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1. INTRODUCTION 

1.1 GOALS AND OBJECTIVES 

The objective of African Bible Colleges, as formulated from the philosophy of the institution, 
is to train students so that they can bring glory to God through their lives and ministries. This 
objective is accomplished by several means: 

● Impart to the students knowledge of the word of God. John 14:21 reminds us that we 
must know God’s commandments before we can keep them. Knowledge of the Bible 
begins with the learning of its contents. Then the student must learn the principles 
involved so that they may be applied to their lives. It is also essential that as a student 
is exposed to subjects which deal with the world in which we live, that those areas 
are both taught from a Biblical perspective and are properly related to a Christian 
worldview. 

● The next stage of the training process is to demonstrate to the student a Biblical 
lifestyle on the campus and in the operation of the school. This serves to reinforce the 
classroom aspect by application of Biblical Principles to actual situations. 

● The third facet of the training program is the application of the word of God to the 
lives of others in Christian service. The student is aided i this practical work by 
courses which give him the tools for ministering the word of God to the lives of 
others. 

The next step in African Bible College’s training program involves the close personal 
relationships between the faculty and students. This provides individual guidance which 
enables the student to realize his full potential for the Lord. 

1.2 AT WILL STATEMENT 

The following policies and procedures cover a broad range of topics. They are not intended to 
create a contract, nor are they to be construed to constitute a contract, expressed or implied, 
between African Bible College (ABC) and any of its employees. It is to be clearly understood 
that ABC is an “at-will” employer and any employee may be terminated at any time. 

1.3 DISCLAIMER 

The following policies also represent the most recent expression of the management of ABC 
in order to provide for equitable and consistent treatment of employees. To assure that ABC 
achieves and maintains the purpose of this policy manual and to assure the organization’s 
continued ability to meet its needs and those of its employees under changing conditions, 
African Bible College, Inc. As the governing body of the college reserves the right to modify, 
augment, suspend, or revoke any and all policies, procedures, practices and statements 
contained in this manual at any time. 
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2. IDENTIFICATION 

2.1 PHILOSOPHY & PURPOSE STATEMENT 

As outlined in the charter of African Bible Colleges the purpose of this organization shall be: 

● To further Christian education in Africa that is evangelical in persuasion through the 
establishment of Bible Colleges, and to supply these colleges with qualified lectures. 

● To spread the word of God by maintaining, preserving, perpetuating and uplifting 
Christian principles and ideals. 

The philosophy of African Bible Colleges is based on the firm belief that quality education 
with God’s word at the centre cannot fail to produce quality leaders for the continent of 
Africa. 

2.2 STATEMENT OF FAITH 

We hold to the following Scriptural doctrines and beliefs that have been historically 
recognized as orthodox and evangelical Christianity: 

The Bible 

The bible is the verbal inspired word of God the written record of his supernatural revelation 
of Himself to man, absolute in its authority, complete in its revelation, final in its content, and 
without error. 

The Godhead 

God is one God, who reveals Himself in three persons: Father, Son, and Holy Spirit. 

1) The Father: who is spirit, infinite eternal and unchangeable in all His attributes. 
2) The Son, Jesus Christ: His deity, virgin birth, sinless life, substitutionary atoning 

death, bodily resurrection, personal exaltation at God’s right hand and personal return. 
3) The Holy Spirit: who is a Divine person, equal with the father and the Son and the 

same nature. 

The Estate of Man 

The fall and lost estate of man, whose total depravity alienates him from God, Makes 
necessary his salvation. 

1) Man’s salvation is only by grace, a free gift of God, through faith in the Lord Jesus 
Christ, who died for our sins according to the Scriptures. Those who thus are moved 
by the Spirit of God to receive Christ by faith have their sins forgiven, their hearts 
cleansed, are born of the Spirit, become children of God and are made new Creatures 
in Christ. 
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2) Saved, man is assured of eternal blessedness. Lost, man is assured of everlasting 
punishment in hell. 

The Church 

If man is to fellowship with his Holy God, his Christian life must be holy. God in his grace 
has made this life available to man: 

1) He has given him the Scriptures that he might see sin. 
2) He has given him the Holy Spirit to convict of sin. 
3) He has given His son to pay the penalty of sin. 
4) He has given him access to His throne of grace that he might confess his sin and be 

forgiven and cleansed. 

Christian living includes Christian service, the winning of souls and the preaching and 
teaching of the gospel in the uttermost parts of the earth in order to fulfill Christ’s great 
commission. 

1) In carrying in this work there is needed the supernatural power of the Holy Spirit. 
2) In all this service prayer is to have the central place. 

The Christian Hope 

Jesus Christ will come again to earth the second time. We are to look for His soon coming, 
yea, to long for it, for he will come personally, bodily and visibly and with power and glory. 

2.3  A BRIEF HISTORY OF THE SCHOOL 

A vision for Bible Colleges across Africa began in the heart of Dr. John W. Chinchen and his 
wife, Nell. In 1978, the African Bible College in Liberia opened for classes in March 1978 
with an initial intake of twenty-two students. Recognizing that the need for trained Christian 
leaders is not limited to West African, African Bible Colleges, Inc. established a second Bible 
college in Lilongwe, Malawi in October 1991. In 1998 African Bible College was granted 
permission by the Malawian Government, Office of the Minister of State, Department of 
Human Resource Management and Development, to grant degrees. In September 2005, ABC 
opened its third university in Kampala Uganda. 

Currently ABC Malawi offers undergraduate degrees in Biblical Studies, Mass 
Communication, Christian Education, Community Development, and Business 
Administration it also offers minors in Audiology and Music. In 2012, ABC Malawi opened 
the first graduate Program in Malawi of its kind by offering degrees in Master of Arts in 
Christian Leadership and Masters of Divinity. 

African Bible College today is a shining monument to God’s Grace and the motto claimed by 
Dr. and Mrs. Chinchen many years ago, “Faith in Action - God in Motion.” This maxim has 
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indeed proven to be true as students from all over African gather in her hallowed halls to 
study, learn and apply the Treasures of God’s Truth. 

2.4 ORGANIZATIONAL STRUCTURE 

See Appendix A for an Organizational Structure of ABC, Inc. and of the Malawi Campus. 

2.5 ABC FACULTY PREFACE 

ABC  recognizes that all staff and faculty of the college contribute to the education of the 
students enrolled in its programs, in and out of the classroom. Research shows that it is a 
mistake to think of learning  as only taking place in the classroom therefore it is also a  
mistake to think that formally designated teachers are the only ones from whom students 
learn. There each member of the ABC faculty and staff should realize that they make 
indispensable contributions to the educational enterprise of the college. 

2.6 OFFICE HOURS 

Official office hours of ABC: Monday thru Friday from 7:30 a.m. to 4:30 p.m. 

2.7 USE OF LIBRARY RESOURCES 

Library Hours are Monday - Thursday 8am to Noon and 1:00pm to 5:30pm,  6:30 pm to 9:30 
pm and Friday 8 am to Noon, 1 pm to 5:00 pm and on Saturday 9 am to Noon. The librarian 
at our institution provides training and support to teachers, students and administration using 
the library's resources. Each year during student orientation and faculty orientation, The ABC 
Library will give an informational tour on the library and its resources that are available to 
both students and faculty. ABC Macon Library is equipped with computers, internet 
connection available, reference books such as encyclopedias, biographies, and commentaries 
are available for checkout or in house reading. Our librarians holds high credentials and is 
well-versed in our collection of books and the location of them; this allows her to help 
students access needed research material and guides for study in a timely manner. If any other 
information is needed, please contact the Vice Chancellor,  or ABC's librarian, Monica 
Chinsinde. 
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3.0 OUR CURRICULUM  

COURSE LISTING OF ALL PROGRAMS OFFERED AT ABC INCLUDING NUMBER 
OF UNITS 

3.1 CORE CURRICULUM 

The Core Curriculum classes are required courses for all students and total 104 Hours. 

HUMANITIES & ARTS 

Language 
111 English Grammar I (Introduction)   3 hours 
112 English Grammar II (Application)  3 hours 
203 Critique and composition (Analysis)  2 hours 
309/10 Literature / Creative Writing (Appreciation) 3 hours 

History 
105 History of the World I (Ancient – Medieval) 3 hours 
106 History of the World II (Modern – Post-modern) 3 hours 
207 History of Christianity I (Foundation and Formation) 3 hours 
208 History of Christianity II (Reformation and Expansion) 3 hours 

Arts 
136 Expressions in Music   1 hour 
  
Total Credit Hours     24 hours 

NATURAL SCIENCES / SOCIAL & BEHAVIORAL SCIENCES 

Career Development 
        Remedial Math* (no credits just a pass)  
109 College Mathematics   2 hours 
133 Typing and Keyboarding I   1 hour 
134 Typing and Keyboarding II   1 hour 
311/312 Educational Psychology   4 hours 
314 Social Science    2 hours 
341 Fundamentals of Computer Science  2 hours 
404 History & Philosophy of Christian Education 3 hours 
405 Counseling    2 hours 
411 Senior Thesis (Major Dependent)  1 hour 
446 Research Methodology   2 hours 

Communications 
209 Speech Communications I (Introduction) 2 hours 
215 Speech Communications II (Application) 2 hours 
407/8 Biblical Sermon Preparation and Delivery (Homiletics) 6 hours 

Physical Education 
101/102/201/202 Athletic Exercise / Competition 4 hours 

Total Credit Hours     34 hours 

BIBLE & THEOLOGY 

Old Testament 
113 Genesis (The Story of Beginnings)  3 hours 
116 Exodus-Deuteronomy (The Story of Redemption) 3 hours 
211 Joshua-Judges (The Story of God’s People) 3 hours 
403 Daniel and Revelation    3 hours 
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New Testament 
114 John (The Story of Redemption)  2 hours 
115 The Gospels and Acts (The Story of Beginnings) 3 hours 
313 Romans (The Story of God’s People)  3 hours 

Theology 
107 Ethics I (The Christian in the World)  2 hours 
108 Ethics II (The Christian in Business & Leadership) 2 hours 
280 Old Testament Biblical Theology  3 hours 
307 Systematic Theology I (Scr./Theo./Christ.) 3 hours 
308 Systematic Theology II (Sot./Ecc./Esch.) 3 hours 

Missions 
402 Issues in Cross-cultural Min. (Cultural Anthro.) 3 hours 
409 Intro. To Missiology (The Christian in the World) 2 hours 

Evangelism and Outreach (Mercy Ministry)  
104 Personal Evangelism (E.E.) – Freshmen 2 hours 
204 Inductive Bible Study – Sophomores  2 hours 
304 Open Air Evangelism – Juniors  2 hours 
410 Community Outreach – Seniors  2 hours 

Total Credit Hours     46 hours 

TOTAL CORE CURRICULUM CREDIT HOURS = 104 hours 

*Remedial Math required only for students who do not pass the Math Proficiency Test at the beginning of the freshmen year 

3.2 MAJORS 

3.2.1 BIBLICAL STUDIES MAJOR  
         REQUIRED COURSES 

212 Hermeneutics    3 hours 
330 Surveys of World Religions   3 hours 
339 Hebrews and General Epistles  3 hours 
340 The Prophets & the Kings of Israel   3 hours 
361 Pauline Epistles    3 hours 
438 Introduction to Biblical Languages  3 hours 
460 Introduction to Apologetics   3 hours 
462 The Writings (Wisdom Literature)   3 hours 
463 Issues in the African Church   3 hours 
Women in Ministry     3 hours 

UNITS REQUIRED 
Bible/Theology      30 
Core Curriculum Courses    104 
Electives        0 
  
Total Credit Hours     134 hours 

3.2.2  MASS COMMUNICATION MAJOR  
         REQUIRED COURSES 

263 Introduction to Mass Communication                      3 hours 
233 Fundamentals of Broadcasting  2 hours 
333 Audience Psychology   3 hours 
334 Advanced Radio Production   3 hours 
335 Writing for Radio & Television  3 hours 
367 Broadcasting Internship   3 hours 
373 Introduction to Public Relations                               2 hours  
432 Broadcasting Strategy   3 hours 
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433 Radio Announcing   3 hours 
453 Media Law and Ethics   3 hours 
464 Basic Electronics    3 hours 

UNITS REQUIRED 
Communication Course            31 
Core Curriculum Courses   104 
Electives               0 

