proportionately for periods of less than four
weeks. Non-resident faculty and students, BSOP
guests are charged accordingly for meals taken.

d. When taking the meal, don’t waste the food. Take
enough food according to your needs and save
every grain of rice. Unless there is a special
reason (such as getting sick), students are not
allowed to take away other student’s name card.

e. Seating arrangement in the dining hall is
assigned by the kitchen staff to encourage the
practice of community living. No one is allowed to
change the seating by changing the name card
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on their own. Violation of this rule will incur the
appropriate punishment.

For other details refer to Appendix IV — BSOP Food
Committee Guidelines.

2. Dormitory Rules
a. Facilities

(1)

(2)

)

(4)

(6)

(7)

Students are responsible for taking care of
and maintaining furniture e.g. beds,
mattresses, desks, chairs, wardrobes,
bookshelves, screen doors. Damages will be
charged. Room and gate keys may be rented
from the Administration Office. Students
must always maintain hygienic standards in
these premises.

Cooking, including clean up, in the
Kitchenettes of each floor should end by
10:30 p.m. Students may use the gas stoves
and refrigerator according to the guidelines
set by the Administration Office.

Laundry service is available to resident
students, faculty and staff. The fee is
determined by the Administration Office.
Students who do their own washing may do
so in the laundry area. Drying clothes is
allowed in the laundry room only. Please do
not tie ropes for hanging clothes on the roof
deck.

Each student should cooperate with his/her
roommates to keep the dorm tidy. 5:00 p.m.
— 6:00 p.m. of each Thursday is the
designated time to clean the dorm,
kitchenette, hallway, gym and the student
lounge. If there is a BSOP group activity, the
time for cleaning can be temporarily set
aside. If there is no group activity, please do
not use the cleaning time for personal
purposes like doing sports.

Every time the kitchenette refrigerator is
cleaned, the dorm leaders have the right to
deal with unclaimed food or food that’'s been
in the refrigerator for a long time.

All the students will be charged 2,000 as
deposit fee. All incidental fees and damages
will be charged accordingly. Damages
incurred exceeding the deposit fee will be
shouldered by the students. If there is no
damage, the entire deposit will be refunded
at the time of graduation.

All students will be charged 1,000 as
sanitation fee. For graduating students, the
sanitation fee will be returned after passing
the inspection of the room one day after the
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commencement or on the day of leaving the
campus. For returning students, the fee will
be rolled over if they pass the inspection.

b. Bedrooms

(1)

(2)

(3)

(4)

(%)

Full time students may live in the dorm.
Commuting students (NR-FT, NR-PT) may
stay in the dorm with approval from the
Student Affairs office. Lodging fees are
charged accordingly.

(a) Students who occupy a room will be
charged in full.

(b) Students who stay overnight will be
charged on a daily basis.

Room assignments are assigned by the
Student Affairs office. Strictly no personal
arrangements or exchanges are allowed.
Students who wish to stay in the dormitories
during vacation periods should obtain the
approval of the Student Affairs office.

Be courteous and considerate to prevent
disturbing the studies and rest of your
roommate.

(a) Lights should be turned off by 11:00 p.m.
so that roommates can sleep
undisturbed. If there is a need to
continue to do the assignments beyond
11:00 p.m., please move to the first floor
Student Lounge.

(b) No Iloud conversations, singing and
shouting so as not to disturb others.

(c) Students are to use ear-phones to listen
to music/broadcasts.

Students are not allowed to bring inside the
room home appliances like electric kettles,
rice cookers, televisions, etc.

No washing and drying of clothes in the
bedroom or bathroom.

c. Visitation:

Without the permission of the Student Affairs
office, single students are not allowed to enter
into the opposite gender’s room or couples’ room.

d. Entertaining Visitors

Students are allowed to entertain visitors or
friends, not later than 9:00 p.m. so as not to
impede their rest.
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Iv.

RELATIONSHIP WITH OPPOSITE SEX #5324 1%

Students are encouraged to be Christian workers with A,

exemplary moral conduct, strong system of values, and
good inter-personal relationships.

Social relationship is an important factor in a person’s
holistic education. For the area of love, courtship and
marriage, God has different plans for each person.
Students should discern God’s perfect will regarding
singlehood or marriage.

1. Courtship should be conducted with discretion and
should not adversely affect studies, ministry and
student’s spiritual training. Students are not allowed
to court during their first year of seminary training.
Upperclassmen are also not allowed to court first year
students.

2. Students are to refrain from becoming engaged or
married throughout their seminary training. It is
recognized that the engagement period and early
stages of marriage are significant in the life of a
couple, deserving attention and freedom from
Seminary demands.

3. If a male and a female student have mutual feelings,
after prayer, they should talk to the Student Affairs
office or the faculty adviser of their Care and Share
group. They should pursue their relationship
blamelessly under the guidance of the faculty.

In dealing with opposite sex in thought, words and action,
Students, married or single, should be mature, pure and
blameless in the eyes of God and the community of
believers. Inside or outside the Seminary, Students
should exercise wisdom in matters of courtship, since it
leads to ultimate commitment of marriage.

Students who are in the stage of courtship are strongly
advised to take the initiative to seek and heed counsel
from the care and share faculty members or the Student
Affairs office.

To demonstrate our Christian testimony, no two persons
of the opposite gender (except for married spouses) are
allowed to be alone in private or to go out together.

STUDENT ASSOCIATION 224 &

Name
This organization is officially named
BIBLICAL SEMINARY OF THE PHILIPPINES
STUDENT ASSOCIATION.
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Address:
BSOP
77-B Karuhatan Road
1441 Valenzuela City, Philippines

Mailing Address:
BSOP
P.O. Box 11
1469 Valenzuela City, Philippines

Nature
The association is the administrative organization of the
whole student body of BSOP.

Purpose
The association aims to:

1. Promote the spirit of cooperation
2. Develop one’s gift of service
3. Supplement the student-life training of the school.

Membership
Any bona-fide student, either part-time or full-time, is
automatically a member.

Organizational Structure

1. The highest authority of the association is vested
upon the student body. This body duly elects its
officers from among its members and ratifies its
constitution. The Faculty Advisers should be
informed of all its resolutions before they are
executed. All resolutions must be proposed and
passed in the presence of the Faculty Advisers.

2. The President of the seminary, the Vice-President,
and the Dean of Student Affairs are its Faculty
Advisers. In the absence of the Dean, a duly
appointed instructor shall be the adviser.

3. The Officers shall consist of:

a. One (1) President

b. Two (2) Vice-Presidents and one of them is also
the Spiritual Coordinator
One from the English-Track
and the other from the Chinese-Track

c. One (1) Secretary
Can write minutes in English and Chinese

One (1) Treasurer

One (1) Auditor

One (1) Bookkeeper

Three (3) Physical Education Officer
One (1) Business Manager

Four (4) Health / Dorm Heads
(One each from every floor)
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4. Duties of Officers:

a.

President
(1) calls and presides meetings of the
association and the officers

(2) seeks to achieve the purpose of the
association

(3) represents the association in external affairs

Vice-President and Spiritual Coordinator

(1) assist the president

(2) assumes the responsibilities of the president
in case the president is incapacitated or
resigns

(3) seeks the spiritual uplifting of the students
(4) assists in the spiritual affairs of the school
Secretary

(1) must know Chinese as well

(2) records and keeps all meeting minutes
(3) coordinates for all meetings

(4) acknowledges all correspondence

Treasurer
— handles all financial matters of the association

Auditor
— Watch over the financial practices

Bookkeeper

— prepares financial reports at the end of every
quarter.

Physical Education Officers

(1) prepares for weekly sport activities

(2) safeguards all sport equipment and cleaning

devices

Business Manager

— takes charge of all purchasing

Health / Dorm Heads

— supervise and check cleaning work of the
students to help maintain cleanliness and
orderliness in the dormitories

5. Duties of Members

a.

b.

C.

Each member shall pay a membership fee as
determined by the student body.

All members shall abide by the constitution and
resolutions of the student association.

All members shall participate in all activities
prepared by the association.

G. Rights of Members
1. All resident students have the right to vote and may
be eligible for office. Non-resident students have the
right to vote only. Special cases shall be decided by
the student body and the Faculty Advisers.
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2. Members may use the properties of the association

(e.g., stereo, sport equipment, etc.) in accordance to
the rules and regulations provided.

3. Members have the right to suggest and voice out their
opinions properly.

Meetings

1. The student body may be convened by its president,
if necessary.

2. Officers shall meet once a month for discussion of
business matters and twice a month for prayer.
Emergency and special meetings may be called by
its president.

Quorum

1. Two-thirds of the members present shall constitute a
quorum.

2. All resolutions by the student body shall be approved
through a quorum.

3. Any resolution, to be considered approved, must also

gain 50% + 1 vote from the total members present.

Working Committees

1.

Working Committees may be formed by the Student
association officers to undertake projects.

Each committee shall be headed by a student
association officer. No officer should head more than
one committee unless all other officers are already
heading one each.

Members of each committee may be any student
appointed by the officers with the approval of the
Administration. The number of members shall not
exceed five. No student can be a member of two
committees at the same time unless every student is
a member of one.

