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RTS Phone Numbers:

Receptionist and general information: 923.1600

Academic Dean: Dr. Miles Van Pelt, 923.1695

Accounts Receivable: Brenda Herren, 923.1665

Admissions: Brian Gault, 923.1670

Bookstore: 923.1616

Caretaker for: 
Campus housing/buildings and townhomes: Securitas 317.0029

Clothes Closet: Kathy Eldridge, 923.1625

Computer Services (For RTS property only): Pons Bautista, 923.1667

Dean of Students: Brian Gault, 923.1670

Housing: Kathy Suber, Director: 923.1699

Library Circulation Desk: 923.1623

Mailroom: 923.1647

Facilities Maintenance/Security: Joe Morris, Interim Director: 923.1700

Maintenance Office Assistant: Tom Von Stroh, 923.1691

Maintenance Supervisor: Gary Pope, 923.1669

Marriage and Family Therapy Clinic: 923.1645

Registrar: Kim Lee, 923.1681

Securitas: 601.291.1600; 601.317.0029
Guardhouse, Monday- Friday, 5 p.m.- 7 a.m., 24 hours a day on weekends and holidays 
Armed guard 5:00pm-1:00am, 291.1600, 7 days a week

Patterson’s Porch:  Kathy Eldridge, 923.1648

President:  Dr. Guy Richardson, 923.1650

Director of Operations: Wanda Rushing, 923.1652

Orlando Campus: 407.366.9493     		 
Charlotte Campus: 704.366.5066
Distance Education: 800.227.2013
Metro-Washington, DC Campus: 703-448-3393
Atlanta, GA Campus: 404.995.8484
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WELCOME!


Dear Student,


Greetings!  We extend to you our warmest welcome!  We are glad you have chosen RTS, and we hope to make your adjustment to seminary life as easy and pleasant as possible.  You have come to prepare for ministry.  This preparation will involve you in the serious study of theology – an exhilarating and exciting undertaking... and a humbling one.

Faculty and staff try to be very accessible.  All have office hours, but when your need is pressing, you may try to get in touch with anyone at any time.  We are here to help you learn, but we are also here to help you grow and wrestle with issues.  At RTS there is a tradition of close, cordial relationships between students, faculty, and staff.

Be patient during your first weeks and months on campus.  While the workload is considerable, you will be able to master the assignment if you work diligently.  Refuse to let temporary discouragement tell you otherwise.  Remember that we do everything before the face of God and for his glory.

This handbook is designed to help you know what to expect at RTS and what is expected of you.  Please read it carefully and keep it for future reference.  The Student Handbook represents the gleanings of those who have gone before you and contains pointers, policies, and procedures designed to help you get settled. 

We want your life at RTS to be characterized by five commitments:
· A commitment to the Lord Jesus as Savior and Lord of our lives;
· A commitment to the truth of Scripture and its application to all of life; 
· A commitment to thorough academic work offered to the Lord as your immediate vocation; 
· A commitment to genuinely loving relationships with God and one another, reflecting the self- sacrificing love of our Savior for us;
· A commitment to ministry to the larger community as God provides the opportunity. 


Sincerely in Christ,


Brian C. Gault
Dean of Students












[bookmark: _Toc65655472][bookmark: _Toc65656360]
Notice of Non-Discrimination

Reformed Theological Seminary has a non-discriminatory (race, sex, or handicap) admissions policy.  The seminary’s policy is to admit students to all the rights, privileges, programs, and activities at the seminary and to make no discrimination on the basis of race, sex, or handicap in the administration of educational policies, applications for admission, scholarship or loan programs, and extracurricular activities.


I.  SPIRITUAL LIFE AND SERVICE

"Watch your life and doctrine closely," Paul wrote to Timothy (1 Tim. 4:16a).  While RTS will help you watch your doctrine, your personal walk with God merits your first priority.  If your academic studies, even of Scripture and its teaching, replace your private devotions and personal Bible study, your spiritual life will quickly become dry and joyless.  You can expect this to happen to you unless you take some steps to prevent it:

Spend time with God.  Do not neglect to examine yourself, to pray, and to seek the Lord in his Word.  Knowing God is not the same thing as knowing about him.  As the Word of God shapes your mind, the Spirit of God is at work to shape and transform your heart.  "Above all else, guard your heart, for it is the wellspring of life" (Prov. 4:23).  How is the Holy Spirit currently at work to form Christ within you?   

Develop honest relationships with others.  RTS is more than an academic institution; it is a community of believers who encourage each other on to godliness.  "But encourage one another daily, as long as it is called Today, so that none of you may be hardened by sin's deceitfulness" (Heb. 3:13).  There is no sweeter fellowship with others than that of intimate, broken-hearted prayer to the Father.  Who can you pray with in this way?

Look for present ministry beyond your studies.  While your studies are a high priority, they are not the only way to prepare for ministry.  You have come to RTS to receive an education, but "the Lord Jesus himself said:  'It is more blessed to give than to receive'" (Acts 20:35).  Your involvement in ongoing ministry while in seminary helps to merge your learning and your life.  Those who are truly called by God cannot help speaking about what they have experienced (cf. Acts 4:20).  What have you deeply learned about God that you cannot keep to yourself?
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Chapel is held for everyone on campus on Tuesday mornings from 10:00 a.m. to 11:00 a.m. Chapel services include singing, prayer, preaching, and other elements, which allow us both to worship God and to be built up as a community of his people.  The glory of God that draws us to study at RTS draws us first to worship him.  Hearts that have received the grace of God are hungry for his praises.  Attendance by all faculty and regular students is therefore expected.

Prayer groups meet on Thursday mornings from 10:00 a.m. to 11:00 a.m.  Students meet at Patterson’s Porch to pray with their faculty advisors.  We hope that these prayer groups will become the most powerful spiritual influence on campus.  All students are expected to participate in a prayer group.

Also, there is a prayer room available in the chapel building amidst the cluster of offices that can be used as a place to get away during the day to pray.

The Lord's Day is set aside for worship and rest.  Students are expected to participate actively in a local congregation as a member or associate member.  In addition to being their community of faith, the local church is where seminarians gain practical experience in ministry.  The congregation where you are active should be a valuable part of your seminary experience.  Invest your life in others: get involved in a local church!  

Opportunities for service through special ministries at RTS are coordinated by the Spiritual Life Chairman of the Student Cabinet in consultation with the Director of Field Education and/or the Dean of Students.

Having said all this, remember that study is your immediate stewardship.  Thorough preparation for class may be a spiritual exercise to the glory of God.  This is the present vocation that your enrollment at RTS indicates.

[bookmark: _Toc65655474][bookmark: _Toc65656362]B.  Help When You Need It

Every student needs assistance from time to time.  Sometimes it will be as simple as getting some information.  Sometimes it will involve help with a financial, personal, or family issue that needs an objective viewpoint.  Sometimes it will involve academic matters.  Whatever your need, there is someone available to help.  Let us know if you are having difficulty.

Academic Matters: If your problem involves only one class, consult that professor.  If the issue is broader, you should consult the Registrar who will help you with the problem or direct you to an appropriate person within the faculty or administration.

Financial, Personal, or Family Matters: The Dean of Students can handle many problems in these categories.  More extensive counseling is available for a nominal fee through the Center for Marriage and Family Therapy, 923.1645.

Housing and Maintenance: Housing is handled by the Office of Student Housing (923.1699).  The Facilities Maintenance Department handles repairs.  If a repair is needed, please fill out an online request at: http://rtsjackson.org/maintenance/index.html. For maintenance emergencies and after-hours maintenance needs, contact the appropriate caretaker (see RTS phone numbers).

Campus Life: Your class representative and the Student Cabinet are concerned with the quality of campus life and can help resolve problems (see section on Student Cabinet officers for names).

If you cannot decide who can help, the Dean of Students serves as general advisor to students and student organizations and will direct you to the proper channel for dealing with your concern.

[bookmark: _Toc65655475][bookmark: _Toc65656363]C.  Student Conduct

Students are expected to conduct themselves at all times as mature believers. Exemplary Christian conduct should control our words and our actions, both public and private. In today‘s technological environment our words can include texting, emails, social networking and blogging, in addition to our speech. Godly behavior, expected of all Christians, is especially required of those who are preparing themselves to become ministers of the Word or servants in the church.  Classroom manners should also reflect this maturity. Students should be respectful of professors, attend all class periods, and hand in assignments on time. Classroom etiquette also includes leaving cell phones turned off, refraining from surfing the Internet and laptop computer games and communicating to your neighbor during lectures.

Student conduct is under the supervision of the Dean of Students.  The seminary reserves the right to dismiss any student whose conduct is found to be unsatisfactory on the basis of spiritual or moral principles found in the Scriptures.  If desired, the student can appeal the dismissal according to the stated policy.


Sexual Harassment

The seminary expects all members of its community to apply sanctified common sense and Biblical principles to their relationships. It will not tolerate offensive or inappropriate sexual behavior and requires all faculty, staff, and students to refrain from any action or conduct which could be viewed as sexual harassment.  Any such harassment is contrary to and prohibited by seminary policy and will be considered grounds for disciplinary action.  It should be noted that for academic purposes, some appropriate teaching and discussion of sexual information may occur, particularly in a counseling program; however, these discussions are necessary for the formation of a competent counselor or pastor and therefore does not constitute sexual harassment.  

Unwelcome sexual advances, requests for sexual favors, and other offensive verbal or physical conduct of a sexual nature is expressly prohibited.  Examples of prohibited conduct include but are not limited to lewd or sexually suggestive comments; off-color language or jokes of a sexual nature; verbal, graphic or physical conduct inappropriately relating to an individual's gender; or any display of sexually explicit pictures, greeting cards, articles, books, magazines, photos, computer images or cartoons. 

The seminary must have the cooperation of all faculty, staff and students in order to implement its sexual harassment policy. It is the individual’s responsibility to report immediately any incident which they believe to constitute sexual harassment.  Even if they believe the act is isolated or infrequent, they should report it to the campus Dean of Students or President.  The seminary will promptly investigate the situation and take whatever corrective action is necessary and appropriate. The seminary prohibits any retaliatory action against persons reporting conduct which is believed by the reporting individual to be in violation of this policy.
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A due process procedure exists to resolve any behavioral or academic problem that cannot otherwise be settled.  It has rarely been required and should be used only if all other means have failed.  The process of complaint and appeal will be as follows: 

If a problem cannot be resolved satisfactorily, the student should talk with the Dean of Students.  If it cannot be resolved with the involvement of the Dean of Students, either the Dean or the student may request in writing that the campus President appoint an ad hoc committee to review the problem.  This committee is authorized to meet with any or all concerned parties to try to resolve the issue and will render a decision concerning the case.  The decision may be appealed to the faculty as a whole.  

