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INTRODUCTION

The St. Bernard's School of Theology and Ministry
(SBSTM) Student Handbook is a compendium of policies
and procedures to assist students as they negotiate the
challenges of graduate study. This Handbook isto
complement the general policies outlined in the SBSTM
Catalog. Students, staff and faculty are expected to be
familiar with the policies contained within these
documents and to abide by them.

St. Bernard’ s does not discriminate in the
administration of its admissions or educational policies,
scholarship and loan programs, nor in any other
School-administered program on the basis of race,
gender, sexual orientation, color, national and ethnic
origin, or handicap.



MISSION STATEMENT

St. Bernard's School of Theology and Ministry, a Roman Catholic graduate
and professional school, educates and assists women and men in academic,
ministerial, interpersonal and spiritual formation for the purpose of serving
the Church through diverse forms of lay and ordained ministries; for
theological scholarship; and for Christian service in society.



|. ADMISSION

Requirements
Admission to the degree programs offered by St. Bernard’s School of Theology and Ministry
requires:

1.
2.

A bachelor’ s degree from an accredited college. *
An undergraduate quality point average of 2.0/4.0 for the M.Div. program and 2.5/4.0 for
the M.A. programs.

* A limited number of studentswho lack an undergraduate degree, but have demonstrated
an ability to undertake graduate level work may be allowed to enroll in the Graduate
Certificate in Pastora Studies Program. For a description of the program and admission
requirements see “ Graduate Certification Pastoral Studies’ on page 23.

Matriculation

To matriculate at St. Bernard's School of Theology and Ministry in either the Master of Arts
(Theological Studies), Master of Artsin Pastoral Studies, Master of Divinity or Graduate Certificate
in Pastoral Studies programs all applicants must:

1.
2.

3.
4.
5

6.
7.

The completion of the admission application.

The submission of official academic transcripts for all post- secondary educational experi-
ences, including degrees earned.

Three letters of reference that attest to the applicant’ s aptitude for the program.

A personal statement.

Proof of immunization against measles, rubella and mumps (for applicants born after
1/1/57). Students are aso required to submit either proof of immunization against
meningococcal meningitis or a signed statement declaring a decision not to obtain the
vaccine.

Criminal law enforcement background check.

Payment of application fee.

Candidates areresponsiblefor contacting their references and requesting that all | etters of reference
be sent directly to the Director of Admissions at St. Bernard® Candidates must request official
transcripts from their college(s)/universities to be sent directly to the school.

Oncethe application isreceived, afilewill be opened to receive additional materials. When all of
the materials are in the file, it will be turned over to the Dean for evaluation. You will receive
written notification of the decision. Feel free to contact the Director of Admissions, if you have
guestions or concerns.



Unclassified and Special Students

A student who demonstrates the ability to undertake graduate level work may enroll as an
Unclassified Student and is alowed to complete no more than four courses before declaring a
specific degree program. Those who do not wish to pursue a degree should contact the
Academic Office for awaiver form. If astudentsfailsto matriculate in atimely fashion (before
completion of the fourth course) the duration of program completion will be calculated from the
time the students compl etes the fourth course.

Specia Student classification is given to students who complete course work for transfer to
another institution or who, though otherwise qualified, lack sufficient prerequisites for the
program they wish to enter.

Courses taken either as an Unclassified Student or Special Student may be applied towards

degree requirements, upon written request of the student and with the approval of the Academic
Dean.



1. REGISTRATION PROCEDURES

Students may register by mail, on-line (www.stbernards.edu) or in person. The registration
scheduleis published in the course brochure calendar.

First time students may seek the assistance of the Director of Admissions. Matriculated studentsare
required to meet with their faculty advisors prior to the registration process.

The registration fee, payable at time of registration, is non-refundable, except when a course is
canceled. A latefeeislevied for late registration.

Cross-registration for courses at Colgate Rochester Crozer Divinity School in the fall and spring
semestersis processed by St. Bernard’s. Colgate Rochester Crozer Divinity School students who
wish to cross register for a St. Bernard’s course in the fall and spring semesters will do so
through the Colgate Rochester Crozer Divinity School Registrar’s Office. For summer courses al
students register directly at the institution offering the desired course(s). Cross-registrations are
subject to availability of openings, with each school giving preference to its own students.

Course outlines and requirements may be previewed online, at thelibrary or in theregistrar’ s office
just prior to and during registration.



1. NEW CURRICULUM

Beginning with the fall of 2007 the new curriculafor the various programs formally go into
effect. The most significant aspect of the new curricular revision isits attempt to integrate
outcomes assessment in a more conscious and systematic fashion. Each course will incorporate
specific learning outcomes in knowledge, skills and attributes and ways these outcomes can be
measured. The new curricula a so seek to integrate the human, intellectual, pastoral and spiritual
aspects of formation. As aresult of thisrevision, there will come into effect a well-rounded
program of theological and ministerial formation.

General Outcomesfor the Programs
To facilitate a critical understanding of the classical disciplines of theological study.

To develop an inclusive and integrative approach to the study of theology and the practice
of ministry rooted in the Roman Catholic tradition.

To develop skills and attitudes necessary and appropriate for academic study and pastoral
ministry.

To initiate and facilitate human, intellectual, pastoral and spiritual formation.
To foster commitment to multicultural diversity and ecumenical outlook.

In order to accomplish the general and specific program outcomes, each individual course will
incorporate:

Specific learning outcomes pertinent to three areas: knowledge base, skills and attitudes
and the mechanisms to measure the outcomes.

An integrative approach to the study of theology and the practice of ministry rooted in the
Roman Catholic tradition.

Aspects of formation in the human, intellectual, pastoral and spiritual dimensions.
Diversity of perspectives and resources.
Elements aimed to fostering multicultural awareness and ecumenical outlook and;

Learning/learner-centered pedagogical strategies and methods.
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IV. MASTER OF ARTSIN PASTORAL STUDIES
N.Y. Sate Ed. Hegis Code 2301.00

This degree is designed for those who intend to serve both in ecclesial ministerial and
nonecclesial roles. The curriculum entails 15 courses including the Graduate Colloquium.

Required Courses 11
A200 Intro. to Hebrew Scriptures

A203 Intro. to Christian Scriptures

C215 Orientation to Theological Studies
C217 Mora and Social Teachings

C226 Worship and Sacraments

C228 Church and Ministry

C302 Theology of the Trinity

D207 Ministeria Leadership

D214 Spiritual Formation

D217 Pastoral Carel

D302 Pastoral Formation - see below.
Graduates Colloquium (Non-credit) - see below

Electives 4
Total number of courses 15

Other Requirements

Training in Sexua Harassment/Professional Ethics (prior to taking Pastoral Formation).
Two Retreats

Portfolio - see below

Goals and Evaluation - see below

Electives

The open electives may be distributed over the four areas of study (biblical, historical,
theological and pastoral) or may be used to create a sub-concentration in any one of the above
mentioned areas.

Pastoral Formation

In the new curriculum Pastoral Formation is arequirement. St. Bernard's curriculum requires
one pastoral formation experience, normally in a parish or non-parish setting (for example,
hospital, hospice, jail, etc.). Those who are already employed in a parish setting or those who
have considerable experience in parish work may have the option of pursuing field experiencein
a non-parish setting upon written request along with suitable documentation. Possible pastoral
formation arrangements include:

11



1. D302 Pastoral Formation
A two-semester supervised practicum in a parish or other pastoral setting; includes regular
theological reflection sessions with other pastoral formation students and a faculty facilitator.

2. Clinical Pastoral Education (CPE)

A unit of CPE may be used as an equivalent for the non-parish pastoral formation requirement.
An official certificate of completion along with a copy of the evaluation must be submitted to
receive credit.

3. Supervised Pastoral Training in Hospice

Thisis athirty-week, supervised program of clinical practice, pastoral reflection and didactic
training provided by St. Bernard' sin collaboration with Lifetime Care. It may be used as an
equivaent for the non-parish pastoral formation requirement. An official certificate of
completion along with a copy of the evaluation isto be submitted in order to receive credit.

Graduates Colloquium

The Graduates Colloquium is a non-credit requirement. The colloguium isintended as a
culminating experience. It is an occasion for celebration, reflection and anticipation. At the end
of aperiod of study, research and reflection in the midst of various other commitments, it isan
occasion to celebrate the achievements of students. It also provides a moment for reflecting on
one’' s own growth and development in the intellectual, spiritual, pastoral and human aspects. It is
also aturning point as people look ahead and engage in some visioning for the future. The
colloquium will normally be scheduled for one or two weekends for atotal of ten contact hours
in the Spring semester. Thisis arequirement for graduation.

Portfolio

As part of the advisement process, each student will maintain a Portfolio consisting of samples of
what they consider to be their best work. The MA students will choose atotal of two samples.
They are to represent different stages -mid-way through and towards the end- in the course of a
student’s

study. The samples are primarily works/papers submitted as part of the study at St. Bernard's.

For each work included, the student will prepare a brief critique (about 300 words) of its strength
and weaknesses. In the advisement process, the portfolio as a whole may be used asa

point of reference for assessing the growth of the student. The portfolio may also serveasa
reference point for the Graduates' Colloquium.

Goalsand Evaluation

Upon matriculation each student is assigned a faculty advisor to assist him/her in human,
intellectual, pastoral and spiritual growth. The student in conversation with the advisor sets goals
in each of these areas and meets periodically to evaluate success in achieving those goals. These
meetings will take place periodically during the course of a student’ s study.

12



Additional Requirements

1. A quality point average (QPA) of 3.00.

2. Completion of the degree within five years of matriculation. If astudent failsto matriculate
in atimely fashion (by the completion of the fourth course), the duration of program
completion will be calculated from the time the student completes the fourth course.

13



V. MASTER OF ARTS (THEOLOGICAL STUDIES)

Thesis Track
N.Y. Sate Ed. Hegis Code 2301.00

This program is designed for those students intending to teach or pursue further graduate studies.
The candidate will choose an area of concentration in one of the following areas of study:
Biblical Studies, Systematic Theology Studies, or Ministry Studies.

General learning outcomes for this degree include devel oping in-depth knowledge in designated
areas, critical thinking and excellent writing skills, methodological rigor, ability to integrate
disciplines, openness to different perspectives and viewpoints of knowledge and ability to
produce work for publication.

Course Work
Foundational courses:
C215 Orientation to Theological Studies

1350 Introduction to Research 2
Courses in the Area of Concentration 8
Coursesin other Areas 3
(At least One in each of the other areas)

Thesis (Equivalent to 2 courses) 2
Total number of courses 15

Other Requirements

Portfolio - see below

Language Requirement - see below
Comprehensive Exams - see below

Thesis
A scholarly research project written under the guidance of afaculty advisor on atopic approved
by the faculty. The thesis project is equivalent to two courses.

Portfolio

As part of the advisement process, each student will maintain a Portfolio consisting of samples of
what they consider to be their best work. The MA students will choose atotal of two samples.
They are to represent different stages in the course of a student’ s study. The samples are
primarily works/papers submitted as part of the study at St. Bernard’s. For each work included,
the student will prepare a brief critique (about 300 words) of its strength and weaknesses. The
portfolio as awhole may be used as a point of reference for assessing the growth of the student.
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L anguage Requirement

1. For Area A: areading proficiency for research purposesin either German or French, and the
successful completion of acoursein biblical Greek or Hebrew. The latter course will be
factored into the total number of courses.

2. For Area C: areading proficiency for research purposes in either French, German, or Spanish.

3. For Area D: areading proficiency for research purposesin either French, German, Spanish, or
acourse in statistics (one semester).

Language proficiency is determined by a written exam in translation demonstrating 85%
comprehension or by transcript evidence of aleast a B grade in college-level introductory and
intermediate courses (atotal of 2 semesters) in the relevant language.

Comprehensive Examination

1. An ora defense of the thesis, and

2. Written and oral responses to six questions. Three of the questions are written by the student
and approved by the faculty advisor and the dean and three are written by the faculty.

Additional Requirements
1. A quality point average (QPA) of 3.00.
2. Completion of the degree within five years of matriculation. If astudent failsto matriculatein
atimely fashion (after the fourth course), the duration of program completion will be
calculated from the time the student compl etes the fourth course.

15



VI. MASTER OF ARTS(THEOLOGICAL STUDIES)
All-course Track
NY Sate Ed. Hegis Code 2301.00

Under the new curriculum, in the Master of Arts (Theological Studies) degree program thereis
now an option for an all-course track. Thisis not a different degree. It simply provides the option
to pursue an all-course track for those who do not wish to write athesis nor have aspirations for
further academic work or pastoral ministry.

General learning outcomes for this degree include devel oping in-depth knowledge in designated
areas, critical thinking and excellent writing skills, methodological rigor, ability to integrate
disciplines, openness to different perspectives and viewpoints of knowledge and ability to
produce work for publication.

Course Work

Foundational Courses:
C215 Orientation to Theological Studies
D214 Spiritual Formation

Coursesin Area of concentration 8

Courses in other Areas 5
Total 15
Other Requirements

Portfolio

Comprehensive Exam

Additional Requirements

1. A quality point average (QPA) of 3.00.

2. Completion of the degree within five years of matriculation. If astudent failsto matriculatein
atimely fashion (after the fourth course), the duration of program completion will be
calculated from the time the student completes the fourth course.

16



VIl. MASTER OF DIVINITY
N.Y. Sate Ed. Hegis Code 2301.10

The Master of Divinity (M.Div.) program offers the educational and formational components
necessary for those intending to serve in full-time professional ministry in the Church. These
ministries include hospital and prison chaplaincy, pastoral administration, and priesthood. The
M.Div. a St. Bernard’ s provides a curriculum attentive to the Roman Catholic heritage,
contemporary relevance and learning outcomes through both classroom and pastoral formation
experiences. The curriculum as awhole aims at integration of human, intellectual, pastoral and
spiritual aspects.

M.Div. Curriculum

Foundation

C215 Orientation to Theological Studies
D214 Spiritual Formation

Area A : Biblical Studies

A202 Intro. to Hebrew Scriptures

A203 Intro. to Christian Scriptures

A301 Pauline & Deutero-Pauline Writings
A307 Prophets & Writings

Area B: Historical Studies
B204 History of Christianity
B Elective

Area C: Theological Studies
C217 Mord & Socia Teachings
C226 Worship & Sacraments
C228 Church & Ministry

C302 Theology of the Trinity
C388 Contemporary Moral Issues

Area D: Ministry Studies

D202 Liturgical Leadership

D203 Liturgical Preaching

D207 Ministerial Leadership

D217 Pastora Carel

D218 Pastora Carell: Grief & Crisis Care
D302 Pastoral Formation | - see below

D304 Pastoral Formation Il

Spirituality Elective

Graduates Colloquium (Non-credit) - see below
Total Courses 21
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Elective

Elective

Elective

Elective

Tota Electives 4
Total number of courses 25

Other Requirements:

a. Training in Sexua Harassment/Professional Ethics (prior to taking Pastoral Formation).
b. Annual Retresats - see below

c. Initial, Middle and Final Evaluations - see below

d. Portfolio - see below

Students whose church tradition is other than Roman Catholicism may, with the approval of the
faculty, choose alter native cour ses that are more pertinent to their own traditions and vocational
orientation, in place of those listed as required.

Pastoral Formation

The M.Div. Degree requires a solid grounding in the theological disciplines, growth toward
spiritual and emotional maturity, and the practice of the various skills of ministry under the
supervision of trained personnel. To that end, St. Bernard' s curriculum requires two pastoral
formation experiences, normally one in a parish setting and the other in a non-parish setting (for
example, hospital, hospice, jail, etc.). For those who are already employed in a parish setting or
those who have considerable experience in parish work, the parish-based pastoral formation
reguirement may be waived upon written request along with suitable documentation. In place of
the parish-based field experience, students seeking awaiver will be required to complete an
electivein the D Division (Pastoral Ministry Studies). If waiver is sought for prior experience, it
must have occurred within the last five years. Possible pastoral formation arrangements include:

1. D302/303 Pastoral Formation

Each is atwo-semester or three summer term supervised practicum in a parish or other pastoral
setting; includes regular theological reflection sessions with other pastoral formation students
and afaculty facilitator.