The maximum term of office for each committee is
one academic year. Each office may be held
consecutively for two terms.

The committees may bring undecided issues to the
officer's meeting for final decision. All decisions made
by working committees shall be reviewed by the
student association.

Election Code

1.

Eligibility for Office
a. Current student association officers are eligible
for the position of the president.

b. Allfull-time resident students, who have finished
three quarters of studies with the required
number of units, are eligible for the nomination
of all other offices except the president.

c. All non-resident full-time students who are
regularly attending the seminary’s extra-
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g.

curricular activities (e.g., chapel hour, PE) are
eligible for all other offices except for the
president, vice-president & spiritual coordinator.

Physical education officers will have one male
and one female student for the Student Center
and one male student for basketball court.

Each office may not be held consecutively by
the same person for two terms.

When ten or less students are eligible, one may
assume two offices concurrently.

Special cases shall be decided by the student
body.

2. Election Date

a.

The election for the new set of officers of the
association shall be held during the 15t Thursday
of the 2" month of the 3 quarter. Two weeks
before the election, the current officers shall
nominate the candidates for the next year, and
submit it to the faculty. After approval, the
names of the nominees will be posted on the
bulletin board 3 days before the election.

The constitution of the association shall be
posted three days prior to the election day.

Election Procedures

(1) Student Council Officers nominate the
candidates for the president and vice-
president.

(2) Voting through Secret Balloting and Open
Counting.

(3) Candidates for other positions shall be
openly nominated and seconded. No
objection from nominees would be
entertained.

(4) When more than three candidates have
been nominated and the highest vote after
the first balloting does not garner 50% + 1 of
the total vote, the two highest votes are
retained. Another balloting shall be made
and the candidate with the lowest vote
dropped until anyone garners 50% + 1 vote.

(5) All members present must vote. Re-voting is
needed if there are more than 10 none-vote
(blank) ballots from each voting.

3. Inauguration Date

a.

Inauguration of the new officers shall be fourth
Thursday after the election; unless special
circumstances require otherwise. Between the
period of election and inauguration, newly
elected officers maintain normal member status.
The early election aims to provide sufficient time
for proper orientation of respective offices.
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b. If a new officer is not able to assume office, an
election should be held unless deemed
unnecessary by the student body. The elected
officer shall finish the term. If the president is
unable, the vice-president will assume the office
and the vacant office of the vice-president shall
be filled up by a duly elected person.

c. The new Student Council officers take charge
immediately after the inauguration ceremony.

d. After the inauguration ceremony, the old and
new officers of the Student Council can organize
a fellowship gathering to encourage one
another, to exchange ideas, and also to thank
the old officers for their service.

Amendment of the Constitution

1.

Proposed amendments to the constitution prepared
by the officers shall be presented to the student body
for approval prior to approval of the Faculty Advisers.
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the plebiscite day. 4. BUHMFZRERS SRR TRS

5. After the plebiscite, the result together with the R R
proposed amendments shall be presented to the 5. RS, BERL RS REIL
Faculty Advisers for approval. DA AR AR A v

6. The Faculty Advisers has the authority to make any RREZ S BR A RHAE

amendment to the Constitution and inform the
Student Association to carry out.

V. SERVICES %

IS

PR A A BUE A EFE, SRR
SR SPAT,

A. Transportation £

Students may use BSOP vehicles with approval of the [i) 2% 25 LA S B I R, AT A

Business Office. S T

1. Students should fill up and submit the Transportation 1. 7EFZERTTE RIS I AT 2 d
Request Slips two days prior to use. )

2. Payments for fuel consumption, maintenance, o4 A i N =T
driver’s time and meal expenses, and other fees shall 2 %*??E%fgfﬁﬁgg Hﬁ;;{,%;rf
be charged accordingly. /:'jé Aéﬁj&ﬁl%éﬁ AR !

3. The Business Office reserves the right to change, R \
turn down, or adjust the students’ request according 3. EFFAWRERISEBE A 55, BT
to the schedule and priorities of school business T, AR fa LS R T BE e
matters and Faculty’s requests. Bl R A A E R

B. Bulletin Boards Py

Students, faculty and staff may post notices and put up

FRES IS HAEE, [

displays on bulletin boards designated for each
department and for the Student Association only after
approval from the Business Manager, Student
Association president, or the Student Affairs office.

S B[R] A B AT T A E K
M WS, AR A KET]E
R 2 5 e s i 3T
k.
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Health Services

New students are required to undergo physical check-

ups at the beginning of classes. The seminary provides
transportation for students to see the school physician.

First-aid kits and basic medicine is available for
emergency use. Notify the Student Affairs office in case
of emergency, accident, or iliness.

Use of BSOP Facilities

1.

Churches, Christian organizations, youth groups that
are of the same evangelical faith as BSOP, may use
the compound and its facilities (e.g., chapel, dining
hall, kitchen, garden, vehicles, dormitories).

A letter of request, specifying the facilities needed,
the number of persons staying, the duration of
accommodation, and the purpose of the occasion,
must be presented to the Business Office.

Any faculty or staff member or student making the
request on behalf of an organization is responsible
for the maintenance and care of the facilities used.
Fees and other charges shall be settled with the
Business Office.

The use of the kitchen or maintenance staff is
optional and may be arranged with the Director of
Food Services.

Alumni Association (AA)

1.

The BSOP AA serves as a link between the alumni
and the Seminary, as well as between the Seminary
and the Christian community in the Philippines and
wherever the alumni are serving.

It is composed of all graduates, including those who
finished a period of study in any course in BSOP.
Officers are elected to a one-year term of office and
serve in an advisory capacity to the President.

Occasionally, alumni homecomings are held,
gathering alumni from all over the Philippines.
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UIDED INTERNSHIP 523 #&#i ]

The student's guided internship or field education
makes up the third essential part of the three-phase
training in the seminary, namely, the development of
the student’s spiritual life, theological knowledge and
practical ministries involvement in the local church or
parachurch organization. This is in recognition of the
needed balance in classroom studies, personal
Christian life and actual field work, to build up a well-
rounded servant of God.
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A

INTERNSHIP 224:527]

Method

The Field Education Department individualizes program
and guidance, and relates them with the student’s whole
learning and past experiences.

It works with the other departments as well as with the
church and parachurch to put into actual services at
different church settings theories learned in class. The
goal is toward a balanced spiritual growth and
harmonious social living with others. Hence, the name
student-worker.

Schedule/Credit

1. Weekend internship each trimester runs from 10 to
12 weeks.

2. Summer internship is 2 weeks in church conferences
and camps, 4 weeks of Provincial assignment.

3. Completion of one trimester internship earns the
student one (1) credit of field education; whereas
completion of one summer internship will earn him
two (2) credits.

Training Supervision

1. For weekend internship, the student is assigned to a
church or parachurch in Metro Manila or its suburb,
where he learns to minister to various age groups. He
is supervised by resident pastor(s) or church
leader(s) in the local church or parachurch.

2. Summer internship includes 2 weeks of ministries, in
church conferences or camps, such as counseling in
organized groups, conducting DVBS, teaching or
preaching in training seminars and 4 weeks
internship in provincial church where on-the-job
training in church planting, visitation, personal
evangelism & other pastoral works shall be provided.

. GOALS H#»

To develop maturity in personality, judgment and relational
skills;

To develop right attitudes toward ministry;

To discover one’s gifts and develop them in various
ministries;

To gain exposure and practical experiences in ministering
and

To preserve the burden for the lost as various means and
principles of reaching souls are learned.
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PRINCIPLES [z

Foundation

An effective internship is based on the principles of

responsible cooperation in the following levels:

1. Intern and the Lord
The intern continually seeks to shape his own
ministry according to the guidance of the Lord during
his training years.

2. Intern and the seminary
Aside from imparting knowledge of the ministry, the
seminary gives guidance and supervision. The
student is expected to be teachable, accountable,
available and faithful learners.

3. Intern and the Church or Parachurch
The church or parachurch continually gives training
opportunities, feedback and supervision. The student
enters into the life of the church and its ministries.

4. Intern and the Intern
Working hand-in-hand with fellow intern(s) assigned
to the same church or parachurch and encouraging
one another.

Formation
1. The Seminary
a. All full-time students are required to enroll in

Guided Internship or Field Education. Students
under the master degree take the 3-year
Internship which consists of three academic
years (9 trimesters in all) and two summer field
works (2 summers).

Thus, one full year of Field Education is 32 to 34
weeks of weekend internship and 6 weeks of
summer practicum (two trimester breaks during
one academic year must be noted: end of
February and end of December).

b. All full-time students under the Basic Bible
Course may apply for internship for exposure and
experience in local churches or parachurch
ministries. This is also applicable to part-time and
commuting students.

c. The Dean of Field Education assigns an intern
after a request has been processed. The “Field
Education Covenant” shall be issued at the
beginning of the internship, to be completed and
signed by the church or parachurch field
supervisor with the intern. The said covenant is
to be returned to the BSOP field education
department for filing.
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The 1st and 2™ year interns are assigned to the
Basic Ministry: personal evangelism,
discipleship, visitation, Bible study class,
children’s Sunday school, youth fellowship, song
leading, visitation and sharing in fellowship.