If the decision of the committee is appealed, the problem will be addressed at a stated meeting of the faculty.  They may call for whatever information or testimonies needed, and will decide how to resolve the issue.  The decision of the faculty is considered final, subject only to review by the Executive Committee of the seminary to affirm that due process was observed.
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The seminary recognizes that students may contribute positively to institutional decision making. Therefore, an open-door policy exists throughout the institution, through which students may voice their concerns, suggestions, and needs. In addition, pertinent matters may be brought to the attention of the faculty, administration, or Board of Trustees through the student government and its officers.

Student Appeals

An appeals process exists to resolve any behavioral or academic problem that cannot otherwise be settled in a Biblical manner and assures fairness to all parties concerned.  This process is rarely needed and should only be used after all other means have been exhausted.  For example, in academic matters that pertain to a class or a grade, the student should first work directly with the professor and/or Registrar. Concerning behavioral or community issues, the student should first consult with the Dean of Students.  

If the matter cannot be resolved by the above means, the following appeals process exists: 

1. The student should submit a written appeal to the Academic Dean regarding the issue.  Depending on the issue, the Academic Dean may request input from the Faculty.  The Academic Dean will render a written decision.
2. If the student is not satisfied with the decision of the Academic Dean, then the student may submit a subsequent written appeal to the campus President requesting a hearing. The campus President may or may not grant the request.  If granted, the campus President will appoint an ad hoc committee that may consist of trustees, faculty, staff, and/or institutional officers to hear the case. This committee is authorized to meet with any or all concerned parties to resolve the issue and will render a written decision concerning the case. 
3. The decision of the President or the ad hoc committee is considered final, subject only to review by the Executive Committee of the Board to affirm the appeals process was properly observed.

Accreditation Complaint

Reformed Theological Seminary maintains a goal to comply fully with the standards of accreditation of the Association of Theological Schools (ATS) in the United States and Canada and the Commission on Colleges of Southern Association of Colleges and Schools (SACS). Students who believe that RTS has violated ATS and/or SACS standards in any way should submit their complaint in writing to their respective campus Academic Dean. The Dean will consult with the Chief Academic Officer, who serves as the coordinator of matters related to institutional accreditation. The complaint will be reviewed and a written response provided to the student in a timely fashion related to the receipt of the complaint.

At this point, if the student is not satisfied with the written response from RTS, the student may file a complaint directly with ATS and/or SACS.  
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II.  CAMPUS LIFE

Being good stewards of what the Lord provides means prudent use of our time, talents, assets, and opportunities.  The seminary calls on each student to exercise responsible stewardship of the resources afforded here.

A. Children on the Campus

Because of the many seminary activities usually in progress, as well as the lack of supervisory personnel available, students, faculty, and staff are discouraged from bringing their child(ren) on the campus except for activities that involve children such as parties and picnics. It is recognized that there are certain times when an individual has to have their child(ren) with them on campus; and, when this is the case, the individual should make certain that their child(ren) stay with them and are not allowed to wander unattended around the campus or in any seminary buildings.
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There are several things to note about campus security:

First: Campus security is a matter of concern and involvement by everyone.  While RTS employs a professional security company (Securitas Security Services) for the evening and night hours, extra care should always be used to avoid potentially dangerous situations.  All students, faculty, and staff should note and report suspicious people who may be on our campus whether during the daylight hours or at night.  We encourage a “neighborhood watch” mentality to look out for one another, our children, and our property.  Polite inquiries as to an unfamiliar person’s needs might be in order, but we strongly discourage direct challenges or confrontations.  Call the campus switchboard (Dial “0” on the campus phone intercom or 923.1600 for the campus receptionist) and report potential concerns during regular office hours, or contact the Director of Facilities/Security at 601.291.3973 (Cell).  In the evenings or at night (from 4:30 p.m. until 7:30 a.m.) and all day on Saturday and Sunday, call either 317.0029 (Guard House) for the Securitas cell phone on campus, the armed patrol guard 291.1600 (5:00 p.m. to 1:00 a.m.), or 911 for the police, depending on your best judgment of the situation.  

Securitas also patrols the townhouses from 10:00 p.m. through 6:00 a.m. You can contact the guard when he is on patrol at 291.1600.

Second: Keep doors and windows closed and locked when you are away from your apartment or townhouse.   Use the dead bolt at all times. Do not leave bikes or toys unsecured outside.  Do not leave anything of value openly visible through car windows, even if you are planning on being away for just a short while.  Most break-ins occur when tools, briefcases, CD players, etc. have been left open to view in an unoccupied car.  Break-ins can happen during daylight hours (often early in the morning) as much as at night.  

Third: Be sure that your vehicle has an official white and maroon RTS windshield sticker for identification by the front gate guards.  This can be obtained from the Admissions Office or at the administration building receptionist’s desk.  Do not give out access codes to the front gates to people outside of the campus community for any reason.  Also remember that the front “drop-arm” gates operate very quickly and allow only one vehicle to pass through them at a time.  

Fourth: All faculty, students, and staff must notify security if they will be in the buildings after normal working hours.

The complete Safety Manual for the Jackson campus of RTS is available at the front receptionist’s desk in the administration building for anyone interested in more information regarding safety and security.
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We have been blessed with excellent facilities at RTS for residence, study, and recreation.  We all bear common responsibility to maintain, clean, and use them considerately.  Each student is expected to share that responsibility in at least the following ways:

1.  	When you see a need for maintenance, take a moment to complete an online request at http://rtsjackson.org/maintenance/index.html.  Please do not phone in requests to maintenance or housing offices.  For emergencies contact the receptionist at 923.1600. She can contact the Facilities Department directly for urgent requests. For after hour maintenance emergencies, contact the security guard and ask him to report it to the Facilities Department (see the phone list for the numbers to call).
2.	Wherever you see litter or trash, please pick it up and dispose of properly. 
3.	Turn off lights, air conditioners, etc. that are not being used.  Thermostats, however, are to be adjusted only by the Facilities Department.
4.	Dogs, cats, and other pets that could cause damage or offend others are not allowed in seminary buildings or student housing. 
5.	Food and drinks are permitted only in the lounge of the Library.  Drinks only are permitted in the classrooms.  Food and drink are not permitted in the Chapel.
6.	Alcoholic beverages are not permitted in campus buildings. 
7.	Automobiles should be parked only in paved, designated areas.  Please do not drive vehicles on the grass.  Facilities Department vehicles only are permitted on the grass.  All student vehicles must have an RTS decal on the windshield for identification.
8.	Handguns are not permitted on seminary property at any time.  
9.	Tobacco products are not permitted on campus grounds. 
10.   Any attempt to disable fire protection devices (smokes detectors, alarm systems, etc.) is a serious offense that will incur disciplinary action.  For the safety of our campus, please do not tamper with any such equipment in our campus buildings, apartments, or townhouses.
11.  When you need to enter a building after hours, you must let security know where you will be. When leaving, lock doors and inform security.
12.  To enter the student center, game room, and gym after hours, you must have the code to the key pad on the door (available in the Office of Admissions and Student Life).
13.  The speed limit on all campus property is 15 mph.  Please observe ONE WAY arrows located in the main parking lot. 

The numbers in the following descriptions correspond to the numbers on the campus map in the back of this Handbook.  

The map (page 42) and the information contained here are designed to orient you to campus facilities and to inform you about when and under what conditions they are available to you.  Generally, all campus buildings are open from 8:00 a.m. to 5:00 p.m.  Exceptions are noted for each building in its description.  No campus buildings are open on the Lord's Day, except for special services by permission.

The White House (1) is the large, southern colonial house on campus.  The adjacent paved area is Calvin Commons.  This building is currently being used as a guesthouse.  Rooms may be reserved through the Housing office in the Dean Center, (923.1699).

White House Guidelines:
a.	Priority is given to official guests of the Seminary as requested by the President, Academic Dean, or Director of Admissions.  
b.	Room 2 will be reserved at all times for official guests of RTS.  The President, Academic Dean, or Director of Admissions and Student Life will also have priority to reserve rooms 1, 3, or 4 as necessary to fulfill official obligations of RTS.
c.	The RTS Family may reserve rooms 1, 3, and 4 for immediate family or close friends.  ("RTS Family" is defined as current faculty, staff, students, and alumni.)
d.	Reservations by those outside the RTS Family must be approved prior to commitment.  Information such as their connection to RTS and/or sponsor should be obtained at the time the request is made.
e. Rates are $40.00 per room per night and are to be paid in advance to the Business Office.  Payment is not required of official guests.
f. Codes are now being issued by the Office of Student Housing upon check-in at the White House.  There will no longer be any keys used for entrance to the front door nor to any of the four guest rooms.  If, for some reason, during a stay at the White House, the code is forgotten or misplaced, please contact the Student Housing Office (601-923-1699) or the Security Guard (601-317-0029) to regain entrance to the house or to the individual room.                
g. Check in time is 3:00 p.m.  Check out time is 10:00 a.m.  Please observe these times so that the rooms may be prepared for the next guest’s arrival.  The hall bathroom is shared by guestrooms 1,3, and 4.
h. Rooms are not cleaned on weekends.  However, there are clean sheets and towels in the dresser in your room.  Please hang used towels on the towel rack attached to the door in your room.
i. Please do not smoke in the White House.  No pets, alcohol, stoves, burners, floor space heaters, or open flames are allowed inside the White House.  No exceptions.
j. Please inform the office of Student Housing or the Facilities Office Assistant of repairs or services that need attention.  Recently, major renovations have taken place in the White House and the furnishings have all been replaced.  Please help us to take care of the White House by not placing wet containers on the furniture and also by not moving any furniture from its original location when you check in. 
k. Parking for White House guests only is provided adjacent to the White House.  Please take normal precautions to ensure safety for you and your belongings.
l. In case of emergency, dial “9” to access an outside local line:

0 			Switchboard
9. 601.923.1670	Admissions
9. 601.923.1699	Student Housing
9. 601.291.1600	Campus Security
9. 601.317.0029	Campus Security
9. 601.923.1623	Library
9. 911			Local Emergency
9. 601.923.1700	Facilities

If there are any other concerns you may have, please contact the Office of Admissions and Student Life or the Office of Student Housing. No outside calls can be connected to White House rooms after hours (those calls come through the switchboard). 

The Biblical Studies Building (2) houses the New Testament and Old Testament Departments, the Faculty Lounge, and classrooms BS1 and BS2.  It is open during regular hours.  The Faculty Lounge is open to students by invitation from a faculty member.  The hall telephone is for student use.  Students are not permitted to use office phones unless given permission.  Students may use the copier for a charge of 5¢ per page, but only if the secretarial assistant is available to help.  There is also a seminar room with resource books that may be used in the building.  Help us keep the Garden Hall Foyer, which is considered a student lounge, neat and clean.

      Vacant Building (Old Library, 3)

	The Bookstore Building (7) is the first building on campus and it houses the President’s Office, Director of Operations, Receptionists, Vice President for Development, and Bookstore. 