2. Clinical Pastoral Education (CPE)

A unit of CPE may be used as an equivalent for the non-parish pastoral formation requirement.
An official certificate of completion along with a copy of the evaluation must be submitted to
receive credit.

3. Supervised Pastoral Training in Hospice

Thisis athirty-week, supervised program of clinical practice, pastoral reflection and didactic
training provided by St. Bernard' s in collaboration with Lifetime Care. It may be used as an
equivaent for the non-parish pastoral formation requirement. An official certificate of
completion along with a copy of the evaluation isto be submitted in order to receive credit.
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Graduates Colloquium

The Graduates Colloquium is a non-credit requirement. The colloguium isintended as a
culminating experience. It is an occasion for celebration, reflection and anticipation. At the end
of aperiod of study, research and reflection, it is an occasion to celebrate the achievements of
students. It provides a moment for reflecting on one’ s own growth and development in the
human, intellectual, pastoral and spiritual aspects. It is aso aturning point as people look ahead
and engage in some visioning for the future. The colloquium will normally be scheduled for one
or two weekends for atotal of ten contact hoursin the Spring semester. Thisis arequirement for
graduation.

Annual Retreat
Each M.Div. student is required to participate in a St. Bernard’ s-sponsored retreat or other retreat
experience each year.

Goalsand Evaluation

Upon matriculation each student is assigned a faculty advisor to assist him/her in human,
intellectual, pastoral and spiritual growth. The student in conversation with the advisor sets goals
in each of these areas and meets periodically to evaluate success in achieving those goals. These
meetings will take place three times during the course of a student’s study — initially, halfway
through the program and towards the end of the program.

Portfolio

As part of the advisement process, each student will maintain a Portfolio consisting of samples of
what they consider to be their best work. The MDiv students will choose atotal of three samples.
They are to represent different stages -initial, middle and final - in the course of a student’ s study.
The samples are primarily works/papers submitted as part of the study at St. Bernard's. For each
work included, the student will prepare a brief critique (about 300 words) of its strength and
weaknesses. In the advisement process, the portfolio as a whole may be used as a point of
reference for assessing the growth of the student. The portfolio may also serve as areference
point for the Graduates' Colloquium.
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VIIlI. EARNING THE M.DIV. RETROACTIVELY

Pre-1969 graduates of St. Bernard’s Seminary may earn the M.Div. degree retroactively. Five
options are available to Seminary alumni whereby they may earn their basic professional degree
inministry. Interested alumni are invited to contact St. Bernard’ s for more information.

20



IX. GRADUATE CERTIFICATE IN PASTORAL STUDIES
NY Sate Ed. Hegis Code 2301.00

A limited number of candidates who lack an undergraduate degree may be allowed to pursue the
Master of Artsin Pastoral Studies curriculum. Upon successful completion they will receive
“Graduate Certification in Pastoral Studies’.

Selection of candidates is on the basis of innate intelligence, range of experience, and leadership
potential. To be awarded a Graduate Certificate in Pastoral Studies the candidate must:

1. Complete successfully all course requirements.

2. Maintain aquality point average (QPA) of at least 2.0 (C).

Advisement Program

At the time of matriculation, a student will be assigned a faculty advisor by the Dean. Ordinarily,
the student will keep this advisor throughout the duration of the program. The student is
expected to meet with the advisor at least two times during the course of each academic year.

The advisor is an important help to the students in making prudent choices in the advancement of
an over-al academic plan. In meetings early on in the program, the advisor and the student
should draw up a comprehensive academic plan. When the area of concentration is decided, a
two year schedule of courses should be charted taking into account the particular plan or program
requirements: e.g., research language, special courses, athesis, or aministry paper.

Each semester the advisor will sign the registration form certifying that the student® choice of
courses fits into the comprehensive academic plan. To add or drop a course the student must
consult with the advisor.

At the close of the semester, the advisor will review the student® academic progress in the
courses taken during the semester. If the student has academic difficulties, he or she should share
them with the advisor who, to the best of his or her ability, will help the student to devise a
strategy to alleviate the problem or overcome the difficulty.

Although strictly not part of the M.A. advising program, the faculty advisor may also offer to
help the student to seek out other resources to further career goals. Since he or sheisnot an
expert in al areas, the advisor will encourage advisees to take personal responsibility in making
contacts in the community and in seeking out others who can point out professiona possibilities
or make suggestions to enable professional growth. Thisis especially trueif personal
psychological health, interpersonal relationships, or some specific personality trait or pattern
seem to warrant more intensive professional care.

21



X. RETROACTIVE M.A./CERTIFICATE (ROCHESTER)

1. Retroactive Master of Artsin Pastoral Studies (Rochester)

St. Bernard’s School of Theology and Ministry offers the following arrangement for those
who went through the permanent diaconate program of the Diocese of Rochester prior to 1986 if
they wish to obtain a MAPS degree retroactively.

a)

b)

Matriculation
The matriculation requirements for the MAPS program as stated in the catalog are
to befulfilled. They are:

Q) A bachelor@degree from an accredited college.
2 Applicants are to provide:

(@ An application form.

(b) An application fee.

(c) A persona statement.

(d) Threeletters of recommendation.

(e) Official transcripts.

(f)  Proof of immunization against measles, rubella and mumps (if
born after 1/1/57), and proof of immunization against
meningococca meningitis or asigned statement declaring a
decision not to obtain the vaccine.

(g) Crimina law enforcement background check.

Program Requirements

(1) Upon verification by the Director of Deacon Personnel and/or pertinent faculty
of the successful completion of the pre-1986 program, the candidate may
receive advanced standing of up to 30 credits (ten courses).

(2) Fivecoursesareto betaken at St. Bernard’s. These five courses should cover
diverse areas of study (biblical, historical, theological and pastoral); that is,
not al in one area of study.

(3) Reading list: afaculty-designated reading list from which the student isfreeto
select 8 works (2 in Scripture, 1 in History, 3 in Theology, and 2 in Ministry
Studies) and 2 additional books chosen by the student and approved by the
faculty advisor. The student is examined on these readings in a45-minute
meeting with the faculty advisor and another faculty member.

(4) The candidate participates in the Graduate Colloquium.

(5) The candidate is expected to participate in the Commencement Exercises.

Finances

The candidate bearsfull responsibility for theregistration fees, tuition and graduation
fees. Financial aid may be available from the Diocese of Rochester, the candidate®
sponsoring parish or institution/agency, and from St. Bernard’ s School of Theology
and Ministry.
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2. Master of Divinity Degree
Candidates who wish to pursue the M. Div degree after their MAPS may do so within three
years after completion of their MAPS. Thisisto ensure that the statute of limitation for
courses taken (normally ten years), does not elapse. The following stipulations apply:

a) The candidate declaresintent to pursue M. Div in writing to the Dean.

b) The candidate completes the program within three years after matriculation.

¢) MAPS graduates who wish to pursue the M. Div degree have two options: 1) MAPS
graduates will be allowed to transfer al their previous course work towards the M. Div on
the condition that they surrender the MAPS degree. 2) For those who wish to keep the
previous MAPS degree, an advanced standing of 8 courses (24 credits) will be granted
towards the M. Div degree.

XI. RETROACTIVE M.A. (ALBANY)

A permanent deacon in the Albany diocese who has completed the three year diaconate program
will be given atwo course advanced standing in the M.A. program and four course advanced
standing in the M.Div. program for the non-SBSTM diaconate courses. The candidate would
follow the normal matriculation procedures. No reading list is required.
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XI1l1. ADDITIONAL ACADEMIC OPTIONS

Independent Study

In specia circumstances, a student may, in fulfillment of requirements, do individualized study
with afull-time or adjunct faculty member. Such independent study arrangements require that the
course is not being offered and the student needs that specific course to complete degree
requirements. The norms and procedures are as follows:

1. An Independent Study Contract form, available from the Academic Office, must be
completed by student and instructor and approved by the Academic Dean.

2. The instructor may set down requirements deemed appropriate (e.g. aweekly or
bi-weekly conference, areading list, a series of oral or written reports, a project
examination).

3. Regard for maximum efficiency dictates that, whenever possible, an additional student or
two having related academic interests might approach the same instructor to guide them
in Independent Study in arelatively homogeneous area.

Auditing

In order to audit a course, students must have the instructor®@approval and adhere to the
conditions set down by the instructor concerned. Auditors can actively participate in the class
discussions. They are not expected to do the written work. In cases where students do the
written work for their own benefit, the faculty is not obligated to evaluate them.

Cross Registration
St. Bernard’ s students can cross-register at CRCDS. For schedules and procedures see the
Registrar.

Cross-registration opportunities also are available for full-time SBSTM students at member
ingtitutions of the Rochester Area Colleges. Membersinclude, in addition to SBSTM and the
Divinity School, the Rochester School of Technology, Nazareth College, St. John Fisher College,
the University of Rochester, Hobart and William Smith Colleges, Roberts Wesleyan College and
the State University Colleges of Brockport and Geneseo. Contact the Registrar®@office for further
information.

Each student is responsible for knowing the academic policies and procedures (and other
program requirements) of St. Bernard’s School of Theology and Ministry. While the Academic
Dean and the student®faculty advisor may provide appropriate reminders, the primary
responsibility for knowing and fulfilling all regulations and degreerequirementsrests with
theindividual student.
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X111, ACADEMIC POLICIES AND PROCEDURES

Grading System
The quality of a student®academic work is evaluated according to the following categories:

A (4.00)

A- (3.75)

B+ (3.50)

B (3.00)

B- (2.75)

C+(2.50)

C (2.00)

D (1.00)

F (0.00)

W

WI/F

Conspicuous excellence, showing thorough mastery of material, critical use of
sources, exceptional creativity, constructive imagination, outstanding use of
language and proper formal presentation.

Exceptional level of attainment, with conspicuous excellence in most respects, but
not uniformly.

Superior level of attainment marked by consistently good work, advanced
understanding of material, clear logic, circumspect judgments, originality and
good writing style.

Good work, with general indication of constructive ability in application.

Satisfactory achievement, with assignments completed accurately and on time, but
without evidence of excellence or distinction.

Adequate level of attainment with some ability to use knowledge of the course,
and meeting minimum expectations.

Attainment below minimum standards, with less than adequate performance in
writing, familiarity with course material, completion of assignments, and
organization of facts and interpretation.

Serious inadequacies in preparation, logic, and information.

Work is unacceptable. No credits earned.

Formally withdrew prior to midpoint in a course.

Formally withdrew after the midpoint in a course.

If astudent receivesan "F" grade, it may be superseded by a second grade for the same course.
Thisis possible by arrangement with the instructor and with approval of the Dean. The student
may, in such cases, be required to retake the final examination or aunit or module of the course
or the entire course from the same instructor or from another. The grade given subsequently to
the"F" appears on the transcript on a separate line and is computed into the grade point average.
Theorigina "F" appears parenthetically and does not affect grade point average. Credits are
awarded for the passing grade.
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The quality of a student® professiona work (i.e., pastoral formation) is graded as"P" or "F."
St. Bernard’ s does not allow the Pass/Fail option for any other of its courses.

Grades are mailed out by the registrar within four weeks of the end of the session.

Class Attendance Policy

St. Bernard' s regards student participation in class as essential to the learning process. Therefore,
regular class attendance is required of all students. Because students are expected not merely to
receive information passively or pass examinations or submit written work but to participate
actively in class, it isimportant that unnecessary class absences be avoided. Absence from class
prevents a student from getting the full benefit of a course. In many instances, absence aso
detracts from the learning process for al other studentsin the class.

Occasionally absence from class may be unavoidable due to personal illness, family emergency
or another such compelling reason. If a student knows that a class must be missed, the instructor
should be notified as early as possible in advance and arrangements made to compl ete the work.
A student may be allowed to make up missed examinations, assignments and tasks within reason
and at the discretion of the instructor according to conditions set forth in the course syllabus. It is
the student’ s responsibility to make arrangements with the instructor to complete missed work in
atimely fashion. In addition, the instructor may also require compensatory work for missed class
Sessions.

The total number of absencesis not to exceed three (3) class sessions for a semester-long course
and two sessions for a yearlong course. If it does, a student may be dropped from a course after
due notification by the instructor. Tuition refund will be prorated according to the school’s
policy. A letter grade of W will be posted in the transcript. If absences occur after the midway
point of a course, a grade of WF will be posted in the transcript. Withdrawal from class has to be
submitted in writing by filling out the drop/add form.

L eave of Absence Policy

Under special circumstances a matriculated student may opt to apply for aleave of absence from
studies for any given semester. All requests for leaves of absence must be submitted in writing
to the Dean after consultation with the advisor. The letter must be submitted before the
beginning of the semester for which leave is sought.

A leave of absence entails abreak in all academic work: class work, examinations, and
interactions with faculty. The break in academic work will have implications for
financial aid. Students are advised to consult with the Director of Financial Aid before
applying for aleave of absence to determine whether it is the best financial decision. The
eligibility to receive federal student loans depends on maintaining at least a half-time
student status (1.5 courses for MA per semester and 2 courses for M.Div. per semester).

If the leave of absence is more than one semester, repayment of student loans may begin
during the leave of absence.

Students will not be granted more than four semesters of leave and no more than two
consecutively in the course of their degree programs. The leave period will not be
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factored into the total number of years stipulated for program completion (5 years for
M.A. and 6 yearsfor M.Div.). Failureto register promptly after the leave would
jeopardize a student’ s status in the program,

Students granted a leave of absence are required to pay a $50.00 continuing matriculation
fee per semester of leave to maintain their standing in the program. Failure to apply for
the leave in writing or not paying the continuing matriculation would jeopardize a
student’ s status in the program.

Drop/Add and Withdrawals

A student may drop or change a course without academic penalty prior to the third class.
However, aDrop/Add form, signed by the professor must be submitted to the Registrar.
Discontinuance of attendance or notice to the professor does not constitute withdrawal.

Withdrawals after the third class, but before halfway point in a course are marked with a*W’ on
atranscript. Withdrawals after midway point are recorded as a‘WF on atranscript.

Pro-ration of tuition refund will follow the school’ s policy. See page 67.

I ncompletes and Extensions
When a student enrollsin acourse for credit at the School the assumption is that he or she
contracts to complete the assignments by the end of that semester or summer session.

In extraordinary situations the professor may grant an extension for work which isincomplete.
The following guidelines apply:

Normally, an extension may be granted up to two weeks after the due date of the
last assignment. Specifics will be agreed upon by the student and professor.

extension beyond two weeks carries the loss of one grade for every additional
week.

The maximum time alowed for an extension is one month.

Transfer of Credit

Coursestaken at other institutions may be applied to St. Bernard®requirements only if approved
in advance by the Dean. Such courses must be of the graduate level from an ATS accredited
institution and al costs are to be assumed by the student.

Advanced Standing
Advanced standing may be granted for courses taken from ATS (Association of Theological
Schools) accredited schools within ten years of the time of application for matricul ation.
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Changesin Academic Status
All changes in academic status (e.g. from credit to audit or audit to credit, from M.A. to M.Div.
or vice versa, leave of absence) should be requested in writing for approval by the professor

concerned.

A.

1.

B.

Upgrading from Audit to Credit:

St. Bernard’ s permits the upgrading of an audit course. However, such a practice
IS not encouraged. It is the responsibility and prerogative of the faculty member
who taught the course to determine if an upgrade isfeasible.