Total Credit Hours                            135 hours  

3.2. 3   CHRISTIAN EDUCATION MAJOR  
            REQUIRED COURSES 

247 Personnel Management   2 hours 
283 Introduction to Christian Educational Leadership 2 hours 
284 Introduction to Special Education  2 hours 
350 Education Methodology   3 hours 
363 Advanced Educational Psychology  3 hours 
367 Classroom Assessment   2 hours 
368 Sociology of Education   2 hours 
434 Christian Education for Children I  2 hours 
434b Christian Education for Children II  2 hours 
435 Christian Education for Adults  2 hours 
436 Educational Administration   2 hours 
437 Christian Education for Youth  2 hours 
439 Curriculum Development   2 hours 
448 Educational Practicum I   2 hours 
448b Educational Practicum II   2 hours 

UNITS REQUIRED 
Christian Education Courses     32 
Core Curriculum Courses   104 
Electives         0 

Total Credit Hours                           136 hours 

3.2.4  COMMUNITY DEVELOPMENT MAJOR 
           REQUIRED COURSES 

318 Introduction to Community Development 3 hours 
321 Theory & Practice of Community Development 3 hours 
322 Community Organizing   2 hours 
323 Community Revitalization Strategies  2 hours 
324 Practical Financial Management  3 hours 
386 Foundations of Community Development 2 hours 
412 Leadership Development   2 hours 
413 Disaster Response & Community Redevelopment 3 hours 
424 Project Management   2 hours 
425 Internship     2 hours 
426 Resource Development   3 hours 
466 Programming for Youth Development  1 hour 
467 Planning and Policy Analysis  2 hours 

UNITS REQUIRED 
Community Development Courses    30 
Core Curriculum Courses   104 
Electives         0 

Total Credit Hours     134 hours 
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3.2.5  BUSINESS ADMINISTRATION AND MANAGEMENT MAJOR 
          REQUIRED COURSES 

327 Introduction to micro-economics and accounting 2 hours 
328 Principles of Management   2 hours 
329 Organizational Behavior   2 hours 
374 Accounting Principles and Practice  2 hours 
375 Principles of Marketing and Practices  2 hours 
376 Human Resource Management  2 hours 
377 Financial Accounting II   2 hours 
378 Taxation Laws    2 hours 
416 Management Information Systems  2 hours 
417 Advertisement and Promotion  2 hours 
418 Operational and Strategic Management  2 hours 
419 Entrepreneurship and Business Finance 2 hours 
422 International Economics   2 hours 
423 Business Planning   2 hours 
424 Project Management   2 hours 

UNITS REQUIRED 
Business Administration and Management Courses  30 
Core Curriculum Courses   104 
Electives         0 

Total Credit Hours     134 hours 

FREE ELECTIVES 
230 Choir*     1 hour 
244 Child Evangelism*   2 hours 
337 Camps & Conferences*   2 hours 
430 Marriage and Family*   2 hours 
440 Yearbook*    2 hours 

3.3 MINORS 

Students can earn a minor if they can take at least 18 credit hours in a particular 
discipline.  

AUDIOLOGY 

List of Audiology Training Program Modules  

A 301 Basic Clinical Audiology – Adults   3 hours 
A 302 Basic Clinical Audiology – Pediatrics      3 hours  
A303 Practical Audiology and Outreach Ministry  3 hours  
A304 Clinic Management and Promotion     2 hours  
A305 Early Childhood Development and Objective Testing 2 Hours  
A 401 Acoustics, Embryology, Advanced Assessment  2 hours  
A 402 Ear Mould Making and Repairs   2 hours  
A 403 Advance Pediatric Audiology   4 Hours  
A 405 Basic Hearing Aids and Adult Rehabilitation  4 hours  

Total      25 hours  
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3.4 PROGRAM OBJECTIVES AND LIST OF COURSES FOR ALL PROGRAMS AT 
AFRICAN BIBLE COLLEGE 

The objective of African Bible Colleges as formulated from the philosophy of the institution is to train students so that they 
can bring glory to God through their lives and ministries. This objective is achieved by: 

a. Imparting students with knowledge of the Word of God. John 14:21 reminds us that we must know God’s 
commandments before we can keep them.  Knowledge of the Bible begins with learning its contents.  Then the 
student must learn the principles involved so that they may be applied to their lives. It is also essential that as a 
student is exposed to subjects which deal with the world in which we live, that these areas are both taught from a 
Biblical perspective and are properly related to a Christian worldview. 

b. Demonstrating to the student a biblical lifestyle on the campus and in the operation of the school. This serves to 
reinforce the classroom aspect by application of biblical principles to actual situations. 

c. Applying the word of God to the lives of others in Christian service.  The student is aided in this practical work by 
courses which give him the tools for ministering the Word of God to the lives of others. 

d.  Developing close relationship between the faculty and students. This provides individual guidance which enables 
the student to realize his/her full potential for the Lord. 

3.4.1  Program Objectives for General Studies  
 Upon completion of the general studies (core) curriculum, students in all majors should be able to: 

a. Develop a Christian worldview that integrates history, culture, science, education, and human behavior with Biblical 
truth. 

b. Explain and summarize the Bible in its purpose, themes, literary styles, and overall message and its application to 
daily Christian living personally and professionally. 

c. Acquire the knowledge base, practical skills and thinking skills (comprehension, analysis, application, synthesis, and 
evaluation) necessary to understand community and national issues and contribute meaningfully to solutions as 
community leaders, citizens, and professionals. 

d. Conduct their own research and understand the research of others as necessary to establish best professional 
practices. 

e. Demonstrate effective oral and written communication to express Biblical truths and professional and civic 
information and opinions within a church, school, business, NGO or local community. 

The following are the courses for General Studies (core curriculum) 

Humanities and Social Sciences 
Physical Education (101, 102, 201, 202) 
English Grammar I and II (111 and 112) 
History of the World I and II (105 and 106) 
Fundamental Mathematics (109) 
Typing and Keyboarding I and II (133 and 134) 
Expressions in Music (136) 
Critique and Composition (203) 
History of Christianity I and II (207 and 208) 
Speech Communication I and II (209) 
Literature/Creative Writing (309) 
Educational Psychology I and II (311 and 312) 
Social Science (314) 
Fundamentals of Computer Science (341) 
History and Philosophy of Christian Education (404) 
Counseling (405) 
Homiletics (407) 
Senior Thesis (411) 
Research Methodology (446) 

Bible and Theology 
Christian Ethics I and II (107 and 108) 
Genesis (113) 
John (114) 
Gospel and Acts (115) 
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Exodus (116) 
Old Testament Biblical Theology (280) 
Joshua and Judges (211) 
Systematic Theology I and II (307 and 308) 
Romans (313) 
African Cultural Anthropology (402) 
Daniel and Revelation (403) 
Missions (409) 
Outreach (Evangelism Explosion) (104) 
Outreach (Inductive Bible Study) (204) 
Community Outreach (304) 
Community Outreach (410) 

Language 
 English Grammar I (Introduction) (111)   
 English Grammar II (Application) (112)   
Critique and composition (Analysis) (203)   
 Literature / Creative Writing (Appreciation) (309/10)  

Arts 
Expressions in Music (136) 

  
3.4.2 PROGRAM OBJECTIVES FOR BIBLICAL STUDIES MAJORS  

       The major objectives of the program will be to: 

a. To equip students with biblical knowledge and theological doctrines related to the nature of God. 
b. Train students to understand key hermeneutical principles in order for them to effectively understand and interpret 

the bible. 
c.  Equip students with tools and necessary skills so that they present biblical expository sermons.  
d. Prepare students to defend their faith when attacked by critics.  
e. Train students to analyze and present practical biblical solutions to the challenges facing the Church today as well 

as individual believers within community and personal lives. 
f. Prepare students to able to deduce the contrast that exists between Christianity and that of other religions so that 

they can be effective in ministry and focus on character transformation using God’s word. 
g. Train students to understand biblical languages which are necessary for interpreting and understanding the bible.  

Courses are: 

1. Hermeneutics (212) 
2. Sermon Preparation (408) 
3. Surveys of World religion (330) 
4. Hebrews and General Epistles (339) 
5. The Prophets and the Kings of Israel  (340) 
6. Pauline Epistles (361) 
7. Introduction to Biblical Languages (Greek 1) (438) 
8. Introduction to Apologetics (460) 
9. The Writings (Wisdom Literature) (462) 
10. Issues in the African Church (463) 
11. Women in Ministry (319) 
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3.4.3 PROGRAM OBJECTIVES AND LIST OF COURSES FOR CHRISTIAN EDUCATION 

The Christian Education major is combined with the General core courses in order for students to complete the program 
requirements of a Bachelor of Arts in Christian Education degree.  The objective of this program is to help students 
accomplish the following: 

a. Students develop a sound philosophy and worldview of Christian education based upon biblical principles, 
reflecting a biblical understanding of the nature of the student, role of the teacher, curriculum choices, and purpose 
of education. 

b. Students demonstrate the development of a worldview that integrates a broad knowledge of human history, culture 
and behavior with biblical truth, having gained the knowledge and skills in content and methodology necessary to 
teach and inspire students. 

c. Students develop skills to effectively plan, organize, manage and teach a humanities class while developing 
strategies for effectively facilitating and directing teaching and learning. 

d. Student will commit to the responsibilities of a professional educator who will set an exemplary standard for 
themselves and their colleagues as role models. 

e. Students develop the skills necessary for personal, curricular, and administrative leadership in their school with a 
commitment to servant leadership to the glory of God. 

Courses are : 

366 Sociology of Education 
365 Classroom Assessment 
371 Introduction to Special Education  
247 Personnel Management 
283 Introduction to Christian Educational Leadership 
350 Education Methodology 
363 Advanced Educational Psychology 
371 Introduction to Special Education  
448 Educational Practicum 
337 Camps and Conferences 
434 Christian Education for Children I 
434b Christian Education for Children II 
435 Christian Education for Adults 
436 Educational Administration 
437 Christian Education for Youth 
439. Curriculum Development 

3.4.4 PROGRAM OBJECTIVES AND LIST OF COURSES FOR MASS COMMUNICATION 

The stated institutional goal of African Bible Colleges is to train Godly men and women for Christian Leadership and 
service. In support of that goal the Mass Communications department of African Bible Colleges trains students in the 
profession of mass communications using biblical principles. Upon completion of the program, students will become 
successful mass communication professionals in Malawi. In order to succeed the following program objectives are 
observed:  

The Objectives of the program are:  

a. To train students to successfully become skilled media leaders in Malawi and Africa. 
b. To instruct students in both national and international styles so that the student is prepared for the diverse 

challenges that mass communication professionals come in contact. 
c. To instill students with contextual epistemology of broadcast, radio, television and media.  
d. To instruct students in the history of mass communications. 
e. To instruct students in modern techniques in mass communications that are used throughout the world. 
f. To instruct students in modern techniques in mass communications that may be used in Malawi. 
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g. To make students aware of current world debates in media and Malawi as well. 
h. To critically analyze past and current media debates. 
i. To creatively challenge students in media production with emphasis on radio and television production. 
j. Most importantly to inculcate students with the values of Christ in mass communications. That all that they do in 

mass communications, they do for the glory of God. 

263 Introduction to Mass Communication                       
233 Fundamentals of Broadcasting   
333 Audience Psychology    
334 Advanced Radio Production    
335 Writing for Radio & Television   
367 Broadcasting Internship    
373 Introduction to Public Relations                                
432 Broadcasting Strategy    
433 Radio Announcing    
453 Media Law and Ethics    
464. sic Electronics     

3.4.5 PROGRAM OBJECTIVES AND LIST OF COURSES FOR COMMUNITY DEVELOPMENT 

Program Objectives  

In order for students to complete the requirements of the department and graduate with a Bachelor of Arts Degree in 
Community Development, the following mission and objectives will help them accomplish their goals. Students will be 
able: 

a. To demonstrate knowledge and practical skills to serve as effective change agents in urban and rural communities 
for transformation.  

b. To demonstrate the possession of the necessary skills for gap identification, and ability to monitor and evaluate 
community development programs for effective community development  

c. To become Christian change agents who understand the role of leadership in effectively empowering individuals 
and communities to bring about social transformation, integrating personal call with professional work. 

d. To demonstrate winning proposal writing skills for various grants from individuals and organizations that are good 
prospects; the ability to mobilize resources; understand and value the critical contribution of financial analysis 
tools in managing finances and making sound decisions to carry out the mission and goals of their organization 

e. To identify and define issues of public concern, and set goals that will influence public policy in relation to the 
identified  
issues. 