The RTS Bookstore (7)  The Bookstore Manager and all personnel are glad to help you select books.  Students and their families are eligible for a 20% discount on most purchases; however, some items may have a greater discount or no discount at all.  The sale of a book by the Bookstore does not constitute endorsement of its contents by the seminary.    


      Everyone on the RTS staff is willing to help you, and you are encouraged to seek help freely.  At the same time, please remember that all employees, including work scholarship employees, are assigned to specific duties and should not be imposed on with idle conversation.  

The Institutional Building (4) is located near the heart of campus and houses the CFO, Human Resources, Student Accounts, Account Payables, Controller, COO, COO Assistant, Chancellor’s Office, Gift Processing, and Computer Services.

Campus Housing (5) See p. 16 for more information

	The Dean Center (8) houses the offices of Admissions and Student Life, Housing, and Placement, Church History, and Missions Departments, the Faculty/Student Lounge, all indoor recreation facilities, classrooms DC 2 and 3, the Registrar, and the Academic Dean.  The Dean Center, except for the athletic facilities, is open during regular hours.  Rules for the use of the athletic facilities are found later in this handbook.

	The Student Center (10) houses the mailroom, Patterson’s Porch (which is open for lunch while school is in session), recreation facilities, Mrs. in Ministry, the TV room, and the nursery.  There are foosball and Ping-Pong tables and a student lounge containing a TV. Students are expected to treat these facilities as they would the facilities of any home in which they are guests.  Litter and bottles are to be disposed of properly and spills are to be cleaned up.  Please leave the premises the way that you would like to find them.

Students may use Patterson’s Porch or Student Center for special events.  There may be a cleaning charge, depending on the event.  These events must be discussed and approved by the Dean of Students and/or Director of Operations in advance. A Facilities Request Form must be completed for the following reasons: 1) for approval, 2) to ensure that only one event is planned at a time, and 3) to notify all departments of the event. Please call the receptionist for details.

Children of students, faculty, and staff may use these facilities under the same rules that apply to their use of other facilities: they must be accompanied by and supervised by at least one parent.  The facilities are provided primarily for students.
    
The Mailroom is located in the Student Center.  

	The mailroom window is open from 9:00 a.m. to 3:30 p.m. Monday - Friday. Domestic letters and packages as well as international letters can be mailed out here. International packages may be mailed at the post office in Clinton, MS on Hwy 80. We have UPS delivery only. You may also go to Clinton, MS to the UPS branch located next to Blockbuster Video Store across the street from the Post Office to ship UPS packages. Airborne, DHL, and FedEx are available through the Receptionist in the Administration Building. Students must pay for shipping at the time that packages are sent. A package slip is placed in mailboxes for notification of packages too large to fit in student mailboxes.

	Every student (whether living on or off campus) must sign up for a mailbox at the mailroom window upon enrollment for credit.  Mailboxes are used for special notices, personal messages, papers returned by professors, announcements, grades, and of course, incoming mail.  All mail is put in student boxes as soon as it is received.  Check your mailbox at least once each class day.  Mail forwarding is provided for students leaving RTS for an extended period.  Forms for this purpose are available from the mailroom. 

      Besides the Informer, the main location for campus-wide announcements, personal sale items, posters, etc. is on the bulletin board in the hallway across from the mailroom. Please check it frequently. If you would like to post something, you must have it approved by the mail room supervisor.  

	Gymnasium (9) See p. 26 for rules and regulations.

	Grace Chapel (6) is normally open for student prayer and meditation except when in use for special functions.  Students are eligible to use the Chapel for their weddings, subject to regulations.  A deposit of $250 is required; all of it is refundable if the event is not held. A $500 deposit is required for non-seminary students. Patterson’s Porch and the White House area may be used for wedding receptions.  Regulations and details may be discussed with the Dean of Students. 

 	The Annex is connected to the Chapel.  It houses a classroom, offices for professors, and the audio/video control room.  The control room is closed to everyone except operating personnel.  
	
Audio/Visual rules:

1.  No A-V equipment may leave the seminary grounds, except for the purpose of maintenance or repair, without the expressed permission of the President’s office.
2.	Equipment is made available only to individuals who are associated with RTS.
3.	Requests for A-V equipment setup must be made 48 hours in advance by calling ext. 325 or by placing a completed A-V Equipment/Service Request Form in the box outside the A-V control room in the annex building.  Requests made less than 48 hours in advance will only be filled as permitted by the class schedule of the A-V department.
4.	Projectors, computers, cables, and video cameras are not available to RTS staff, faculty, and students for personal use.
5.   All chapel messages are taped by the A-V department and posted on the website.

	The Facilities Maintenance Building is located behind the single students' apartments.  This area is not open to students unless they are assigned to a work crew.  Tools and materials in this area are not for loan or use by students.

      The Parking Area for students is limited to the main parking lot.  Cars are to be parked only on designated paved areas.  Parking or driving on the grass is not permitted.

      The Tennis Courts are available to the seminary family on a first-come, first-serve basis.  Refer to the regulations for use of athletic facilities.

The South Campus (12, 13, 14, 15) is located across the street from the main campus. It contains the Library, classrooms SC1, SC2, SC3, the Center for Marriage and Family Therapy, the Furniture Closet, the Clothes Closet, and the offices of African Bible College. 

Library (13)

a.   Library hours during the regular school term:
	
	8:00 a.m. to 10:00 p.m. Monday - Thursday 
	8:00 a.m. to 4:00 p.m. Friday
	9:00 a.m. to 4:00 p.m. Saturday

b.	Library Circulation Policies:

1.	The due date for books, cassettes, and CDs will be three weeks from date of checkout. The due date for Videos and DVDs will be two days from date of checkout. If the due date falls on a holiday, the item(s) checked out will be due the first business day after the holiday. You must have your student ID with you to check out or renew library materials. You may renew library materials online by accessing the Online Catalog at web address: http://library.rts.edu/jackson.htm and following the instructions. We do not renew books over the phone. If you have any questions, or problems please feel free to contact the RTS Library Staff.
2.	It is the patron’s responsibility to return checked out material on time. An overdue notice will be emailed to the patron two days after the due date of the item(s).
3. Fines are as followed:
a. Books and Cassettes	$.10/day
b. Videos, CDs, and DVDs 	$1.00/day
c. Reserve Materials 	$.25/hour or fraction thereof
4.	Reserve Materials may be checked out for two hours and used in the Library only. Two hours prior to closing Reserve Materials may be checked out over night. Reserve Materials checked out over night must be returned the next business day before 10:00 a.m.
5.	Patrons will pay for lost or damaged items. The cost will be the price of the item(s) plus $10.00 administrative fee. Please make check payable to RTS Library.
6.	Patrons will not be able to check anything out of the library until item(s) borrowed is returned and fine paid.
7.	A copy of the overdue notices will be at the front desk.
8. Monday of exam week the library will:
a. Review all overdue records.
b. Notify students who have overdue item(s) and/or fines.
c. Turn-in names of students with overdue item(s) and/or fines to accounting and registrar.
9.	If you have any questions or problems, please call 601.923.1623. 

c.	Library Equipment:

1.	Two photocopy machines are available for student use at a nominal cost.  The machine is operated with ‘vendacards’. These cards may be purchased at the Circulation Desk at regular hours at $1.00 per card and 5¢ for each copy.
2.	Microfilm and microfiche reader/printers and a microcard reader are available in the Microform Room.  Micromaterials may be copied at 5¢ per page.  This fee is payable at the Circulation Desk.
3.	Listening rooms for cassette tapes are available in the A-V Room.  TVs with VCR and DVD players are also available for viewing videocassettes.  Cassette player and earphones must be checked out at the Circulation Desk.
4.	Scissors, staplers, and hole-punchers are available at the Circulation desk.

d.   Computer Room:

A computer room is set up for use by students in the library.  There are six computers which are set to run Microsoft Word, WordPerfect, Greek and Hebrew Tutor, Holms Dictionary, PC Bible Atlas, Atlas of Islam, Quick Verse, and The Works of Van Til.  These computers are connected to Laser Jet Printer.  Students must furnish their own storage diskettes and paper to use these units.

e.	General Rules:

1.	Eating and drinking are permitted in the Library in the lounge room only.
2.	Ph.D. and Th.M. students and those working on research projects may reserve a carrel for their personal use upon application to the Public Services Specialist.  Unless you have a reserved carrel, please do not leave books, papers, or personal belongings on the carrels.
3.	Since the Library is designed for serious study, children should not be brought inside, unless: a) they are accompanied by a parent, b) they are quiet, and c) they only stay briefly.
4.	Inter-library service is available for many materials. For details, see the inter-library loans librarian.
5.  U.S. or international copyright law covers most of the printed and recorded materials located in our Library.  Reduplication of these materials must follow strict guidelines and is often illegal.  If you have questions concerning copyright laws, see the Library Director.

The Clothes Closet
Reformed Theological Seminary trains pastors, teachers, missionaries, counselors and other Christian servants in America and around the world.  During a student’s training it is often a financially trying time for the student and his family.  One way local churches and individuals minister to RTS students is by donating clothing and household goods to the RTS Clothes Closet.  These donations are available to RTS students and their families at no charge.
The Clothes Closet is located next door to the RTS Library.  The store hours will be posted on the front door and on the TVs throughout buildings within the seminary.  Customers are only permitted to shop during the store hours that are posted.  You may also call 601.923.1600 and ask for the Clothes Closet extension to get the store hours.  The store will be closed for holidays and other important events.  If you would like to donate items to the Clothes Closet, please drop them off at the white donation bin outside the store at any time or ask for assistance from a Clothes Closet worker DURING store hours.  All clothing items must be in plastic bags to protect them from insects and humidity.  Please do not overload the bags.
Clothes Closet Store Rules
a. Who is eligible to shop at the clothes closet?
1. RTS students, faculty, staff, and alumni for two years after graduation
2. Immediate family (meaning one’s husband or wife, NOT extended family or friends)
b. Shopping rules
1. You must sign the Clothes Closet Sign-Out sheet with your first and last name upon leaving the Clothes Closet.
2. Children must be accompanied by their parents.
3. Children are not permitted to take things without a parent being present.
4. Children are not permitted to play with breakable items in the store.
5. Parents are responsible for cleaning up any messes made by their children.
6. One may shop only during the posted Clothes Closet store hours.  Please do not stop by during non store hours unless you have an emergency.
7. Please do not go behind the counter at the front of the store.
8. Please DO NOT GO INTO THE BACK STOREROOM/SORTING ROOM FOR ANY REASON.  This area is for Clothes Closet workers only.  The items in the back storeroom/sorting room have not been sorted by the Clothes Closet workers.  If you would like to use the bathroom or try on clothing, you must first ask a Clothes Closet worker.  Children must be accompanied by a parent when entering the bathroom.
9. Please pick up after yourself and hang items back in their proper place if you decide you do not want them.  Please do not take large amounts of clothing home to “try on” and then bring them back.  
10. The Clothes Closet does not hold items.  If you have a particular need, please contact the manager.
11. If you need furniture or larger appliances, please ask a Clothes Closet worker to show you what is available.
12. Clothes Closet and Furniture Warehouse items are NOT for resale, for example, at garage sales and consignment shops.  Items are donated for RTS use only.
13. If there are plastic bags outside the front door or in the donation bin, please do not tear open the bags.  We have found knives and razors mixed in with the clothing.
14. Right now there is no limit on the amount of clothing you may take.  Please do not take more than you need and there will be enough for everyone.
PLEASE REMEMBER:  FAILURE TO ABIDE BY THE STORE RULES WILL RESULT IN LOSS OF SHOPPING PRIVILEGES FOR YOU AND YOUR FAMILY FOR THE REST OF THE SEMESTER. 
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General Campus Housing Information

Eligibility
Full-time RTS students are eligible for seminary housing.  First priority is given to current students based on the academic year.  Second priority is given to new students based on the confirmation date of the non-refundable tuition deposit.  Clinical years are considered academic years for MFT students.  Application for occupancy in a single apartment or a married apartment or townhouse must be made through the Office of Housing, (601.923.1699).   