The faculty member would take into account the following factors in determining
the feasibility of an upgrade:

a the student® participation and attendance at class;
b. the student®knowledge of the materia covered
C. any assignments submitted during the course.

A student intending to upgrade a course from an audit to credit will register his or
her intention by filling out the proper form before the end of the course.

The assignments for the upgrade shall be completed by the student within a year
of the end of the course.

The student pays the current tuition for a credit course minus the amount
previously paid. No registration feeis required.

Change from Credit to Audit:

When a student changes his/her academic status for a course from a credit to audit, the
student will receive credit or refund as follows:

Prior to the end of 2 weeks after the beginning of classes, full refund of the
differential between credit fee and audit fee;

Prior to the end of 3 weeks after the beginning of classes, the differential between
credit fee and audit fee less 20% of the total tuition charges;

Prior to the end of 4 weeks after the beginning of classes, the differential between
credit fee and audit fee less 50% of the total tuition charges;

Prior to the end of 5 weeks after the beginning of classes, the differential between
credit fee and audit fee less 75% of the total tuition charges.
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Graduation

The faculty recommends to the Board of Trustees annually the names of students who have
satisfactorily completed the requirements for the degrees which they are pursuing. In
recommending M.Div. students to the Board of Trustees for the conferral of the appropriate
degree, the faculty does not assume that the completion of the requisite number of courses alone
constitutes adequate reason for recommendation for the degree. When it recommends to the
Trustees the conferral of the M.Div degree the faculty is cognizant that, in so doing, it is
certifying that a given student is competent to practice professional ministry.

It isthe responsibility of the student to make surethat all the academic requirementsare
fulfilled, thesis submitted (if applicable), outstanding bills (including the graduation fee)
paid, and library duescleared prior to graduation. All uncompleted work from the previous
semesters must be finished by the due date assigned in the official calendar.

Academic Probation and Dismissal

Students who do not maintain the QPA required for respective degree programs are placed on
academic probation until the grade point reaches the required level. Such students will receive
prompt notification of this status by the Dean. The faculty advisorswill also receive a copy of
this letter.

Candidates for the degrees are not able to graduate unless they have cleared up the probationary
status and are in good academic standing.

If astudent® QPA isinsufficient for graduation, the faculty may choose either to not grant the
degree or to require additional course work to demonstrate academic adequacy and lift up the
QPA.

During the probationary period, not to exceed three semesters, the faculty advisor works with the
student to address the academic concerns. Their plan for addressing the concerns will be
submitted to the academic dean for approval.

Students who do not bring up their QPA within the maximum three-semester probationary period
will be dismissed from the program.

Re-admittance to the program is possible after one full year and upon the recommendation of the
faculty advisor and the vote of the faculty.

Student Records

In 1974 the United States Congress enacted the Elementary and Secondary Education Act
Amendments. Attached to this legislation was the ®amily Educationa Rights and Privacy Act of
1974GFERPA) which allowed students above eighteen years of age access to their student
records.
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The following guidelines have been adopted to implement this legislation here at the School:

1 Accessto "official student records will be granted only in response to awritten
request addressed to the Academic Dean. The legislation passed by the Congress
provides a 45-day period for response to arequest for such access. While the
School does not anticipate that such an extended period will be necessary for
response, official records will not be available for review upon demand.

2. Students may review "official student records' only in the presence of the Dean or
registrar or a designated representative. Such records may not be copied and must
remain in the Academic office.

3. "Official student records’ include:

a) The student®official academic transcript;

b) Memoranda and correspondence written and placed in the student®file
subsequent to initial registration with the exception of personal notes for
the use of the faculty or staff member. These notes are the property of the
faculty or staff member and will be released only with the authorization of
the person who had made the notes.

C) Financial aid records which are kept for five years after the student
graduates.

d) Excluded from this definition of "official student records’ are documents
related to the student® application for admission to the School including
personal statement, college transcripts and letters of recommendation.

These guidelines are based on the following institutional assumptions:

1 A student®official academic transcript has always been and will continue to be
open for review by the student for the sake of accuracy.

2. The School affirms that the educational value of al forms of evaluation is
maximized if such evaluations are shared with the student.

3. Transcripts of al post-secondary work are the property of the institution which
issues them. The registrar, therefore, may not release the original or copies of such
transcripts. Likewise the original copy of the transcript of the work undertaken at
the School is retained by the School.

Officia transcripts (with school sea and signature of the Registrar) are sent directly to designees
indicated by the applicant in writing. Such requests should be addressed to the "Office of the
Registrar" and made well in advance of the date required. Only an unofficial transcript will be
sent to the applicant. No transcript will be issued to a student who is not in good standing with
the School® Business Office, the library or who isin default on astudent loan. A fee of $5.00is
charged for each transcript requested.

30



Proceduresfor School Closings

The decision to cancel classes on the Rochester campus is made by the Dean, after consultation
with the president and appropriate faculty. Cancellation of classes will be announced on radio
and television in the early morning OR by mid-afternoon.

PLEASE TUNE INTO ONE OF THE FOLLOWING RADIO OR TELEVISION STATIONS
RATHER THAN CALLING SBSTM DIRECTLY:

WROCTYV -8

WHECTV -10

WOKR TV -13

WHAM 1180

WVOR 100.5

WXXI 1370

Inclusivity in Academic Life

Ministry today is exercised in an ecumenica and pluralistic context. Shaped by the gospel
principle that all persons are onein Christ, it is mindful of the interdependence of the world-wide
human community. In light of this and its own mission and vision, the St. Bernard’' s community
is committed to a policy of inclusivity in al dimensions of itslife. It will not discriminate on the
basis of race, gender, age, religion, physical ability, sexua orientation, economic privilege or
ecclesiastical status.

The following expectations guide inclusivity in academic life:

1. Faculty are expected to be inclusive and non-discriminatory in the language of their
lectures and classroom discussions. Course assignments, methodol ogies of theological and
ministeria studies and bibliographies are to include authors and sources, which represent the full
range of scholarship (e.g., feminist studies, liberation theologies, etc.)

2. Students are expected to be inclusive and non-discriminatory in all their oral and
written work. i.e., class discussions, examinations, research and reflection papers. In the research
dimension especially, students are encouraged to draw on an appropriate variety of resources,
authors and points of view.

3. In particular faculty and students are expected to refer to God with the full range of
images, to humankind in ways that include all persons, and to Church with an ecumenical and
interreligious consciousness. Since the scriptures hold a sacred position in severa religious
traditions (Christian, Jewish, Muslim), the diversity of usage and interpretation is always to be
respected.
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Computer/Reading Room Use Policy

Access to the St. Bernard’s Computer/Reading Room is a privilege offered to the members of St.
Bernard’s and other visitors who use the facility. By signing in anyone may use the
Computer/Reading Room. Signing in signifies that you have read and that you understand and
agree to follow the “ Computer/Reading Room (CRR) Use Policy.” Signing in may entail
showing an ID and/or a current driver’s license.

St. Bernard’s may revoke this privilege and/or take other disciplinary action against any
individual who failsto comply with the CRR Use Policy set forth herein. Disciplinary action, if
taken, shall be consistent with policies and procedures of the school aswell as all current federal,
state and local laws.

This policy where applicable, pertains to computer use in al library spaces, classrooms and
campus offices and may be periodically reviewed and modified.

Computer/Reading Room (CRR) Policies and Procedures

The use of any CRR technology resources should be related to academic pursuits. Under
no circumstances may CRR resources be used for personal financial gain and/or
commercia purposes, whether for-profit or not-for-profit.

Users are responsible for maintaining the security of their own accounts and passwords.
Personal accounts and passwords should not be shared with any other person.

Users must respect the privacy of other users and must not intentionally disrupt or
damage the academic or other related pursuits of another.

Users must be sensitive to the public nature of shared resources and take care not to
display screen images, sounds or messages which could create an atmosphere of
discomfort or harassment to others.

Users may not transmit, retrieve, display and/or download images or sounds, which may
be offensive to others or constitute harassment.

Users may not transmit, use, copy or retrieve material in violation to any federal or state
laws or regulations, including, but not limited to, copyrighted material, or material
protected by trademark.

Users may not “camp”. If you must leave your workstation, return within 15 minutes. If
you are away for more than 15 minutes and your computer is needed, your document will
be saved and your belongings moved from the workstation.

Users may not install software or store any information on the hard drive, nor may they
modify the computer configurations in any way (with the possible exception of using the
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“My Documents” folder for one week while working on a project—consult with the staff
about permission).

Users must not knowingly distribute or launch computer viruses, worms or other rogue
programs.

Users may print from computer terminals as necessary. All print jobs will go to the
copier/printer in the Copy Room and will be printed in the order received. Please see the
receptionist for retrieving your materials. The cost per pageis 5 cents.

Users may bring their own 3.5-inch diskette for the purpose of data storage and retrieval.

Users should refrain from using all computer sound programs to avoid disturbing others
and should keep conversations to aquiet level.

Food and drink may be allowed in the CRR.

Lost and found items will be placed in the lost and found box located at the reception
desk. St. Bernard's assumes no responsibility for items left unattended.

Minor children must be accompanied by an adult at al times.

Users must leave the facilities promptly at closing time. Staff may not keep the facility
open any later than the posted closing time.

Users must sign out when leaving the CRR.

For help using CRR resources see the receptionist on duty.
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X1V. GUIDELINESFOR WRITING STUDENT PAPERS

M.A. Thesis/Resear ch Projects

1.

Have an initial conversation with afaculty member re: ascertaining the faculty member®
willingness to be mentor; determining the topic and establishing a time-line for the

project.

Prepare athesis proposal in consultation with the mentor. The thesis proposal minimally
consists of the following aspects:

1. A good proposal should contain the following elements:

a)

b)

d)

Title- A good proposa has agood title. It isthefirst thing to help the
reader begin to understand the nature of your work. Preparing a good title
means. having the most important words appear toward the beginning of
your title; limiting the use of ambiguous or confusing words; breaking
down your title into main title and subtitles, if necessary; including key
words that will help researchersin the future find your work.

Thesis Statement - a clear statement of the problem/issue/topic - focuses
on one main idea; statesin one sentence what you hope to accomplish?
Define your focus sharply or as narrow as possible. Usually a broadly
defined subject/topic is not do-able. Defining broadly may sound good or
give theimpression that it may be applicable broadly, but as aresearch
enterprise it will be unmanageable. If broadly defined, what is thought to
be a good topic may well turn out to be a group of topics. Do one topic for
your thesis and save the rest for later. Don®try to solve al of the problems
in onethesis.

Development of the main idea - states what the related, specific ideas are
which that will guide your research. When selecting these questions make
sure they a) frame your research and b) put your research into perspective
with other research. Consider the following: What questions are you
asking? Are they framed with precision? Are there any ambiguous words?
Why are you asking these questions? Have othersin the discipline tried to
address these questions before? How is your work building upon previous
research? Or how is your work different from others@vorks?

Brief overview of the thesis - describes the content, focus and
development of each chapter. Thisis no more than afew sentences per
chapter.



) Research methodology - relates to the main idea as well as related ideas.
Each idea has an associated task or approach. Thisis the place to describe
your approach to the problem. What is your hypothesis in offering an
explanation/solution to the problem? What analysis do you need to apply
to find out the validity of your hypothesis?

f) Tentative Bibliography - consists of severa of the principal sources you
expect to consult. Thislist is not expected to be comprehensive; it should,
however, be athoughtfully compiled list rather than arandom-listing of
sources taken from the library catalog (card or on-line).

Submit the thesis proposal to the faculty viathe Dean for approval. At thistime the Dean
will aso formalize the appointment of the mentor. Under no circumstance should the
student begin writing a thesis without the knowledge and consent of the thesis mentor
and the approval of the faculty.

Register for the thesis project at the time of registration using the regular registration
form. Since the thesisis equivaent to two courses, the payment for two courses according
to the fee schedule of the academic year in which the thesis is being written, should be
made at the time of registration.

Submit to the Dissertations Officer at the library one chapter of the thesis with notes and
bibliography for format examination early on in the process. Don®wait till the end until
the whole thesis is compl ete.

According to dates set in each semester®academic calendar, the candidate must submit
copies of the completed thesis along with notes and bibliography to the mentor and the
second examiner (to be appointed by the faculty). Failure to meet this deadline, ie. three
weeks before the oral comprehensive exam, will result in postponement of the oral
defense until following semester or year.

Dates are also indicated in each semester®academic calendar for the comprehensive
examination. The comprehensive examination includes:

a An oral defense of the thesis; and

b. Written and oral responses to 6 questions, three of which are written by the
student and approved by the faculty advisor and the Dean and three written
by the faculty.

When the thesis is successfully defended and properly signed, two copies of the final
draft should be submitted to the library on or before the deadline established in each
year®academic calendar. Consult the Spring semester® calendar for this date. One copy
should be the original. The second may be a photocopy of the original. Both should be
produced on 20 pound, 100 percent rag content or cotton fiber bond paper.

thelibrary is responsible for having the thesis bound, catalogued and ready for use;
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the candidate should pay the required fee to the business office to cover the cost of
binding two required copies;

no degree or diplomawill be granted until the approved original and one copy are
deposited with the library and the fee paid;

thelibrary is available to send extra copies of the thesis for binding for a modest
additional charge

THESIS'PROJECT FORMAT

The candidate is responsible for preparing the thesis in the accepted format and without
typographical errors. The accepted format is as defined in Kate L. Turabian® A Manual for
Writers of Term Papers, Theses and Dissertations, 5th ed. (Chicago: University of Chicago Press,
1987). Usealater edition, if it isavailable.

The original and the first copy of the thesis must be done on 20 pound, 100 percent rag content or
cotton fiber bond paper. The bookstore carries a supply of thesis paper. Erasable bond paper is

not acceptable.

A standard Elite or Picatype may be used. Avoid modern or fancy type styles. Letter quality is
required. Dot matrix print is not acceptable. If asilk ribbon is used be sureit is fresh and makes a
clear impression.

Specia attention should be given to margins (Turabian 14:2; 3). Footnotes may be placed either
at the bottom of each page or collected and placed in numerical sequence following the body of
the text. If the latter form is used, they are to be listed simply as "notes.”

Citations from the Bible should carry references to the chapter and verse of the passage(s). If the
translation makes a difference, then that information must also be noted. Example - Isa. 3:12
(Revised English Bible). Use the standard abbreviations for biblical books aslisted in The
Chicago Manual of Style (available in the library reading room).

The final copies of the Thesis should contain an approval sheet (following the title page) which
bears the signatures of the candidate® examiners.

Each thesis, when finally presented to the library, must be accompanied by an abstract. This
enables the readers to identify the basic content of the document quickly. The following points
should be kept in mind while preparing the abstract:

a Definition - an abstract is an abbreviated accurate representation of the contents of a
document;
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b. Contents - An abstract usually contains i) a description of the nature and content of the
work; ii) methodology used to the extent it is necessary to comprehend the nature and
purpose of the work; and iii) a concise enumeration of the results or conclusions.

C. Style - A good abstract contains complete sentences and is free from footnotes or
references to the text. Unfamiliar terms, acronyms, abbreviations or symbols
should be avoided or defined the first time they occur in the abstract. Normally the
third person is used unless use of the first person will avoid cumbersome sentence
structure and lead to greater clarity.

d. Place - The abstract should be placed before the title page and the approval sheet.
The heading should include the word ABSTRACT together with thetitle of the
thesis. It isnot included in the page numbering.

e. Length - Usually an adequate abstract can be presented in one typewritten page
(double spaced). It should not exceed 2 typewritten pages.

8. To assist in the microfilm distribution of the thesis the candidate shall fill out the
enclosed Microfilm Distribution Agreement for TREN (Theological Research Exchange
Network) and submit it with the thesis to the library staff.