Courses are: 

a. Introduction to Community Development (3) 
b. Theory and Philosophy of Community Development (3) 
c. Community Organizing (2) 
d. Community Revitalization Strategies (2) 
e. Foundations of Community Development (2) 
f. Practical Financial Management (3) 
g. Leadership Development (2) 
h. Disaster Response and Community Redevelopment (3) 
i. Resource Development (2) 
j. Programming for Youth Development (1) 
k. Advancing Youth Development (3) 
l. Project Management (2) 
m. Internship (1) 
n. Monitoring and evaluation (3) 
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3.5 ACCREDITATION STATUS 

African Bible College is currently identified as an applicant in the process of receiving accreditation from 
Transnational Association of Christian Colleges and Schools (TRACS). TRACS is recognized by the 
International Network for Quality Assurance Agencies in Higher Education (INQAAHE) as a national 
accrediting agency for Christian postsecondary institutions that offer certificates, diplomas, associate, 
baccalaureate, and graduate degrees, including distance learning. 

In the event that one might need to file a complaint, ABC’s accrediting agency, TRACS, may be contacted via 
email at info@tracs.org or by mail at Transnational Association of Christian Colleges and Schools, P.O. Box 
328, Forest, Virginia 24551. 

4. UNDERGRADUATE REGISTRARS 

4.1 ROLE OF THE REGISTRAR’S OFFICE 

The registrar’s office responsibilities and tasks include, but are not limited to the following 
responsibilities: 

● Overseeing the admissions process for incoming students 
● Assigning course assignments to faculty members 
● Producing the academic calendar for each semester 
● Creating the semester’s course schedule 
● Registering all students for classes 
● Scheduling final and midterm exams for all classes 
● Ensuring all classroom policies are enforced 
● Keeping and maintaining accurate transcripts for each student. 
● Overseeing the purchase of textbooks, diplomas, and graduation apparel. 
● Ensuring that students are aware of the different course combination options. 

4.2 ADMISSIONS SELECTION POLICY 

The standards of Christian commitment and scholarship established by African Bible 
Colleges require a policy of selective admission. All application are reviewed and evaluated 
in two areas: 

Character: students must give evidence through their written testimony of having a genuine 
conversation experience. The applicant should have a sincere desire to study the Word of God 
and to grow in the knowledge of Jesus Christ. Letters of recommendations are also required 
from the applicant’s pastor, teacher or other person of standing in the community who can 
evaluate the applicant’s character and testify to the vitality of the applicant’s Christian 
experience, moral character, and personal integrity. 
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Scholarship: the applicant’s past scholastic records and performance will be evaluated, along 
with the ABC Entrance Exam scores. 

4.3 MINIMUM ACADEMIC REQUIREMENTS FOR ADMISSION 

All applications for admissions to ABC must have a successful completed secondary school 
(form IV) . the applicant must also show evidence that they have sat for the Malawi  
School Certificate of Education (MSCE) exam, and scored no more than 36 points. The 
applicant must have successful passes in at least five subjects including English and Bible 
Knowledge. In additional to the MSCE, the prospective student must also satisfactorily pass 
the African Bible College Entrance Examinations. 

4.4 ADMISSION PROCEDURES 

The applicant must complete the current application form, which may be obtained from the 
office of the Registrars. The completed form should include photocopies of all documents 
establishing qualifications and transcripts. 

1. The applicant must provide the names and addresses of two individuals that the 
college can contact for references. 

2. The applicant must present to the registrar an official Malawi ‘School Certificate of 
Education (MSCE), or an equivalent National Exam Certificate if not from Malawi. 
The applicant must also have a transcript mailed directly from the last secondary 
school’s headmaster indicating satisfactory completion of Form IV and satisfactory 
conduct. 

3. Students who have submitted a satisfactory application and who have met the 
minimum academic requirements will be invited to sit for the African Bible College 
entrance examination. 

4. Prospective students who successfully complete the ABC entrance exam will be 
called to the college for a personal oral interview with registrar or another designated 
faculty member before final selection is made. 

5. If the interview is successful the applicant will be asked to provide a health certificate 
from qualified physician. Prospective students may choose to have this certificate 
completed at the ABC Community clinic immediately after the interview. 

6. After the candidate has been interviewed, and all the necessary records, transcripts 
and references have been received, a decision will be made on the applicant. 
Notification of acceptance or rejection will be sent to the applicant immediately. 
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4.5 TUITION 

It is the desire of African Bible Colleges that every qualified student with a desire to attend 
the college be able to do so. In order to encourage this, the college makes every effort to keep 
the cost of tuition, which includes rooms and meals (for boarders), to an absolute minimum. 
Tuition and fees are set annually. Current rates may be obtained by contacting the Accounts 
office. The fees paid by the student do not cover the entire cost of training the student; 
therefore, ABC is dependent upon gifts from Christian friends and churches to subsidize the 
cost of each student’s education. 

5. REGISTRATION 

The last day a student can register is 16 days after the scheduled day of registration. That 
would mean if registration day is a Tuesday then the last day to register would be the third 
Thursday after registration. Anyone not registering on registration day will be required to pay 
a late registration fee of 10,000 MK. After registration is closed a final list of registered 
students will be given to all dorm monitors who are expected to ensure that ONLY registered 
students remain in the dorms after that date.  
After registration the registrar’s office will provide faculty members with student’s names for 
each class. Anyone who has a student in a class whose name does not appear on the list 
should notify the Registrar’s Office and also ask the student to check with the registrar’s 
office on any discrepancy that may exist.  
Faculty members will help both students and the Registrar’s Office if they notify the office 
when a student has stopped attending the class. The Registrar will notify faculty when a 
student has dropped a class 

All faculty members are required to help in the registration process at the beginning of each 
semester. The registration process is coordinated by the registrar’s office. 

5.1 SCHOOL CALENDAR  

 The first semester begins in late August and continues until the beginning of Christmas 
holiday normally starting the third week of December. The second semester begins in end 
January or early February continues until graduation normally around the last week of May 
or first week of June.  

There is always a mandatory half day staff meeting at the beginning of each semester. 
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5.2 CLASSROOM ASSIGNMENTS  

Classroom assignments are made by the Registrar’s Office. Once class assignments have 
been made classes should not be shifted without permission from that office. ABC wishes to 
keep its classrooms, furniture and equipment in the finest possible condition in order to 
provide a setting conducive to good learning experiences for its students. Please report 
anything that needs to be fixed to the maintenance department. There is a notebook in the 
administration building at the reception where you can record such information.  

5.3 CLASS ATTENDANCE POLICY  

ABC expects all students to attend his/her scheduled classes. Faculty members are 
encouraged to share attendance requirements in each course syllabus/outline at the beginning 
of each course.  The class attendance policy assumes that students at the College will be 
present for ALL classes.  If, however, a student finds it necessary to be absent from class due 
to illness or other emergency, he/she must contact the Dean of Men/Women to determine if 
he will be allowed to be excused for that class period.  Without a written excuse from the 
Dean of Men/Women, the missed class will be counted as unexcused. 

After one unexcused absence per credit hour, the grade for that subject will be automatically 
lowered one grade point (e.g. from A- to B+) with each additional unexcused absence. 

Each faculty member will record class absences on the forms provided by the Registrar’s 
Office and submit such forms at the close of each nine-week period. 

Any student who feels that extraordinary circumstances warrant an extension of the number 
of absences allowed may direct his appeal in writing to the Office of the Registrar. 

When a student enters class after the roll has been taken, s/he has the responsibility of 
reporting his/her presence to the instructor after the class. Otherwise, s/he will be counted 
absent. Students are not allowed to leave class. However students leaving the classroom 
without permission of the instructor will be marked absent.  
Every student is accountable for all work missed because of class absence whether it was 
excused or unexcused. Instructors are under no obligation to make special arrangements for 
students who are absent.  

5.4 FACULTY LATENESS OR ABSENCE FROM CLASS 

  
ABC expects all faculty members to meet all scheduled classes. When absences are 
necessary, arrangements should be made in advance through the registrar’s office. Generally 
absences immediately before or after holidays, or at the beginning or end of the academic 
year should be avoided. Faculty members should be especially careful to meet the first and 
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last sessions of the term. Late arrival or early departure is not appropriate professional 
conduct.  In the event that a professor or instructor does not meet his/her class at the assigned 
hour, class representative for the class should to notify the Registrar’s Office. In a situation 
When there are absences for which arrangements cannot be made in advance (such as 
illness), the faculty member is responsible for arranging some means of keeping course work 
on schedule, whatever arrangement should be communicated to both the registrar and dean of 
Academics. 

6. MIDTERM AND FINAL EXAMINATIONS 

Instructors may give examinations in courses at any time they consider appropriate but 
should both list them in the syllabus. ABC uses continuance assessment mid-term grades 
should be based on more than one evaluation. Research on college students show that college 
students show a strong preference for frequent testing rather than too much emphasis being 
placed on a few examinations. The instructor has the option to decide whether s/he wants to 
provide a make-up examination for students who were unable to take it during the normal 
period without prior permission.  
Midterm and final examinations schedule is published by the registrar’s office normally 
weeks before the exams are due.  Faculty members are urged to make sure they administered 
mid-term and final exam as scheduled. Faculty members are not authorized to give final 
examinations either to the class or to individuals at times other than the examination period 
scheduled without the permission of the registrar. 

6.1 INCOMPLETE (I) GRADE 

 
A mark of "I" (incomplete) is given by the instructor when you are otherwise doing 
acceptable work but are unable to complete the course because of illness or other conditions 
beyond your control. You are required to arrange with the instructor for the completion of the 
course requirements. Do not re register or pay fees to complete the course. You have one 
semester from the date the mark of "I" is recorded to complete the course. (For example, if by 
the end of the Fall Semester [in December] you have an “I”, you will be allowed till the end 
of the preceding semester [June] to complete the course. When you complete the course, the 
instructor must submit a grade change request. If you do not complete the course in the said 
time, your grade will be automatically changed to a failing grade "F". A student cannot 
graduate with an “incomplete” grade recorded on their transcript.  
  
6.2 REPEATED COURSES 

A student may repeat a course when they have a D or below grade. The original grade for a 
course is included on the transcript.  In calculating cumulative GPA, the higher grade 
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supersedes the lower grade. The lower grade is not included in the calculation of the 
cumulative GPA. In cases where the course was initially passed and subsequently repeated, 
credit is only granted once for the course. 

6.3 SEMESTER WARNING  

Traditional Undergraduate students whose estimated grades are borderline or failing about the 
middle of the semester will receive notification from the Dean of Academic or Registrar’s 
Office.  

6.4 SUBMISSION OF GRADES 

Final semester grades are due a month from the last day of examination.  Grades should be 
properly submitted.  The following information should be included when submitting the 
grades: Name of the course (subject), Number of credits, Time when the course was offered 
(i.e. August to December 2015), and Name of the Instructor.  Please use both first name and 
surname for the students.  Provide a letter grade (i.e. C, B-, or F). 

6.5 CHANGE OF GRADE 

Faculty may request the Registrar to change grades only in the case of miscalculation or 
recording error. Faculty members are required to fill a change of grade form. The form can be 
obtained from the registrar’s office. 

6.6 UNACCEPTABLE ACADEMIC BEHAVIOR  

Below is a list of behaviors which are unacceptable in academia.  
Plagiarism is defined as presenting someone else’s work, or ideas including the work of 
students as one’s own. Three or more sequential words taken directly from another author 
must be enclosed in quotation marks and footnoted. Any ideas or materials taken from 
another source for either written or oral use must be fully acknowledged, unless the 
information is common knowledge. What is considered “common knowledge” may differ 
from course to course. A faculty member must not adopt or reproduce ideas, opinions, 
theories, formulas, graphics, or pictures of another person without acknowledgment. 
Faculty accepting a bribe from a student to assist them in any college work including 
research, or ask another person to do the students work for pay. 
Fabrication is when a student falsifies or invents any information or data in an academic 
exercise including, fabricating evidence or statistics which supposedly represent your original 
research. Cheating of any sort on tests or any assignment, Faculty members are required to 
communicate to the dean of academic and registrar’s office any cheating so that the register 
puts it in a student file.  The faculty member should communicate with all evidence of all 
suspected cases of academic dishonesty. 
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7.0 REQUIREMENTS FOR BACHELOR OF ARTS DEGREE 

ABC offers Bachelor of Arts Degrees in Biblical Studies, Mass Communication, Christian 
Education, Community Development, Business Administration and minors in Audiology and 
Music. In addition to earning a minimum of 124 semester hours and maintaining an overall 
2.0 grade point average, a candidate for a degree from ABC must complete the basic 
requirements for their course of study and meet all department requirements for the degree. In 
order to qualify for graduation, the above requirements must be met as well as the following 
conditions: 

1. Christian Character – Both the attitude and actions of the student must demonstrate a 
character of integrity, respect and self restraint. 