Lease Renewal
New leases are signed each year on May 31st, July 31st, and December 31st.

Decorating
There will be no painting, borders, wallpaper, or staining of any kind in any RTS housing unit (townhouse, campus married or single suite).  If it is determined that any of the above has been done, a minimum fee of $1,000 will be assessed so that RTS can return it to its original color or condition.

Check-out inspections
Please notify the Housing Director 30 days in advance of move-out.  A check-out inspection of your apartment will be performed upon your departure. If any part of your housing unit is left unclean (including ALL kitchen appliances), there will be NO housing refund given.  Additional fees (above the amount of the housing deposit), may be assessed if damages are found when tenant has checked out.  If you are to receive a housing deposit, it will be forwarded to you within thirty days of your exit.  Please make sure that the director of housing has your forwarding address. Please leave your keys on the kitchen counter.  

Guns
Handguns are not permitted on seminary property including RTS student housing. Shotguns and rifles may be permitted with the approval of the Dean of Students, provided that the student registers the firearm and pledges to store the firearm unloaded.
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Utilities Information
[bookmark: _Toc65655484][bookmark: _Toc65656371]
BellSouth Telephone:
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Requirements:  
1. Social Security Number (or picture ID and passport)
2. $100 deposit (The deposit can be waived if they determine the candidate is eligible.  Note:  If the deposit is waived, then the person can not receive long distance service, but can purchase a pre-paid long distance calling card in order to make long distance calls.
3. $46 connection charge—can be paid in 4 monthly payments of $11.50 per month plus a finance charge.

Comcast:  601.982.0922
See Housing Director or RTS Community Guide for information on electricity, gas, and water.

Garbage Disposal Information
Please read and adhere to the Warning and Operating instructions in order to prevent unnecessary failures of the disposal.  Tenants who misuse the disposals by causing damage or stoppage will be assessed a service charge for the repairs of the unit.  
	
Important Safety Instructions:
	Bodily Injury
· This product is designed to dispose of normal household food waste; inserting materials other than food waste into disposal could cause personal injury and/or property damage.  To reduce the risk of injury, do not use the sink containing the disposal for purposes other than food preparation (such as baby bathing or washing hair).
· To reduce the risk of injury, supervise operation in presence of children.
· When attempting to loosen a jam in the food waster disposal, use a self-service wrenchette.  Use long-handled tongs or pliers to remove objects from the disposal.
· To reduce the risk of injury from material that may be expelled from the disposal during use, place a stopper in the sink opening.  Do not put the following into the disposal: drain cleaner, glass, china, plastic or plastic wrap, large bones, metal objects, whole cornhusks, hot grease or hot liquids, clam or oyster shells.
· Do not dispose of the following in the disposal: paints, solvents, household cleaners, and chemicals or automotive fluids.
· Replace anti-splash baffle when worn to help prevent entry or ejection of material and water.
· When not using the disposal, leave the stopper in place to reduce the risk of objects falling into the disposal.
· Before pressing the reset button, and before removing objects from inside the disposal or attempting to clear a jam, make sure the disposal power switch is turned off.
· Do not insert hands or fingers into the disposal.
· FIRE HAZARD: Do not store flammable items such as rags, paper, or aerosol cans near the disposal.  Do not store or use gasoline or other flammable vapors and liquids in vicinity of the disposal.
 Operating Instructions:
· Remove the stopper from the sink opening and run strong flow of cold water.
· Turn on the wall switch to start the disposal.
· Slowly insert food waste into the disposal and position the stopper to minimize possible ejection of material while grinding.
· After grinding is complete, turn the disposal off and run water for at least 15 seconds to flush drain line.
Do:
· Grind food waste with strong flow of cold water
· Grind hard material such as small bones and fruit pits to clean grind chamber.
· Grind citrus and other melon rinds.
· Dispose of small amounts of fats and greases in your disposal.
· Run water for at least 15 seconds after grinding to flush drain line. 
Don’t:
· Don’t use hot water when grinding food waster (although hot water can be drained into disposal between grinding periods.)
· Don’t turn off the water or the disposal until grinding is completed and only the sound of motor and water running is heard.
· Don’t grind extremely fibrous materials such as cornhusks or artichokes (they can plug drain).

Note: If garbage disposal goes out, it will not be replaced.

Laundromat
A Laundromat in the complex is available to all residents.   Tenants share in the responsibility of maintaining the Laundromat in a clean, orderly condition. RTS is not responsible for any damage to clothing items caused by the machines. Use of the machines is at the tenant’s discretion. Machine and other malfunctions should be reported through an online request form. The website for the online request form can be found on p.3.

Single Students Campus Housing Information

Description of Housing
Campus housing is available for single students.  Each apartment houses four students in separate bedrooms with a common kitchen, living, dining areas and two bathrooms.  The bedrooms are furnished with a single bed, dresser, or chest of drawers.  The larger bedroom is furnished with a desk or table, a chair and bookshelves.  The occupant of the smaller bedroom receives a separate study. All apartments are centrally heated and cooled, carpeted, and have blinds on the windows.  Dishes, silverware, and cooking utensils are not provided.  Pets are not allowed.  

Lease Information
A refundable security deposit of $255 is due with each application and a signed lease agreement is required upon arrival.  Security deposits are refunded after the lease is terminated provided the apartment is left in an acceptable condition.  (Lessees are responsible for damage to the property beyond normal wear.) Residents are responsible for acquiring their own telephone service.   Monthly rental and electric charges are payable in advance and due the first of each month.  

Residents’ bedrooms are private and must be kept clean and neat.   Roommates are expected to respect the privacy of others and to recognize that privacy extends to personal property. They share responsibility for the rest of the apartment including the kitchen, bathroom and other common rooms.  RTS will charge each resident a cleaning fee at the end of the semester if it is not kept clean.   The Office of Student Housing or the Facilities Maintenance and Buildings Department has the right to enter an apartment for inspection to ensure that the apartment is being properly maintained and that all safety measures are being adhered.

In anticipation of new students coming in, residents are not allowed to use unoccupied rooms as “bonus space” for their own possessions, nor are they allowed to have guests stay in the unoccupied rooms without permission from the Office of Housing.  Residents may reserve a vacant bedroom for an occasional overnight guest by making prior arrangements with the Office of Housing for a nightly fee of $30.00 per night.

Tri-Annual Inspections
Tri-Annual inspections are completed throughout the year for single apartments. The apartments will be checked for preventive maintenance and for cleanliness. An official inspection sheet will serve as a guideline for the inspections. If the standards for completing the inspection are not met, the director of housing will send a memo to your apartment stating what needs to be completed and a deadline for completion. If the standards are still not met after the deadline has expired, RTS will hire a cleaning service to complete the required work. The cost of hiring the cleaning service will be charged to the residents of the apartment.

Married Campus Apartment Information

Description
There are a limited number of one and two bedroom apartments on campus that are available to married students.   Each campus apartment includes a small study containing a built-in desk and bookshelves. All apartments are centrally heated and cooled, carpeted, and have blinds on the windows.  Dishes, silverware, and cooking utensils are not provided.  Pets are not allowed. 

Lease Information
A refundable security deposit of $255 is due with each application and a signed lease agreement is required upon arrival.  Security deposits are refunded after the lease is terminated provided the apartment is left in an acceptable condition.   (Lessees are responsible for damage to the property beyond normal wear.) Residents are responsible for acquiring their own telephone and electric service.   Monthly rental charges are due the first of each month.  

Utility Information
Entergy: 1.800.368.3749
Requirements:
1. Social Security Number
2. The seminary address:  5422 Clinton Blvd. Jackson, MS  39209
3. Apartment Number
4. Date your service is to begin
5. Two (2) working days advance notice
6. $200 deposit

RTS Townhouses Information

Description
Built with families in mind, the RTS townhouses are unfurnished, two or three bedroom apartments located in Clinton, less than two miles from campus.  They are particularly appropriate for families with school-age children because of the desirable public school system in Clinton.  Priority will be given to such families. 

	Amenities

	Fireplace
	Playground
	Covered Carports
	Swimming Pool
	Window Blinds

	Carpet 
	Washer/Dryer
	Fenced Patio
	Central Heating/Cooling
	Equipped Kitchen



Lease Information
A refundable security deposit of $305 is due with each application and a signed lease agreement is required upon arrival.  Security deposits are refunded after the lease is terminated provided the townhouse is left in an acceptable condition.  (Lessees are responsible for damage to the property beyond normal wear.)  Residents are responsible for paying all utility bills: electric, gas, water, and telephone.  

Cancellation
A lease which has been signed and returned by the student and accepted by Reformed Theological Seminary may be cancelled by the student if written notification is received by the Office of Student Housing on or before the beginning of a new semester.  The student understands that the security deposit is not returned as a penalty for the cancellation.

Pet Information
There are no pets allowed in any student housing. 

Utilities
Applications for electric and gas service are taken by phone.  Applications for water must be done in person.
Requirements:
1. Name
2. Social Security Number
3. Correct Address
4. Date when service is to begin

Entergy:  1.800.368.3749
Additional Requirements:
1. Two (2) working days advance notice
2. $200 deposit

Atmos Energy:  601.961.6600   (Paulette Ross)
	Additional Requirements:
1. Three (3) working day advance notice
2. $85 deposit

City of Clinton Water Department: 601.924.5462
Requirements:
1.    One (1) working day advance notice
2.   $100 deposit

Note: Within one week of move-in to the Townhomes or to Campus Married Apartments, please supply the Housing Office with a proof of transfer from Entergy, Atmos, and City of Clinton that utilities have been removed from the name of RTS into your name. Upon vacating campus housing, please notify the utility company to transfer the utilities back into RTS’ name.