Please Note: The copyright registration section is optional and requires an additional fee

of $30.00. Thereisno feefor participating in the Theological Research Exchange
Network (TREN).

Note: Samples of the Abstract, title page, approval sheet, table of contents and TREN
Agreement form follow.
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ARRANGING PRELIMINARY MATTER OF THE THESIS
(see Turabian, 1.6-1.31)

Order of Required IsPage Does Number Does Item Appear

Items [tem? Counted? Appear on in Table of
Page? Table Contents?

Abstract yes no no no

Title page yes yes no no

Blank page no no no no

Approval yes no no no

Sheet

Acknowledge-  maybe* yes yes-roman yes

ments

Preface no yes yes-roman yes

Table of yes yes yes-roman no

Contents

List of no yes yes-roman yes

[lus.

List of no yes yes-roman yes

Tables

List of no yes yes-roman yes

Abbrev.

Glossary no yes yes-roman yes

Dedication no no no no

Epigraph no no no no

The page numbers in preliminary matter are all in roman numerals and placed at the bottom center of the page
(when used at al).

When the text proper begins, start using Arabic numerals. Begin text with page 1.

For the first page of a chapter, the page number goes at the bottom center of the page. For all other pagesin that
chapter, the page number goes at the top center or top upper right.

* See Turabian 1.8 and 5.1. Acknowledgments are required if you have had to seek permission froman
author, publisher or other source to reproduce something you used and cited in your text.
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Sample Abstract

ABSTRACT OF

SALVATION, SANCTIFICATION, AND INDIVIDUATION:

A STUDY OF THE RELATIONSHIP BETWEEN JUNGIAN INDIVIDUATION

AND NEW TESTAMENT VIEWS OF SALVATION AND SANCTIFICATION

by Georgia Helen Shoberg

The substantial influence of Carl Jung in some denominations
of the Christian church raises the question of the relationship between Jungian individuation
and Christian salvation.

To bring order to this debate, a background survey of the development of Jung®
thought is followed by a historical and descriptive survey of scholarly and popular literature
about analytical psychology and Christianity.

The primary problems encountered in attempts to relate Jung and Christianity were
found to be: the lack of precise terminology in both Jung and Christian theology; Jung®
ambiguity about the relationship between God and the self archetype; epistomological
issues; and the differing bases of authority used to make judgments about Christian theology
and experience.

On the basis of the New Testament witness to Christian experience and Jung®
scientific writings, the study concludes that individuation is not equivalent to Christian

salvation in either its essence (i.e., relationship to the divine) or its fullness (i.e., social and
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eschatological aspects). There are, however, significant ways in which human psychological
transformation (i.e., the process of individuation) and Christian transformation (i.e.,
sanctification viewed as process) can be related positively.

A formuladeveloped by Levi-Strauss ( and further interpreted by Maranda and
Maranda) is used as the basis for a structural model whereby similarities and differences
between Jungian individuation and Christian sanctification are examined in some detail. The
model of individuation is drawn from Pauline writings. The conclusions are that
individuation and sanctification have an analogous structure but differ considerably in their
content and end. Differences in the nature of the mediator (an archetype or Christ) and in the
end or goal (wholeness and individuality or righteousness and agape) are most important.
The two processes can influence each other in a complementary fashion; sanctification may
ultimately include individuation.

A final chapter includesimplications for the practice of Christian ministry.
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Sample Title Page

JESUSGRECEPTION AT THE MOUNT OF OLIVES:

A REDACTIONAL ANALY SIS OF LUKE 19:28-40

BY

DENISE WINFIELD MACK

A THESIS
SUBMITTED TO THE FACULTY OF
ST. BERNARD'’S SCHOOL OF THEOLOGY AND MINISTRY
IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR THE DEGREE OF

MASTER OF ARTSIN THEOLOGY

ROCHESTER, NEW YORK

MAY 1981
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Sample Approval Sheet

Date

Date

APPROVAL SHEET

Nancy Hawkins, Ph.D.

Roslyn A. Karaban, Ph.D.
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Sample Table of Contents
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The Resear ch Paper

A. Definition:

A research paper is an extensive, well-documented composition which follows a prescribed
stylistic form. At St. Bernard®all research papers must follow K. L. Turabian® A Manual of
Style For Writers of Term Papers, Theses and Dissertations unless an individual professor
explicitly states otherwise.

The research paper represents the writer®critical judgment, stated as athesis, of a
narrowly defined topic, and is based on a detailed examination and use of outside sources.
Since the writer selects and interprets the facts and opinions provided by experts, he or she
must document the sources used. To deliberately use another®@ideas without giving proper
credit is plagiarism which ordinarily will be punished with afailing grade.

B. Procedure:
1. Choosing a Topic

a The writer should choose a subject areain which he or she has an interest,
that may be easily researched (because of the library resources available), that
tends to be controversial (and hence has clear positions), or is popular at the
moment (with many current works to consult).

b. In search of atopic, the student should first survey text books and class notes
for interesting subject ideas. A survey of the table of contents of monographs
which cover the subject areas of the course might also suggest possible
subjects. Consult dictionary and encyclopedia articles as well.

C. If all elsefails, ask the professor for possible suggestions.

2. Limiting the Topic Area

a The nature of the research paper is such that the writer is expected to pursue
the chosen topic to its fullest extent. It isimpossible to do so in the l[imited
space and time allotted without a well-defined and limited subject.

b. After the student has chosen an interesting general topic, he or she should
systematically divide the large subject into a smaller more satisfactory
working topic:

Example: "The Sacrament of Baptism"

=(much too general)
"The Anointings of the Sacrament of Baptism"
=(better because of the narrower focus)
"The Development of Anointings in the Sacrament of Baptism in the
First Five Centuries’
=(better still)
"Baptisma Anointings in the Fifth Century Syrian Church"
=(a good topic with narrow focus)

3. Preliminary Research and Working Bibliography
a The student should begin reading general articles in encyclopedias,
dictionaries and other general reference works in order to understand in a



genera way the entire question under investigation.

Start building a bibliography from published bibliographies, library card
catalog, guides to periodical literature, bibliographies and footnotes of
monographs on the chosen subject

Each bibliographic reference should be noted on a separate 3 x 5 index card
with al the information necessary for a bibliography: author, title, city,
publisher, date. Each card should be |ettered with a different al phabetic code.

4. The Working Thesis Statement

a

The writer® purpose for gathering information from reference materialsisto
offer an interpretation of the facts by exercising his or her critical judgment.
This interpretation or judgment takes place on the basis of aformulated thesis
Statement.

The thesis statement is the point the writer is trying to make about the topic.

It is a proposition about the topic which is presented and defended by
argumentation. It isastatement that can be proved or disproved through the
presentation of facts.

Ordinarily, while the researcher is becoming familiar with the material, he or
she can only formul ate atemporary thesis statement or several working
research questions to help guide the gathering of material. Itisonly at the
end of the research process that the student should write a clear concise thesis
statement that will be argued tightly in the writing of the paper.

5. The Preliminary Outline

a

b.

The working outlineis aformal outline using main headings and main

subdivisions of the proposed topic to be researched.

The outline presupposes the choice of the methodology to be followed in

writing the paper.
l. A methodology is an orderly means chosen to develop athesis
logically so that it clearly progresses towards its proposed conclusion.
aa. For example, if | am proposing to prove that a devel opment
has taken place in the Church®understanding of sin, | may
choose an historical methodology and present my evidence
from various magisterial documents arranged chronologically.

bb. If I am explicating Vatican I®understanding of papal
infalibility, I may choose atopical methodology, opting to
develop threetopics: infalibility as an attribute of God vs,
analogical uses of the term; personal charism vs. church
charism; positive inspiration or revelation vs. negation
charism.

CC. If 1 am writing about the current theological debate over
abortion, | may choose a critical methodology, presenting the
positions of 5 major theologians following each with a critique
which in turn builds toward my own position.

ii. There are many possible methodologies. In order for your paper to
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"work," you must choose a methodology which best suits the topic
that you have chosen and that will best aid the reader in following
your argument to its conclusion.

iii. Once you have chosen a methodology, your topic outline will follow
easily.

C. As the research progresses, this topic outline becomes upgraded with the
addition of main subdivisions and sentences or phrases which indicate what
will be said about the topic and where in the paper.

6. Note-taking

a Despite the technological advances which have changed the ways contemporary
research is done, the best way of note-taking remainsthe 4 x 6 or 5 x 8 note card.

b. There are many ways to code a note card. One method suggests that each card
should be numbered, should be identified by aword code from the part of the outline
to which it corresponds, should bear the name of the author of the work noted, the
alphabetic code from the bibliography card of the work cited, and the page of the idea
cited.

C The notes that the writer places on the note card should transfer or convert evidence
in the sources to notes which may be used to support the thesis statement.

d. Write only one idea on any one card so that it can be sorted easily later.

7. The Expanded Outline

a All the note cards should be sorted according to the topics on the original outline.

b. While writing the expanded topic outline, the researcher attempts to become more
specific about the approach which will be used to support the thesis of the paper.

C. Asthe outline is written and expanded again and again, aplan for supporting each
main heading of the topic outline is devised.

d. If more research is needed, it can easily be detected at thistime.

8. The First Draft

a The first draft, written for the writer alone, is aworking version of the final paper. It
isthe best way of getting all of the facts, opinions, and ideas on paper is such away
that they can be moved around, reformulated or polished. It should always be written
double-spaced with wide margins to aid in the revision process.

b. This draft iswritten quickly, directly from the note cards and following the
expanded topic outline closely. No unnecessary time should be spent at this point
hunting for the correct words or the proper transitions.

C. Thefirst draft should be reread several times (some find it helpful to wait afew days
before revising anything) making changes in order, style and substance until the
paper is clear, concise, logical and smooth-flowing.

d. The writer should take specia careto insure that the introduction states the thesis

clearly and the conclusion summarizes what the paper has shown. The writer needs
to be sure that the transitions between the sections of the paper are clear and logical.

9. Thefina Paper



The Exegetical Paper

A. Definition:

Etymologically, exegesis derives from the Greek meaning "to guide out of" and hence
denotes "acritical explanation, or interpretation, especially of Scripture.” In biblical studies,
insofar as no text is ever per sefully self-explanatory, understanding is often dependent upon
one®ability to get at its whole frame of reference.

The essential task of exegesisisto grapple with all the dimensions of atext which relate
to its "message": its central point(s), its key characteristics, its placement, form and function,
its authorship and date, its unmistakable implications, its intended and unintentiona pattern
of communication, its style and tone, its life setting.

B. Procedure:

1. General Comments:

a

Thereisno universally recognized standard format for writing an exegesis
paper. Each pericope (or biblical passage) presents a distinct set of issues.
Each exegete brings a distinct set of concerns or assumptions to an identical
pericope. Each audience evokes adistinct clarification of purpose. Even the
same pericope alows the same exegete a variety of approaches and

methodol ogies.

Although choosing of a pericopeisarelatively easy, much more complex and
critical isthe specific focus (achieved by articulating a sub-title) which will
determine the explicit development or thrust of the paper.

2. The Use of the Outline

a

Ordinarily a student should follow carefully the suggested outline given
below. The topical headings and sub-sets under Section A and D are
normative. That isto say, unless compelling reasons dictate otherwise, these
headings and sub-units should neither be omitted nor transposed in the
writing of an exegesis paper.

The topica headings and the sub-sets under Section B are in most cases
essential to the effective development of an exegesis paper. Asimportant as
these headings are in themselves, however, every one of them may not be
applicablein every paper, nor isit absolutely necessary to follow slavishly the
seguence in which these headings are presented here.

The topica headings and sub-sets under Section C are optional. That isto
say, the writer has the option of including or dropping such materias. (Some
professors, however, set great store by this section. In fact, the homiletic task
takes its basic focus from this Section.)

Section A (especially #1 and #2) are best written last, namely, after al the
research has been completed and the actual writing of the paper finally
begins.

The outline below presupposes the use of the standard exegetical tools. viz.,
dictionaries, word analyses, concordances, translations, Ssynopses,
commentaries.
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3. The Moddl Outline:

SECTION A: INTRODUCTION
1. State of the Question
a Summarize (selected) scholarship to date

b. Evaluate the mgjor positions which emerge
2. Statement of Purpose
a State the thesis (basic stance or position) of paper

b. Articulate what the paper hopes to accomplish
3. Statement of Methodology and Significance
a Outline the basic methodology to be used
b. Explain the value or importance of the undertaking

SECTION B: BODY OF THE PAPER
4. Text
a Determine the reliability (or condition) of the text:
l. Summarize the manuscript tradition (list variants)
ii. Check out the versions (=early transl ations)
iii. Review the trandlations
b. "Frame" (i.e., establish the limits of) the passage:
l. Determine where to start the analysis and where to end
ii. Give rationale (state the reason why)
5. Trandation
a Provide atentative translation, or at least choose what is generally regarded as
aworkable transation
b. Annotate problem area(s)
C. Justify, as best you can, the working translation
6. Socio-historical Background
a Research carefully the sociol ogical/historical/cultural/geographical
background of the passage
b. Summarize the key points in the foreground ("direct intentionalities") of the
passage
C. Date the passage
7. Literary Content
a Explore the literary function (What does the passage "say"?)

b. Explore the placement (What meaning can be argued from its positioning in
the disclosure?)
C. Take note of significant details

d. Analyze the author (or editor)
8. Literary Form (or Genre Analysis)

a Determine the general literary form (e.g., poetry or prose; law or narratives;
epistle or gospel)
b. Determine the specific literary form (e.g., psam of personal lament or

collective lament)
C. Annotate any anomaliesin the typical form
d. Identify what scholars say about life-setting (Sitz im Leben)
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e. Provide arationale, if necessary, for the form
9. Rhetorical Design (Structure)

a Scrutinize the passage from the perspective of pattern or design (e.g., series
of rhetorical questions, impassioned discourse, transmitted logion, parable,
oracle)

b. Study the interrelation of each and all units (e.g., parallelism, inclusion,

contrasts, climactic build-up)
C. Differentiate primary (=direct) statement vs. oblique (=sub-ordinated)

statement
d. Chart poetic structure (or sentence flow)
10. Thematic Analysis
a Identify recurring motif or theme (e.g., "end of earth™ in 1l Isaiah)
b. Determine the significance of this fact

11. Redactional or Tradition-Historical Analysis
a Compare passage with postulated sources (e.g. Luke and Matthew over
against Mark)
b. Assess "statement” vis-a-vis standard tradition
C. Apply "vertical reading” (See: 10a, 13b, 14)
12. Grammatical/Syntactical Elements
a Examine relevant issues
b. Examine linguistic factors (e.g., spelling, word-forms, coinage)

13. Lexical Information

a Focus on idiosyncrasies of vocabulary in book (e.g., only time this word
occursin the Bible, NT, Paul)
b. Isolate key words:

l. incidence or frequency of occurrence
ii. aphrase favored by the author

C. Do word studies
d. Explain semantic peculiarities
14. Biblical Setting
a Research use of term/phrase in other biblical books
b. Determine connotation el sewhere (Commentaries and dictionaries are usually
helpful)
C. Take note of the varying meanings at different periods

15. Theological Investigation
a Analyze the passage theologically
b. Annotate related issued
C. Determine the theological significance
16. Secondary Literature
a Check out what others scholars have said (See #1a, 19)
b. Critique
17. Conclusions and Results
a Upshot of investigation
b. Summarize discoveries



SECTION C: APPLICATION
18. Epilogue
a List key issues in the pericope
b. Sketch the homiletic applicability to specific audiences

SECTION D: WORKS CONSULTED
19. Bibliography
a Keep record of works consulted
b. Decide whether to use straightforward al phabetized bibliography or arranged
in aclassified bibliography

50



The Reflection Paper

A. Definition:

A reflection paper is afocused, substantial and creative "conversation” with some
element of the content of the course. Its purposeisto present the writer®@own thought and
imagination in dialogue with course material. Usually briefer than aresearch paper, it isthe
"next step” beyond the course lectures and reading assignments in which the student
thoughtfully engages the material.