2. Christian Service – The Christian service requirement of the college must be 
completed in all satisfactory manners. 

3. Finances – All financial obligations to the college must be met. Students with any 
outstanding financial obligations to the college will not receive their degree, neither 
will a transcript of grades be released. 

8.0         CURRICULUM DESIGN 

All students are required to take 106 hours of core credits which include courses in the 
Humanities and arts, natural sciences/ social & behavioral sciences and Bible and 
Theology. The below information outlines the total credit hours for each degree. 

1. Biblical Studies: Total credit hours is 135 hours (106 hours of core curriculum, 27 
credit hours of Bible/Theology) 

2. Mass Communication: Total credit hours 133 hours ( 106 hours of core curriculum, 30 
credit hours of communication) 

3. Christian Education: Total Credit hours is 133 hours (106 hours of core curriculum, 
30 credit hours of Education) 

4. Community Development: Total Credit is 136 hours (106 hours of core curriculum, 
30 credit hours of Community development) 

5. Business Administration: Total is 136 hours (106 hours of core curriculum, 30 credit 
hours of Business Administration) 

6. Music Minor: Total credit hours is 124 hours (106 hours of core curriculum, 18 credit 
hours of Music) 

7. Audiology minor: Total credit hours is 124 (106 hours of core curriculum, 25 hours of 
Audiology) 

Students also have the option of pursuing minor in any of our major programs. See Appendix 
B for the complete outline of the curriculum course listing. 
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9.0  THE SEMESTER SYSTEM & EXAMS 

ABC operates on a semester system with the regular session divided into two 16- week 
semesters which begin in August and February. Special courses are also periodically offered 
in January and June. Students receive course credit toward graduation on the basis of 
semester hours. A semester- hour represents 50 minutes of class time per week for one 
semester. 

Examinations are given at the midpoint and again at the close of the first and second 
semesters. In general each examination counts one- third of the semester grade. At the 
discretion of each professor and lecturer the remaining third is made up of assignments, 
papers, class participation and quizzes. 

9.1 GRADING SYSTEM 

Although grades are not regarded as an end in themselves , they usually reflect not only a 
student’s knowledge of a subject, but also his diligence in study. African Bible College uses 
the 4.0 grade system based on the following percentages. At the end of each semester, the 
undergraduate registrar’s office oversees the submission of grades form all faculty members. 

GRADE RANGE GRADE POINTS PER SEMESTER HOUR

A 96 – 100 4.0

A- 93 – 95 3.7

B+ 90 – 92 3.3

B 87 – 89 3.0

B- 84 – 86 2.7

C+ 81 – 83 2.3

C 78 – 80 2.0

C- 75 – 77 1.7
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9.2 DISCIPLINARY PROCEDURES ON ACADEMIC MISCONDUCT 

● First Offense: Warning or the student will receive a "0" as a grade on the 
particular assignment depending on the nature of the offense. 

● Second Offense:  The student will be removed from the particular course in 
which he or she had an offense and will receive an "F" for the course semester 
grade. 

● Third Offense: African Bible Colleges will suspend the student.  The Dean of 
Academics in consultation with the Disciplinary Review Committee will 
determine the length of suspension. The members of the Disciplinary Review 
Committee are the Vice Chancellor, the registrar, Dean of Academics and 
Dean of Students. College Administration at its discretion may add additional 
members due to severity of infraction. 

● Fourth Offense: Indefinite suspension no less than two semesters, with 
possible expulsion. 

9.3 APPEAL PROCESS FOR THE STUDENTS ON GRADE OR ANY EVALUATION 

ABC uses the principle from the Gospel according to Matthew 18, the process of appealing a 
grade or evaluative is as follows. If a student has a query in his or her grade the student 
should consult that professor. If the issue has not been resolved by the professor the student 
should bring the issue to the head of department.  If the head of department did resolve the 
issue, the student should bring the issue to the academic office.  Below is a detailed process 
for the student and staff to follow. 

Step 1: The student should communicate with the instructor for an explanation of the grade 
or evaluative action. If the student and instructor fail to resolve the grade or evaluative action 
appeal through their meeting, the student may then proceed to Step 2. The formal appeal in 
Step 2 must begin no later than four weeks after the semester grade has been issued. 
Step 2: A student may initiate a formal appeal by completing the Grade/Evaluative Action 
Appeals Form (Appeals Form) to be obtained from the registrar’s office. The Appeals Form 

D+ 73 – 74 1.3

D 71 – 72 1.0

D- 66 – 70 0.7

F Below 66 0.0
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must be submitted within five weeks from the time the grades were issued.  
The Appeal Form must include all necessary documentation and evidence to support the 

Grade/evaluative action appeal. After this stage the student will not be in a position to submit 
additional documentation. It is the student’s responsibility to keep a copy of the form and 

Attachments in the event that the student chooses to proceed to Step 3. The instructor will 
respond to the Appeal Form and accompanying documentation in writing within two weeks 
of receiving the Appeal Form. 
Step 3: If the student is still not satisfied with the resolution, the student must make a written 
request to the instructor involved to submit the Appeal Form and accompanying 
documentation to the head of department or program director. The instructor will then 
forward the Appeal Form and all accompanying documentation to the chairperson/program 
director of the program. The professor will forward all the documents with his final grade to 
the department chair within one week following his/her due date of making the final decision. 
The head of department or program director will submit a written response to the student 
within two (2) weeks following the student’s written request for an appeal. The head of 
department will copy the instructor and the dean of academics.   
Step 4: If, after receiving a reply from the head of department or program director, the 
student is still not satisfied with the resolution, the student must make a written request to the 
head of department or program director to submit the Appeal Form and accompanying 
documentation to the Academic dean. The written request must occur within one (1) week of 
receiving the head of  
Department or program director’s decision upon receipt of the written request from the 
student, the head of department or program director will inform the dean of academics that 
the Appeal Form and accompanying documentation will be forwarded. When submitting the 
form the student’s written request will be attached as a cover page and then forwarded with 
the Appeal 
Form and all accompanying documentation to the dean of academics, the dean of academics 
will then send a written response to the student within two (2) weeks following the student’s 
written request for an appeal. A copy of the response will be provided to the student, 
instructor and head of department or program director. 
Step 5: If, after receiving the response from the dean of academics, the student is still not 
satisfied with the resolution, the student must make a written request to the dean of academic 
to submit the Appeal Form and accompanying documentation to the Academic Appeals 
Committee. This written request must occur within one (1) week of receiving the dean’s 
decision. The dean will then forward the Appeal Form and all accompanying documentation 
to the Academic Appeals Committee. The student’s written request will be reviewed at the 
next scheduled Academic Appeals Committee meeting. The Academic Appeals Committee 
will hear a presentation by the student of his/her case and will consider the recommendations 
from Steps 2, 3 and 4. The Academic Appeals Committee will then decide the merits of the 
case. The decision of the Academic Appeals Committee will be final. The academic appeals 
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committee comprise of all the heads of department, the dean of academics and the VC. 

9.4 COURSE WITHDRAWAL 

In some cases, it may become necessary or advisable for students to drop a course for which 
they have registered. Students should obtain a DROP FORM from the registrar’s office, 
complete the requested information, and obtain authorization from the course professor 
before submitting it to the registrar’s office for processing. Withdrawal should be made as 
early as possible in the semester. Students withdrawing from a course after the first five 
weeks of any semester will receive a failing grade for that course, unless the reason for 
withdrawing is prolonged illness or some other serious circumstance excused by the registrar. 
Students are responsible for following established withdrawal procedures. Failure to follow 
the withdrawal procedures will result in a grade of F for the course. Any student who 
withdraws from a course must return the textbook if it was rented, alternatively, if it was 
purchased no return will be allowed. 

9.5 INSTRUCTOR INFLUENCED DROP OF STUDENT FROM A COURSE 

A. If a student misses class for three weeks with no explanation, the instructor has the 
freedom to drop the student from the class. 

B. If a student joins a class without proper registration the instructor has the freedom to 
drop the student from the class. 

9.6 WITHDRAWAL FROM THE COLLEGE 

Students who for any reason consider withdrawing from African Bible College during a 
semester should consult with the registrar and should take the necessary steps to withdraw 
officially. Students who fail to withdraw officially forfeit their right to honorable dismissal 
and will receive a failing grade in each course for which they are registered during the 
semester. 

9.7 DISMISSAL FROM THE COLLEGE 

In addition to dismissal for academic reasons, students may be required to withdraw from 
African Bible College when their behavior and attitude are inconsistent with the standards 
and basic purpose of the college. Each dismissal will be evaluated on a case by case basis by 
the necessary faculty members and the director of the college. 
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10. CLASSROOM POLICIES 

10.1  CLASS ATTENDANCE POLICY 

The class attendance policy assumes that students at the College will be present for ALL 
classes. If,  however, a student finds it necessary to be absent from class due to illness or 
other emergency, he/she must contact the Dean of men/women prior to determine if he will 
be allowed to be excused for that class period. Day scholars who are unable to attend class 
due to illness are to notify the Dean by phone, text message or Email. If ill more than one day 
a medical written excuse will be required. Without a written excuse from the Dean of Men/
Women, the missed class will be counted as unexcused. After one unexcused absence per 
credit hour, the grade for that subject will be automatically lowered one grade point (e.g. 
from A- to B+) with each additional unexcused absence. Each faculty member will record 
class absences on the forms provided by the registrar’s office and submit such forms at the 
close of each nine-week period. Any student who feels that extraordinary circumstances 
warrant an extension of the number of absences allowed may direct his appeal in writing to 
the office of the registrar. 

10.2 MINIMUM GPA 

The minimum cumulative GPA for any student to remain at ABC is a 2.0 (“C”). Students who 
fail a course must meet with the Academic Dean and follow the procedure for academic 
advising. 

10.3 PLAGIARISM 

African Bible College faculty and administration seek to aid each student in understanding 
the Gospel of Christ as applied to their heart, mind, and actions. African Bible College 
desires for each student to understand God’s grace. This grace is exemplified by God 
showing us our sin that we might turn to Christ in repentance and faith. In like manner, a 
student who has cheated/plagiarized will be disciplined with purpose of encouraging true 
repentance. 

Plagiarism in student papers and assignments involves quoting, paraphrasing, or in other 
ways using sources of information without proper acknowledgement of the original author. 
When a violation of the ABC policy is discovered, Faculty members are expected to follow 
the procedures outlined in the Academic integrity policy and academic dishonesty form (see 
Appendix C). 

10.4 CLASSROOM MANAGEMENT EXPECTATIONS 

It is expected that professors and lecturers established rules for good classroom management 
to teach students accountability, responsibilities and life skills. At a minimum, it is expected 
that students behave in the following manner: 
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● Students are expected to show utmost respect to professor/lecturers. Calling a 
professor by their first name is culturally unacceptable and is seen as disrespectful. 

● Students are not allowed to murmur when they disagree with the professor. This is a 
sign of disrespect and is not allowed in the classroom. 

● Students are expected to come to class following the student dress code. Any student 
who is not appropriately dressed must be asked to change in order to attend class. 

● Students are expected to show utmost respect to professor/lecturers. Calling a 
professor by their first name is culturally unacceptable and is seen as disrespectful. 

● Students are not allowed to murmur when they disagree with the professor. This is a 
sign of disrespect and is not allowed in the classroom. 

● Students are expected to come to class following the student dress code. Any student 
who is not appropriately dressed must be asked to change in order to attend class. 

● Students must be prompt and attend all classes, unless properly excused. Students 
who come to class late or have an unexcused absence should be penalized in their 
final grade. 

● Students must come to class prepared to learn. This includes bringing books, pens, 
paper and any other necessary resources. 

● Students are expected to speak English only in the classroom as all classes are taught 
in English.  