Storage Room & Carport
Please take the time to clear your storage room and allow a ten (10)-inch surround for “breathing” of the hot water tank for any other items that you store.

We need to limit our items stored in the carport.  The following list are acceptable items for storage:
1. Your vehicle. 
2. Bicycles.  Bicycles need to be stored in racks suspended from the ceiling of the carport.  
3. Firewood may be stored in the carport for the fall/ winter season only.  Any unused firewood needs to be disposed of in the spring. 
4. Garbage Cans. 
5. A swing can be suspended from the carport as long as it is in your space only.
6. Boats/and or trailers. 
All other items need to be stored out of sight.  

Vehicles Parked at Townhouses
All vehicles should be identified with a RTS decal, which should be mounted on the lower corner of the passenger side front windshield.  These decals are available at the Housing Office, which is located in the Dean Center.  Please limit your vehicles to only two.  Please park in your designated spaces only and not in vacant townhouse carports or at the swimming pool. No parking allowed on the grass or in the main driveways. 

Townhouse Windows
Please note that the windows in the upstairs bedrooms of the townhouse are low enough for young children to climb up in them.  For this reason, we would suggest that you keep the windows locked at all times.

Townhouse Grounds Maintenance
We have contracted our landscape maintenance to Mike Lathem Landscaping Services (MLS).  They will be maintaining the Townhouse Complex grounds for us.  They are responsible for mowing, trimming, edging, etc.   

As a tenant of RTS, it is your responsibility to clear your lawn of toys, wood, rocks, litter, etc.  Please keep the front and backs of your townhouse clean and clear of any debris.  Not only will that allow MLS to do their job more efficiently, it will also make our townhouses look more appealing. 

Satellite Installation
Installation of satellites to the RTS Townhouses must be performed by a professional service.   Cabling cannot be exposed as to interfere with painting or general maintenance repairs to the building.  Existing cable runs must be utilized and the tenant must pay to have it installed in the walls. Installation cannot be run externally. 

The satellite cannot be mounted to any roofing (shingles). No installation can go through the roof as to cause leaks.  It can sit on the metal roof as long as it is secure.  It can be a free standing mount but it must be located only on your patio. The Facilities Maintenance Department must approve final inspection of installation.   

Satellites must be removed upon vacating the unit. If not, a fee will be assessed to remove the satellite.

RTS Pool Rules 
Hours: 8:00 a.m. until dusk 
(Open during the summer months)

Proper swim attire and a shower are required before entering the pool.
Only RTS lessees and their guests are allowed.  Trespassers will be prosecuted!

1. There is no lifeguard on duty. Swim at your own risk. The townhouse lessee is responsible for supervising the conduct of his family and guests in the pool area. 
2. A seminary townhouse lessee may have one family at a time as guests at the pool.  There must be one adult responsible for every two guests under the age of 12.  Primary responsibility for all children and adults rests upon the host, who must be present at the pool while any of his guests are in the pool area.
3. There will be no swimming alone.  A “buddy system” should be adopted in the interest of personal safety.
4. Children under 12 must be accompanied by their parent or directly supervised by an adult 18 years or older who assumes liability for their safety.  No adult shall supervise more than two children. 
5. Children who cannot swim shall not be supported in the pool by a flotation device unless accompanied by an adult who is in the water alongside the child.  That adult shall have no other supervisory responsibilities at the time.
6. No diving, running, pushing, dunking, or rough play is allowed.
7. No pets, food, or glass is allowed in the pool area.  Any material that might shatter is forbidden.
8. The last person leaving the pool area must lock the gate. Contact housing or security for the code.
9.   Infractions of these rules should be reported to the Housing Director or Security.  
10.   Rule violators may be subject to eviction.

Playground
	There MUST be adult supervision for children under the age of 12 who use the playground areas provided by Reformed Theological Seminary at the townhouses and campus apartments.  Since the swimming pool is directly adjacent to the main playground area at the townhouses, it is especially unsafe for young children to be left unsupervised in that area, even for a short while.

	While Reformed Theological Seminary cannot be held responsible for children if they are left unsupervised, we are still very concerned for their safety and well being. Therefore, we are requiring that children under the age of 12 who use our playground areas be accompanied by a parent or an adult who will assume responsibility for the children’s safety. We believe that safety is so important that parents who do not follow these guidelines may be asked to leave seminary housing. 
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1.	Financial Protection 

a.	Medical insurance must be maintained by all full-time students.  Full-time international (F-1 or non-resident) students who receive any form of financial aid or Work Scholarship employment from the seminary are required to maintain insurance coverage for their families.  If you have such coverage now, and it can be continued at reasonable rates, it is wise to keep it.  If you have none, a basic student accident and sickness policy is available to RTS students.  Details may be obtained from the Business Office.
b.	Household insurance is strongly recommended.  "Tenants" policies are available through local insurance agents at very reasonable costs.    Coverage for losses attributable to fire, theft, etc. are usually included in such policies.  The seminary's insurance does not cover the loss of student's property.  Further, RTS is not responsible for the loss of student property for any reason.   
c.	Life insurance is desirable, though not required.  Seminarians are occupationally eligible for attractive rates from Covenant Life Insurance Company (formerly, The Presbyterian Ministers' Fund) and Ministers' Life and Casualty Union.  Representatives of life insurance companies occasionally visit the campus.
d.	Employment for Students and Spouses Job opportunities are advertised on the website and in The Reformed Informer, the weekly campus newsletter, which is emailed to students every Friday.  Contact the editor if you are not on the email list.
e.	Car Liability   Liability Insurance is required by Mississippi State Law for all car owners and drivers. Automobile insurance can be obtained locally.  Your present insurance agent can make a recommendation for you.  For additional information about this, call 601.987.1287.
       f.	Financial Aid  The seminary expects students both to trust God to supply their needs (Matthew 6:25-34) and to work to meet them (2 Thessalonians 3:6-10).  The seminary experience for many students is a test both of their faith and of their endurance, but there are no qualities more essential to ministry than these two.  We challenge you, therefore, both to trust confidently in the providence of God and to work diligently.  

The seminary expects each student to supply his financial obligations in the following ways:

1. Before enrolling, each student should raise adequate support from outside sources: his home church and denomination, people to whom he has ministered, friends and family, clubs and foundations, etc. This important part of preparation is easiest for a student to do before he enrolls.  Contact the Office of Admissions and Student Life if you need assistance with raising support.
2. The seminary generally expects students to use their savings and investments--though not all their home equity--toward their seminary expenses.
3.  Spouses of students should consider getting a full or part-time job to assist with family finances.  They may also be employed part-time at the seminary up to 10 hours per week if available under the Work Scholarship program.  

      To request financial aid, you must complete a Financial Aid Application, available from the Office of Admissions and Student Life.  RTS, in a typical year, raises funds from churches, foundations and individuals to pay for approximately 65% of the cost of educating each student.  Tuition accounts for about 35% of the cost.  In addition to the 65% provided, the seminary offers three different types of financial assistance (apart from International Student Grants).  An eligible student may receive grants or participate in a Partnership (but not both) in addition to on campus student work.  Three types of aid are available:

1.	On Campus Student Work:  On Campus Student Work normally consists of 350 hours of work during an academic year (approximately 10 hours per week) doing such things as assisting a professor, or working in Admissions, the Library, the Bookstore, the Mail Room, or Patterson’s Porch.  On Campus Student Work is contingent upon the availability of a job for which the student is qualified.  The positions not filled by full-time students may be offered to part-time students on a per semester basis.  On Campus Student Work positions are made by the Scholarship Committee; job assignments are made by the Office of Admissions and Student Life.  Please note that on campus student work is not a grant, but is a scholarship received in return for hours actually worked.  Full-time students have priority for receiving summer On Campus Student Work positions.  Summer work assignments are available upon request and approval from the Scholarship Committee, but students are limited to a maximum of 960 on campus student work hours per year (June 1-May 31) and may not work more than 29.5 hours during any week of the year or more than 80 hours in any calendar month. Students may continue their own insurance coverage or enroll in the seminary's student plan.  Earnings are paid monthly to students for hours worked.  The continuation of on campus student work depends upon satisfactory performance of the assigned responsibility.

2.	Grants are awards that are need based and made out of the seminary's Scholarship Budget by the Scholarship Committee.  Students who qualify for a grant receive a credit on their student account toward tuition.  Grants are applied directly to a student's account and are normally pro-rated over the academic year (four-ninths for the fall semester, one-ninth for the winter term, and four-ninths for the spring semester).  Grants for summer sessions are normally awarded to Summer/Winter MA candidates only.  Full-time is defined for most resident students as: enrollment in 12 hours or more in each of the fall and spring semesters; resident MFT students as enrollment in 10 hours or more in each of the fall and spring semesters; Summer/ Winter MA students as enrollment in 18 hours (combined resident and external) per calendar year; or resident students writing a thesis as enrollment for one semester during the writing.  Grants are awarded only to students who are working, either on campus or off.  If the student's work terminates, his grant will automatically be cancelled.

3.	Partnerships: RTS participates in several partnerships that help to provide financial assistance for students.  These partnerships are based on full-time status and financial need.  Each student must be approved for a given partnership, and approval is based upon completion of the financial aid application by the appropriate deadline.  Partnerships are approved in lieu of grants and all available all year long, including the summer term.

The following stipulations govern all financial aid awards:
1.	Students must re-apply for financial aid each year.  Applications from students returning for the fall semester are due by March 1.
2.	Financial aid will extend, at most, for the normal length of time required to complete one degree program, with a maximum of 4 years.
3.	A student receiving financial aid must notify the Scholarship Committee of changes in his financial situation.
4.	In succeeding years, financial aid awards may be adjusted as students develop other sources of income.
5.	All financial aid awards are strictly confidential.  A student's violation of this provision may result in his grant being rescinded.
6.	During the year, financial aid recipients will usually be asked to send letters of appreciation to donors who have provided funds for their scholarships.  Copies are to be sent to the Development Office.  Failure to show this courtesy may result in a temporary freeze of the student's financial account.
7.	According to federal income tax law, even qualified scholarships in excess of tuition, books, and fees are taxable income.  RTS financial aid grants are qualified scholarships.
8.	Financial Aid is not available to Doctor of Ministry candidates.

Even when granted, financial aid is to be considered supplementary, rather than primary income.  While the seminary will make every effort within its Scholarship Budget to assist needy students, those with accounts in arrears will not be allowed to register for additional courses until their accounts have been brought up to date. Exceptions to this rule are handled on a case by case evaluation by the campus President.