B. Procedure:

1. Finding a Focus
a If the professor has not assigned a specific focus to the reflection paper (e.g.,
compare the viewpoints of two authors), the writer will need first to narrow
the broader or open-ended area assigned for reflection.
b. This narrowing can be done by brainstorming about the area assigned. For
example:
l. assigned topic: the scrutinies of the RCIA
ii. possible focuses: the pastoral pluses and minuses of the term
"scrutiny," the theological foundation of the scrutinies, preparation of
catechumens for the scrutinies, the role of the community in the
celebration of the scrutinies, etc.

2. Developing a Substantial Conversation

a A reflection paper isNOT the presentation of random thoughts plucked out of
thin air, nor isit simply the representation of course readings or lectures, nor
isit achance to climb onto a soapbox or to editorialize.

b. The reflection will have asits point of departure the pertinent material from
the course readings and/or classroom discussions; for example:

l. A reflection on "the theological foundation of the scrutinies” will need
the introductory material on this subject found in the RCIA and/or the
texts of the rites themselves as dialogue partners,

ii. A reflection on "the pastoral pluses and minuses of the term "scrutiny"
will need to work with the history and meaning of the term before
developing the reflection paper.

C. The specific development is |eft to the writer, but he or she should critically
expand the topic, perhaps by raising questions or making clarifications or
opening new directions for discussing the topic or whatever is appropriate.

l. The path of the development is the point of the reflection paper: What
do you want to say about this topic and how do you want to say it?
The writer may want to jot some notes or make an outline in order to
focus and devel op his/her thoughts.

ii. Also the conclusion of the reflection should indicate how the
discussion will left for now: issuesstill to dealt with, questions that
remain, pastoral directions to be taken, and so on.
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d. Footnotes are not required in areflection paper, but any materia referred to
or quoted directly ought to be referenced briefly in the text of the paper itself;
for example, (RCIA #141-146).

3. Being Crestive
a Certainly any writer®reflection is going to be origina initsinsight and
expression, but creativity of approach or manner of presentation is
encouraged; for example:
l. A theological foundation of the scrutinies may be presented as a series
of parish bulletin inserts, or
ii. The role of the community in the scrutinies might be presented as
what is going on in the mind of one of the parishioners as sheis
present for the second scrutiny, for example, or
iii. The comparison of two authors might be presented as a dialogue
between them or atalk-show interview.
4. The evaluation of the reflection paper is based not on some predetermined approach the
writer "should have taken" (unless of course there are blatant errors), but on the quality and
substantiality of the "conversation” the writer has undertaken.
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A Case Study

A case study may be defined as a detailed analysis of, and mutual reflection on, a
particular pastoral event involving you as minister/counselor and your interaction with a
person or group. A case study is usually done for the purpose of presentation in aclass or
group. The case study serves as alearning experience for the entire class or group as well as
the presenter.

In writing up acase study it is essentia that the information be presented in a manner
in which the presented person®identity be protected. This may mean altering afew facts so
as to make the person or group unrecognizable. Real names should never be used. Any
written information given out to the class or group should be marked CONFIDENTIAL and
should be collected by the presenter at the end of the discussion. Before any caseis
presented, the class or group should discuss concerns and guidelines about trust and
confidentiality.

Each individual professor may have specific guidelinesto follow. For instance, the
guidelines used for "ministering in Crisis Intervention” would involve identifying the
precipitating and hazardous event, and describing the crisis as situational, devel opmental, or
socia/cultural. These particular identifications would not be necessary for "Bio-medical
Ethics." Therefore, you will need to check with your professor for specific guidelines.

The following outline is a general outline that may be adapted for particular courses.

1. Describe the Event

@ background information on the person and event
Summarize any information that is relevant to the understanding of the case.
person: age, gender, family background
event: context, intent, goals

(b) background information on your role and involvement
Describe you role and involvement in relation to the event and person.

* Do not get bogged down in description. This section is meant to serve as a background
from which to reflect in a person®@situation and your interaction in a particular pastoral
event.

2. Anayze the Event

@ objectively
Identify the issues and concerns that emerged from the event.
What went on?

* Depending on the type of event, particular guidelines might be appropriate here. Check
with professor.

53



(b) subjectively
Describe what was going on in you as you ministered to/counsel ed the
person. identify significant feelings and personal concerns.

3. Evaluate the Event

@ objectively
Evauate how the session went. Did you help? Were you effective? Why or
why not? What could you have done differently?

Identify particular guestions/concerns what you would like to have the
class/group help you with/

(b) subjectively
Look at how your own feelings and concerns affected your effectiveness as a
helper.

4, Theological Reflection
Identify biblical or theological themes that emerge from this event. Mention
particular religious resources that inform your reflection. Where specifically was
God®action present for you? Identify any ethical issues that emerged.

Some fina comments:

There is adifference of opinion in the field whether or not case studies should be
presented or read out loud. If they are to be read out loud, the written length should be
limited to two pages. If they are to be presented, the written length can be 4-5 pages.

There are two possibilities for facilitating the discussion: the student him, or herself
may facilitate the discussion of the case, or the professor may serve as facilitator.

The case study is as much about you as it is the person and event presented. This
should be evident in the way you present the case and in the type of information given and
guestions asked.

Try to choose arecent case, idealy within the last 6 months to one year. Be sureto
indicate why you have chosen this particular case.

Aswith the verbatim, you will not be graded on how good a minister/hel per you are,
but on how well you are able to analyze and reflect on acase. Were you able to go beyond a
description of the case to an analysis? Were you able to identify significant issues? Did you
take a good honest ook at yourself and were you able to listen to feedback from the
class/group? Was your case a good model for the class as well as agood learning experience
for you?

If the caseis brief and the professor serves as facilitator, the case may be expanded
after the class discussion and submitted to the professor for feedback and grading.




CASE STUDY OUTLINE

Describe the Event

@ background information on the person and event
person: age, gender, family background
event: context, intent, goals

(b) background information on your role and involvement
identity and interaction

Anayze the Event

€)) objectively
issues and concerns

(b) subjectively
significant feelings and personal concerns

Evaluate the Event

@ objectively
effectiveness, skills

(b)  subjectively
feelings and concernsin relation to effectiveness

Theological Reflection

Biblical and theological themes, religious resources, God®action, ethical issues.
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A Verbatim
The verbatim consists of two sections. the verbatim report and the verbatim analysis.

REPORT:

"Verbatim" literally means "word for word". To give a"verbatim report” of an
encounter means to report the encounter "word for word" asit happened. This can be done
in two ways:

1 Ask permission to tape record your encounter and then transcribe (part of) the
encounter from the tape.
2. Write up the encounter as best as you can remember it.

If you tape record the encounter, do so only with the explicit permission of the
person you are talking with/counseling. Explain that you wish to tape record the session in
order that you may learn to be a better listener/counselor and that your professor will be
reading a portion of your transcribed tape. Y ou should make it clear that both you the
listener and your professor will keep what is said in confidence. (Note exceptionsin the
case of abuse, potential suicide, potential harm to another person.) If you the person is not
comfortable with this arrangement, you should honor this by not tape recording.

If you cannot tape record the session, or if you prefer to relate the encounter from
memory, you should write it up as you remember it. In order to do this, you may want to
make extensive notes immediately following the session. Do not take notes during the
session.

How much do | report?

If you have a 10 minute encounter with someone, you should report it al, whether
taping or reporting from memory. If your session is 30-50 minutes and you are taping,
choose a 15 minute segment of the tape and report only that segment. Try to choose a part of
the session that was particularly difficult for you and that you want feedback on. If you have
a 30-50 minute session and you are reporting from memory, report the whole session. This
verbatim report section should be 5-8 pagesin length.

Writing the verbatim:
Verbatim Report
In thisfirst part of the verbatim, you are transcribing or writing word for word as you
remember, the text of your encounter. This should be written as a conversation and should
be lettered and numbers as follows:
C = Counselor P = Person

C1 isused to indicate the first time you as counsel or speak.

P1 isused to indicate the first time the person speaks.
C2 indicates the second time you as counselor speak.
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P2 indicates the second time the person speaks.

Sample:

C1 Hi, Bob! Comeonin and sit down.
P1 Hi, Mary. Thanks!

C2 Thelast time we met you talked about a number of issues. Isthere any particular issue
on your mind today?

P2 Actudly, Mary, thereis. (Pause) (Silence of about ten seconds. Bob islooking at his
hands.)

P3 It®alittle hard for meto get started. 1@ feeling rather afraid to tell you.

C3 That®OK Bob. Takeyour time. | appreciate your honesty in telling me how difficult
thisisfor you.

The numbering may not be uniform, as one person may speak twice before the other
person speaks. P2, P3. Try to number the interactions as carefully as possible. This
numbering isimportant for your analysis.

It may be helpful to also report significant nonverbal behavior (see P2 above). Do
not interpret the behavior in this section.

Leave a one-inch margin down the right hand side of the sheet for comments from
the professor.

Writing the V erbatim:
Analysis

Preliminary Fact Sheet: Optional

After you have written the verbatim report section, you will begin the analysis
section of the paper. Thefirst part of the analysis may consist of a preliminary fact sheet and
will address such information as. facts of general interest, person®initial concern,
counselor®@initia response, and noted of other people.

Of you choose not to include a preliminary fact sheet, you will proceed on to section
one: The Introduction.

Verbatim Analysis: Outline

Introduction
At the top of the page include the following information:
Date of encounter:  June 27, 1994
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Length of encounter: 60 minutes
Number of session:  first and only session

Write up an introductory paragraph that introduces the session and setsit in context.

Include in this paragraph:

@

(b)

information relevant to this meeting

Relate any information about this meeting that is particul arly relevant:

Thiswas our first meeting and we had never met before; the meeting occurred in the
middle of acrowded room with little privacy; the person was extremely upset
because she had just received new of her mother®illness; this conversation occurred
at 2 am. over the phone, €tc.

pastoral intent

Describe what you are trying to do in this meeting, including any goals you have.
What do you bring to this session? | bring an open mind and heart and awillingness
to listen to this person®story. | have recently experienced aloss similar to hisand |
bring that experience with me. | hope that | may draw upon that experience while |
remain open to hearing his particular experience and feelings. My goals are to
connect with the person, to establish trust and rapport and to assess what his needs
are. | bring awillingness to pray, to share scriptural resources where appropriate and
to provide emotional and spiritual support and understanding.

The analysis section of the verbatim should be at |east as long as the verbatim report

section, 5-8 pages. Thisisthe section that will be graded.

1.

The Person/The Relationship
Begin with describing the person, giving any facts pertinent to understanding this

encounter. Comment also on your relationship with person - in general, and in the context of
this encounter.

In particular, focus on describing:

@ theological, psychological, sociological, and physical needs and concerns of
the person
-- Is she searching for forgivenessin her life?
-- Is he angry about a lost relationship?
-- Isshe grieving the loss of ajob?
-- Does he lack a close, supportive network of friends?

(b) contextual issues relevant to this person, and this relationship
-- race, gender, issues of power, particularity of problem, morality
(Patton 1993:39-61)

the helping relationship
-- your role, your identity, the importance of the relationship
The Counselor
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Describe what was going on in you as you counseled this person. For this section,
talk about your general feelings for the entire session. Use feeling words.

Thiswas thefirst time | had ever formally counseled with someone and | was
really nervous. | was afraid that | would say all the wrong things. Asthe
session progressed, | relaxed and felt more hopeful and confident about my
listening abilities.

3. Dynamic Interplay

This section should receive the most emphasis. In this section you are to explore
what was going on between you and the person, as you understand it. Thisis done:

@

(b)

subjectively

Identify your own feelings and concerns and comment on these feelings and
concerns, especialy in relation to how well you did or did not do.

In C18 | felt redlly scared, even overwhelmed, because of the seriousness of
what she was saying. What | did say was not very helpful, as evidenced by
his response in P18.

objectively

Analyze the interaction itself, particularly in relation to helping skills. The
following questions are a few guidelines of how you might comment on the
interaction:

Did | use alot of empathy, or too little? (Was| able to see the world from her
perspective and to communicate thisto her?) Did | ask alot of questions?
(Too many? Too few? Open ended or closed? How did the person respond?
Were the questions helpful and appropriate?) Was | supportive? Or did |
challenge too much? What do | see as my strengths and where do | need to
improve?

If you have studied the Egan model, refer specifically to skills as described by Egan: Was||
attentive? Did | listen well? Did | use basic empathy? Probes? Did | help the person
focus? Use summary? Did | every use advanced empathy? Did | self/disclose? Wasit
appropriate? Did | useimmediacy? What type? Where might | have used some

immediacy?

In your analysis refer specifically to the encounter numbers:

C15 was a good basic empathic response.
C18, C19 and C20 were al probes - too much! | never used empathy in-
between.

In your analysis, also comment on your skills overall:

Generally, | asked too many closed questions and did not use enough
empathy. | seel never used any immediacy, and yet this skill would have
been especially appropriate in C22 and C45.
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4, Pastoral Opportunities
Comment on what you will do the next time you see this person or another person
with asimilar situation/problem.
The next time we meet | will be more supportive, ask less questions, allow
him to do more of the talking.
The next time | meet with someone who talks about seeing no hopein the
future, | will know to check out whether she is contemplating suicide.

5. Theological Reflection

Comment on the encounter theologically. Did you see God acting in this situation?
How? Where? Did you use any particular religious resources (prayer, ritual, my faith)? Are
there any church teachings or any scripture passages that are especially relevant to your
understanding of this person and this encounter? Which ones and why? What are some of
the theological themes that emerge from your reflection? (suffering, resurrection, justice,
forgiveness, reconciliation) What theological or ethical issues or questions arise for you?
During the session | kept thinking about the parable of the Good Samaritan and how | need
to get right down there in the ditch with someone both to understand their point of view and
their needs and hurts, and to show them | am willing and able to be with them fully. | feltin
this situation | was reluctant to be in the ditch with the person. This raises for me a number
of theological concerns, most particularly the issue of forgiveness. Thisis aperson who has
hurt me in the past and | wonder if | have forgiven her enough to be able to minister to her. |
know that | was not comfortable praying with her even though she asked for my prayers.
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VERBATIM OUTLINE

Preliminary fact Sheet (Optional)

1.

2.

3.

4.

Cl
P1
C2
P2

C3
P3
C4

Facts of General Interest (Background information on person)
Person®Initial Concerns (Why did she call you?; Why is he here?)
Counselor®Initial Response (How do you react?)
Notes of Other People (Is anyone else involved in the conversation? Say something
about them.)

REPORT

C=Counselor

P=Person

ANALYSIS

Introduction

Date:

Duration (length of session):
Number of session:
Information relevant to this session:
Pastora intent:

The Person/The Relationship
@ theological, psychological, sociological and physical needs and concerns
(b) contextual issues. race, gender, issues of power, particularity of problem,
morality
the helping relationship

The Counselor
significant feelings

Dynamic Interplay (most emphasis)

Pastoral Opportunities
next time

Theological Reflection
religious resources, biblical and theological themes, God®action, ethical issues
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XV. FINANCES AND FINANCIAL AID

FINANCES
Tuition and Fees 2008 - 2009
COST PER CREDIT COURSE (Each Course)
One Course $1400.00
Half Course 700.00
FULL TIME
Credit: 4 Courses 5,600.00
3 Courses 4,200.00
2 Courses 2,800.00
AUDIT
One Course 300.00
Half Course 150.00
REGISTRATION FEE (per semester) 30.00
LATE REGISTRATION FEE 60.00
APPLICATION FOR ADMISSION 75.00
*CONTINUING MATRICULATION 200.00
(Course Work Completed but Thesis Incomplete)
RETROACTIVE M.DIV. 250.00
GRADUATION FEE
MA & MDiv. 200.00
Graduate Certificate 150.00
TRANSCRIPTS 5.00

Thetuition and fee scheduleis subject to change for each academic year. Students should
contact the Registrar or the Business Office for current figures.