The 3 and 4" year interns are assigned to the
Advanced Ministry: pastoral work, preaching,
translation work in worship service, church
planting, specialized ministries arranged with the
local church or parachurch organization.

Every intern is assigned two sections of service
in the local church or parachurch that takes 6 to
8 hours per week.

Direct supervision from the Dean of Field
Education, either by visitation or counseling or
instruction, shall be carried out with the
assistance of other BSOP faculty members.
Checklist and evaluation forms are sent to the
church pastor or field supervisors each trimester
for update and feedback on intern’s performance.
The Dean of Field Education and the field
supervisor shall evaluate the performance of the
intern at the end of each internship by rating
passed or failed.

2. The Church or Parachurch

a.

A Church or a parachurch organization may
request for BSOP Intern(s). Request letters for
weekend internship should be forwarded by the
end of July or before August.

The pastor or any church leader with direct
access to the intern’s assigned field work shall be
the Field Supervisor, who shall familiarize the
intern with the church and its programs. The Field
Supervisor shall outline in detail the intern’s
assigned work and responsibilities as well as the
intern’s areas of freedom, creativity and support
system.

The Field Supervisor serves as a guide in helping
the intern develop Christian character essential
to the ministry: submission, humility, proper
attitudes toward superiors and peers, discretion
toward opposite sex, good interpersonal
communication skills, sensitivity to others and
social poise,

The Pastor or Field Supervisor shall strive to
draw out the gifts of the intern to present
opportunities to develop such talents; to treat the
intern as a learner and not as a full-time church
worker.

[©)

=

a.

b.

C.

d.

HHARS ST, Hd%, Hx
EANFEBZRETH, S TY)
aRbrES, BE, B

ORI, — S R

4, BB SEAETHE
Ze, WA NAIE, T1EZ,

BEYE, FH, iR, HE,
WUIEH T,

AR U AR 2 1 S ) AR R

Y, FERETIeHEEWINE,
¥, Z5¥EMETINE,
BRI H L.

B AN A EETH,
(R PSP AN YAV N

o ELRRME RSO BAER AR,

PR IR, Hl TEE
I Ce N FEuE T
SR SH L R R
A TARRR IR . hH =
W, B RN, HE%
AR TAERIE L.

LS EESIZH S WEE R R

PGS T TR B TA R
%1 PP

2. HRT5I:

BAF LA L LB BRI
M, TEMEES53HE, Hi
BHHE - HRIE LR, JET\H
AR &7 [ 52 3T 4L

SRR ARSI ZA
B, ANRRBASHE BN, &
RARBATIN , HLAE
AN TAERT SR, JF 7 #
HTESESRI, HrhzIHA
HH R PAZR .
RSB BT - A 5t
465, WBNZS BB ST
HZ, JFHALER MY )X
HAN SR B R A i
ﬂﬂ: JIIDLIE&’ %?" %ﬁ%%ﬁ‘, 'ﬁ;
WIEJR, FAT 8 VIS Abr
RKAEGHIE.
PR RIS IN &, bk
AR LU D), KiEHFEH
B RBNG . P2 LRSS )
(7] 82 7 44 Bl LS [ 522
AL, mEE TERTAD .

Guided Internship 52 5] 20 F #L0) | 42



The Pastor or Field Supervisor shall discuss with
the intern his work from time to time.

Although not mandatory, a monthly honorarium
may be given to the intern. Overnight
accommodation for the intern who ministers late
into the night at the designated church or
parachurch is encouraged.

For valid reason, an intern may directly ask for
one personal excused absence in a trimester of
weekend internship.

Permission for absence should be requested by
the said intern from the Field Supervisor. The
Field Supervisor, after weighing the cause of
such request with the needs of the ministry, shall
decide at his discretion, whether or not to excuse
the intern. The intern shall be responsible to
inform the Dean of Field Education on absences
and comply with the necessary forms.

The field Supervisor shall inform the Dean of
Field Education as soon as possible when the
intern performs poorly or is unfaithful in the
assigned work, or has incurred unpleasant
outcomes in the assigned task.

The Field Supervisor shall fill out the Practical
Work Evaluation Forms from the seminary every
trimester. He may work with the dean of Field
Education in rating the passed or failed
performance of the intern.

The Intern

a.

One credit unit is awarded to a student who
completes one trimester of weekend internship;
two credits are awarded for completion of one
summer field work.

The intern is expected to be teachable,
accountable, available, and faithful learners. He
is to make efforts to enter into the life’s situation
of the church or parachurch.

Attendance in the designated church’s Sunday
Worship is required. Discuss with the Dean of
Field Education on conflicts.

Punctuality and responsibility shall be observed
through-out the internship.

Approved ministries take precedence over self-
initiated activities or ministries. Exceptions are in
cases pertaining to the needs of the seminary
(e.g., BSOP Sunday, Convocation Day,
Commencement Day).

Only one personal excused absence is allowed
every ftrimester, with exception of prolonged
illness.
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(1) Two unexcused absences in a trimester lead
to additional work for the Intern.

(2) Permission for absence should be secured
first from the Field Supervisor, then, from the
Dean of Field Education.

(3) An excused slip shall be issued. It is to be
signed by the Field supervisor and returned
for file with the Department of Practical Work.

(4) The intern is responsible to coordinate for a
substitute and to provide the notes or
teaching materials to the substitute.

(5) Application for excused absence (with
exception to illness) should be submitted at
least one week before the assigned work
begins.

g. An intern should dress and groom himself
properly. Wear proper outfits that will add, not
subtract, to your total personality, and at the
same time, suit the occasion and place.

h. An intern shall meet the training requirements
specified for him by constantly referring to the job
description and conferring with the Field
Supervisor.

i. The intern shall receive a rating of passed or
failed, from both the Field Supervisor and the
Dean of Field Education. Rating is based on the
checklists and performance evaluations of each
trimester/summer internship. Additional work
load may be required of an intern who is failing in
field work.

Follow-up Guidelines for Summer Internship

Most of the general procedures of weekend practicum

guide-lines are applicable for summer internship, in terms

of requests, regulations, evaluation, and spiritual
formation as well as character development for the intern.

However, some particular guidelines for further reference

are as follows:

1. The period of the summer internship is 6-week long,
usually divided into two parts: 2-week of church
camps and 4-week long or 1-month provincial church
ministry exposure.

2. The pastor or the OIC of the church involved would
be the Field Supervisor, working and supervising the
student-intern, guiding him/her in any area of ministry
available. A separate form appraising the intern’s
performance would be filled and completed by the
said field supervisor and sent back to BSOP field
education department.

3. The church involved would provide moderate
accommodation to the student-intern—food and
lodging, during the intern’s stay for the practicum
period.

4. The church involved, if affordable, would remit the
airfare of the intern for the exact amount round-trip
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fare, that is, from BSOP to the practicum cite and
back to the intern’s place of destination, home.

A monthly honorarium fee, for one-month summer
church internship for the said intern would be greatly
appreciated, however, this is not mandatory to the
church involved.
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I. LIBRARY PERSONNEL B H1ER% A\ R

m— r

Dr. Jean Uayén EELHEL Mrs. Raquel Cruz Hi & I #k
Head of the Library [& 43 1 3 /£ Administrative Librarian 47 B 1 7

Mr. Adiel Danganan & % % 1, Mrs. Rebecca Danganan #| B % & &k
Cataloging Assistant 4% H H7 i Serials/Circulation Assistant fiz 45 % i

C N

Ms. Norabel V. Bagotsay §F $i i &
Circulation Assistant Ik 4% R 51
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Il. LIBRARY HOURS P& 4575 ik 55 B+ [8]

A. Regular School Days IE# EiR#AE:

MORNING AFTERNOON EVENING
+4 T M b
MONDAY TO FRIDAY _ _ _ _ 1
BT 08:00 - 11:00 01:00 - 06:00 07:00 - 10:00
SATLi“iDAY 08:00 - 12:00 01:00 - 05:00
JE 75
B. Quarter/Summer Breaks & X1 B 18]
MORNING AFTERNOON
e TF
MONDAY TO SATURDAY _ _ _ _
B A 08:00 - 12:00 01:00 - 05:00
C. Modules &£ £ H#A[A]:
MORNING AFTERNOON EVENING
+4 T M
MONDAY TO SATURDAY 08:00 - 12:00 01:00 - 06:00 07:00 - 09:00

JA—Z 7

e The Library is off limits to all students during 11:00 — 12:00
a.m. and other regulated activities of cleaning, sports and

choir practice.

e The Library is closed on Sundays and Holidays. Check

bulletin board for announcements.

e Photocopying service stops at 9 p.m. and during off-hours.
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Ill. MATERIAL LOAN POLICIES &+ 755 /% BHE 57 5 BH

LOAN POLICIES

; i B A 25 5t B
USERA; ;;\ATUS NUMBER OF DURATION RENEWAL
== BOOKS (Days) (Times x Days)
FEHE &S ERHER) g REXR)

Fulltime faculty and Administrators
SIRHT . FTER 40 120 2x90
Residential/commuting students
fEBR Bk 10 14 1x07
AGST students
AGST A2 10 14 1x14
Board members, adjunct faculty, staff
members FEERHE . HERAUDT. B 10 60 1x30
Student’s/faculty spouse
L N > 4 1x07
Alumni, non-alumni, pastors 10 30 1x14

B Bt iE
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Multi-media materials (cassettes, VHS tapes, CDs, VDCs,
DVDs) can only be borrowed for a maximum of seven (7)
days. Renewal is subject to approval.