● Students should not turn in late assignments; it is highly suggested that late 
assignment not be accepted or heavily penalized in their final grade. 

● Students must raise their hands to speak. 
● Students should turn off personal cell phones in class. 
● Students are not allowed to get up and leave the class unless it is a medical necessity 

and with the permission of the professor. 
● Students are not allowed to bring drinks or food into classrooms. 

10.5 FACULTY PROFESSIONALISM 

 Faculty members and lecturers are role models to our students and are expected to act in 
a professional manner. At a minimum, it is expected that faculty and lecturers behave in 
the following manner: 

● Faculty members are expected to attend the college chapel service each morning 
(Monday – Friday) at 7:30 am. ABC missionary staff and on campus staff are also 
expected to attend Wednesday Bible Study throughout the year. 

● Faculty member and lecturers are expected to attend all classes and be on time. If 
you are unable to attend class, it is expected that you find an appropriate 
substitute. 

● Faculty member and lecturers are expected to be discerning in regards to your 
personal advice and comments in class. It is inappropriate to discuss other faculty 
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members or anything of personal matters to students in the classroom setting. 
● Faculty member and lecturers must dress professionally and request that students 

refer to you in an appropriate respectful manner (not by your first name). 
● Faculty member and lecturers must uphold rules and expectations of good 

classroom management (see section 4.4). 
● It is highly suggested that faculty members and lecturers do not use sarcasm in 

your lecturers. Malawians do not understand sarcasm or will misinterpret what 
you say. 

11. STUDENT EXPECTATIONS/ STUDENT LIFE 

11.1 STUDENT HANDBOOK 

Upon acceptance to ABC, each student is required to read and sign the ABC student 
handbook (see Appendix A). The student handbook covers the expectation of an ABC student 
in regards to devotional life, personal conduct, athletics, on campus housing, dress code, 
visiting staff on campus, discipline, work scholarship opportunities, class attendance, transfer 
of credits, registration, withdrawal from courses and the college and dismal policies. 

11.2  STUDENT DEVOTIONAL LIFE 

Christians are disciplines of Jesus Christ. There is, therefore, a strong emphasis at African 
Bible College on personal discipline- both spiritual and physical. In order to lead its student 
body into a positive, dedicated, mature and spirit-controlled life, students are expected to 
attend weekday morning chapel, any special conferences and seminars, spiritual emphasis 
week, attend a local church on Sunday mornings and lead an active prayer life. 

11.3 STUDENT COUNCIL 

The purpose of the Student council is to assist in providing leadership for the student body; to 
promote spiritual growth; to provide opportunities for students to serve others; to support the 
ministries and activities of ABC; and to represent students before the Administration and 
faculty. The student council is composed of executive officers, student representatives (2 
representatives per grade), appointed student members. The student council works under the 
faculty steering committee (FSC) who gives oversight to, and act as the first point of contact 
for the student council. The FSC consists of the Dean of Men, the Dean of Women, the 
Academic Dean, Chaplain, and two members of faculty appointed by the Chancellor and Vice 
Chancellor. 

11.4 STUDENT WORK SCHOLARSHIP 

Each year the college grants a limited number of scholarships in the form of work-study 
grants. Work scholarship positions involve various responsibilities such as cleaning, ground 
maintenance, and service in the library, computer lab, dining hall, office and radio and/ or TV 
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station. Upperclassmen are given primary consideration for these opportunities. At the close 
of each semester work scholarship students are evaluated in regards to their spiritual and 
academic performance as well as attitudes and diligence in their respective work assignments 
in order to ascertain if the student should continue on this work scholarship. Any student who 
is a recipient of a scholarship and who is found to be undeserving and unappreciative of such 
scholarship, will at any time, at the discretion of the Director be asked to provide his or her 
own tuition costs. 

11.5 GRADUATION WITH HONOR 

Any student who has been enrolled at ABC for a minimum of three years, and who at the 
time of graduation has a grade point average of not less than 3.40 for the entire course of 
study will graduate with the honor of Cum laude. 
Any student who has been enrolled at ABC for a minimum of three years, and who at the 
time of graduation has a grade point average of not less than 3.80 for the entire course of 
study will graduate with honor of Magna Cum Laude. 
Any student who has been enrolled at ABC for a minimum of three years, and who at the 
time of graduation has a grade point average of not less than 4.0 for the entire course of study 
will graduate with the honor of Summa Cum Laude. 

12.  FACULTY & STAFF EXPECTATIONS 

African Bible College exists to train Christian Leaders for the continent therefore faculty 
members are expected to conduct themselves as mature Christians. 

  • Adjunct faculty members are expected to utilize creative teaching methods 
 that serve the particular classroom needs. 

  • Teach the course using the instructor and the student syllabus and materials, 
 following the pattern of instruction as outlined in those materials 

  • Accept feedback where need be and constructive suggestions in regard to  
 teaching methods and implementation of improvements. 

  • Balance a clear communication of your own Biblical convictions with respect 
 for the diversity within the body of Christ. 

Terms of Your Contract: 
•  It is understood that the faculty member subscribes to the stated mission, goals 

and vision of African Bible College and will strive to interpret them and 
exemplify them in teaching and other college relationships. 

•  All faculty members, adjunct or otherwise, are expected to be supportive of 
the administration and leadership of the university. 

•  In the event that a faculty member’s teaching does not meet the College’s 
standards and expectations, you will be expected to make improvements in 
any areas before deemed necessary, prior to teaching additional courses. 
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•  Grounds for termination of this agreement include: (a) moral turpitude; (b) 
incompetence; (c) failure to perform the responsibilities of an adjunct 
member  

•  No benefit other than those specifically stated in the agreement are to be 
assumed by the faculty  

•  You will seek to treat each member of the campus community with fairness, 
dignity and respect, seeking a spirit of unity and harmony as we join together 
to achieve our common mission of teaching the treasures of God’s truth. 

12.1 APPLYING FOR LECTURING POSITION 

All potential lecturers and professors (both full-time and adjunct and missionary staff) must 
apply formally. The process of applying to lecture is the following: 

1. Go to the ABC website and fill out the staff application form. Make sure to include an 
updated CV.  

2. The Human Resource and the Vice Chancellor of the college will review the 
applicant. 

3. The VC will communicate the result to the Chancellor. 
4. The Chancellor will make the final decision on staff who are employed as full-time. 
5. If the applicant is given a position to teach, then the registrar and the Vice Chancellor 

will work with individual in determining the appropriate classes to teach. 

12.2.    MALAWIAN FACULTY  

All Malawian faculty and staff are expected to follow the rules and policies outlined in their 
contract, Employee Manual and the Faculty/Student handbook. Any questions regarding 
individual employee contact should be directed to the Human Resource Manager or the Vice 
Chancellor of the College. Please refer to the Operations Manual for all the necessary 
documents and policies for Malawian staff. 

12.3  MISSIONARY FACULTY AND STAFF EXPECTATIONS 

All missionary faculty and staff are expected to follow the rules and policies outlined in the 
missionary handbook and the faculty/ student handbook. All missionaries must complete the 
requirements and be approved by the Board to serve as missionaries at African Bible College. 
Any Ex-pat must also have the required immigration TEP paperwork to serve in Malawi. 
Please refer to the Operations Manual for the necessary documents and policies for all 
Missionary Staff. 
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12.4    SPIRITUAL LIFE 

ABC is a Christian institution whose vision is to train Christian Leaders for the continent. As 
such ABC faculty and staff agree to statement of faith listed above and have made it clear that 
they have a growing relationship with Jesus Christ.  We believe that through your time here 
you will have many opportunities to grow in your faith. We expect our staff members to 
continue to their spiritual growth through: 

● Daily reading of the Bible 
● Personal time spent in prayer and praise 
● Participating in Wednesday Staff Bible study for all those staying on campus 
● Attending a local church  

As minister to our students we can not pour out the love of God if we ourselves have are not 
drinking of the grace and love of Christ. Jesus says in John 15 that we must be connected to 
Him, the true vine, if we are to bear fruit as His branches.  

Another major part of this expectation is that you live in a manner that sets s Christ-like 
example for our students and community (1 Timothy 4:12). 

Always remember that a college is a Christian college when all aspects of the college are 
integrated with the truth of God. The only way ABC makes this possible is by employing a 
team of Christian teachers who are willing to allow God to work in and through them at all 
times.   

12.5.    CHAPEL  

All ABC staff will be expected to attend chapel service every day. All male faculty and staff 
members will also be expected to preach in chapel. During certain weeks ABC students and 
faculty will meet in small groups for mentoring relationships. During the mentoring time the 
faculty is expected to facilitate a discussion with students according to  God’s word.  

12.6  DUTIES OF DEPARTMENTS CHAIRS  

Each department is headed by a department chair. The main duties are to  
1. To serve as administrative leader of the college or department in calling and presiding over 
department meetings. The administrative chair is responsible in making reports to the 
administration following the departmental meetings;  
2. To cooperate with the Dean of Academics and VC in the interviewing and selection of new 
staff members; 
3. To promote the professional growth of members and Associates of the Faculty;  
4. To work with the registrar’s office in course assignments for the department. 
5. To work with the Librarian in the ordering of instructional materials, to approve all library 
orders for the department. 
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6. To prepare course descriptions and provide the course description for any ABC materials 
such as catalog.  
7. To provide necessary guidance to students within the department. 
8. To sit on the Admissions selection committee when recruiting students for the college.  
9. To assist students when looking for places where they will do internship. 

12.7 FACULTY MEMBER’S DUTIES 

1) To be knowledgeable about academic policies, curricula, and services of the college, as 
stated in the catalogue and student handbooks, particularly with regard to the degree 
requirements for students in the academic program(s). 
2) To provide academic, personal, and professional advising to students who are enrolled in 
the academic program(s) to which the faculty member teaches.   
3) To instruct students who enroll in the College’s academic programs.  
4) To assess and evaluate student learning assignments and (returning these in a timely 
manner).  
5) To return class lists, grade sheets, and other required reports to the Registrar’s Office by 
the established deadlines.  
6) To motivate and encourage students who take their classes as well as others with whom 
they come into personal contact.  
7) To integrate Christian faith traditions and the Christian world view with their teaching and 
scholarship.  
8) To evaluate regularly their own teaching and administrative effectiveness, and to seek 
continuous professional improvement, by means of personal study and or continuing 
education..  
As listed in your contract: 
REQUIREMENTS OF FACULTY: 
 • Preparation for and instruction of the course 
 • Available for Program faculty meetings 
 • Evaluation of each student’s performance in the class (student rosters and grade 

reports should be submitted upon the completion of the course within the time 
designated by the administration) 

 • Cover the necessary and required material as directed by the head of your department. 
 • Be part of the Procession on graduation day for the year you taught 
 • Availability for dialogue with students 
 • Adherence to all departmental or college policies and responsibilities 

12.8 FACULTY DEVELOPMENT 
The most important components of the College and unit faculty development policies are 
effective mentoring programs for faculty members at all career stages and especially in the 
early years, effective written annual performance reviews, identification of performance 
problems at an early stage, proactive unit and individual implementation of steps for 
improvement. Early identification of potential performance problems in a faculty member’s 
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career is critical. Discussions of these should take place between the Vice Chancellor and the 
faculty member during the annual review process and throughout the year as needed. 

13. PLANNING AND DELIVERY OF LESSONS 

Introduction - 
There are a number of policies and procedures that provide the framework within which the 
faculty gets its work done. Standards for the development of syllabi, for seeking the approval 
of teaching or adding new courses to the curriculum can be obtained from the registrar’s 
office. Before a new course is taught the faculty member needs to provide detailed course 
syllabi.  Normally textbooks are ordered in February for the following year. If they are new 
textbooks they will have to be approved by the board committee on textbooks at least by 
December so that by February the board has made a decision allowing the registrar to order 
the book.  

13.1 COURSE SYLLABI  

1. ABC expects faculty to develop a course syllabi for each class they teach. The course 
syllabus specifies what will be taught, how and when topics will be taught, the nature 
of student responsibilities and assignments, and methods of assessment.  Syllabi 
should be distributed to all students at the first class meeting. After the syllabi has 
been distributed faculty is not expected to make any significant changes, without the 
approval of the entire class.  