*A Continuing Matriculation fee is charged to matriculated students who have completed the
necessary courses, but have not fulfilled other requirements (e.g., an area requirement,
comprehensive examination). Students working on athesis are charged thisfee only if the
writing extends beyond two semesters. Students pursuing all course plans are given one semester
after their courses are completed to sit for the comprehensive. If they do not complete their
program in that semester the fee is charged for each successive semester.
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Payment Policy
The payment policy at SBSTM is asfollows:
1 Auditors are required to pay fees and tuition in full at the time of registration.

2. All students taking courses for credit are required to pay 25% of the tuition along with the
registration fee at the time of registration.

3. All students taking courses for credit are required to pay 50% of the tuition before the
first day of class. The balanceisto be paid by the end of 6 weeksin the Fall and Spring
semesters or midway through the course during January and Summer sessions. If
payments are not completed as specified above, a penalty of 10% of the outstanding
balance is added to the student®account.

4, Specia arrangements may be made with the business office for an extended payment
schedule with final payment made before the end of the course. The request for extended
payment schedul e should be submitted by filling out the application form along with a
one-page statement of why such an arrangement is necessary. A mutually agreed-upon
arrangement will have to be made prior to the beginning of classes. If payments are not
made within 7 days after the due-dates of the agreed-upon schedule, a penalty of 10% of
the outstanding balance is added to the student® account and the student may |lose the
benefit of extended paymentsin the future.

5. Funds/grants from other sources such as local parish, diocese, supporting organization,
employer, and federal student loan must be indicated to the business office as soon as
possible.

The granting of degrees and the issuance of transcripts are subject to the fulfillment of al library-
related and financia obligations.

Refund Policy

Theregistration fee is non-refundable. However, should St. Bernard' s cancel a course, the
school will refund all tuition and fees. Should the student withdraw from a course and the course
still continues, s/he is responsible for the full tuition and fees. St. Bernard's charges tuition until
the date of official withdrawal asindicated below. The Business Office will handle situations not
described in the sections below on an individual basis.

Prior to class beginning 100%

1 or 2 sessions 80%
after 3 sessions 60%
after 4 sessions 40%
after 5 sessions no refund

Discontinuance of attendance or notice to the Professor does not constitute withdrawal. The
student must make application for withdrawal or for a change in class schedule in writing on an

63



official Graduate Course Chance Form, obtained in the Registrar’ s Office. The student must
submit the completed form to the Registrar.

In accelerated semesters (e.g., Summer), refunds are determined proportionately.

If students have elected to use the deferred payment plan, they should check with the Business
Office upon dropping a course to learn of any additional financial liability.

Overdue Accounts Policy

Students whose tuition account is not current will not be able to register for the next semester,
receive diplomas or have transcriptsissued. Persons whose account is not current may be subject
to collection procedures.



FINANCIAL AID

Categoriesof Financial Aid

St. Bernard’ s School of Theology and Ministry offers various forms of financial assistance for
students who are unable to bear the full expense of graduate education. Financial assistanceis
available to students under five different categories:

1 Scholarships. Scholarships are awarded to cover tuition costs for full- or part-time study
during an academic year and are renewabl e upon reapplication and review. Scholarship
applications for any given academic year are due by April 15th of the prior academic year. The
various scholarships available are:

A. Benefactors Scholarships:
Most Rev. Matthew H. Clark Scholarship
G. Marion Kinget Memorial Scholarship
Constance Lawlor Memorial Scholarship
Judith O’ Brien Scholarship
Joan Pearson Scholarship
James and Carolyn Russell Endowed Scholarship
Hennessey/O’ Neill Memorial Scholarship

B. The Rev. Sebastian A. Falcone Scholarship (matriculated students only)

The Financial Aid Committee reserves the right to offer the full scholarship award to a candidate,
to divide the amount between a number of candidates, or to withhold the award for a given year.

2. Tuition Assistance: Aid in the form of tuition assistance is given to cover a percentage of
the tuition for one or more courses taken during a specified academic year. There are two types
of tuition assistance for students studying at St. Bernard®

A. Aidintheform of tuition assistance is awarded by St. Bernard’ s to cover 25% of the
tuition cost for one or more courses taken during the academic year.

B. Roman Catholic students residing in the Diocese of Rochester are eligible for tuition
assistance from the Roman Catholic Diocese of Rochester. Thisaid covers up to 33%
of the tuition cost for one or more courses taken during the academic year. Please note:
applications for Diocesan assistance are processed by St. Bernard's, however, decisions
regarding Diocesan assistance awards are the responsibility of the Roman Catholic
Diocese of Rochester and are in no way under the control of St. Bernard's.

NOTE: Students should aso explore possibilities for financial aid from their individual parishes.

3. Extended Payment: Students may arrange with the Business Office for a payment plan
with afixed number and duration of installments.
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4. Student L oan Program: Students may apply for long-term, low-interest loans through the
Federal Family Education Loan program. Loans are negotiated through alocal bank of each
student’ s choosing.

5. Veteran® Benefits: Educationa benefitsin the form of outright grants are available to
veterans, spouses or children of deceased/disabled veterans or those in National Guard/Reserve,
for full-time or part-time study.

Students may apply for any category of financial aid according to the following procedures.

Scholarships: Eligibility
A. Benefactor’ s Scholarships:

To qualify a candidate must:

* engage in full- or part-time study;
* give evidence of academic and ministerial promise;
* agree to appropriate media coverage.

B. The Sebastian A. Falcone Scholarship:

To qualify a student must:

* be matriculated in either the M.A. or M.Div. program at St. Bernard®,
* engage in full- or part-time study;

* give evidence of academic and ministerial promise;

* demonstrate financial need according to the standard St. Bernard®
procedures;

not be concurrently receiving another scholarship from SBSTM;

* not currently hold any incompl etes,

* agree to appropriate media coverage.

*

Proceduresfor Tuition Assistance and Scholar ships

1 Once ayear application process
All returning students seeking tuition assistance and/or scholarship must submit a
completed Financial Aid Application by April 15th of any given year for the following
academic year (Summer, Fall and Spring terms consecutively). This includes those
applying for tuition assistance from the Diocese of Rochester. Applicants who do not
meet this deadline will not be considered for scholarship, but may be considered for
tuition assistance if available. These applicants should submit their applications by
August 15th for the Fall semester and by December 15th for the January term and Spring
semester.

Returning students should meet with their faculty advisors before filling out Financial
Aid Applicationsin order to accurately project the total number of courses to be taken
during the upcoming academic year. Once al Financial Aid Applications are reviewed,
each applicant will receive notification of the Financial Aid Committee’s decision.
Please note: Students receiving Diocesan aid will be notified directly by the Diocese of
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Rochester and will not receive any notification from St. Bernard’ s regarding Diocesan

aid.

Tuition Assistance applications for first time students are accepted throughout the year
and are due by April 15 the for Summer term, August 15 for the Fall semester and
December 15 for the January term and Spring semester. Please note: first time student
applications for tuition assistance received by April 15th are given priority.

All deliberations of the Financial Aid Committee are strictly confidential.

Forms and Documentation

Initial Application for Scholar ships, Tuition Assistance and DOR Assistance:
Documents required of ALL applicants

*

*

Initial Application form

Free Application For Federal Student Aid (FAFSA) for need analysis. This
formis sent directly to Federal Student Aid Programs by the student for
processing. Thisform may also be completed on-line. Once the
application is processed by the government, St. Bernard’ s receives an
Institutional Student Information Record/Student Aid Report online.
Statement of need: on a separate sheet of paper, apersona statement
explaining financial need along with a brief description of financia
circumstances (not covered by the FAFSA form) and the amount of aid
being requested.

Additional documents required of Scholarship applicants:

*

an official transcript of post-secondary academic work (non-matriculated
students only);

two (2) letters of reference, one of which must address the candidate®
academic abilities and the other, ministerial aptitude and promise,
character and motivation (non-matriculated students only);

a 350-500 word essay on how the candidate expects to apply the
experience gained through the degree work and his’her goals for academic
and professional development.

Additional documents required of DOR assistance applicants:

A copy of student’sfiled Federal tax forms

Sponsorship Tuition Assistance Form

Non-matriculated students who do not submit the Scholarship essay
referenced above must supply a brief statement of the relevance of course
work to current ministry.

Reapplication/Renewal for Scholarships, Tuition Assistance and DOR Aid:
A simplified procedure is followed for reapplication in succeeding years.
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Documents reqw red for al Scholarship, Tuition assistance and DOR Aid reapplication/renewals:

SBSTM Renewal Application Form

* A current FAFSA form

* on a separate sheet of paper, apersona statement concerning financial
need along with a brief description of circumstances (not covered by the
FAFSA form) and the amount of aid being requested

* Students applying for scholarship must also submit a 350-500 word essay
on how the candidate expects to apply the experience gained through the
degree work; as well as goals for academic and professional development.

Financial Aid forms are available from the receptionist or the Director of Admissions.

Extended Payment

A student unable to pay tuition as outlined in the payment policy may request payment to be
made on an installment plan. (Please see St. Bernard's School of Theology and Ministry
Payment Policy #4 for details.)

The registration fee in every case must be paid at registration time along with 25% of the total
course tuition.

Student L oan Program

St. Bernard’s School of Theology and Ministry participates in the Federal Family Education Loan
Program. Part-time and full-time students who are matriculated in a degree program can apply
for these loans. See Appendix B for more information.

Veteran@ Benefits
Students who believe they may be eligible to receive veteran® benefits should contact the
Director of Admissions.
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XVI.COMMUNITY LIFE

SBSTM Liturgies

Specia celebrations of the Eucharist occur in conjunction with the opening of the academic year,
Advent/Christmas, and commencement. In addition there are other occasional opportunities for
spiritual, and ministerial formation and socializing.

Retreats

An annual weekend retreat, usually scheduled during January, is organized for the members of
the community. Participation isvoluntary. In addition, evenings of prayer may be held each
semester.

Community Meetings
To respond to expressed needs and to raise issues related to the many dimensions of life at St.
Bernard®, periodic community meetings may be arranged.
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XVIl. STUDENT SERVICES

Means of Communication

Each student has a labeled file in the file cabinet located at the south entrance to the lounge
beneath the notice board. It isused for communicating directly with students and for returning
papers and assignments. There are aso files for faculty to receive papers, etc.

The Bulletin Board located above the file cabinets carries announcements and information
pertinent to community happenings, continuing education opportunities and placement.

Photo ID

ID photos can be taken anytime the building is open. These ID cards enable students, staff and
faculty to have accessto library facilities and services at Nazareth, Fisher, University of
Rochester and CRCDS.

Library

The University of Rochester will be the home library for St. Bernard’'s. Students and faculty of
St. Bernard’ s also have access to the library resources and services at Nazareth College, St. John
Fisher College, and CRCDS. Please consult relevant websites for current library hours.

Servicesfor Differently Abled Students

St. Bernard’ s is committed to making reasonable accommodations for differently abled students.
The needs of such students may be related to vision, hearing or mobility impairments, learning
disabilities, psychological and medical conditions (both permanent and temporary) which
necessitate modifications to the programs or services of the school.

It is not the policy of the School to waive any essential academic requirements for students with
special needs. Rather, our aim is to provide reasonable accommaodations which reduce the
disadvantage of the differently abled student and help the student to meet requirements. The
School neither imposes accommodations on the student nor preempts the student®responsibility
to define his or her own special needs and make sure that they are met. Therefore, the student,
after having been accepted, must take the lead to:

a) identify herself or himself and her or his needsto us,
b) work with us to specify, arrange and follow through on accommodations, and
c) aert usimmediately to problems which we can help solve.

Differently abled students are encouraged to identify themselves and to outline the services they
require. Thisallowsthe Dean or the Registrar to be aware of specia needs before the term
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begins. Students are encouraged to identify themselves to the Dean as soon as they perceive a
special need which affects their participation in the School community. Differently abled
students are asked to provide documentation of their needs. Thisinformationisheldin
confidence, and used only with the permission of the student. The Dean, with the permission of
the student, shares pertinent information with the faculty and administration. Thisinformationis
obtained and shared only for the purpose of determining what accommaodations might be made to
allow the individual to most fully participate in the School® programs.

Students who have special needsin the classroom are aso encouraged to meet with their
professors before the term begins to review special requirements such as the use of enlarged print
for handouts, oral or taped exams, specia seating arrangements or the use of an assistive
listening system. With the student® permission, the instructor shares any pertinent information
with the class as a whole when the term begins.
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XVIIl. NON-ACADEMIC POLICIESAND PROCEDURES

Alcohol and Drug Policy

St. Bernard’s School of Theology and Ministry isin compliance with the federal regulation from
the Department of Education regarding "Drug-Free Schools and campuses’. Thisincludes a
prohibition of the unlawful possession, use or distribution of illicit drugs or alcohol. Violators
risk disciplinary action from the School and from law enforcement agencies.

St. Bernard’ s is committed to maintaining a drug-free environment. In accordance with the
Drug-Free Schools and Communities Act Amendments of 1989 and the Higher Education
Reauthorization Act of 1987, the School is providing you with this notice.

The Unlawful Possession, Use, or Distribution of Illicit Drugsor Alcohol is Prohibited.
Such activities violate the School® standards of conduct and may subject the violator to
disciplinary action. Alcohol may not be consumed on the school premises unlessit is part of a
school-sponsored function. All acohol served must be served by trained food service staff.

Severe Sanctions. Violatorsrisk disciplinary actions up to and including expulsion or
termination from the School and referral for prosecution by Federal, State and local law
enforcement agencies.

Federal, Stateand Local Laws Make Illegal Use of Alcohol and Drugs Serious Crimes.
Conviction can lead to fines, imprisonment, assigned community services and permanent
criminal records.

Drug and Alcohol Counseling, Treatment and Rehabilitation Programs. If you think you
have a substance or alcohol abuse problem, you are encouraged to seek professional help.
Referrals and alist of available community resources are avail able with confidentiality assured
for al inquiries. Presentations on these topics will be available to students during the academic
year.

Serious Health Risks. Alcohol and drug abuse interferes with a person®physical and emotiona
health and social functioning.

Federal regulations require that as a condition of employment, employees will notify the

institution of any criminal drug statute conviction for a violation occurring in the workplace no
later than 5 days after such conviction.
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Sexual Har assment and Sexual Discrimination

Statement of Policy

St. Bernard’ s School of Theology and Ministry (hereafter St. Bernard's), aRoman Catholic graduate
school is committed to a) maintaining a collegia environment in which all individuals are treated
with dignity and respect; and b) prohibiting discriminatory practices, including sexual harassment.
Sexual harassment of any kind, whether physical, verba or visual, whether in faculty offices,
classrooms, at school-sponsored functions or in the context of school-related functions outside the
school, is unacceptable and will not be tolerated.

Individuals Covered by this Policy

This policy covers al St. Bernard's students, full-time and adjunct faculty, pastora formation
supervisors, administrators, staff and trustees. This policy appliesto St. Bernard’ s Rochester, NY
campus aswell asitsextension sitein Albany, NY and any other extension programsthat may from
time to time exist. Where cross-registration exists (involving different schools) the complainant
shall pursue the complaint in accordance with policies of the school of primary affiliation of the
person against whom the complaint is made.