AGST students from other seminaries shall deposit £200
per book, refundable upon return of books. Maximum
number of books is five (5), subject to recall at any time.

Non-alumni pastors shall submit a letter of reference from
their church, organization, or senior pastors together with
their application form. Books can be borrowed after
approval of application and payment of fees.

Guests and researchers shall submit a letter of reference
or certificate of enrolment/ employment from their school
Director or Academic Dean, organization, or pastor before
permission is granted to use the Library. Such users may
not check out books or journals.
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IV. GENERAL/RESERVED BOOKS, SUNDAY SCHOOL MATERIALS, PERIODICALS
ERBE. EHFEEMATIY

A

All books and journals are magnetized. The Library is A.

equipped with a sensor by the main door to detect
improperly processed books.

All books are subject to recall at anytime in case of need.

Teachers may reserve English or Chinese books for their
courses inside the Service Counter. This area is off-limit
to all students. Please press the buzzer on the Service
Counter for assistance. Course Reserved books may be
checked out between 9:30 - 9:45 p.m. (Monday-Friday),
to be returned by 7:30 a.m. the next day. Each student
may borrow up to two (2) books overnight or over-
weekend. Reserved books checked out for use within the
Library will be limited to two (2) hours per student and
may be renewed for another two (2) hours, unless
requested by another patron. Late return will be charged
by the hour. Non-residential students may ask about early
evening (5:00 — 5:20 p.m., Mon-Fri) checkout, provided
there are duplicate copies left in the TR shelves.

Non-circulation materials include: Reference Books,
Special Collection, Filipiniana, Oversized Books, Theses
and Dissertations, Philippine Chinese Church Archive
materials, Catalogues and Indices, Librarian’s File
Collection, Maps and Transparencies Collection.
Photocopying requests are subject to approval.

Sunday School materials may be checked out over the
weekend between 10:30 — 11:00 p.m. (Friday), and must
be returned on Monday morning by 8:00 a.m.

B.

A S FI S BAT WA E DB B %
B HEHUE i 48 K T2 ks
TSR I

WEL, P TR AT DARE N A [ O
SEL D

ST AT DAY T R B AR TS A O IR S5 AR
SHEKPLE, FAENHI N, E#%
SSLLEN G Bh . B b Bk R R A B 1S
$EEAEE - 9:30 - 9:45 (JH— & JH 1)
W SR, T IRH B4 7:30 LARETIH
Wo BALEEREEHA . ERTEE
G, BARTATLLHP /N, #HT
NHUEM 5, A H BN .

WER RS IE TS, DA/ SR 51
T RFEBA, EERRIZEER L
E R 5:00 - 5:20 (& — &2 & 1) f&
SLE N

FESMETTRL: REZSHA. KL
E NI SRS 1T SR DNS LS N i
3 HZ MEEERG SRR
ZlF- SR WS E SN SR EE T 0E SN
KIS B k. BRIEA R HEHEA
FRZENFR R R e . 1
RELIEESIE Vil e

FEHY¥EM: ARMEHELAR LS
10:30-11:00 #p¥, FTH— L4
7:30 LRTIHIE
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Library fees for residential and commuting students have
been included in the tuition fees charged by either the
Academic Office or the AGST Registrar. This covers from
June to the following March, or the regular school year.
During the summer break, students (full or part-time) who
have pre-registered for the following quarter may check
out books. Board members, Alumni, non-alumni Pastors,
Student/Staff spouses must pay 400 per year.
Researchers (quarterly use) must pay 400 per quarter.
The amount covers computer/internet usage but without
borrowing privileges. Guest researcher’s fee is 100 per
day until 5 p.m., but without borrowing privilege and
computer/internet usage. Non-BSOP patrons bringing
their own laptop computers will be charged 100 per day
for power consumption.

F. Residential students, fulltime faculty and staff, student F. f:iff2ed:. £EET. 47 A, 2%
and faculty spouses may borrow periodicals overnight. AR TR . O AR A R T
Check out time is between 9:30 - 9:45 p.m. (Monday- A TIELERG [ 9:30 - 9: 45 (JE —
Friday), to be returned by 8:00 a.m. the next day. ZRET) I, EFUH FA7:30 L

HHIE

G. Procedure for checking out and renewals: G. f& / T

1. Checking out and returning books: Users must bring 1. 8 / BPEERE. (S ANEE R
their Student Cards to the Service Counter along with 22 A 5E 3 R 28 A 4 70 B04E /55 T
the books and other items. This privilege will be i o e =
denied if accrued fine is more than 1,000 or the f;#j:ggli;ﬁ%jégg Ezgﬁ
number of books has exceeded the limit. % H HISTRE PR A, TR R

2. Holds and searches: If the user needs a C e e P e
book/reserved book that has been checked out, a 2. E &E‘j‘: ﬁjszm{%%i’*aéfﬁ
hold request may be placed through the OPAC or by ﬂﬁ?fma ETE”E' %Eﬁ%*ﬂ‘ﬂﬁﬁm{%
filling out and submitting a Book Search Form to the B14E, WHREE [FRB] £
Library Staff. The user will be notified when the book B RIS ORRE | RAK A TR
is available or located. Do 4K B 0 B o 3 1

3. Renewal procedure: Books may be renewed unless 3. BERER: PRI A HAb Ak
someone has placed a “hold” request on the books. T, WIERfE. BRI B S
For Board Members and Alumni, renewals should be WEHA. EARREREWM R, AT EE
made in person. Renewing over the phone will be 8 20T ) TR R R B A A B,
allowed for special circumstances for one time only. . EH ) H [ 22— Ve
Such renewal must be done by providing the Card }iﬁﬁj}ﬁg"ﬂ’ AL
number. He

IV. FEES AND FINES %7 %% 5 il 3k

A. Library Fees A EPEEA:

{ERE e w2 A PR 2 DR T
N ABE AGST B AT+ 224k 1
K 2 O AFE T AGST 3. A %0
HN—2E(FENARBREZH) . &
W2 B, S vE M B el et Ak
A LM . W RO M AR R AT
fE3E . RRAEAUAFET 400 JG. BHFLAE
FEA2A AR IE T 400 JC, AT HL
/ EW, EATET . SRERRAUT
FER 100 o AT B s fw b

W) o i B CT5E i AU 7R
M 100 7T

B. Overdue Fines @ #i§1&k&

Books Periodicals Multimedia Reserved Books Sunday School Materials
SEL. | EFTIY T SR FmEE/RERE | THZEHEH
10.00/day 5.00/hour 50.00/day 20.00/hour 10.00/day
fH1J BN ToT fEHA T SNSRI fEH1Jt
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C. Loss and Damages C.

e Report loss immediately. If the report is made after
the due date for returning books, the fine will be
charged until the date of report.

o Lost books that are still in print will be charged the
current amount necessary to replace the book plus a
processing fee of £200. Out of print books will be
charged ten times the original price of the books or
higher. If the original price is not known, Chinese
books will be charged US$50 or higher, while English
and other books will be charged US $100 or higher,
depending on the assessed value of the book. Total
charges = date due fine + charges for book
replacement + service fee.

e Lost journals or periodicals will be charged the
current amount necessary to replace the items plus a
processing fee of #200. Out of print materials will be
charged ten times the original price or higher. If the
original price is not known, each journal will be
charged US$100 or higher, depending on the
assessed value of the journal. For multimedia
materials, please consult the section on
“‘Miscellaneous.” Total charges = date due fine +
charges for journal replacement + service fee.

e Damages are charged according to the repair fees
plus P200 service fee.

D. Internet Fees: D.

Alumni and spouses of students/ staff/faculty shall pay
£20 per hour when using the Internet, either on Library
computers or personal laptops. Guest researchers shall
pay P30 per hour.

BmEW . IR

* FfE e AT, R R ER AR
Ko FEHA H AR RS B, 5
S IET I T K o 3 T R e A D B PR
R H 5

* B ORI TE HE AR I TS A8 B I 43
FEINFE T 200 JCARSS B B SRl
o CARR T EEAR S BTN 53K
1A (BLDL ) Wiz . iR A St
BEARVE B 1Z T Z TN A, RS
FEEGALIZES 50 TCIHE., FiC Kk
AP FERA LIS 100 JTiT5H .

S G A = R 2 R I R AR
%%,

* SEMATIYRBUE RS2, i E3EM 200
TCo CVALRR I 2 BT 24 I TN
FARA 15 (B L) Wi . G SR
VORI A ARV BT 22 TN
¥, MMGEAZES 100 TTIGRL ., W0T
BRNES BT (W) #0r. B4
=36 I 2 0 K+ 00 R T 4 s s+ i
%%,

* PRIRE P EE AT LS EE 9% N SE
200 JoAR %5 %% .