2. Other Student Services


a.	Make payments to your account online through your self-service account.  If you do not want to pay online, go to the window at the Business Office during office hours on Monday - Thursday from 9:00 a.m. - 11:30 a.m. and 12:30 p.m. - 1:30 p.m.  When the window is closed, place your payment in an envelope available at the window.  Be sure to fill out the envelope completely.  The Business Office will answer questions about your account during regular hours.  
b.	Copying Machines, available for student use in the Library at 5¢ per copy, are operated through the use of ‘vendacards’ purchased from the Library Secretary and in the Biblical Studies office at 5¢ per copy.
c.	A Notary Public is available without charge in the Dean Center for student use.  
d.	A Fax Machine is available for student use in the Administration Building.   A local fax costs 50¢.  A long-distance fax costs $2.00 for the first page and $1.00 for each additional page. The cover sheet is always free. The seminary does not offer international fax transmissions for students.  
e.	The Reformed Informer campus newsletter is emailed on Friday each week.  Student notices, such as items for sale, job opportunities, apartments for rent, or special needs, may be included.  Articles are subject to staff approval and may be edited.  To submit an article, email the editor.  The deadline for submitting articles is Thursday at Noon.  Articles received after Noon will be printed the following week.  Articles submitted without the name and telephone number of the person placing the article will not be printed.  Articles may be printed a maximum of two times, then must be re-submitted for further publication.  If you are not receiving the Informer, contact the editor.  
f. Student ID cards: RTS will create student ID cards at fall Orientation.  Students who are not present at Orientation or who enroll prior to the fall term should come to the Office of Admissions and Student Life to have a student ID made.  Students will pick up IDs in their campus mailboxes.  A state-issued ID card can be obtained at the Mississippi Highway Patrol Office. For more information, call 601.987.1212.

3.	Athletic Facilities

a.	General Rules for RTS Athletic Facilities
The athletic facilities in the Dean Center include the gymnasium, racquetball court, soccer field, weight room, dressing rooms, and outdoor tennis courts.  Use of these facilities is limited to students, faculty, staff, alumni, and their families and guests.  Students and their guests engage in athletic activity at their own risk.

1.	Guests of seminary families using the athletic facilities must remain with their host.  
2.	Children of students, faculty, and staff age 15 and over are treated as students to whom all student rules apply.  Children 14 and under are treated as guests, to whom guest rules apply.  This means that they must be with their host (or parent) at all times.
3.	Availability:  The facilities are generally open Monday through Saturday but are closed on the Lord's Day and during chapel time each week.  Gym facilities through the back entrance (around the north end) of the building can be accessed at any time with the code to the keypad (available in the Office of Admissions and Student Life).  Please stay on the sidewalk when approaching the building to keep your shoes clean.  The main entrance doors to the gym are usually locked. For security reasons, please DO NOT LEAVE THE REAR EXIT DOORS PROPPED OPEN! 
4.	Baskets and lockers are available in the men's dressing room and baskets (only) in the women's dressing room.  Showers are available also, but students must furnish their own towels.
5.	General help: Please put athletic equipment away after use and leave the facility the way you would like to find it.  Report any damage on a maintenance request form even if you did not cause it.  

b.	Specific Rules for Racquetball

1.	Reservations are by first come-first serve basis to use the racquetball court. 
2.	Equipment:  Black balls may only be used for handball.  Neither street shoes nor black-soled shoes may be worn.  (Black balls mark the walls and black soles mark the floor.)  Since grit damages the rubber floor, players should keep the soles of their shoes clean.  Only rackets with bumpers around the frames are permitted.  Eye shields are strongly recommended.
3.	Extensions:  If your hour has expired, and no one has the court reserved for the next hour, you may begin another session.  If someone arrives within ten minutes, please vacate.  Let courtesy rule.
4.	Termination:  Waiting players should knock on the door on the hour, and play should terminate.  The game is awarded to the player with the higher score.  Do not infringe on someone else's time to finish your game.
5.	Lights:  When exiting, turn the court lights off if it is apparent no one will be playing during the next hour.  Caution:  once turned off, a cool-down period of several minutes is required before the lights will come back on.

c.  Specific Rules for the Weight Room

1.	Stations:  The weight machine has ten different stations, most of which can be used simultaneously. 
2.	Children are not permitted to use the weight equipment without adult supervision.

d.	Specific Rules for the Gymnasium 

1.	Reservations for use of the gym are required and seminary groups may make them with the Receptionist in the Administration Building.   
2.	Gym equipment is in the trunk locker in the gym.  The combination to the locker may be obtained from the Receptionist.
3.	Standing reservations: The gym will be reserved at specified times for scheduled games of basketball, volleyball, etc. with the Receptionist in the Administration Building.
4.	Shoes:  Street shoes and black-soled shoes are not permitted on the gym floor.  Since grit damages the floor, players should keep the soles of their shoes clean.  
5.	After use, all equipment should be returned to the gym locker, and all lights should be turned off.

e.	Specific Rules for the Tennis Courts

1.	Availability:  The tennis courts are available at any time during the week except on the Lord's Day and during chapel.  Reservations are not required.  When others are waiting, please limit play to one hour for singles, and one and a half hours for doubles.  If you are playing singles, it is courteous to invite those who are waiting to play doubles with you.
2.	Shoes:  Only rubber-soled shoes may be worn on the tennis courts. 

f. Specific Rules for the Soccer Field
1. Lights: Lights are on a timer. 

4.	Computer Privileges

a.	Student-users may use only those computers or facilities that have been authorized for their use by Computer Services or their department supervisor.
b.	Student-users may use a computer only for the purpose for which permission has been granted.  Seminary computers may not be used for commercial purposes without the permission of the President. 
c.	Student-users given a password for computer access are responsible for security of the password.  A user's password must never be given to another person.  If user suspects another person knows his password, he must contact the Director of Computer Services immediately for a new one.
d.	Student-users must respect the intellectual labor and creativity of others.  Since electronic information is easily reproduced, respect for the work of others is especially critical in computer environments.  Violations of original works, including plagiarism, unauthorized access, and copyright violations, may be grounds for disciplinary action.
e.	Student-users must not access or copy volumes, libraries, directories, programs, files or data not belonging to them without authorization.  For computer software and data owned by the seminary, authorization must come from the President.
f.	Student-users must not attempt to modify or allow others to modify the seminary's computer hardware or software.  Failure to adhere to this policy may be grounds for disciplinary action.  In addition, the cost incurred to restore damaged hardware or software will be charged to the student.
g.	Student-users of seminary computers must have appropriate training before operation.  Each department is responsible to ensure that student-users and workers are adequately trained.  Questions from student-users and student workers should be directed to the department staff.  Department staff should contact Computer Services only.
h.	Student-users of seminary computers should report hardware or software problems to their department supervisor or department staff designated to receive such reports.  That person should report problems to Computer Services.
i.	A student-user that deliberately adds a computer virus to equipment owned by the seminary will be subject to disciplinary action.  Users who suspect a computer has been infected by a virus or has been maliciously tampered with in any way should contact Computer Services immediately.
j.   Computer Services, acting on behalf of the seminary, reserves the right to access all computer files on seminary computers.
k.	Students may use computers designated for student use in labs or for public access.  Students are not to use computers designated for administrative purposes unless authorized to do so by their department supervisor or Computer Services.
l.	Administrative tasks have priority for any computer assigned to a department with administrative responsibilities.
m.	Computer Services is not responsible for support of hardware or software not owned by the seminary.

F.  Student Associations

Information concerning student organizations can be found in the seminary catalog and on the website.  Specific information about meeting dates and programs will be emailed in the Informer, put in student mailboxes, or displayed on bulletin boards.  Every student is urged to participate in these organizations.

1.	The Student Cabinet provides leadership for student activities and represents the student body to the faculty.  The cabinet for the 2010-2011 school year: 
	

	Staff/Faculty Advisor:
	Brian Gault	

	President:
	Geoff Gleason

	Vice-President:
	David Barry

	Secretary/Treasurer:
	Daniel Hoffman

	Student Activities Coordinator:
	Vacant

	M.Div. Senior Representative:
	Ben Kappers

	M.Div. Middler Representative:
	Pete Whitney

	M.Div. Junior Representative:
	To be elected

	MFT 2nd Year Representative:
	Laura Edwards

	MFT 1st Year Representative:
	To be elected

	MA Representative:
	To be elected

	Spiritual Life Representative:
	Brad Mills

	SMI Respresentative:
	To be elected

	Mrs.In Ministry Representative 
	Carrie Mills

	International Students Rep.
	To be elected


 
	A junior class representative will be elected after fall classes have begun.  If you have matters of concern related to seminary life, bring them to the Student Cabinet.

2.	Student Conferences: Students usually sponsor two annual conferences.  The Society of Missionary Inquiry sponsors a Missions Conference during the fall semester, and the Student Cabinet sponsors a Spiritual Life Conference and/or retreats.  Recommendations concerning dates, themes, and speakers for these conferences are presented to the faculty for approval through the Dean of Students.

3.	The Society of Missionary Inquiry seeks to bring about a balanced integration of spiritual growth, evangelism, and missions in the lives of men and women training for ministry.  It seeks to inculcate in students, faculty, and staff hearts that burn for foreign missions by a realization of the depth of God's love for the lost . . . and for themselves!  SMI sponsors an annual Missions Conference during the fall semester, monthly meetings during the academic year, and occasional seminars, prayer meetings, chapel services, and other activities.  SMI programs are handled by a cabinet, with a president elected from the student body.  These officers include a president, public relations coordinator, Mrs. In Ministry president, prayer coordinator, and corresponding secretary-treasurer.  All registered students are automatically considered members of the Society of Missionary Inquiry.

4.	The Senior Banquet, planned by the Student Fellowship, is held before commencement each spring in honor of graduating seniors.  While students, their spouses, staff, faculty, and other invited guests are paid for by the seminary, other family members are encouraged to attend and pay only a minimal fee for the meal.             
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RTS is blessed in having a number of International Students on our campus. The International Student Fellowship’s Faculty representative and the International Student Assistant are available to address international Student needs. International Student wives are encouraged to participate in the Mrs. in Ministry program. The Director of Student Housing can assist in housing needs and help to make your new home an easier transition.
	
International Student Employment Information:
	On Campus Student Work for international students is only available to students holding a F-1 visa.   Under U.S. law, spouses of international students (usually holding an F-2 visa) are not permitted to work in the U.S. unless they too have a F-1 visa.  Full-time international (F-1 or non-resident) students who receive any form of financial aid or on campus student employment from the seminary are required to maintain insurance for their families.

	As an F-1 student, international students are not permitted to work off-campus or to engage in business without specific employment authorization. F-1 students may work on campus not more than 20 hours a week while school is in session. Such employment may be increased during vacation periods (fall, Christmas, spring, and summer breaks) so long as it stays within RTS policy. Employment means the rendering of services for compensations, financial, or otherwise, including self-employment. If international students receive food, clothes, money, etc. in exchange for work, skills, or expertise, the students are considered by INS to be working.  After the student’s first year in F-1 student status, they may apply for employment authorization on Form I-538 based on financial needs arising after receiving student status, or the need to obtain practical training. 