2. A copy of each syllabus is sent electronically and with a hard copy to the registrar’s 
and dean’s office.  The soft copy should be formatted in Word. The syllabus should be 
sent 1 week before the beginning of the semester. In case the teacher wants the 
registrar office to ensure that copies are made then the faculty should send an email or 
a hard copy with clear instructions for making copies. Or the faculty member can send 
the course outline to the business centre at  abcbizcentre@gmail.com 

13.2 INTRODUCING NEW COURSES 

Teaching staff who would like to introduce new courses should work with the registrar’s 
office. New courses within the majors should be approved by the department. Members of 
faculty in the department should meet and minute their meeting where they discuss the need 
for a new course. After the approval of the department the department chair should 
communicate the proposal to the registrar’s office who will discuss it with the dean of 
academics and VC. After the discussion the registrar’s office will communicate to the staff 
where the proposal has been approved or not.  
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14. WORKLOAD (FACULTY COURSE LOAD & ASSIGNMENTS) 

A. UNDERGRADUATE  

14.1 COURSE LOAD 

The normal and expected course load for a full-time ABC lecturer is 12 to 15 units 
per semester, (the ABC Policy Manual -- Section 10.4 -- states that the “minimum load” for 
a full-time lecturer is 12 units per semester).   

14.2 SEMESTERS 

A semester constitutes the 15-18 week session from mid-August to mid-December and from 
the end of January to early June.   

14.3 BLOCK SESSIONS 

Undergraduate Block Sessions may run for 2-4 weeks during the January “winter” break, or 
during the June-August “summer” break.   

Summer Classes - Summer classes may run a week or two after graduation to end of July.   

14.4  OTHER ASSIGNMENTS & RESPONSIBILITIES 

At the discretion of the Vice Chancellor and Academic Dean a lecturer and course load 
may be lowered to not less than 9, and a maximum of 12 units if the lecturer has 
other significant responsibilities -- such as Dean of Men, Dean of Women, Academic Dean 
or Chaplain. Recognition of “other responsibilities” by the VC and the Academic Dean, and 
the  subsequent lowering of teaching load expectations needs to be done prior to the  
beginning of each academic school year. 

14.5 COMPENSATION* FOR EXCEEDING NORMAL COURSE LOAD 

 • Half payment will be paid half way through the teaching period; final payment will be 
paid after all grades are received in the administrator’s office. We encourage you to 
submit final grades within 2 weeks after the end of the semester. 

 • Courses that have been co-taught will result in the division of the compensation 
 • Payment may be withheld if the faculty does not return the signed copy of the contract 

to the ABC HR department. 
 • Adjunct Faculty are not eligible for any College benefits 
 • Final payment is contingent upon the completion of the designated coursework and 

fulfillments of contract obligation 
 • This arrangement excludes the adjunct faculty’s participation in Thesis Supervision; 

which will be remunerated separately. 
 • If you should exceed your normal course load for some reason, full-time ABC 

 lectures will be paid a gratuity of K44,000 per credit hour per semester for  every unit 
 taught in excess of the normal course load as described above.  
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14.6 WITHHOLDING OF GRATUITY 

ABC reserves the right to withhold the final 33% of any gratuity payment until 
the college's Registrar has verified that the professor has graded and returned all 
assignments,  quizzes, tests, papers and exams to the students, and has  submitted final grades 
and  GPA to the college Registrar.  

* Does not apply to missionary or volunteer lecturers 

B. MASTERS PROGRAM 

 14.7 COURSE LOAD 

The normal and expected course load for a full-time lecturer in the Master’s Program is 9  to 
12 units per semester.   

14.8 COMBINATION LOADS 

If a professor is teaching a combination of Graduate and Undergraduate courses the  

 expected minimum and maximum load will be a total of 10 to 14 units. 

14.9 SEMESTERS 

A semester constitutes the 15-18 week session from mid-August to mid-December, and  

 from the end of January to early June.  

14.10  BLOCK SESSIONS 

MACL Block Sessions may run for 2-4 weeks during late November and early December, 
during May, as well as during the January “winter” break, and during the June-August 
“summer” break.   

14.11  OTHER ASSIGNMENTS & RESPONSIBILITIES 

At the discretion of the Vice Chancellor and Dean of the Master’s Program a lecturer’s  
course load may be lowered to not less than 6, and a maximum of 9 units if the lecturer  has 
other significant responsibilities -- such as Dean of Men, Dean of Women, Academic  Dean 
or Chaplain.   

Recognition of “other responsibilities” by the VC and the Dean of the Master’s Program,  and 
the subsequent lowering of teaching load expectations needs to be done prior to  the 
beginning of each academic school year.   
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14.12  COMPENSATION* FOR EXCEEDING NORMAL COURSE LOAD 

Full-time ABC lectures with a doctoral degree will be paid a gratuity of K50,000 per  credit 
hour per semester for every unit taught in excess of the normal course load as  described 
above, (see Sections 2.1, 2.2 & 2.4).   

Lectures who do not hold a doctorate will be paid a gratuity of K44,000 per credit hour  per 
semester for every unit taught in  excess of the normal course load, (see Sections  2.1, 2.2 & 
2.4). 

14.13  BLOCK SESSION COMPENSATION* 

Lectures teaching during the January, June and July block sessions will be paid a  gratuity of 
K44,000 per credit hour per. 

Courses taught during the November-December and May Block Sessions will be  counted as 
part of that professor’s normal teaching load for that semester.  If their work  during these 
special block sessions puts them over the normal teaching load (as  described in Section 2.1 
& 2.2) they will be compensated accordingly, (see Section 2.5). 

14.14 WITHHOLDING OF GRATUITY 

The final 33% of any gratuity payment will be held by the Business Manager until  the  
Registrar of the MACL Program has verified that the professor has graded and returned  all 
assignments, quizzes, tests, papers and exams to the students, and has submitted  final grades 
and GPA to the Registrar of the MACL.   

* Does not apply to missionary or volunteer lecturers 

15. EVALUATION OF FACULTY 

ABC desires that ongoing efforts be undertaken to assist faculty in developing their gifts and 
abilities, and that there be careful evaluation of faculty performance on a regular basis. ABC 
believes that the purpose of faculty evaluation is to encourage and commend faculty for their 
individual contributions and to foster improvement in the quality of their performance, and 
thus to promote and enhance the level of excellence of the educational programs offered. 
Faculty will conduct a self-evaluation at the beginning of each academic year. Faculty will 
also be evaluated each session by a follow faculty member of the same department. 
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15.1 SELF-EVALUATION OF PERFORMANCE AND DEVELOPMENT  

At the beginning of each academic year faculty members are encouraged to develop a 
personal plan on performance. At the end of the academic year Faculty members are 
encouraged revisit their plan and come up with a self-evaluation report. In the report each 
faculty member shall discuss his or her strength and discuss areas he/she things will improve 
in the following academic year. The self-evaluation will be discussed with the head of 
department or the dean of academics. A copy of the report will be sent to the VC.  In 
reporting, evaluating, and planning faculty should concentrate on teaching/advising, 
scholarship/creative endeavor, and service. 
  

15.2  OTHER LEAVES OF ABSENCE 

A leave of absence may be granted by the President, upon written request by a faculty 
member, and recommendation by the VC. Such leaves of absence shall be contingent upon 
adequate replacement of personnel and normally shall be taken without pay. Upon returning 
from the leave of absence if it was granted due to the fact that the faculty member was 
pursuing academic studies the faculty member will be required to produce an original copy of 
the degree or certificate awarded. Failure to produce the degree awarded the faculty member 
will be compensated based of the highest qualification available.  
  
16.  GUIDELINES IN THE EVENT OF A WORK RELATED INJURY  

1. If an employee is injured employee while on duty should report immediately to his/her 
supervisor and Human Resources Manager.  

2. In the event medical attention is necessary the employee is immediately seek medical care 
from ABC Clinic or any major hospital in the country.   

3. All information relative to expenses incurred as a result of medical attention must be 
forwarded to Human Resources who will forward it to the VC and the Financial Controller 
for approval.  

  
17. CONFLICT RESOLUTION/FACULTY GRIEVANCE PROCEDURE 

A grievance is a just or supposed basis for complaint arising out of any alleged unauthorized 
or unjustified act or decision made by a member of the ABC community that in any way 
adversely affects the status, rights, or privileges of a faculty member. An aggrieved faculty 
member may complain to the administration to correct the problem. The burden of proof is on 
the individual who submits a complaint. [Note: The grievance process is not related to, or the 
correct process for appealing disciplinary action.] 
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17.1 INFORMAL ACTION - THE MATTHEW 18 PRINCIPLE 

ABC would ask that faculty members first seek resolution first through direct, face-to-face 
communication with the responsible person, which we refer to as the Matthew 18 Principle 
(v:15). Discussion between those involved is encouraged at all stages, but is essential in the 
early stages of resolution. If the complaint cannot be resolved informally, formal action may 
be taken. 

17.2 FORMAL ACTION 

The following procedure is used to resolve a formal complaint: 

1. State the grievance in writing within 60 days of the alleged event, and submit to the 
Vice Chancellor. No special form is needed, but the complaint must include: 
● The date you submit the complaint 
● A description of the grievance, including all relevant information such as 

date(s) when the problem was evident, evidence sustaining the grievance, and 

witnesses 
● A proposed resolution: Explain what you would like to see happen to resolve 

the grievance 
2. The VC has two working days from the date of receipt to forward the grievance to the 

administrator who will serve as mediator to resolve the matter. Care will be taken to 

ensure that the mediator has the expertise necessary to resolve the grievance. 

3. The mediator has two working days from the date of receipt to:  
● Send to the Faculty member an acknowledgement that briefly 

summarize the grievance and informs the Faculty member that 
a resolution will be sent within ten working days. 

● Forward to the Chancellor a copy of the grievance and acknowledgement.  

4. The mediator has ten working days from the date of receipt to:  
● Investigate the alleged complaint 
● Investigate previous efforts taken to resolve the grievance 
● Investigate any contingencies and take any action that may 

help resolve the grievance 

● Send to the aggrieved Faculty a formal response describing 
what was or will be done to resolve the grievance  

● Forward to the VC a copy of the formal response.  
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5. If the Faculty is satisfied with the formal response, the grievance is resolved. 

6. If the Faculty is not satisfied with the formal response, a request for a hearing may be 
made to the Grievance Committee (GC), which will include the VC, COA and one Head 
of Department selected by the VC:  

● The GC shall be given a copy of the case to date 
● The GC Shall schedule a hearing date and time within seven 

working days of the request and notify all concerned, (but may 

not necessarily invite them to attend).  
● May invite the Faculty and any witnesses to attend the hearing — the Faculty 

does not have a right to attend 
● Shall conduct the hearing as informally as possible, while reviewing and 

evaluating the case 
● Shall keep its deliberations confidential 
● Shall, by majority vote, recommend to the Chancellor a course of action to 

resolve the grievance. 

7. The Chancellor will issue a decision, which shall be final, in writing to the Faculty 
within three working days of the hearing.  

Anyone who thinks his or her complaint was not handled properly may contact 
ABC’s accrediting agency, TRACS, in writing via email at info@tracs.org 

or by mail at Transnational Association of Christian Colleges and Schools, 
P.O. Box 328, Forest, Virginia 24551. 

18. LIFESTYLE  

African Bible College is a substance-free mission, which includes tobacco products, alcohol, 
and illegal drugs. All ABC missionaries and staff are asked to refrain from these substances 
on and off campus.   

1. Tobacco- ABC has set a policy of no tobacco products on campus. This includes 
cigars, cigarettes, chewing tobacco and pipe-tobacco. 

2. Alcohol- ABC has set a policy of no alcohol is to be served on the ABC campus or in 
an ABC staff residence, nor consumed in public venue. 

3. Illegal Drugs- These are strictly prohibited from being on campus or being used by 
any staff member, on or off campus. Possession will result in immediate dismissal.  

As a Christian establishment we ask that all staff members remember that they do represent 
ABC, and more importantly our Lord Jesus Christ in the community. 
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19. MEDIA INTERVIEWS 

In the case of media (television, newspaper, or radio) personnel asking for comments 
concerning any college matter, please refer them to the Chancellor if he is around or the Vice 
Chancellor. These administrators will then give a comment or refer them to any head of 
department who may be the right person to comment on the matter.  

  
20. PROFESSIONALISM  

In all that we do at ABC we must maintain a high level of professionalism. Here are some 
examples of things that should be considered in this area: 

1. Treating fellow staff with courtesy, sincerity, and love.  Returning their phone 
calls in a timely manner, making time for them, and conducting ourselves in a 
respectful manner when dealing with them. No staff member should at any 
time for any reason discuss fellow staff members with students.  