AL g &

B MBS ZOMM RSN
I B2 IEM 20 o6 (o2& KR
HOMHERD o koL AR/
i 2R FET 30 J.

VI. THE LIBRARY OF CONGRESS SYSTEM 54y K %4

The Library of Congress Classification System uses a letter at [ 3E3%] EPBIEIAANHEEESEBIED
the beginning of the call number. The books are placed on the 2% Z 4; (Library of Congress Classification
shelves according to letter/s (BS), then by the numbers which System) . FFAFEE W F RIS . PAL

follow. For example, PR REHEAE AR, SRR I B, W

Ref-CH
BS
1140.2
Ar6e

“Ref” indicates Reference works, CH = Chinese; BS indicates Ref {5& %4545, CH f&rh w4545 BS 3%
the LCC Category. The letters “Ar” refer to the first two letters g2, Ar $8/EE E T4 L+ R, OS
of the Author’s surname. OS indicates oversized books. FEE U AE
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The LCC has the following categories:

LcC
A
B-BD
BF
BJ
BR
BS
BV

BL
BM
BP
BQ
BX

N<C—|(D;UO'UZ§|_X‘—IQG)
Py

Category
General Works (Encyclopedias, Dictionaries, etc.)

Philosophy

Psychology

Ethics

Church History, Christianity
Bible

Christian Moral and Devotional Theology, Pastoral
Theology, Church, Christian Education, Missions
Other Religions

Judaism

Islam

Buddhism

Denominations

History: Auxiliary Sciences
History: General and Old World
History: American

Geography

Anthropology

Folklore

Recreation

Social Sciences

Political Science

Law

Education

Music

Fine Arts

Language and Literature
Science

Medicine

Agriculture

Technology

Military Science

Naval Science

Bibliography and Library Science

VIl. THE CARD CATALOG £H H*

The Card Catalog is the “key to the Library.” The BSOP
Library Card Catalog has two types of access points, which
are arranged in dictionary form alphabetically. There are also
separate sections for Chinese Books and Visual Aids cards.

BmR
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A. Author Card /EE % H F:

[Call Number]—

[Place of publication]

[No. of pages] +—————> 202 p. N

[Accession no.]>

[Subject] ﬁ 1. Adjustment (Psychology)

BT
[%E%‘ﬁg]f[ 121.2  JHE24E Tong, Stephen. €

BF
335 Halligan, Fredrica R.

[Author]

K63 The art of coping €
+——> New York : Crossroad, ¢1995. €———

[Publisher]
Includes bibliographical references.
ISBN 08024514874
22978

2. Stress Management I. Title

[Title]
- [Date of publication]

T61 BHZREAAE Holy Spirit and Gospel {ch}

[fE#]
<[H4]

(AR R > 2 . RS R, 1988, <—— [ H ]

%]

[Fid 5>

[tﬁ%ﬂ]-::::::::i:l. Bible. N. T. Gospels {ch}
2. Holy Spirit {ch} I. Title

B. Title Card £4F:

128 p. A
[HARAE]
C-3728

The art of coping
BF
335 Halligan, Fredrica R.
K63 The art of coping
New York : Crossroad, c1995.
202 p.

Includes bibliographical references.
ISBN 08024514874

22978
1. Adjustment (Psychology)
2. Stress Management I. Title
BIZCEAAE % Holy Spirit and Gospel {ch}
BT
121.2  JH5248 Tong, Stephen.
T61 B4 BIE T Holy Spirit and Gospel {ch}
21 AR A, ¢1988.
128 p.
C-3728

1. Bible. N. T. Gospels {ch}
2. Holy Spirit {ch} I. Title
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C. Subject Card #3/8 % :

ADJUSTMENT (PSYCHOLOGY)
BF
335 Halligan, Fredrica R.
K63 The art of coping
New York : Crossroad, c1995.
202 p.
Includes bibliographical references.
ISBN 08024514874
22978
1. Adjustment (Psychology)
2. Stress Management I. Title
Bible. N. T. Gospels {ch}
BT
121. 2 225 Tong, Stephen.
T61 BHZREAAE S Holy Spirit and Gospel {ch}
B IR I RHE, 1988,
128 p.
C-3728
1. Bible. N. T. Gospels {ch}
2. Holy Spirit {ch} I. Title

Aside from the Card Catalog, books can also be searched
using the OPAC, or Online Public Access Catalog. This is
located at the Service Counter and the Reading Area or
through the website of the Seminary.

VIIl. MISCELLANEOUS #4%)

A. Dress Code:
The wearing of appropriate attire at applicable times
following the Seminary guidelines will apply. Casual attire
and slippers may be worn only after 5:00 p.m., Monday-
Thursday, and 12:00 noon on Friday.

B. Photocopiers and Printers:

Photocopying and printing services are available for the
convenience of all patrons. Only fulltime faculty,
administrators and staff members may do their own
photocopying. Residential and non-residential students
are to pay in advance P200 for photocopying every
quarter; the balance is refundable if not completely used.
Alumni, pastors, and visitors shall pay to the Library Staff
upon service.

Standard limit for photocopying is 15% of total number
of pages. For special needs and with written approval of
professors, photocopying of a whole book is
permissible. Cut-off time for photocopy service is at 9:00
p.m., Monday to Friday.

SEVE ORIV M oW/AS s NS $79
B XA AEIR SR G B T
oy DA B R T4

A, JRA
ST B RS IR, 2P R
2 5:00 LLEAE FLA4- 12:00 LAE A
CIRYS-E i

B.  KEIHLFIFT ENHL
S ENHURIFT EPHLE AR 5 8 it 15
. RESIEN. TER. KR
AE, (LR SEE A TR
FeAHEENT 436 200 . WK
seafii i, ATDLBE. k. Motk
. DAK R s AT RIS 45 4R A B

=
AR

REARPBA T ELEE 15%0) T, 455
AN, A AP .
e A ENETATE 9:00 ARk,
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Users who want to print their documents can use the
printer located inside the Service Counter area. Please
ask the Library Staff for assistance. Residential and non-
residential students are to pay in advance P200/quarter
for printing. Misprints shall be charged along with non-
misprints in calculating the number of copies printed.

Reading Tables:

The reading tables are for public use at all times. No
personal belongings/books shall be left on the reading
tables. Reserved tables in the Graduate Students Study
Room are available for doctoral, Th. M. or thesis-writing
students. Books signed out for thesis writing may be
placed in these areas. Other users shall not take away
such books but may request the thesis-writer for
temporary browsing. All other students and patrons may
use the carrels in the Reading Area.

In-house and Telephone Calls:

The Library Staff shall accept and relay brief messages
only if deemed important. Calls may be transferred to the
lobby intercom (#141). Please advise relatives and
friends regarding this policy. Faculty and staff members
are requested to comply and refrain from asking to talk
with students directly over any in-house intercoms.

Cellphones:

Cellphones shall be set on “SILENT” mode while inside
the Library. Sending text messages inside the Library
may be done but calls are to be made/taken outside the
Library. The essence of this policy is not to cause
disturbance to other Library patrons.

Food and Drinks:

Food and drinks are strictly forbidden inside the Library.
Personal water bottles or teacups may be placed only on
the cabinet beside the drinking fountain, not anywhere
near the Library.

Lost Items:

Lost or items left in the Library shall be turned over to the
Library Staff where they shall be kept for one week.
Unclaimed items shall be disposed of according to the
discretion of the Library Staff.

Personal Belongings/After Using Books:

All patrons shall take their personal belongings with them
when leaving the Library. Alumni, pastors, guest
researchers and visitors shall deposit their bags with the
Library Staff while they are inside the Library. All books
which have been used are to be returned to the book carts
in the Book Stack and Reading Areas.

Emergency Exits:

There are two clearly marked “Emergency Exits” in the
Library, indicated by signs on the doors. These exits are
for emergency use only; anyone who opens these doors
without just cause shall be fined £100.
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J. Air-conditioners and Lights:
Only the Library Staff may switch on and regulate air-
conditioners. They will also turn on adequate lights during
the day and night. Electric fans may be used when air-
conditioners are off, but please avoid relocating them for
your personal convenience. Turn off all fans and lights
upon leaving the Library. Always conserve energy.

K. Sofas:
Sofa sets in the Reading Area and Book Stack Area are
for sitting, not for napping or sleeping.

L. Audio-Visual Materials:

1.

Selected video or cassette tapes may be checked
out, or viewed inside the Audio-visual Room. If there
are ten or more viewers, the air-conditioner may be
turned on.

For class viewing, professors shall schedule two days
ahead with the Chief Librarian. For church group
viewing, the student shall personally check out the
tapes and be responsible for them. They may not
borrow for others or leave the tapes in their care.
Charges for group viewing is twice the amount for
individual viewing. The fees for individual viewing are
as follows:

. TR
25 e B TR R R O /B A . T
AR R 15 1% T B . AT
W20, A DL F H AR, R R AN R
Bz I B, RETH

K. ¥k
152 W5 b 5 0 R 22 TR Vb A e
RE, BB IR BLHEGE

L. AT EN

1.