Working illegally is one of the most serious violations of immigration law. Not only could it jeopardize the student and force them to return home, but it could cause RTS to lose the privilege of bringing any international students to all RTS campuses. 

International Student Airline Policy
	For all international students receiving financial aid, $700 will be set aside per person from your account to pay for your return ticket home. If you receive tickets from another source, those funds will be returned to you. If your tickets are less than the $700 set aside, the balance of the funds will be returned to you. However, you will not have access to those funds during your stay at RTS. 
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     All women in our seminary community are offered a variety of special growth opportunities, 
     fellowship activities, and community ministries.

1.	RTS Courses: Spouses of current full-time, non-MFT students who demonstrate financial need may receive a 100% tuition grant to take courses for credit. However, spouses of current full-time, MFT students who demonstrate financial need may receive a 50% tuition grant to take courses for credit. All spouses may audit courses without charge, provided there is room in the class and they have registered with the Registrar.   These courses not only provide opportunity for spiritual growth, but help spouses get acquainted with professors and others in the seminary community.

2.	Mrs. In Ministry: The purpose of the Mrs. In Ministry program is to provide a course of training that will help prepare women for life in the ministry, to promote joy and confidence in their callings to serve Christ for the furtherance and strengthening of his kingdom, and to promote fellowship among all women on campus, single as well as married.  Mrs. In Ministry is led jointly by a team composed of faculty wives and elected student wives/students.  This team leads a program of fellowship, prayer, and teaching every Thursday night of the month while school is in session.  Teaching is provided by faculty members, faculty wives, and outside speakers.  Student testimonies and music are also part of the program.  Small groups give the women the opportunity to get to know and pray with one another.  The 2009-2010 cabinet for Mrs. In Ministry:
	
	Faculty Advisor: Mary Jo Long
      President: Carrie Mills
	Vice-President: Mary White
	Secretary: Melanie Kappers
	Treasurer: Brianna Smith 
	First Friends Committee: Lisa Gleason
	Hospitality: Renee Henry
	Small Group Coordinator: Courtney Stevens
	Retreat Coordinator: Nan Whitney
	Care and Concern: Elizabeth Dalton

3.	The Women's Retreat is an annual event for all the women of the seminary community (students, wives, staff, and faculty) designed to provide fellowship, inspiration, unity, and training.  The event is held at a nearby retreat facility and a guest speaker highlights the weekend.  The nominal fee includes lodging and meals.

4 Recreation.  The Student Center and the gym and weight room in the Dean Center are available to women and can be reserved for special events.  Occasional recreational events and activities for women are also planned.  Women are encouraged to take advantage of these facilities.










III. ACADEMIC LIFE

You may have come to RTS with a clear sense of your calling to ministry.  Then again, you may have little sense of the kind of ministry for which the Lord is preparing you.  Whatever your state of mind and heart, the seminary's goal is to provide an opportunity for self-evaluation and analysis before you commit yourself to a career.

Several courses of study have been developed to meet a wide range of student needs for basic and advanced preparation for Christian ministry.  The catalog is designed to acquaint you with the different degree programs and their requirements.

A. Class Information

1. 	Scheduling.  Be sure to consult the catalog and the semester schedule available from the Registrar as you plan your schedule of classes. 

2.  	Class attendance.  You are responsible to attend class, even when term papers or exams are pending, or your work schedule conflicts.  You should obtain the professor’s permission if you must be absent from class, particularly one week intensives.

3.  	Pedagogy.  Adjust yourself to each professor's teaching method.  Part of your education consists of learning how to learn.  Decide what kind of notes you need for each class to master the material.  Most courses have a syllabus.  All classes, however, have an aim.  Find out what it is, and adjust your studies to meet that goal.

4.  	Tests/exams are developed and administered according to each professor's requirements.  Most professors indicate their exam schedule at the beginning of the semester, but this does not preclude unscheduled exams.  Ask your professor what his policy is and the kind of response he expects on his examination.  And be prepared!  

5.  	Extensions.  Incomplete and late assignments after the course ends without approved extension requests may result in failure of the course.  Students should apply for an extension through the Registrar’s Office prior to the last day of the term.  Extensions are only granted for significant emergencies or unforeseen circumstances.
		• Students are required to state the reason for the extension on the form.
		• Permission is obtained from both the professor and the academic dean.
			• All work must be completed by the deadline given by the professor and academic dean.   

6.  	Extended absence of more than a week requires permission of the Academic Dean and is never granted without a written request.  If you need special consideration in any course, consult the professor involved.

7.  	Grades are posted on IQWeb as they become available.  Papers and tests may be returned to you — usually through the student mail boxes.  For information about the RTS Grading Scale and Academic Probation, please see the RTS Catalog.  

8.  	Retaking a course.  Students may retake a failed course.  The student must pay for the course again and all grades will be recorded on the transcript, including failures.

9.  	Study, or lack thereof, is the primary reason for success or failure in any course.  Students are expected to spend at least two hours of study for each hour of class.  Self-discipline is indispensable.  Do not procrastinate.  Get into a good study routine as quickly as possible.  Take full advantage of our library resources.  Schedule your work with your own deadlines well in advance of due dates.  Then, work your schedule.  When you do, you are most fully able to enjoy the academic, communal, and recreational aspects of your seminary experience.

10. 	Confusion.  Students often express feeling bewildered by new terminology and overwhelmed by the mass of new information.  Do not hesitate to ask questions, when you do not understand what a professor is talking about.  The only really dumb question is the one that is not asked.  Persevere in your studies, seek faculty help if necessary, and you will master the material.

11.    Books are both tools and temptations for seminarians.  Get good advice before you buy.  
Most professors provide bibliographies of recommended works.  Use the seminary Library to acquaint yourself with other authors.  Then buy books which will have lasting value for you.  You will probably want to keep your text books for future reference.  Check your whole library from time to time to identify weak areas.  Buy books of lasting value, but watch your budget.

B. Privacy of Student Records

RTS maintains the security and confidentiality of student educational records.  

All student records are kept in locked rooms and in locked file cabinets.  In addition, all transcripted information for current degree-seeking students is digitally “backed-up” at an off-site location.

Since RTS does not accept Title IV student loan monies, RTS is not bound by the Family Educational Rights and Privacy Act (FERPA).  However, RTS’ confidentiality policies are generally consistent with FERPA.  RTS policies are as follows:

A student may inspect and review his/her academic file and transcript after a written request has been made to the Registrar’s office.  The Registrar will make arrangements for access and notify the student of the time and place where the records may be inspected.  The Registrar will be present during this inspection and review.

If a student believes his/her academic file and/or transcript are inaccurate or misleading, the student may request to amend the file and/or transcript.  The student should write the Registrar, clearly identifying the portion of the record that the student wishes to change and specifying what is inaccurate or misleading.  If RTS decides not to amend, the student may use the appeal process outlined elsewhere in this Handbook.

RTS will not disclose, without the student’s consent, personally identifiable information found in the student’s academic file or transcript, excepting legitimate educational interests and directory information.  

Directory information includes, but is not limited to, name, address, telephone number, email, date and place of birth, spouse’s name, home state, previous schools attended, denomination and presbytery affiliation, grade level, dates of attendance, photo and photo of spouse, degree program, enrollment type (full-time, part-time), and degrees with date of graduation.


C.  Plagiarism

Research papers require borrowing other people's ideas and words.  However, the source of such borrowing must be acknowledged properly so that your ideas are clearly distinguished from ideas that you borrowed.  If the source is not acknowledged properly, your work is plagiarism.  For an excellent summary on what constitutes plagiarism, see Kate L. Turabian, A Manual for Writers of Research Papers, Theses, and Dissertations (rev. by Wayne C. Booth, etc.; 7th ed.; Chicago: University of Chicago Press, 2007), pp. 77-80 (section 7.9).

Plagiarism includes word-for-word copying, lifting terms, restatement of someone's argument or line of thought, etc. – all without acknowledgment of source.  Plagiarism also includes giving a source partial credit when more is taken from that source than indicated.

Plagiarism, whether intentional or unintentional, is very serious.  All plagiarism cases are referred to the Academic Dean for resolution. Consequences may include some of the following:
· repeat the assignment and receive a maximum of a D on the assignment
· receive an F on the assignment
· receive an F in the course
· expulsion from the seminary



14. 	Lack of payment for books/tuition will result in a “Stop” being placed on your student account. This prohibits the student from viewing grades and/or registering for classes.  All fees and balances must be cleared before the next semester begins.  An official transcript will be unavailable until all balances and fees are paid.

15.	Extraordinary academic requests for Jackson students, such as directed studies, must be initiated with the Professor and approved by the Academic Dean and Registrar at the beginning of the semester.  Please see the Registrar for appropriate forms.  

16. 	Transcripts.  Official transcripts must be requested in writing with a check for $10 payable to RTS.  Transcript request forms can be printed from the website (www.rts.edu).   An unofficial student transcript may be obtained from the Registrar at no charge.  

18. 	Special Fall and Spring Lecture Series are offered each year.  Classes are canceled during the lectures and all students are encouraged to attend.

19. 	Drop/Adds:  Students may drop/add courses via Self Serve until the drop or add deadline.  After the term begins, there is a fee for each course dropped or added.  Thus, it is recommended that you finalize your schedule before the first day of the term.    Tuition is usually not refunded for courses dropped after the deadline.  See appropriate term schedule for important academic dates.  See the most recent Schedule of Fees for the current drop/add fee.   
		20. 	Recording of Courses by Students:  The video taping of RTS courses by students is prohibited. Audio taping of classes by students is allowed if the taped material is to be used solely for personal study and spiritual edification and is not distributed privately or publicly in any manner.
D.	English Bible Exam

Masters level students (MA and MDiv students only) at RTS Jackson must take the English Bible Exam (EBE) . Each student must pass the EBE in order to graduate (a grade of “C”/80% is needed to pass).  The best method for preparing for the EBE is for the student to familiarize himself with:  
		(a) the broad flow of biblical history, 
		(b) the main themes and historical setting of the books of the Bible, 
		(c) the location (book and chapter) of significant biblical events, and verses, and 
		(d) the life and historical circumstances of significant biblical characters.  
Helpful resources include: William Hendriksen, A Survey of the Bible, and Willem A. VanGemeren, The Progress of Redemption.

The EBE can be taken at any time during the student’s enrollment at RTS and must be completed and passed prior to graduation.