Definition of Sexual Harassment

Sexual harassment is defined as unwelcome conduct, communication or physical contact
whichissexual in nature and which hasthe purpose or effect of: 1) influencing decisionsconcerning
grades, evaluation, retention, hiring or other aspects based on the submission to or rejection of this
conduct; 2) interfering with an individual’ s work, academic activities or life at St. Bernard's, or 3)
creating an intimidating, hostile or abusive environment for an individua at St. Bernard's.

Examples of unwelcome behaviors that might be considered sexual harassment include but are not
limited to:

1) Comments about an individual’ sbody, clothing or lifestylewhich have sexua
implications or which demean that individual’ s sexuality or gender;

2) Repeated sexual flirtations, leering or ogling;

3) Sexual advances and propositions;

4) Display of sexually explicit and/or demeaning objects, pictures or cartoons,

5) Implied or direct threats or insinuationsthat an individual’ srefusal to submit
to sexual advances will adversely affect the individual’s status, evaluation,
grades, wages, advancement, duties or career development;

6) Solicitation of sexua activity or behavior by promise of rewards to the
individual’ s performance, eval uation, grades, wages, advancement, assigned
duties or career development;

7) Unnecessary touching, patting, pinching, or brushing another individual’s
body or clothing;

8) Stalking, telephone or computer harassment.
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Complaint Resolution Process

Individuals who believe they are being subjected to sexua harassment are urged to seek assistance
promptly. The sooner an incident or situation is addressed, the more likely it will be successfully
resolved. There are many options for addressing sexual harassment. The Coordinator of Sexual
Harassment Resolution (hereinafter “the Coordinator”) can provide information concerning St.
Bernard’ spolicy and proceduresfor resolution. The Coordinator shall be appointed by the President
and shall serve at the discretion of the President.

1. Informal Resolution

St. Bernard’ s encourages individuals who believe that they have been sexually harassed to
discussthe situation promptly and firmly with the offender. If, dueto power or statusdisparity or for
whatever reason, informal, direct communication between the two individuals is ineffective or
impossible, the complainant may request that the Coordinator assist with informal resolution of the
matter. The Coordinator may arrange for amediation of the matter, for counseling and/or education
of the offender or for any other appropriate meansto informally resolve the matter. In so doing, the
Coordinator may enlist the services of afaculty advisor, dean or supervisor, depending on the status
of the parties involved. A written complaint is not required in order to invoke the informal
resolution process.

If amatter isnot resolved through the informal resolution process, the complainant may file
awritten complaint with the Coordinator to commence the formal resolution process. Use of the
informal resolution process is not a prerequisite to filing a written complaint under the formal
process.

2. Formal Resolution

A. Complaint

The complainant shall commencetheformal resolution process by filing awritten complaint
with the Coordinator. The complaint shall identify the alleged sexual harasser and provide adetailed
description of the offensive conduct or behavior. The complaint shall be dated and signed by the
complainant.

B. Investigation by Coordinator

Upon receipt of awritten complaint, the Coordinator shall investigate the complaint by, at a
minimum, discussing the allegations with the complainant and the subject of the complaint. The
Coordinator may interview witnessesto the alleged harassment. The Coordinator shall keep awritten
record of the investigation and his’her determination. Upon completing the investigation, the
Coordinator shall:

1) determine that the complaint is meritless and advise the parties in writing of the
same. The complainant shall have fourteen days from the date of the
determination to file awritten appeal with the Sexual Harassment Committee.

or

2) determine that the complaint has merit and that an informal resolution is not
practical or feasible. The Coordinator shall then refer the complaint to the Sexual
Harassment Committee for a hearing.
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C. Sexua Harassment Committee

The Sexual Harassment Committee (hereinafter “the Committee”) shall consist of three
members appointed by the Dean. They shall serve at the discretion of the Dean. The Dean shall select
one member from the administrative staff, one member from the faculty and one student.

The Committee shall review the written record of the investigation conducted by the
Coordinator and his'her determination. The Committee shall conduct ahearing to determine whether
the complaint has merit and shall make recommendations concerning sanctions in the event it is
determined that the complainant was sexually harassed. The Committee shall provide the subject of
the complaint with a copy of the written complaint and advise him/her in writing of the date, time
and place of the hearing. The hearing shall be scheduled at least one week after notice thereof.

D. Hearing
The hearing shall be conducted in private session. The Committee shall maintain arecord of

the hearing (i.e. tape recording or video recording) which shall be provided to the Dean along with
any exhibits and a complete report. The complainant and the subject of acomplaint shall be present
during the entire hearing. Each party may be accompanied by a personal advisor, who may or may
not be an attorney. The personal advisor shall not be permitted to participate in the hearing process
other than to communicate with the party he/sheis advising.

At the beginning of the hearing, the hearing process shall be described to the parties and the
allegations of the complaint shall beread. The complainant shall have the opportunity to explainthe
basis of the complaint and present hig’her witnesses. The Committee and the subject of the
complaint shall then have the opportunity to question the complainant and his/her witnesses. The
subject of the complaint shall have the opportunity to refute the allegations in the complaint and
present his’her witnesses. The Committee and the complainant shall then have the opportunity to
guestion the subject of the complaint and his/her witnesses. Each party may be given the opportunity
to present additional evidence. After each party has had a reasonable opportunity to present their
case, the Committee shall adjourn and/or end the hearing.

E. Findings and Recommendation

Within fourteen days from the completion of the hearing, the Committee shall provide the
Dean with a written Report. The Report shall state the Committee’s factual findings and make a
recommendation concerning the merit of the complaint and the sanctions to be imposed. The
decision of two of the three committee members shall bind the Committee. Upon review of the
Committee’ s report, the Dean shall:

1) determinethat sexual harassment has occurred and impose sanctions upon the
offender as stated below. The Dean shall notify the partiesin writing of the
determination and sanctions imposed.

or

2) determine that sexual harassment has not occurred and advise the partiesin

writing accordingly.

or
3) determine that there was insufficient evidence to support the Committee's
recommendation or that the process outlined by this Policy wasnot followed,
and remand the matter to the Committee. If the matter isremanded, the Dean
has the discretion to appoint new committee members.
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F. Appeal
Within twenty days from the date the parties are notified of the Dean’ sdecision, either party

may appeal the decision by submitting awritten appeal to the President. Both parties may submit a
written statement to the President concerning the groundsfor the appeal . The President shall review
the statements received from the parties, the record maintained by the Coordinator and the record and
exhibits maintained by the Committee, and may conduct further investigation if necessary. The
President shall issue his/her written decision concerning the appeal within four weeksfrom the date
the appeal was received. The decision by the President shall be final.

Sanctions

Individualsfound to have engaged in sexual harassment shall be disciplined at the discretion of the
Dean. At aminimum, the offender shall be reprimanded and awritten record of the reprimand shall
be kept in the offender’ s personnel or student file. Possible sanctionsinclude, but are not limited to,
referral to educational programs, counseling, withholding promotion, reassignment, suspension
without pay, financia penalties, expulsion and termination from employment.

Sanctions shall not beimposed on an individual making acomplaint of sexual harassment unlessthe
accusation is determined to be intentionally false or made with malice.

Complaints Involving Those Responsible for Implementing this Policy

If the Coordinator receivesaverbal or written complaint of sexual harassment made by, or against,
the Coordinator or a Committee member, the Dean shall appoint a new Coordinator and/or
Committee member. If the Coordinator receivesaverbal or written complaint of sexual harassment
made by, or against the Dean, the complaint shall be referred to the President. If the Coordinator
receives averbal or written complaint of sexua harassment made by, or against the President, the
complaint shall be referred to the Executive Committee of the Board of Trustees.

Conclusion

Thispolicy has been devel oped to ensure that all members of the St. Bernard’scommunity canwork
and study in an environment free from sexual harassment. Toward that end, St. Bernard’ swill make
every effort to a) provide periodic training and educationa programs about sexual harassment for
members of the St. Bernard’s community and b) ensure that all members of its community are
familiar with this policy and know that any complaint received will be resolved in a prompt and
thorough manner.

76



| mmunization Requirements

New York State Public Health Law 2165, passed in 1989, requires post-secondary students
attending colleges and universities to demonstrate proof of immunity against measles, rubella and
mumps beginning August 1990. The law appliesto all students, full-time and part-time, born on
or after January 1, 1957. Students should obtain completed immunization records and needed
immunizations from their primary health care provider and submit it to the Registrar®office
prior to the beginning of the Fall semester. The certificate must specify the type of vaccine and
dates (month, day, year) of administration, or the date of disease diagnosis, if any, or the date of
serological testing and results, if any.

M easles Requirement:

a Two (2) doses of live measles vaccine received on or after the first birthday and
the second dose at or after 15 months of age at least 30 days after the first dose, or

b. Physician®@diagnosis of disease, or

C. Serologic evidence of immunity

Rubella Requirement:
a One (1) dose of live rubella vaccine received on or after the first birthday, or
b. Serological evidence of immunity

Note: Physician@ diagnosis of rubella disease is not acceptable as proof of immunity.

Mumps Requirement:

a One (1) dose of live mumps vaccine received on or after the first birthday, or

b. Physician®diagnosis of disease, or

C. Serological evidence of immunity.

What you need to do:

a Review your immunization record with your physician or health-care provider.

b. If your immunization is complete, obtain a copy of immunization record and
forward it to the registrar®office.

C. If your immunization not complete, obtain additional vaccine(s) as needed and
forward a copy of the record to the registrar®@office.

d. Do not postpone this until the beginning of the academic year. Take care of it well

in advance before school beginsin the Fall.
Note: Without theimmunization record, your registration will not be processed. All
studentson theroster, whether or not taking coursesin the Fall will have 30 days from the
first day of classesto comply with theregulations.

In addition, students are also required to submit either proof of immunization against
meningococcal meningitis or a signed statement declaring a decision not to obtain the vaccine.
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Policy on Life Threatening IlInesses

St. Bernard’s School of Theology and Ministry is committed to a policy of inclusivity based on
the gospel principle that all persons are onein Christ. It will not discriminate on the basis of race,
gender, age, religion, physical ability, health condition, sexual orientation, economic privilege or
ecclesiastical status.

Persons with life threatening illnesses such as Acquired Immune Deficiency Syndrome (AIDS),
AIDS Related Complex (ARC) and Human Immunodeficiency Virus (HIV) will be considered
for admission to full-time or part-time study and financial aid on the same basisas all other
applicants. Such persons seeking admission into a degree program shall have a reasonable
expectation of completing the program either full- or part-time.

All student and employee medical records are confidential. No medical information will be
rel eased without the written authorization of the individual concerned.

Applicants, students and employees with life threatening illnesses including AIDS, ARC or HIV
are not required to share that information with the SBSTM community. Should such persons
wish to make that information known through the application process, they may designate the
information as "confidential", not to be released without written authorization. All information
regarding the health of a student or an employee along with release authorization forms, if any,
arekept in his/her file in a sealed envel ope marked "confidential".

SBSTM will seek to provide appropriate forum for educating the community and fostering a
positive attitude to support and advocate for people with life threatening illnesses including
AIDS, ARC or HIV.

Security Procedures
If anyone sees what they think is a crime taking place on campus, they are encouraged to call the
police immediately (911).

When a crime takes place on campus, the school will notify the Rochester Police Department. If
thereisloss of personal property without entry, it is the responsibility of the individua to report
the loss. If this occurs during business hours, a staff member will assist in the making of the call
and be present when the police arrive to investigate. Reports of any police investigation and
reports related to a crime are kept by the School. Whenever the police are called to campus, the
school indicates thisin areport.

The School takes no responsibility for lost, stolen or damaged property.

Automobiles should be locked when unoccupied. Campus burglaries do occur. Preventive
measures are your best insurance against such an action happening.

It isimportant to report al incidents, especially thefts. Although you may think it istoo late to
retrieve your particular loss, such information may help prevent other occurrences. The School is
private property and reserves the right to evict persons from the premises, if deemed appropriate.

Y our cooperation is needed in maintaining security on campus.
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Crime Prevention

Presentations are given by the Monroe County Sheriff’s Office on campus, which include
campus security and rape prevention. Additionally, a Crime Prevention Officer tours the campus
on an annual basis to make security recommendations, should any be necessary.

Annua seminars are given by the Monroe County Sheriff’s Office about campus and
neighborhood safety. They have included campus security and rape prevention.

Reporting Crimes and Emergencies
The Nazareth College security staff makes regular rounds to the campus in the evenings on the
weekdays, weekends and holidays. Any problem is reported to the President.

During the hours the building is open, all crimes or emergencies are reported to the office of the
President (585-271-3657 ext. 298).

The office of the President informs the School community in writing of all criminal or
emergency activity on campus or in the immediate vicinity.

Security of and Access to the Campus
The school facility is kept locked after 10 p.m. and monitored by a security system. The Monroe
County Sheriff’s Office will respond if the alarm system is activated.

Campus Law Enforcement

The Monroe County Sheriff’s Office investigates any criminal activity that occurs on campus.
The school staff do not detain or arrest. The Monroe County Sheriff’s Officeis prompt in
responding to alarms, crimes or dangerous situations.

All reported crimes or matters that a student or employee deems to be of importance are
documented and forwarded immediately to the President, in addition to police intervention, when

appropriate.

Information Regarding Campus Security Procedures
Each fall semester, students are informed about matters of campus security.

Employees receive information on the proper methods of safeguarding valuables while at work.

Students and employees are encouraged to report any suspicious persons or activity to the
receptionist and/or police, if necessary.

Following any illegal activity in the surrounding area or on campus, the incident information is
distributed to the School community and positive actions taken are outlined.
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Crime Statistics:

N
o
Q
(o]

Murder
Sexual assault
Assault

Motor vehicle
Theft

Hate Crimes

OOOOOO‘

Statistics Involving Arrests on Campus:

2006
Liquor Law 0
Drug Law 0
Weapons Law 0
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APPENDIX A: PASTORAL FORMATION

Pastoral Formation is a sustained immersion experience in which a student can discover,
test and develop hisor her gifts for ministry, with the guidance of a qualified mentor and the
support of regular theological reflection. It assists studentsin the acquisition of skills and self-
knowledge in the context of Christian faith, tradition and contemporary ministry.

ELIGIBILITY

Ideally, students should participate in pastoral formation (formerly field education) about
halfway through their chosen program. However, they must have completed at |east one-third of
the courses before they are eligible for pastoral formation placement.

We recognize that some students come to study at SBSTM who have rich experience in
various areas of pastoral ministry. Such experience does not waive the value, and even necessity
of pastoral formation while pursuing a degree program. In specific cases, however, it may
warrant adjustment in the requirements of pastoral formation.

For some students, previous or current experience may challenge the student and the
program to discern a placement and learning agreement that will provide the student
opportunities for new learning.

For those who are already employed in a parish setting or those who have considerable
experience in parish work, the parish-based pastoral formation requirement may be waived upon
written request to the faculty along with suitable documentation. In place of the parish-based
field experience, students seeking awaiver will be required to complete an elective in the AreaD
(Pastoral Ministry Studies). If waiver is sought for prior experience, it must have occurred within
the last five years.

FORMAT AND TIME COMMITMENT

Pastoral formation may be taken in atwo-semester or three-summer format. The former
isnormally undertaken in the Fall and Spring semesters of asingle academic year. The latter
may be taken in a single placement, or in three diverse settings mid-May until the end of July,
during three consecutive summers.

Each student is expected to engage in eight to ten hours of mands-on involvement per
week. Thisincludes the weekly, one-hour supervisory session, but does not include related
readings, preparation of reports or theological reflection sessions. This time frame may be
adapted according to the circumstances of the particular placement.

PLACEMENT

Pastoral formation placement recognizes the multi-cultural nature of the Church and the
diversity of ministries necessary to fulfill the Christian mission. It also acknowledges that the
boundaries of ministry are being expanded in the Church today.