AT . OLERE T
JERER F v BR DVD SR AT LA H
] DAAE AL & B A

A SRR, IHEIME A
—REGEEEBE . REA+
NBL L, BURT A A . W SRAE 2
S, EAEEHESE A 5.
PEANET B A S 45 ) N A
HRICE e NIRRT PIfE . A
NWE W B )

No. of Discs or Tapes/Title | Cassette/VHS Tapes CDs/VCDs DVDs
ii0dal X XEW HEER. EH DVD %
1 £25.00 £30.00 £50.00
2 £30.00 £35.00 £55.00
3 £35.00 £40.00 £60.00
4 £40.00 £45.00 £65.00
5 £45.00 £50.00 £70.00
6 £50.00 £55.00 £75.00

4. Board members, AGST students and non-alumni

pastors shall first pay a refundable deposit of 400
before being allowed to check out AV tapes. Upon
returning, deposits shall be refunded.

4. FHE, AGST 24, ARRSAHUMALE

it Se A HE T 400 TR, MET
IR SR ft B R

5. When losses or damages are incurred, the fines are 5. RS
as follows:
Cassette/VHS Tapes CDs/VCDs DVDs
X RBW JCEEPE. 2 H DVD RZRE

JR AN B LA I EE T 200 AR %% 9

5X the original price

+ P200 service fee

7X the original price
+ P200 service fee

JR AN B LA I EE M 200 TR %% 9

10X the original price
+ P200 service fee

JEA B 5 nFE T 200 JCARSS %

M. Using Computers and Printers

1.

The Library Staff shall prepare all computers and
printers when the Library opens. The computers shall
be off-limits to students from 11:00 a.m. to 1:00 p.m.
and from 6:00 p.m. to 7:00 p.m. and during regulated
school activities. Users are not to turn on/off
computers or UPS or change any settings, or connect

M. fERIRAR. {TERHL

1.

RRE KRS K BIER R 7
TIREN G, AWTLMER . Bk

11:00 E 4 1:00, T4 6:00F
7:00 LS 2= B e TG Bl ], 2%
EAHERE A . TEANEFA B Bk
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laptops to any of the desktop computers in the PR, BRE EEM AT H

computer area. b o

2. Keep the table, keyboard and drawers clean and 2. IBEURFFE L. B, Bl S R
neat. When using extra chairs, return to its place after HE, EERAEZARTF, 5T
use. fi I JE 3 1Bl A

3. Anyone desiring to use the computers, online or off- 3. T EM/ASER, {5 B iET,
line, shall sign up at the Service Counter. Each log on BIERS S MEM F5it. Bk
lasts for an hour and will automatically log off. He it — /NI AEFE, 2 TeAl A

4. Only Mr. Homer Huang, Rev. Dennis Yam and Dr. AT, AN
Jean Uayan (and the people they assign) may install A VU R R AL . AR

any educational or technical software into the RS20 0 0 B B A 198 2
N EENL B H ,

computers. No one is allowed to install his own

programs, nor download from the Internet into any of N FTUUHIN R BOHAL T TR AT
the Library computers. Hoth NASTT NS NATAT 8/ 72

5. Children of faculty/staff members and students, in ¥ X ) X
elementary or high school levels, may use the 5. M5 S AE 1) 5 Ao P F i F B ]
computers from 5:00 — 6:00 p.m., 7:00 — 8:00 p.m. ZHE (UhEEER AR ] — 2
Monday through Friday, and any time on Saturday. FH N4 5:00 £ 6:00; B E7:00%
However, they shall give due consideration to other 8:00. JANAPEEINR, {HiEE A
users. K 45

6. WiFi signal is available inside the Library. The 6. [AYAHL A 228 WI-FI, i A
Internet is mainly a tool for research and email, and PR T B ER g, dax) A
should not be used for chatting, electronic phone AT, HLERIE . R BB ek
calls, immoral purposes, entertainment E E SRk &K#T%Jﬁt;&
(watching/downloading games, movies or other Jﬁijgjj ‘Ef‘f}ﬁ . v é/ 7~
media forms), and/or leisure (playing online games). B, DA G i At A BEE I
Immoral usage dishonors God and improper usage HEH L o
slows down the whole system and affects all other
users.

7. Shhould you hear any unusualkbeeping sclalunds fr:om 7. U ELICRIT I E A A 2 1
the computers or see smoke or smell anything IO SN W
unusual on/from the computers, immediately save ik EBJ?EMTE/‘JEfFﬁﬁ’ e
your work and report the problem to any of the Library SEREATH R 2t SR e 2k
Staff or to Mr. Homer Huang.

8. Personal laptops should be turned off, unplugged 8. L. iR 52priEshn i,
from wall outlets or extension cords, and taken out of =g s B, ST
the Library upon leaving. They may not be left in the SRR SE B, IO R 1

Library during mealtime or while students are

N N g it
attending classes or for whatever duration. W, IR

IX. COLLECTIONS AND LOCATIONS & 34518 120 23 fn i &)

+ English/Chinese General Circulation and Bound « By 0@ 1548 (FEE R PRSI 28 i)
Periodicals Section (Book Stack Area beside Online

Classroom)
English/Chinese Reference Circulation (Book Stack Area < S5 1048 (TR EUFE EIE PR S
near glass exit door) HE)

English/Chinese Theses and Dissertation Collection, .« Foyy2zfy7 e balip . Hallig. JEh
Special Collection, Filipiniana (Book Stack Area; movable VR T AE (6 P A TR PR (R 3 T )
bookshelves) A
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English/Chinese Course Reserved Books (in the Service
Counter)

Current Periodicals (Reading Area); Bound Periodicals
(Book Stack Area)

Oversized Books (inside blue bookshelves in the Book
Stack Area)

Philippine Chinese Church Archive (Philippine Chinese
Church Archive and Research Room)

Cassette/Video Tapes, CD, VCD, DVD Collection in
Multimedia Cabinets (Book Stack Area and Philippine
Chinese Church Archives Section)

Sunday School Materials (Philippine Chinese Church
Archive and Research Room)

Librarian’s File Collection (Reading Area inside Librarians’
Workroom)

Maps and Transparencies Collection (Philippine Chinese
Church Archives and Research Room)

PN A E THEE (72 b Wit 5 R 5546 & B
(1))
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APPENDIX I: Sample of “Guidance Form” (in letter format)
fiz—: “YIRE” BEEEL (HEEZD

Dear Mr./Ms. Student:
SRR MR

The Faculty Council of BSOP would like to meet with you and help you.
“HEE” BUMRIES R T R BIR .

We thank God that he has saved us and called us to the ministry. Moreover, we also thank God for giving us
the opportunity to study, to learn together and to help each other here at BSOP.

PAVR EAPRR T IRAVFEIF BRI 5RXAFE T dhsh, TATRERG B GRATFE TN, £ “FEE7
220 P .

Our spiritual life, its growth and maturity, is a life-time walk and involves a process of learning and unlearning.
Along the way, we need each other to support one another, pray for one another and even correct one
another.

BATRYEATE RS R —AEWIER, B DAKE I 5SARSIER . EXKK b, RAIFEEM
SCRF. HAHAGSK, HEEHARRIE.

The Special Faculty Committee is aware of some of the issues you are struggling with. They have surfaced

recently in on .

CHEET R M A B SR TR AR AL ) R 3K 26 ) R AR G 28 tH IAE (H#ED £
(2D

Counseling, help and correction are needed:
i S AR

1. the issue of honesty in finances/written assignments /exams

e/ A AR/ 25 b B DA (]

2. the issue of attitude to authorities/practicum supervisor
XA B S > M B )4 ) A

3. theissue of
I 2

Based on our discipline policies and procedures listed on page 18 of this BSOP Student Handbook
are offenses which need help so that your spiritual life may bring honor and glory to the God we
serve and benefit others with whom one comes in contact with.

FTRATHIAL TI B AN BSOP 2224 T35 18 WU 41t HIAE ¥ UM, BB LR A R R A e]
PARLEE . SRMBERAMTARAR I, IF4s Prib B & — D N £ 24k

The Faculty Council recommends these specific steps to help restore your walk with the Lord and your
relationship with others:
IR BUMRI WL N X B AR IR, NER BRI E S b AT RO R L BN R &

1. We recommend that you to seek professional counseling

FATREBURZ TR Mk 4 =

2. We recommend that you do not take any courses in the 2"/3[— quarter
PATARBAARLES /S =20 3 PARTIRGE
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3. We recommend that you apologize to

AT [F) EH

4. We recommend that you submit report on
AR BIELE 5L -85

5. We recommend that you meet faculty for prayer twice a week
AT W, A IR

6. We recommend that you
FATHWAR

In view of the above, the Faculty Council assures you that we are continuing to pray for you as we put you on
probation/suspension you this quarter effective to . We do not want the Evil One to
take hold of anyone of us in the BSOP Family during this difficult time. Hence, we will ask all members of the
BSOP Family to pray for you, not to take the initiative to ask you, not to discuss this matter with any other
person, be it BSOP people or non-BSOP people.

T BRIEOL, AERATICAR AL B IR B sl 15 VR IZ A2 2= 1 27 > 1 1] F_ A H# _ A
_ He “HEE” BUTREFARGRAIERATS BRI S , EXAEMERG B, AT EF e 9L

FREP AR . B, AT “FEE7 RFKEIA B IR S, EROIAS TSR RLE, BA5E
T HAB N “FE2E7 AR “3EE7 M) BLB .