E. 	WCF Shorter Catechism

The Westminster Confession of Faith’s Shorter Catechism is to be memorized as a part the M.Div. requirements.  You may memorize the Catechism in Old English or Modern English The catechism exam is taken in two parts as follows: Part I covers questions 1-53 and Part II covers questions  54-107. The first half, Part I, must be taken and passed prior to enrollment in Communication I & Preaching Lab (PT508/PT510); the second half, Part II, must be taken and passed prior to enrollment in Communication II/Preaching Lab II (PT522/PT524). If a student has not taken the Westminster Shorter Catechism exam, registration will not be permitted. 

F.	Graduation Requirements 

RTS only has one graduation ceremony in May.  However, students may graduate in either December or May (The Registrar’s office is authorized to issue diplomas in August only for graduates in the Marriage and Family Therapy & Counseling degree program. This is the ONLY exception).  The procedure and requirements for graduation are detailed below. 

1.	Students intending to graduate during our regular May graduation must make application for graduation during their final fall semester.  This application can be made with the registrar.  Please note that a 2.0 average is required in order to graduate.  A graduation fee of $200 is required.
2.	The student should set up an appointment with the registrar to “audit” the student academic record, confirming all course work is in process.
3.	Graduation requirements:

a.	Catechism exams must be completed by all potential M.Div. graduates by April 1st. (MDiv students only)
b.	English Bible Exam must be taken by all potential graduates by the first Friday in May. (all MA and MDiv students).

G. Student Field Education and Preaching Opportunities 

M.Div Students
Supervised field education is a requirement of the M.Div. program.  Details are published in the catalog.  The Director of Field Education will assist those seeking placement.  Field education requirements may be met by taking a clinical year.  Those interested in this option should: (1) Request the approval of the Director and (2) register appropriately with the Registrar’s office.

MFT Students
A counseling clinic is operated on campus for the training of students in the Marriage and Family Therapy program. Supervised clinical practice is provided which meets requirements of the MAMFTC accreditation. The MAMFTC degree requires 500 hours of face-to-face client work. See the catalog for further details. 

Remuneration:  Students should regard preaching and other field education assignments as opportunities to serve the Lord and the church and to develop skills for ministry.  They should not regard them as a primary means of financing their education.  Financial remuneration should be incidental to, not the objective of, field education.  Students may occasionally be asked to take non-remunerative assignments (at nursing homes, for example).

Field Education

1. Requirement: The M.Div. program requires 400 hours of registered Field Education in order to graduate.
2. Registration: In order for any Field Education to be counted towards the Field Education requirement, you must gain approval from and register with the Field Education Director prior to beginning the experience. No hours completed prior to this registration can be counted toward the Field Education requirement.
3. Student Pastorates:  Students may hold student pastorates in accordance with the ecclesiastical policies of the churches concerned and the field education policies of the seminary. Arrangements for student pastorates are negotiated directly with the individual church and the ecclesiastical body having jurisdiction over it (e.g. the presbytery, association, or conference). Student pastors must furnish the Field Education Office with written authorization for their pastoral relationships from the responsible ecclesiastical bodies.

Preaching Opportunities

       	1. Not Field Education: Preaching opportunities do not meet the Field Education requirement but are invaluable in developing ministerial skills and are highly encouraged.	
2. Eligibility:  Juniors become eligible for preaching assignments upon completion of PT501, "Introduction to Ministry." 
3. Sign up: Students who desire a preaching assignment must notify the Field Education Office by signing the list posted in the hall in the Dean Center. Assignments, however, cannot be guaranteed.  Opportunities are offered to students each week as they become available.  
4. Meals:  If the student has a large family, he should use discretion about signing up for meals at the church following a preaching occasion.  Many churches do not offer a meal for the visiting preacher following the service, even though the church may be some distance from Jackson.
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Belonging to the RTS family means you are part of the larger community of Jackson and its suburbs.  Get to know the community.  Cultivate your contacts as a witness for Christ.  In the broader community, you are first a Christian and secondarily a seminarian.  We hope the following information helps you settle into the larger community.  

For additional information please see the Community Life Reference Guide, which is available in the Office of Admissions and Student Life.
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1. Homestead Exemption
If you purchase a home while a student, homestead exemption is an important method by which you may reduce your property taxes.  Before April 1, take your deed, mortgage amount, interest rate, purchase price, and Mississippi auto tag number to the Hinds County Courthouse to file a claim.  Call the Tax Assessor's Office for more details.  After the first year's filing, only the blue copy of the previous exemption and your tag information is needed.

2. Check Cashing
Students may cash up to $50.00 at the Accounting Office window during regular hours.  Checks for larger sums should be cashed at your bank. (Tip: At the Kroger grocery store, you may write a check for more than the purchase amount; 25 cents service charge).

3. Voting
After 30 days residence, you may register to vote at the Courthouse in downtown Jackson.  As voting is by precinct, ask the location of your precinct-polling place, when you register.  Voter registration for Clinton residents is at City Hall, 300 Jefferson Street.

4. License Tags
Mississippi tags are required to claim a Homestead Exemption.  Tags may be purchased at the Hinds County Courthouse downtown Jackson or at the Raymond Courthouse.   Students who do not maintain a Mississippi residence and are not employed in the state of Mississippi may drive with home state tags but should always have a student ID and home state driver’s license with them in case they are stopped.  Students who obtain a Mississippi driver’s license must also get a Mississippi tag.

             5.  Driver’s License and Automobile Insurance
	Mississippi tags require a Mississippi driver's license.  If you are already licensed, a license will be issued after you pass a written examination.  Unlicensed drivers must also pass a driving test.  Examinations may be taken at the Exam Center at Jackson Square on Terry Road.  Study booklets for the license examination may be secured at the Exam Center. Automobile insurance can be obtained locally.  Your present insurance agent can make a recommendation for you.  For additional information about this, call 601.987.1287.

                          Liability Insurance is required by Mississippi State Law for all car owners and drivers.

6. Local Exercise Facilities
Baptist Healthplex, 102 Prospect Street, Clinton, 601.925.7900 (Bryon Nicolas) 
YMCA, 400 Lindale Drive, Clinton, 601.924.5812
Call for student rates.
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1. JATRAN, the city bus services, travels through the Queens area and also stops at the South Campus on Clinton Boulevard.  A $1.50 fare will take you anywhere.  Call 601.948.3840 for information on routes and schedules.

2.  Greyhound Bus Lines, 201 S. Jefferson St., 601.353.6782

3.  Amtrak Railroad, 300 W. Capitol Street, Jackson, 601.355.6350 or 800.231.2222

	4.  Jackson International Airport,  601.939.5631

We hope this handbook answers most of your questions about life at RTS.  Keep it handy for future reference.  

In addition to this handbook, please take special notice of the following on-campus sources of communication for academic and social announcements:

1.  Every week while school is in session you will receive the RTS campus newsletter, The Reformed Informer, by email.  
2.  There are also bulletin boards in the Dean Center, the Biblical Studies building and near the mailboxes in the Student Center.


If you have suggestions or corrections for future editions of this handbook, please submit them to the Office of Admissions and Student Life. 









































Securitas Security Service

4:30 p.m. - 7:30 a.m.
Monday-Thursday
and all weekend

601.291.1600; 601.317.0029





RTS SECURITY INFORMATION APR 05
 
PLEASE BE ADVISED OF THE FOLLOWING AS IT PERTAINS TO SECURITY FOR REFORMED THEOLOGICAL SEMINARY:
 
1. THE INTERIM DIRECTOR OF SECURITY IS JOE MORRIS.  HE IS THE PERSON TO DIRECT ALL SECURITY CONCERNS.  HIS STAFF IS NOT PART OF THE SECURITY FORCE OF RTS AND WILL NOT PERFORM SECURITY DUTIES. 
 
2. OUR SECURITY FORCE CONSISTS OF LOCAL POLICE AND SHERIFF OFFICES.  IN ADDITION, RTS CONTRACTS SECURITY FROM SECURITAS INTERNATIONAL.  SECURITAS PERSONNEL ARE THE ONLY PEOPLE ALLOWED TO PERFORM SECURITY DUTIES AT RTS.   ANY FAILURE OF THE SECURITY CONTRACTOR TO PERFORM THEIR DUTIES SHOULD BE REPORTED IMMEDIATELY TO THE DIRECTOR OF SECURITY AT 601.923.1700(W), 601.291.3973(C), 601.372.3973(H). 
 
3. THE SECURITY SERVICES OPERATE 7 DAYS PER WEEK, 365 DAYS PER YEAR.  THE SCHEDULE OF SERVICE IS AS FOLLOWS: 
 
-UNARMED GATEHOUSE GUARD                4:30 p.m. – 7:30 a.m.               MON-FRI
                                                                                ALL DAY 	             		 SAT-SUN
-ARMED PATROL GUARD                              5:00 p.m. – 1:00 a.m.               MON-SUN
-UNARMED PATROL GUARD                        1:00 a.m. - 6:00 a.m.		 MON-SUN
 
4. GATEHOUSE PHONE NUMBER IS:                                                           601.317.0029 
 
5. ARMED/UNARMED PATROL GUARD NUMBER IS:                            601.291.1600 
 
6. THE PATROL GUARD IS AVAILABLE TO RESPOND TO ANY CALLS MADE DURING THEIR SHIFT.  PLEASE CONTACT THEM TO REPORT SUSPICIOUS PEOPLE, SOLICITORS, AND TRESPASSERS.  THEY ARE AVAILABLE AS AN ESCORT WHEN EXITING A VEHICLE, HOME, OR BUILDING. 
  
7. THE PATROL GUARD WILL CONCENTRATE ON THE SOUTH CAMPUS MONDAY – THURSDAY FROM 5:00 p.m. - 10:30 p.m.  FROM 10:30 p.m. – 6:00 a.m. HE WILL CONCENTRATE ON TOWNHOUSES.  HE WILL HAVE 2 PERIODS OF TIME (45 MINUTES EACH) WHEN HE WILL RETURN TO THE MAIN CAMPUS TO PATROL THE BACK OF SOUTH CAMPUS AND THE CAMPUS HOUSING. 
 
8. ON FRIDAYS HE WILL SECURE THE MAIN CAMPUS AND BEGIN THE PATROL OF THE TOWNHOUSE AROUND 6:30 p.m.  HE WILL RETURN TO MAIN CAMPUS AT 10:00 p.m. TO SECURE BUILDINGS AND MAKE A PATROL OF THE ENTIRE CAMPUS.  HE WILL RETURN TO THE TOWNHOUSE TO PATROL AS DIRECTED ABOVE TILL 6:00 a.m. 
 
9. SATURDAY AND SUNDAY HE WILL MAKE ONE PATROL OF THE MAIN CAMPUS AT 5:00 p.m. AND THEN BEGIN HIS PATROL OF THE TOWNHOUSES.  

10. TENANTS ARE REMINDED TO LOCK THEIR VEHICLES AND NOT LEAVE VALUABLES IN THEM. 
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