2. Observing the dress code established by the college. ABC serves different 
denominations and communities therefore always dress modestly. 

3. Being prepared for lessons. No professor should show up for class 
unprepared. 

4. Submitting grades in a timely manner as agreed in our policy. 

5. Meeting deadlines for projects and assigned duties. 

6. Grading all assignments given to students.   

21. OPERATIONAL PROCEDURES 

If the professor wants to use special equipment in a class where there is no such a equipment. 
The following procedure should be followed, 

● Communicate a day before with the office of the register for the equipment. 
● Make sure that after using the equipment you return it to the register’s office.  
● Make sure there is a person who knows to use the equipment.  

21.1 EMERGENCY POLICY 

In Case of an Active Shooter: 

An active shooter on a college campus is an extremely rare event, but can be deadly and 
extremely psychologically harmful to witnesses and/or survivors. Even though these 
situations are rare, you need to prepare and be ready to stay alive. These types of situations 
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happen quickly and your actions will be critical in preserving your life. As stated above, these 
incidents usually happen quickly. When a suspect enters a college building to commit acts of 
violence, the college may be unable to provide any warning that a person with a gun is on 
campus. The first warning you receive may be the sounds of gunfire. Once you become 
aware of the situation, TAKE IMMEDIATE ACTION. 

Get out: Your best option is ALWAYS to run, get out, and get away! Think in 
advance about what you would get out; know the paths to the nearest exit and 
weather it would be possible to escape through a window. 

Call out: First, get to a safe place, and then call the head of security. If it is safe, 
stay on the line and give head of security the best information you can: 1) Your 
specific location/building name and office/room number 2) Number of people at 
your specific location 3) Injuries and the number of injured, types of injuries 4) 
Assailants(s) location, shooter(s) identity (if known), number of suspects, race and 
gender, clothing description, physical features, types of weapons, backpack, 
separate explosions from gunfire, etc. 

Hide out and Keep out: 

- If you are unable to get out of your room or office, lock and/or barricade the door 
- Turn off lights, close blinds, and silence cell phones 
- Hide under or behind something 
- Be aware that if you are hiding when the police come, they will be seeking a threat and will 
not know who you are; show your hands and obey their commands 

Take Out: Running away is always your best option. However, if there is no way to 
run, hideout, or keep out, your only choice may be to fight. Convince yourself that 
you have what it takes to survive when your life is on the line. Remember that if you must 
“take out” the assailant, you are fighting for your life. 

In Case of Fire: 

In case of a fire, go to a pre-designated shelter area out of the building. 
The areas around campus are marked assemble points. If you cannot get 
out of the building go to the center of an interior room. If the building is 
an upstairs building go on the lowest level (closet, interior hallway) away 
from corners, windows, doors, and outside walls. Put as many walls as 
possible between you and the outside. Get under a sturdy table and use 
your arms to protect your head and neck. Do not open windows. 
Evacuation orders will often be swift and accurate for affected areas. 
However, if unable to evacuate, stay inside and away from outside walls. 
Close doors, but leave them unlocked in case firefighters require quick 
access into your area. 

  45



In Case of Flood: 

Before the potential disaster, take all necessary steps to prevent the 
release of dangerous chemicals that might be stored on your property - 
locate electrical shut-offs. Make sure students and non-critical staff is sent 
home. Unplug all electrical items. During flood, avoid floodwaters; water 
may be contaminated by oil, gasoline, or raw sewage - water may also be 
electrically charged from underground or downed power lines. 

22. FACULTY PARTICIPATING IN COMMITTEES  

22.1 ACCOUNTS OFFICE 

The College financial Controller will send periodic requests asking faculty to assist in 
collecting student fees. Such request would include the following:  
● Asking students to display their ID cards at all times. 
● Asking students who have not cleared with the accounts office to go and clear first 

before they attend classes. 

22.2 SERVING ON A COMMITTEE 
Each Faculty member will be required to sit on at least 2 committees during each academic 
year. Here are a list of available Committee. 

● Serve as the Student Council Faculty Steering Committee 
● Serve as Discipline committee for the college 
● Serve on the special events committee this will mainly focus on end of the 

year activities 
● Students Admission Committee  All head of departments will serve in this 

committee 
● Spiritual life committee these will work hand in hand with the chaplain 

  22.3 FUNDRAISING ACTIVITIES 

● ABC allows students to hold class fundraising activities as long as they are approved 
by the by the VC’s office. Once the activity has been approved students are supposed 
to be involved in raising the funds not just charging people to pay money when 
nothing has been done by the fundraiser. Approval of the activity does not necessarily 
mean approval of using college vehicles. When having activities that use water or 
electricity students will be asked by the business office to contribute a small fee 
towards the utility bill.  

● Students should ask permission from any staff member they would like to involve in 
their fundraising program, before they include the staff in the fundraising program. 
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23. HIRING, DISMISSAL, RETENTION, AND APPOINTMENT POLICIES 

African Bible College is a unique institution which combines volunteer missionary staff with 
locally hired faculty. In ABC’s Policies and Bylaws (mainly in 10.0-10.4), you will find all 
the information in related to the selection, hiring, remuneration, appointment, retention, 
advancement, and dismissal of volunteer missionary staff.  For policies regarding locally 
hired faculty related to those same issues please see below: 
___________________________________________________________________________ 

23.1  FACULTY SELECTION AND HIRING 

The search and selection process is administered by the office of the Vice Chancellor in 
coordination with the CAO.  Any potential faculty hiring must go through an interview 
process with the following people:  The VC, The CAO, Head of relevant Departments, and a 
member of the Board of Trustees.  Once the candidate has been interviewed and found 
appropriate to hire, a contract will be completed and signed before the faculty can begin their 
duties.  

23.2 REMUNERATION 

African Bible Colleges requires all volunteer missionary staff to raise their own support. 
There is no financial compensation for their services. Locally hired faculty and staff are paid, 
and will be retained on a contract based on their qualifications, position and years of service.  
(Please see the Human Resource Manager for details related to the Salary scale, 
advancement, and years of service.) 

23.3  APPOINTMENT 

Faculty and Library staff appointments are made by the VC with the approval of the 
Chancellor and the Board of Trustees.   The VC makes appointments only after receiving 
recommendations from Head of the related department. 

23.4  RETENTION 

ABC is permitted to use financial compensation, as well as medical benefits and housing 
allowances as incentives for retention.  ABC uses a 3-phase, 5-year cycle scale that 
encourages faculty to remain employed at ABC.  It is also important to note that although 
ABC hopes and strives to compensate its faculty at the same level as other private 
universities in Malawi, but as a non-profit Christian institution we are not always able to do.  
Consequently, we would hope that the primary motivation for our faculty to remain at ABC 
would be in order to serve our Lord and Savior in a loving, Christian environment, and in 
doing so build up God’s Kingdom on Earth, and bring glorifying to His name through humble 
service.  
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23.5  ADVANCEMENT 

Advancement opportunities are available through promotions within each department, 
through promotion in Administration, and through academic advancement by earning higher 
degrees, which will result in moving into a higher salary bracket.  Faculty members are 
promoted within their department by the Head of Department, with the approval of the Vice 
Chancellor and Chancellor of ABC.  Administrative advancements and appointments are 
made by the VC at the recommendation of the FC, CAO and the Registrar.   

23.6  DISMISSAL 

A faculty member may be dismissed when, in the judgment of the Board of Trustees, or the 
Board of Directors, it is determined that a their actions are no longer acceptable, and/or are 
detrimental to the operations of the college, or the Christian witness of the institution.  The 
grounds for dismissal shall be demonstrable professional incompetence, deviations from 
ABC’s core values and principles, neglect of duty, failure to carryout duties as assigned, 
insubordination, conviction of a felony or any offense involving moral turpitude, or sexual 
harassment or other conduct which falls below minimum standards of professional Christian 
integrity.   

Additionally, ABC may terminate a faculty's employment at any time for cause. Cause for 
termination would include, but would not be limited to, public drunkenness, adultery, 
physical abuse, financial misconduct or fraud. 
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24. LIST OF APPENDIX 

A. ABC Malawi Organizational Chart 

B. Academic Integrity and Dishonesty Policy 

The African Bible Colleges purpose to encourage each student to develop the highest and 
most worthy code of conduct based on personal Christian integrity. Therefore, the 
following are NOT permitted: 

● Dishonesty, including cheating, copying, taking work from computers and 
plagiarism. 

**Academic Honesty – To maintain the highest level of academic excellence, integrity and 
self-respect, students are held accountable in the areas of honesty, study, classroom 
ethics, and plagiarism.  Academic misconduct includes all forms of cheating, such as illicit 
possessions of examination or examination materials, forgery, or plagiarism.  (Plagiarism is 
the presentation of the work of another as one’s own work.) Student’s failure to strive for 
the highest distinction in these areas will be held to the strictest level of punishment 
allowed by the college.  
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Violations of academic integrity and other forms of cheating involve the intention 
to deceive or mislead or misrepresent, and therefore are a form of lying.  As Christ 
followers, our fruit should imitate the characteristics of God (Deuteronomy 6:4-5). 
We know that a sinless God cannot lie (1 Samuel 15:29, Titus 1:2). Therefore the 
children of God should not lie. In the gospel of John Jesus is referred to as “the 
way, the truth, and the life” (John 14:6) and as one whose Spirit is “the Spirit of 
truth” who guides “into all truth” (John 16:13).  Children of God who are being 
sanctified in Him will want to be like Him and will be known as people of truth. 
(Ephesians 4:20-25). 

[Dr. John Hemmel, Abilene Christian University] 

Plagiarism / Cheating Definition  

Plagiarism in student papers and assignments involves quoting, paraphrasing, or in other 
ways using sources of information without proper acknowledgment of the original author. 
Proper acknowledgment includes identifying the author and source of a quoted (copying 
exactly) or paraphrased (writing in own words but using the ideas expressed) passage, and 
indicating clearly whether the passage is a quotation (in quotation marks) or merely a 
paraphrase.  

Cheating is defined as using sources of information disallowed by the Instructor to 
complete a particular assignment (including exams, essays, etc.).  

 Students plagiarize if they submit as their own work, without appropriate documentation 
or quotation marks:  

● part or all of a written or spoken assignment copied from another person’s 
manuscript;  

● part or all of an assignment copied or paraphrased from a source, such as books, 
magazines, pamphlets, charts, maps, graphs, music scores or computer programs;  

● the sequence of ideas, arrangement of material, and pattern of thought of 
someone else, even though they express them in their own words.  

Students are accomplices in plagiarism and are equally guilty if:  

● they allow their paper, in outline or finished form, to be copied and submitted as 
the work of another;  

● they prepare a written assignment for another student and allow him/her to 
submit it as his/her work;  

● they keep or contribute to a file of papers or speeches with the intent that these 
papers or speeches be copied and submitted as the work of someone other than 
the author.  

To Avoid Plagiarism: 

Any quotation must be enclosed in quotation marks or, if lengthy, indented. 
Acknowledgment must be given to the correct author and source.  

In any paraphrase, the wording must be distinctly different from the original source. If the 
writer of the paper maintains any word order, distinctive phrasing and/or grammatical 
structure original with the author of the source, the student will have plagiarized unless 
he/she uses quotation marks. Also, acknowledgment must be given to the correct author 
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and source when paraphrasing.  

When a student has plagiarized or cheated: 

African Bible College Faculty and Administration seek to aid each student in understanding 
the Gospel of Christ as applied to their heart, mind, and actions.  African Bible College 
desires for each student to understand God's grace.  This grace is exemplified by God 
showing us our sin that we might turn to Christ in Repentance and Faith.  In like manner, a 
student who has cheated / plagiarized will be disciplined with the purpose of encouraging 
true repentance.  With these goals in mind the following is the procedure to be followed 
by Faculty and Administration when a violation of ABC policy has occurred:  

1. The course Lecturer and Dean of Academics will meet with the student to explain 
the infraction and to give the student a hearing. 

2. If the Dean and course Lecturer determine the student is in violation they will 
confront the student regarding their sin and encourage true repentance. True 
repentance can defined as recognizing the self-seeking motives behind academic 
dishonesty, seeking forgiveness for that sin from God and the faculty member, 
further turning from the sin and desiring God's help in ridding their heart of these 
motives. 