A Special Faculty Committee shall meet after fulfilment of #1, 3, 4 .... above to assess your case to decide
whether or not to continue or discontinue your study here at BSOP. If found satisfactory by the Special Faculty
Committee, you shall be allowed to continue your studies here at BSOP. We pray that the whole discipline
procedure shall ultimately be redemptive, restore relationships and bring glory to God.

el UM S AE L E #1. 30 4 fF0U 2 )5, TP PPk E /RO B4R ER T IEAE “JEE7 MaE>), R “HE
X7 BUMBIS R, R AT AR ZEAE “3EE7 S BATA SR TR s A REHR 0], IR SRR &R

Conforme % [#:

Faculty #1 ZUifi— Date H }
Faculty #1 #U% — Date H 1
Faculty #1 T = Date H #

I understand and am willing to accept the above. Furthermore, | shall do what is recommended above so that
redemptive discipline and restoration to the Lord and to others be achieved soon.

T A ERER BT . tbsh, FEHATU R UBUR PR RDHRE S TR SRR AR .

Signed by 224244

Name of Student 41tk 44 Date H
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To be filled out by professor (form to be kept in the student’s academic file)

APPENDIX Il: GUIDANCE FORM ON PLAGIARISM

fx—: PR “JIFRK"

HI B S RIS P ORAT AR A A B A AR 5 )

Kind of Plagiarism: put a check whenever applicable
PRI R AAT, W

1. __ ldea Plagiarism ¥ & b7
2. Key Term Plagiarism <4 ¥ &
3. ___ Paraphrasing Plagiarism & i&#)%%
4. Word for Word Plagiarism iZ7-#) %%
4.1. ___ block quotation without footnotes K EX 5| S0 %A JIVE
4.2. _ “cut & paste” from Internet files M ELIEM SO A “ BY LT AURL G
5. __ “Ghost Writer” Plagiarism — asking one’s friend, spouse, or another person to write a paper

for you “fREMEZK” $R-—--THM K BB N NIRS &L

Evidence of Plagiarism: See Attached Paper/Assignment of Student
PPRRIIESE: W AR M B/ B o

Action Steps Taken by Faculty:
HOMR I AT B0 B

Course in which plagiarism occurred & £ #5 28 ()i F:

Name of Professor #i%#: 4 : Date H ¥

Paper returned to student on IHiE/EML 25 222 ) (date H H):

Professor talked to student on ##% 5% E 21k f) (date H 1#):

Recommendations of Professor Z#% [K1 &1

Option (1): give a grade of F (5.0) to this plagiarized paper
I 4IXAMPZRR I F (5. 0)

Option (2): allows the student to write the paper with the following conditions:

W YRR R R T ES R

2.1) the rewritten paper must show the quality of a 2.0 (80-84%) grade paper.

EEL VAR R 2.0 (80-84 %) M43k,

2.2) the rewritten paper must be submitted within two to four weeks on the day a Guidance Form

on Plagiarism is filled out both by the faculty and the student.

B B SCAA JRE M AN 22 A X7 A5 022 ) T R I — R B 21 D0 R 4R A2
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2.3) the rewritten paper will receive a grade of not more than 3.0 (70=D) if (2.1) is fulfilled, or a
grade of 5.0 (F) if (2.1) is not fulfilled.

WE Q. DWET, EERCRSARE 3.070 = D); H 2. 1) %A BITES R A BT
5.0 (F) F g

* k k k kk k k ok kkkhkhkhkkkkkkkkkkhkhkkhkkkkkkkkkhkkk kk kk ok k k%

To be filled out by student:

HEAERE:
l, admit that the attached paper is a written assignment work which | turned in on (date)
for partial requirements of the course course name).
Eba AT SR T (HED , #% CERTEAFR) TRERHIHE 7 ER BT 22 1
FmfEk.
| regret that | have committed . This is my first second third fourth
fifth offense on plagiarism.
AR, LT o XA TR =R IR TR
k.

Student’s signature £ 44

Printed name #:44: ,
(Surname ) (Given Name %)

Witnessed by JLilEA:

(Name of Professor ##%#: %)

Date H#i:
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APPENDIX lll: GUIDELINES FOR FOREIGN STUDENTS

fix=: SFEFEERE

STEP 1 5 —#[4): Visa Conversion ZiF ¥4 (Tourist visa to Student visa)

1.

Request a copy of Personal History Statement Form
from the Student Affairs officer (Pr. Sun Liang). Fill
up and submit the COMPLETED form together with
your original passport, plane ticket on the following
“working” day after arrival (i.e. Monday thru Friday
except holidays). Make sure that your passport is
signed accordingly and retain a copy of your passport
for yourself before submitting it to BSOP’s Foreign
Students Liaison Officer (FSLO).

The student is required to keep the photocopies as
his Master file and generate copies from these when
the need arises. Original copy of the student’s
passport / I-card are to be kept by the FSLO.

Pages to be photocopied:
1. Bio-page or data page
2. Tourist visa page

3. Arrival page

4. Signature page

To expedite the processing of your documents, the
student is requested to fill up the forms completely to
avoid delay. Please be reminded that expenses
incurred prior to the application of student visa, the
tourist 9[a] visa extension fee, processing fee and all
other incidental expenses (i.e. transportation fee,
overtime pay for the driver), shall be shouldered by
the foreign student.

NOTE: Government documents are considered legal.
When signing documents, ALWAYS use the same
signature style, as that appears in the passport. Foreign
home address should be written with complete
information. (No. / Street / Group / Village / Town / County
/ City / Province).

3.

4.

Submit 18 colored pictures 2x2 (in professional
decent attire with white background/no eyeglasses).

Student is required to have a medical checkup as
required by the Bureau of Immigration for processing
of student visa. Ask assistance from the Student
Affairs officer (Pr. Sun Liang).

Step 2 £ —&(4>: Student Visa conversion 24 Z4iF (54

1.

Upon approval of student visa, the student may
request a copy of the stamped 9(f) visa page of his
passport for his own file.

There shall be no unnecessary withdrawal of original
documents, unless, approved by the Dean of
Chinese Department.

1. EMARFEAEES AL (Pr. Sun
Liang) B —ik(5 B&HK, HEE
A E [ IR AP ZE— RS h
WA 24 AL B 2% 74 Emma 4 (B — 3
ATATAEH, BB « fE2H
MR AT, 1H S LIET IR R U4
%, FFHEE GRS
A REAE P IREEI,

AL A S
A TR DU R A 22 A TR 2 B3 DR

SE I

Ao BT (ATD
B. ZiUFW

C. MBI EMZEENTL
D. HEMEHA

2. N T RPHEAERE, FAEHR
I 75 E R e B AIEE, URiEiR
FEL FER, HIFFEAESIEZ AT
WIFTA 9, iR RS IEAE 25 9%
FEG ARG, (BEALE Y,
ML TAE9 555 AT 224K
H.

HE: BUN R, EE

s RS, BSR4

REF—E. 5HOAREMHbER ZEE

4, wa, W, B, B, N, #,

Fo

3. TEA 18 5k 2 X2 HIEI (HFHIE
X, TRNANAGE, AEIES

4. ERRJRER, HiFEAEZIELa
ke, XT SR HI,
15 WA HS AR Pr. Sun

Liang.

Lo AR R AE S, AT LR
By 2 AR SRR B BN

2. RAGPCHEALMALME, AT
[ R OR T Ab 2R A
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Step 3 F=&4r: Going Out from the Philippines B JERE

* The student shall be charged £100.00 for every
original document withdraws.

1.

Step 4 FEEE4r: Coming Back to the Philippines j& B FEE &

The student is required to secure approval from the
Dean of Chinese Department of his intent to leave the
country. Upon approval, the student shall inform the
Academic Office/Registrar of his request to go
abroad or return to his country of origin. He must fill
out a request form, to be signed by the
aforementioned authorities, and submit the signed
request form to FSLO.

The student may claim his/her original I-Card from
the Student Affairs officer (Pr. Sun Liang) after
completing the school clearance and payment of I-
Card fee amounting to Three Thousand Pesos
(P3,000).

1.

He/she is required to hand over to FSLO his Passport
and I-Card on the following working day (i.e. Monday
thru Friday except holidays) after arrival. The student
who fails to return the said documents after the
stipulated date shall be fined #100.00 each day.

In addition, the student shall photocopy of any
additional entry data on his/her passport (i.e. last
departure and arrival stamp) and add to his own
file.

s AFRIURIEA B30, gk Em

1.

2.

1.

2.

Step 5 FL ¥4 Final Exit £ /5 %1% (Graduating Students 5l 4:)

1.

NOTE:

2.

Final Immigration Exit Clearance processing will be
done on the 15" day of May for all graduating
students. Student is advised to purchase the ticket,
within the period (June 13 — 24 of the same year) and
not go beyond. He is required to provide a copy of his
ticket to FSLO on the first week of May, for the
processing of the exit clearance.

Graduating student(s) is/are prohibited from
accepting extended practicum assignments beyond
the specified date.