Saint Bernard®develops and maintains alisting of suitable pastoral formation sites, and
is always open to new possibilities. A parish, agency and other pastoral setting which provides
the student with new and expanded opportunities for personal and ministerial growth can be an
acceptable placement.
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An appropriate pastoral formation site is agreed upon through the collaboration of the
student, the Director of Pastoral Formation and the supervisor at the placement.

The processis as follows:

Students will meet in the Spring semester (for placement in the following academic year)
for ageneral information meeting with the Director of Pastoral formation to review the
components of the program and the process for selecting a pastoral formation placement.
Lists and descriptions of possible placement options will be available at that meeting.
Visits to possible placements are encouraged.

For those opting for the summer format, student preferences of placement will be
indicated by mid-March, and placement determined by the beginning of May. For those
opting for the two-semester format, student preferences of placement will be indicated by
the end of April, and placement determined by the beginning of August.

SUPERVISION

Supervision from a qualified mentor deepens the student®learning experience of ministry
by providing weekly opportunities for dialog about ministerial issues and concerns. The
supervisor/mentor is expected to have Supervisory and Leadership Training (SALT), an
advanced degree (e.g.., in pastoral counseling, social work, etc.), or other appropriate
gualifications for thisrole.

Because of the dynamics of the employer-employee relationship, a student may not be
supervised by hissher employer, although pastoral formation may be done in the situation of
one’' s employment. In such a case, another appropriate mentor/supervisor will be selected.

Ordinarily, there should be weekly, one-hour meetings between the student and the
supervisor/mentor.

LEARNING AGREEMENT

It isimportant to remember that a student engaged in pastoral formation is there precisely
as a student, akind of apprenticeship for ministry. Thus the student is not considered in any way
astaff member or an additiona worker in the placement.

The student and supervisor/mentor will develop alearning agreement together that will
name in clearly measurable ways the learning goals and tasks/responsibilities of the student in the
pastoral formation placement. The learning agreement then becomes the basis for both the
supervisory sessions and theological reflection.

The learning agreement should be devel oped by the student, the supervisor/mentor and
the lay committee within the first three weeks of the placement, and submitted to the Coordinator
of Student Formation for review. The agreement may be re-negotiated only at each evaluation
period. See"Guidelines for the Preparation of the Learning Agreement™ below.

THEOLOGICAL REFLECTION
Ministry in the Church is exercised in the contexts of biblical faith, doctrinal tradition and
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ecclesia discipline. Theological reflection allows for the dialog of ministerial experience and
these contexts and for exploring the implications of that dialog.

Various models of theological reflection will be offered which recognize that participants
are acommunity of adult learners. While selected articles, chapters and case studies may be
required reading, students@wn experiences will serve as the content for these sessions. Full
participation by all is expected.

There will be monthly theological reflection sessions for those in the two semester
format. For those in the summer format, there will be three sessions each summer.

LAY COMMITTEE

A lay committeeis required for those students whose pastoral formation placementisin a
parish. Its purposeisto provide a congregationa sounding board for the students@liscussion of
ministerial issues and concerns, and a broader base for evaluating the students@ninisterial skills,
self-understanding and potential.

Whereit is possible in an agency or other pastoral setting, a similar group should be
formed for the same purposes.

In the two-semester format, there should be a monthly, two-hour meeting between the
student and the lay committee. In the summer format, there should be two such meetings each
summer. See"The Lay Committee Guidelines' below.

EVALUATION

It is hoped that, through the pastoral formation experience, the student will be ableto
name areas of self-growth in ministry, to articulate an understanding of ministry in new, deeper
and broader ways, and to name areas of future growth asaminister. Self-evaluation by the
student and evaluations from the supervisor (and the lay committee) are the instruments for
achieving these goals.

In the two-semester format, evaluations from student, supervisor, (and lay committee) are
due mid-year (January) and end-of-year (May). Inthe summer format, evaluations are due at the
end of each summer period (August).

Grading for pastoral formation is"pass/fail”. Credit for one full course (4 units) is given
for pastoral formation.

TUITION AND FEES

Each student pays tuition to participate in pastoral formation, but no fees are exchanged
between the pastoral formation placement and St. Bernard®or between the pastoral formation
placement and the student. The pastoral formation placement receives the benefit of the students©
presence, talents and participation; the student receives the benefit of supervision and gifts of the
placement.

Pastoral formation supervisor is entitled to one course for audit per year in exchange for
participation in the program.
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Guidelines for the Preparation of the Learning Agreement

Learning outcomes are formulated by the student with the assistance and consultation of
the supervisor, and aso of lay personsif they are involved in the processin the parish. A goal is
the broader learning aim, stated in away that is concrete and measurable.

Learning outcomes can be job related, i.e.,

- to learn to teach a six-grade religious education class,

- to learn to conduct interviews of new parishioners;

- to learn to train laity to be youth group advisers;
or can be oriented toward personal growth, i.e.,

- to gain poise and confidence in leading public worship;
- to continue to grow in listening to ideas of others without becoming defensive;

or related to one®relationship with God and the Church, i.e,,

- to understand the rel ationship between the concept of "people of God" and "those
people who seem to have only a passive interest in the Church.”

Learning outcomes are aimed at attaining or deepening ministerial abilities. Some abilities
significant within Pastoral formation experiences are:

1 to communicate clearly and effectively, both orally and in writing;

2. to proclaim the Christian Gospel through preaching and other forms of communication,
and to interpret the Scriptures with fidelity to the tradition and sensitivity to the human
condition;

3. to teach and to design educational programs appropriate to the content to be taught, and

the needs and abilities of the learners;

4, to observe with sensitivity and perceptivity the lives of individuals and of human society,
and to analyze and interpret human events at both the individual and societal levelsin the
light of biblical faith;

5. to deal constructively with diverse ideas and persons to maintain a clear sense of purpose,
but to tolerate frustration and ambiguity, and to relate to persons and cultures whose
background, experience, and history differ;

6. to participate with persons, families, and groups in a healing, restorative, and corrective
fashion, and to act responsibly in relation to their needs;

7. to understand and to move with skill in the midst of systems, structures, and institutional
levels;
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8. to deal creatively with conflict and to enable others to do so;
0. to be an agent of change at individual and institutional levels;

10.  toexhibit astyle of leadership which will set loose the creative abilities of others and
develop their ministries within the body;

11.  tolead acongregation or body of personsin the discovery of commitment to those goals
and objectives which will defineits mission;

12. to work in a collaborative fashion with others, both those within the profession and those
outside it;

13.  toadminister the corporate life of a congregation;

14.  to exercise appropriate forms of authority and to respond creatively to the authority of
others.

Professiona development is the growth of a person toward competence in the practice of a
profession, i.e., ministry. It hasto do, therefore, with who the person is, the sense of self, which
he/she brings to ministry, and with the modeling, and transforming of the person by her/hislifein
the Christian community.

At thislevel, professiona development involves the personal appropriation of the Gospel
discernible in the commitments and values which shape the life of the individual, and in her/his
relationship with others through the exercise of compassion and justice.

It involves also that degree of maturity of personhood which enable awoman or man to engage in
the service of othersin their search for growth and fulfillment.

It is marked by a familiarity with and utilization of the resources of the religious tradition in
which the professional stands of the support, nurture, and fashioning of Christian discipleship.

It involves a commitment to ministry as participation in the ministry of Jesus Christ, a

commitment to the Church as a continuation of that ministry, and a concern for the world as the
object of ministry.
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The Lay Committee Guidelines

The purpose of the lay committee is to provide a congregational sounding board for the
student®discussion of ministerial issues and concerns, and a broader base for evaluating the
student®ministeria skills, self-understanding and potential. The special feature of the lay
committee isto communicate the lay perspective on the student®activities, responsibilities,
relationship to persons, etc.

The focus of the lay committee®reflection and discussion is the student®ministry in the given
situation. Thus, it isnot program-centered, i.e., "what have you done?' Rather, it islearning-
centered, i.e., "what are you learning?"

Such reflection and discussion have a mutual benefit: the student does not lose touch with the
lay perspective and grows in valuing and respecting the essential input which lay members have
to make; the lay persons grow in the understanding of ministry in the Church.

FORMING THE COMMITTEE
1 The lay committee should be composed of 5-8 persons.

2. In a parish, the members should represent various elements of the congregation: male
and female, young and old, diverse theological perspectives, diverse cultural or racial
redlities, etc. These persons should be committed members of the Church who are
involved in itslife and worship.

3. In an agency, or other pastoral setting, the members may represent either the clientele of
the agency, i.e., those who are recipients of the student®ministry, or other staff of the
agency who are professionals in their own right but lay persons in respect to professional
ministry, or acombination of both.

STRUCTURING THE LAY COMMITTEE/STUDENT MEETINGS
1 The lay committee should meet monthly for at least two hours with the student.

2. M eetings may be informal, but they must have a clear agenda and structure. An outline
of ameeting might include:

a agenda: prior to the meeting, the concerns of the student and lay committee are
listed by the lay committee chairperson in consultation with the student and
committee members.

b. discuss each concern in turn:
- describe the concern, experience or event clearly and briefly
- identify the issue as the student is experiencing it
- anayze theissue
- ask: what can be learned about ministry?
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what can the student |earn about him/herself as a minister?

Whether this precise format is followed is secondary. What isimportant is that some
agenda be followed and that there be a movement into those issues that are on the minds
of the student and committee members at some level deep enough to be helpful to the
student.

"Feedback™ is away of helping another person to consider changing his/her behavior. It
is communication with another which offers information about how one affects others. It
aims to assist another in achieving his/her goals because it focuses on a style of acting and
interacting that is appropriate to the goal.

Some criteriafor useful feedback:
a It is descriptive rather than evaluative. By describing one®own reaction, it leaves

another freeto useit or not to use it as he/she seesfit. By avoiding evaluative
language, it reduces the likelihood of a defensive response.

b. It is specific rather than general. Rather than sweeping statements about oneself,
specific incidents of one®response and affects of such on others can be more
helpful.

C. It takes into consideration the needs of both the receiver and the giver of feedback.

d. It is directed toward behavior that the receiver can do something about.

e It iswell timed and is checked to insure clear communication.

f. When feedback is given in agroup, both the receiver and giver have the

opportunity to check with others the accuracy of the feedback. Isthisone
impression or an impression shared by many?

0. It is solicited, rather than imposed. When the receiver can frame the question
well, it opens up the possibility of giving him/her useful answers and observations
that directly relate to the issue. Example: "Can you share with me your response
to my sermon? Did | speak to your life experience? Relate Scripture clearly?

It is hoped that each committee member will have opportunities to establish arelationship
with the student beyond that of the meetings of the lay committee and student.

The supervisor should not attend the lay committee meetings as a regular practice.
Perhaps ajoint meeting of lay committee, student and supervisor prior to each evaluation
would be advisable, but is not required. The supervisor and lay committee chairperson
should be in close communication during the year and especially when evaluations are
being prepared.
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OTHER FUNCTIONS OF THE LAY COMMITTEE

The lay committee:

1.

will participate with the supervisor and student in the development of the learning
agreement

will participate with the supervisor in the evaluations of the student® performance, at
mid-year and end of year or at end of each summer

may serve as a vehicle for suggestions concerning aternate ways of ministry in any given
situation

may share with the student the religious concerns of the laity
will interpret the student®role to the parish, agency or pastoral setting

may interview prospective students and participate with the supervisor in the selection
process of students for placement in the coming year

will listen to the concerns of the student, including his/her achievements and frustrations,
and then help him/her see these in realistic perspective.
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APPENDIX B: INFORMATION ON FEDERAL STUDENT LOANS

St. Bernard’ s School of Theology and Ministry participatesin the Federal Family
Education Loan Program.

Eligibility

Part-time or full-time students who are matriculated in a degree program and who
maintain satisfactory academic progress are eligible to apply for the Subsidized and
Unsubsidized loans. In order to be considered as maintaining satisfactory academic progress a
student must maintain a 2.75 cumulative grade point average in the M.Div. program and M.A. in
Pastoral Studies program and 3.000 in the M.A. (Theological Studies) program. According to
the norms operative at the School one and a half courses constitute as haf-time for M.A. students
and two courses for M.Div. students.

Terms

The Subsidized loan is a need-based |oan and is always borrowed first. The government
pays the interest on your behalf while you are in school. At present students may borrow up to
$8,500 of the Subsidized loans for an academic year at about 8% interest. Thereis a6-month
grace period after withdrawal or graduation from a program before repayment starts. Repayment
normally takes 10 years.

If students have exhausted their Subsidized |oan money and still have unmet need, they
may apply for the Unsubsidized loan. For the Unsubsidized loan, the student pays the interest
whilein school. Thisisnot a need-based |oan. The maximum amount a student can borrow
during an academic period is $10,000. The interest rate varies but is normally between 9% and
12%. Principa payments may be deferred. Interest payments are required while the student isin
school. If the student requests a deferment of the interest payments, the interest is added to the
principal amount each time it comes due. Thisis called capitalization. Repayment starts
immediately after a student withdraws or graduates from a degree program. Thereis no grace
period for thisloan.

L oan Processing
The following documentation is required for the loan at various stages of the loan
processing:
Entrance Interview Certification
Free Application For Federal Student Aid (FAFSA)
Student Loan Checklist
Budget Expense Sheet
Verification worksheet, if chosen
Financial Aid Sources Form
Statement of Educational Purpose/Certificate on Refunds and Default
Selective service
. Exit Interview certification
The details regarding the above will be given during the entrance interview.

CoNoO~WDNE

Disbursements
Student loan disbursements are made at the beginning of each semester. Loan checks are
co-payable to the student and the school. Both parties must endorse the check. If arefund is due
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the student after deducting all tuition, fees and bookstore charges, a check is drawn within seven
to ten days. Thisis not an automatic process. All requests for refunds from student loans should
be made in writing to the Business office.

Attrition Policy

If a student withdraws after a disbursement is made, the attribution of the loan money will
be made according to the following terms:

Students who withdraw formally during the first two weeks of a semester are due arefund
of tuition provided the withdrawal does not affect their full or half-time status. Any undisbursed
checks are returned to the lender. The lender is notified of any withdrawal of students for whom
disbursements have been made and the money is returned. Students who withdraw formally after
the end of the fourth week of the semester are not due any refund. If a student withdraws without
proper notification, the instructor will be required to provide documentation of the last day of
attendance. The lender isthen notified of the last day of attendance.

If a student® Estimated Family Contribution or Cost of Attendance must be re-cal culated
and the award amount lowered, the excess award money will be eliminated by notifying the
lender to reduce subsequent disbursements.

Repayment

Remember that your student loans must be repaid even if you do not complete the
program of study; even if the program does not meet your expectations; even if you cannot find
employment after completion.

As astudent loan borrower you are obligated to keep copies of |oan documents and
correspondence from your lender. Y ou are also required to maintain contact with your lender
whenever you change name, address or student status.

For the purposes of computing repayments, obtain a sample repayment schedule available
at the Admission®office.

Remember your loan may be sold after it is processed. Loans are sold to secondary
markets (alender or a private or public agency that specializes in buying student loans) or to a
loan servicer (a corporation that administers and collects loan payments for the agency holding
the loan). Thisin no way changes the terms of your |loan. Remember, if you have more than one
loan from more than one lender, you will be making severa payments each month. If each loan is
sold, you could have several new agencies collecting payments. Know who is handling each of
your loans, and how to get in touch with a customer service representative from each agency.
Keep thisinformation in your files. Thiswill avoid long and sometimes complicated transitions.
ABOVE ALL... MAINTAIN CONTACT WITH YOUR LENDER. IF YOU CHANGE
YOUR NAME OR ADDRESS, RETURN TO SCHOOL, EXPERIENCE FINANCIAL
HARDSHIP SUCH ASLOSSOF EMPLOYMENT, OR DESIRE TO APPLY FOR A
DEFERMENT OR FORBEARANCE - CONTACT YOUR LENDER.
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