3. The Lecturer will complete an Academic Dishonesty Form explaining the date and 
type of infraction. The Lecturer will make three copies: retaining one copy for 
himself, one copy given to the student, one copy given to the Dean of Academics 
and the last copy for the Dean of Students. 

4. The Dean of Students will place his form on file in the student's name. 

Disciplinary Procedure for Plagiarism and Cheating: 

● First Offense: The student will receive a "0" as a grade on the particular 
assignment and the AD Form will be filed with Dean of Students. 

● Second Offense:  The student will be removed from the particular course in 
which he cheated and will receive an "F" for the course semester grade. 

● Third Offense: African Bible Colleges will suspend the student.  The Dean of 
Academics in consultation with the Disciplinary Review Committee will 
determine the length of suspension. The members of the Disciplinary 
Review Committee are the Vice Chancellor, Dean of Academics and Dean of 
Students. College Administration at its discretion may add additional 
members due to severity of infraction. A particularly flagrant violation of 
the policy (i.e. premeditated cheating or plagiarism such as submitting 
entire papers taken directly from the internet) may result in moving 
directly to the Second or to the Third Offense discipline procedure. The 
Lecturer is encouraged to make a recommendation. 

ABC reserves the right to immediately suspend or expel a student depending on the 
severity of the infraction.  

It is the stated intention that students and graduates of African Bible College understand 
the gospel of Jesus Christ - - not simply as hearers of the Word, but doers of the Word as 
representatives of Jesus Christ. (James 1:22) 

C. TEXTBOOK CHANGE POLICY 
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Textbook Replacement & New Textbook Implementation Policy 

__________________________________________________________________________ 

1.0 Replacing Existing Core Curriculum Textbooks 

 1.1 Professor needs to complete and submit to the Head of Department a “Textbook 
 Change Form”, which can be accessed from the Registrar’s office 
 1.2 Requests for textbook changes need to be approved and signed by the Head of 
 Department, the COA, and the VC 
 1.3 The completed and signed form should be submitted to the Registrar’s Office, 
 who will forward the request to the Board of Director’s Curriculum & Textbook 
 Committee 
 1.4 The Committee will have 30 days to review the request and give their decision to 
 the Registrar 

1.5 The Registrar will then notify the CAO & the professor of their decision. 
If approved the new textbooks will be ordered by the Registrar after all old 
textbooks being replaced have been sold 

2.0 Introducing New Textbooks to the Core Curriculum 

2.1 See procedure described above (1.1 - 1.5) 

3.0 Replacing Existing Departmental (non-Core) Textbooks 

3.1 Professor needs to complete and submit to the Head of Department a “Textbook 
Change Form”, which can be accessed from the Registrar’s office 
3.2 Requests for textbook changes need to be approved and signed by the Head of 
Department, the COA, and the VC 
3.3 The completed and approved form should be submitted by the professor to the 
Registrar’s Office 
3.4 The new textbooks will be ordered by the Registrar after all the old textbooks 
have been sold. 

4.0 Introducing New Departmental (non-Core) Textbooks 

4.1 See procedure described above (3.1 - 3.4) 

  52



D. TEXTBOOK CHANGE POLICY 

Textbook Replacement & New Textbook Implementation Policy  
_________________________________________________________________________

1.0 Replacing Existing Core Curriculum Textbooks

1.1 Professor needs to complete and submit to the Head of Department a 
“Textbook Change Form”, which can be accessed from the Registrar’s office 

1.2 Requests for textbook changes need to be approved and signed by the Head 
of Department, the COA, and the VC

1.3 The completed and signed form should be submitted to the Registrar’s Office, 
who will forward the request to the Board of Director’s Curriculum & Textbook 
Committee

1.4 The Committee will have 30 days to review the request and give their 
decision to the Registrar

1.5 The Registrar will then notify the CAO & the professor of their decision.  
If approved the new textbooks will be ordered by the Registrar after all old 
textbooks being replaced have been sold

2.0 Introducing New Textbooks to the Core Curriculum

2.1 See procedure described above (1.1 - 1.5)

3.0 Replacing Existing Departmental (non-Core) Textbooks

3.1 Professor needs to complete and submit to the Head of Department a 
“Textbook Change Form”, which can be accessed from the Registrar’s office 

3.2 Requests for textbook changes need to be approved and signed by the Head 
of Department, the COA, and the VC

3.3 The completed and approved form should be submitted by the professor to 
the Registrar’s Office

3.4 The new textbooks will be ordered by the Registrar after all the old textbooks 
have been sold.

4.0 Introducing New Departmental (non-Core) Textbooks

4.1 See procedure described above (3.1 - 3.4)
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AFRICAN BIBLE COLLEGE Textbook Change Form 

 
 
Requested By: _____________________________________    Date: _________________ 

Department: _______________________ 

Name of Subject (as it appears in the catalog): ____________________________________ 

Course No. ___________________________  

Proposed for Year: ______________   

 First Semester               Second Semester 

Title of Book in Use 

Now 

Author Publisher and 

Address 

ISBN # 

 

 

 
 

Number of years this book 

has been used: _______ 

   

Title of New Book Author Publisher and 

Address 

ISBN # 

 

 

 

 

 

   

Rationale for making change at this time: 

 

 

 

Approved By: 

 

 

Head of Department     Dean of Academics   

 

 

  

 

 

 
  

      

    

 

 

 

 



E. COURSE SYLLABUS TEMPLATE 

Instructions for using this Course Syllabus Template 

• The syllabus is broken into discrete sections, which can be 
rearranged, removed, or modified to best fit your course and 
teaching style. 

• In order to keep the syllabus accessible the style (headings, 
paragraphs etc.) should be maintained. For further details on 
developing accessible word documents please see the Atomic 
Learning tutorials 

• The syllabus includes some common language to describe 
campus policies and services to serve as a guideline for you. Be 
sure to read these sections and change language to fit your 
course needs. 

• Adjust descriptions of activities and outcomes to fit your course. 

Department/College 
Course Name 
Semester Syllabus 

Part 1: Course Information 

Instructor Information 

Instructor: (name) 
Office: (location)  
Office Hours: (days and times)  
Office Telephone: (phone number)  
E-mail: (specify your preferred contact) 

Course Description 

 (enter catalog description)  

Prerequisite 

 (enter prerequisite information) 

GE Area if Applicable 

 (enter if applicable or remove this heading) 

Textbook & Course Materials 

Required Text 

 (list required course textbooks—include detail such as full name  
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 of textbook, author, edition, ISBN, description (if desired), and  
 where it can be purchased) 

Recommended Texts & Other Readings 

 (list other readings available and how/where to access them) 

 (include a general statement such as Other readings will be  
 made available in the course packet) 

Course Requirements 

(list other tools, resources, and materials needed by the student for 
success in the course) 

Course Structure 

(explain how the course will be delivered—is it lecture, discussion, 
activity, or lab-based) 

(how much time is devoted to each component and are there 
different meeting places students should be aware of (such as labs 
or activity rooms?) 

Online Resources  

(list any online resources such as a faculty website, textbook 
website, or other online resources that you expect students to 
access and use) 

Department/College 
Course Name 
Semester Syllabus 

Part 2: Student Learning Outcomes  

(list the student learning outcomes for this course, provide 
instructions to students on how they are expected to meet the 
learning objectives for the course—for example, will most objectives 
be met through examination, participation or through projects?) 

• Attend … 
• Complete …  
• Participate … 

Department/College 
Course Name 
Semester Syllabus 
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Part 3: Topic Outline/Schedule  

• Week 01: Topic 

o Details … 
• Week 02: Topic 

o Details … 
• Week 03: Topic 

o Details … 
• Week 04: Topic 

o Details … 

* This continues for however many weeks classes are in session. 

ALTERNATE FORMAT:  

 
 
Note about calendar/schedule - While it is important to clearly 
indicate the schedule for your course, keep your calendar up-to-date to 
help students follow along, reduce confusion, and emphasize time on 
task. 

Department/College 
Course Name 
Semester Syllabus 

Part 4: Grading Policy 

Graded Course Activities 

Week Topic Readings Activities Due Date

1

2

3

4

Points Description

*# *Item 1 (List all activities, tests, etc. that will 
determine the students’ final grade) 
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Late Work Policy  

*Example: Be sure to pay close attention to deadlines—there will 
be no make up assignments or quizzes, or late work accepted 
without a serious and compelling reason and instructor approval. 

*Include a statement about the timeframe of when to look for 
grades. Example: Your instructor will update the online grades each 
time a grading session has been complete—typically X days following 
the completion of an activity. 

Letter Grade Assignment 

*Include an explanation between the relationship of points earned 
and final letter grade. Example: Final grades assigned for this 
course will be based on the percentage of total points earned and 
are assigned as follows: 

Department/College 
Course Name 
Semester Syllabus 

*# *Item 2

100 Total Points Possible

Points Description

Letter Grade Percentage Performance

A 93-100% Excellent Work

A- 90-92% Nearly Excellent Work

B+ 87-89% Very Good Work

B 83-86% Good Work

B- 80-82% Mostly Good Work

C+ 77-79% Above Average Work

C 73-76% Average Work

C- 70-72% Mostly Average Work

D+ 67-69% Below Average Work

D 60-66% Poor Work

F 0-59% Failing Work
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Part 5: Course Policies 

Attend Class 

Students are expected to attend all class sessions as listed on the 
course calendar.  

(Enter specific points regarding attendance policy here) 

Participate 

(If you monitor, track, and/or score student participation, explain 
how you will keep track and how often students should be accessing 
the course) 

Build Rapport 

If you find that you have any trouble keeping up with assignments or 
other aspects of the course, make sure you let your instructor know 
as early as possible. As you will find, building rapport and effective 
relationships are key to becoming an effective professional. Make 
sure that you are proactive in informing your instructor when 
difficulties arise during the semester so that they can help you find a 
solution. 

Complete Assignments 

Assignments must be submitted by the given deadline or special 
permission must be requested from instructor before the due date. 
Extensions will not be given beyond the next assignment except 
under extreme circumstances.  

All discussion assignments must be completed by the assignment 
due date and time. Late or missing discussion assignments will effect 
the student’s grade. 

Understand When You May Drop This Course 

It is the student’s responsibility to understand when they need to 
consider withdrawing from a course. Refer to ABC’s Registrar’s office 
for dates and deadlines for registration. After this period, a serious 
and compelling reason is required to drop from the course.  

Incomplete Policy 

Under emergency/special circumstances, students may petition for 
an incomplete grade. An incomplete will only be assigned if [*insert 
condition here]. All incomplete course assignments must be 
completed within [*insert timeframe here]. 
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F. ACADEMIC ADVISING 

ABC recognizes academic advising to be a critical component of the educational experience 
and student success. Faculty, administrators, and professional staff promote academic 
advising as a shared responsibility with students. Academic advising serves to develop and 
enrich students’ educational plans in ways that are consistent with their personal values, 
goals, and career plans, preparing them for a life of learning in a global society. 
Students are assigned to advisors based on their major or area of course study. Designated 
offices in each college advise most freshmen and sophomores. Faculty advisors, guide most 
advanced students. At all levels, campus-wide guidelines for good advising are supplemented 
by the ABC standards and objectives. Students on Academic Probation are required to meet 
with an advisor on a consistent basis. All other students are required to consult with an 
advisor for a substantial conference during a designated semester each year. 

G. DISABILITY POLICY 

All facilities on campus are handicap accessible. Buildings with ramps and flat ground for 
entering standard width doors for adequate entry. Our institution will accommodate any 
enrolled student or faculty member with a disability to fit their special need. 

H. FACULTY RECRUITMENT POLICY 

All faculty actively recruiting students for ABC must comply with all Missions, Visions and 
Objectives of the college while doing so. Department Chairs sit on the Admissions Selection 
Committee when recruiting students for the college. The office of the Vice Chancellor 
through the Human Resource Department will be responsible for assuring compliance with 
all institutional policies and that these policies are adopted by anyone doing any type of 
recruiting for ABC. 

 1. ABC has a principle of open competition in its approach to recruitment. 

 2. The recruitment and selection process should ensure the identification of the person 
 best suited for the job and to the university. 

 3. ABC will ensure that recruitment and selection of staff is conducted in a  
 professional and timely responsive manner. 

 4. If a member of staff involved in the recruitment process has a close personal or  
 familial relationship with an applicant, they must disclose the nature of their  
 relationship. 

 5. All documentation relating to applicants will be treated confidentially.
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