All exiting students are required to fill up BSOP
Clearance Form completely and have it signed by all
department heads before claiming the pertinent
documents.

NO Clearance NO passport policy
Claiming of Passport and other travel documents

shall be done ONLY during office hour: 8:00am to
12:00nn; 1:00pm to 5:00pm — Monday to Thursday;

1.

ER:

2.

3.

100. 00 7t

SRR BT AR S 2 R R AR B
EBFAT I HEUE . HRIHUEZ ),
SR NI A AL T A R
[ ok o] [F Fm . FAE AU 5k
iR, HERIAIZS, HEZE
S HE R AT 4R ANE AR A
SRJG AT DL B

2E A I BB I T SR BT R A
B3I A/ A . SCiE A
AR 9, A AAAE B SR $H (3000 FE
m) .

PRI R, BAEE R(E
R, B GISN SE AR
TR PIE A 45 A FE 2E R A% B . o
A R HE B E I H B3 Bid S
1, BRI —RAF K 100 LR

R BT BN R O IR B
BB, RFFBEIFEREKED

).

I el A B i ) R B B0 AE B
J 15 HAME. @iy A AE A 30
ZWEEE (SH 13—24 H) HHLE
Fhf, AAragil. AR R EA T
H B — PR R 2 48 Hh
FAEIRA By, DA AR EE H BT
Bk Az AN AT 12 32 ki iR H
58 2] Ak

JITAT o 2R AT s 2 e RS S
EHERE, LA IR 5
Bt IRJA A RERBUM S H 5 5L
G

BEEGHER, AURRYH
FRUATAE TAR I (8] 28 O [ & e i

et A—2RANA LS 8 AF
12 S AL EBIS A AR
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Friday 8:00am to 12:00nn. If the departure date falls N B8 mBIP A 12 mi. R4

on Saturday or Sunday, the student may claim his BAEREANSE s, WnLLER
documents on the Friday provided he will be able to AESREE LS T R RURAT
present the completed clearance form. s

4. In case the student is terminated by the Seminary or SR8 B 2R Al B TR, BUAS AAE
decides to discontinue his schooling before ASBEFR AL ATAA] IF 24 B (B R o
completing the program without any valid reason, the B R I A R b T
student should pay the service fee of Five Thousand (5.000) RS . WE2erg:

Pesos (£5,000.00) to the seminary. Furthermore, if

B A B 1 o 2 2L A T e
the student is under the seminary’s scholarship TGN, SRR T AL

program, in addition to #5,000.00, he must pay back ftb%%; {FIUJ‘“&E%EE‘#,EHI‘HWE
the full amount of scholarship he received during the FREM SRR L.

duration of his study.

| hereby agree to all terms and condition, and to cooperate and do my responsibilities set forth in this
guidelines.

Signature over printed name %4

The aforementioned guidelines will be strictly implemented

PLEASE READ CAREFULLY
and
BE GUIDED ACCORDINGLY
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APPENDIX IV: BSOP FOOD COMMITTEE GUIDELINES

UipzdllE

Ordering 5E4&/Checking Meals %I|4&:

For breakfast — check before 7:30 p.m. of the previous day
For lunch — check before 9:30 a.m. of the same day
For dinner — check before 3:30 p.m. of the same day

1.

Mealtime Schedules and Regulations F£& i [a] R A &M E:

Observe mealtime schedule %% 51 F %5} 8]
Breakfast 7% 07:00 — 07:30 a.m.
Lunch 1% 12:00 — 1:00 p.m.

Supper % 06:30 — 07:30 p.m.

Note: To eat ahead of schedule, one must secure permission from the Food Committee adviser a day

before.
E WFRE R A B iR, BT —R3K

Dress Code inside the Dining Hall 7£4& 7t [ 25 355 55K

Wearing of sleeveless shirt, shorts or beach slippers is
allowed inside the dining hall after 5 pm from Monday to
Thursday, and after 12 noon on Friday. However, if
there is a special occasion in the campus, wearing of
the proper attire is required.

Come on time for meals i i F %

Attendance will be checked for breakfast. A student who
arrives after the bell has rung once is considered late. If
a student arrives after the bell has rung thrice, he is
considered absent. In case of sickness, the student may
request his roommate to inform the Food Committee
officer of his situation on his behalf.

Pay attention to the ringing of the bell %1 &4 T 5

Once: to start the meal together with prayer.
Twice: to make announcements.
Thrice: to signal that people may leave the dining hall.

Schedule of Ringing of Bells £ i 6] %

RARE R R A=

FXERZRAXHIFHEN

H& — i5Tar— KM L 7:30 Zark&
FE — HTHRLES 9:30 ZHTkIE
Mg — BTSRRI 3:30 2harkl&

JOSR 7 ¥ FF o

FERT AT LA o T AL, R B
flalk, FARMEHERSN. HE, BT
SRR H IR AR R s 2l
HERE R

PR AEDRREIL, HAERE—K
Ja BIE RS AR =I5 F
RS OERIE . QR ER SR, N
FRFFERK UL

—: R
WK HRE
=W WEWERE

Ring Once —k

Ring Thrice =X

Tuesday to Friday (A — %) | 07:00 a.m.

07:15 a.m.

Monday to Friday (i —Z| & ) 12:00 a.m.

12:20 p.m.

Note: On regular school days, no one is allowed to leave the dining hall before the bell rings thrice.

Vi A AT N AR B WE = JCHIT BT T .
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Refrain from standing before the bell rings thrice 4 Wi =X 2 Rif AS a] LB 23k 57

Only Food Committee officers are allowed to stand during
mealtime. If there is a need for any other person to stand,
the person should first secure permission from the officer
of the table.

Answering the phone #22 H. i

When the phone rings, the student sitting in the table
closest to the phone should answer it.

Use of Kitchen facilities ¥ FH & = B

Only Food Committee officers are allowed to go inside
the kitchen, except when permission is granted by the
Food Committee adviser. Using of gas range is
prohibited unless there is a special occasion. Anyone
who wants to use the gas range must pay for the
expenses incurred.

Guests at BSOP FEXHI% A

They must abide with the same rules as mentioned
above.

Dealing with the Kitchen Staff 55 5 T/E A\ RAE4L:

1. Only food committee officers are allowed to go
inside the kitchen, except when the Food Committee
adviser grants permission.

2. Request from the kitchen staff should be given over
the counter.

3. Personal food cannot be placed inside the
refrigerator (except food donated for the seminary).

Taking Out Food & &:

1. After the Food Committee adviser has granted take-
out arrangement, personal containers must be placed
on the counter at the designated time for ordering of
meals (please refer to Ordering / Checking Meals).
Food must be claimed immediately during mealtimes.

2. A person who eats at the dining hall must not take out
extra food, be it his share or not. He may only eat
extra food at the dining hall during mealtimes.

3. Roommates of a sick student may take out food to the
room provided that they bring along the sick student’s
own utensils. (In case they borrowed utensils from the
kitchen; utensils must be washed, cleaned and
returned within half an hour.)

4. During weekends, all meals should be eaten in the
dining hall. Taking out the food is prohibited.

5. No taking out of foods for kids eating free.

FIA IR R A m] At Rk R
Fot N7 ZhSL, AR EER K
I FevF -

ELERTR AT (e P e SR o U]
SR S A

RA SRR VFENE G, SE4
JR 22 Gy 2 R S VRIS 0 T AT LAt
Ao BEIEMERBESE, RRIR TS DLRR
Gb, BN T ZEAT B S
.

ML IE Y LA E T UE -

L HAERAT RN, 55
B T 22 A = BIR] Y) FR P

2. PTG TAR N IR, IR AE
A BT

3. PANEIAST LURAEVRFE . (ZEik
B RYIERAN) .

L HERERR G WA 2 HwT ULk
B, AEFEE 1T AR IR 8] 6 AURE FA N
MENAESNETE D (SHT /8
#END o RN RN E L.
2. FEEITHBEMAATUKRZ RIE
Y AT, R AR .
WA VRER T B HAE &I o) A &
e

3. HHFZAR, HEATRREY
MR M EYH mlTE . CE B b
R, e, HAEERAIA
E) .

4. JAARIIR L ZRE ST WA, ATF
b -
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V. Paying Meal Fees XX & %%:

1.

2.

Pay meal fees on time. (Deadline: A week before
the end of the month).
Lost envelope shall be fined £20.

VI. Having Guests at BSOP 7EJEXEEFZ A

1.

Guests must order meals from the kitchen staff
according to the designated time for
ordering/checking meals. (please refer to Ordering /
Checking Meals)

Payment of meals must be done immediately after
ordering of the food. Get a ticket after payment is
made.

Guests, whether children or adult, are charged the
“‘per meal rate”, (Inquire rate from the Food
committee adviser)

[u—

COiBHER R . GEUEHM: A

KE)— R .
fBEEER, 11K 20 HLE.

TP hR ] A (8], 2 N s ZAE ot
B ITAEN G IBEITREME. (&

AT /R HEND
VT Ja NSL RIS 9, A 3 SEIUR

RNBLE A I8« R &
kg Wtk (BRI G RER
BRI

Note: BSOP Food Committee Guidelines are subject to change.

E: FXRERRRHFENTREAES.
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